HOW TO EFFECTIVELY
RECORD YOUR WINS
AT WORK.
SECURE PROMOTIONS,
GET VISIBLE.
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Introduction
A welcome note.

Why You Must Record Your
Wins at Work
Including eight specific situations that make
this important.

The Strategies For Effective
Recording
Plus sample work categories and funnels to
guide you.

How to Record Your Wins
The different and effective options available.

Next Steps & Bonus
Accomplishment Tracker

1.

WHY YOU MUST RECORD
YOUR WINS AT WORK

The simple truth is that it's not enough to
be excellent at work. It's all well and good
for you go above and beyond, perform
your tasks effectively, burn the midnight
candle and contribute to the growth of
your organisation. But, if no one knows
about this, it can feel like a wild-goose
chase.
The only way people value your
contributions is if they know about it. One

To succeed at work, you
must not only do good
work. You must be seen
to be doing good work,
and prove that you've
done good work.

way to make sure the relevant
stakeholders are aware is by making sure
you keep a good record.
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One of two things happen when we fail to
effectively record our wins at work and the
time goes by. Either we know we've
accomplished a lot, but it's super hard to
remember or we begin to feel inadequate
like we haven't accomplished anything.

You simply cannot rely on memory. As
the popular quote says, "the shortest
pencil is longer than the longest
memory."
I get it though, it can be hard to keep a
record for a couple of reasons.
Many times we're simply caught up in
our day-to-day tasks. At close of
business, we're often unwilling to take
on or give ourselves any extra tasks.
Other times, we get lost in the euphoria
of our accomplishments that anything
after that feels like an anti-climax.
In the next couple of pages, we will
explore why we MUST record our wins
and the specific circumstances that
make it important to do so.
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HOW TRACKING
YOUR WINS BRINGS
MORE SUCCESS.

|

YOUR PERIODIC APPRAISAL BECOMES
A BREEZE

|

YOU AVOID DISAGREEMENTS ABOUT
YOUR ACCOMPLISHMENTS

|

YOU'RE IN THE BEST POSITION TO ASK
FOR A RAISE

|

IT'S SUPER EASY TO UPDATE YOUR
RESUME

When you track your wins and record them
consistently, your periodic performance
appraisals whether quarterly, monthly or
yearly become easier and starightforward. You
avoid any last minute scramble to ascertain
your accomplishments.

Although not ideal, it's easy for bosses and
colleagues to question or challenge your
contributions. With records in place, the facts
would speak for themselves.

The one reason many women struggle to ask
for a raise at work is because they're unable to
articulate or prove their value. By recording
your wins, this becomes second nature.

A good resume or CV is really showcasing your
wins and this doesn't feel like a chore when
you've tracked your wins properly.
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YOU EXCEL AT COMPETENCE BASED
INTERVIEWS
The majority of job interviews will require that
you demonstrate specific situations of
competence. Your journal of wins presents
you with a selection to pick from. This also
helps your retention and helps your story
telling flow more easily.

|

IT'S EASIER TO BUILD AN ONLINE
PRESENCE OR BUSINESS AS A
PROFESSIONAL
To distinguish yourself as a thought leader in
your field or provide a service to others you
should be able to clearly showcase what you
do. Tracking your wins on a regular basis gives
you access to that healthy pool of information.

07

08
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YOU MASTER YOUR PERSONAL PITCH
& SUMMARIES FOR NETWORKING

|

YOU CAN APPRECIATE AND REWARD
YOURSELF

Networking can be awkward. Especially when
you're in the midst of people who very
confidently share what they do and the
achievements they've recorded. Recording
your wins consistently means that you're
always prepared to showcase your value.

When any doubts creep in (as they will
sometimes do), take a long look at how
amazing you've been. Then give yourself a
double pat on the back.
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3.

THE SIMPLE STRATEGIES TO
RECORDING YOUR WINS.

WHY IS A STRATEGY
REQUIRED?
The word strategy can feel a
bit intimidating. However, it
simply means a plan of action
designed to achieve long term
results. It's important to
consider and create your own
personal strategy for
recording your work wins and
the options that work best for
you.
This is because despite the
best intentions, without a solid
plan, it would be very difficult
to follow through. In the next
couple of pages, we would
explore a few tips to guide you
create your strategy.
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6 EASY STRATEGIES TO
IMPLEMENT
1. ALWAYS THINK FROM A PLACE OF
VALUE
In recording your work wins, a top priority is to think from a
place of value. That's exactly what makes it a win. Thinking
from a place of value allows you to utilise the right words to
communicate that value you have provided. Ask yourself,
"what was the benefit of this task to the wider organisation
and what is the unit or metric of success?"

2. FIGURE OUT A TIME FRAME THAT
WORKS FOR YOU
To effectively track and record your wins, you must figure out
the time frame that works for you. Some people may find it
easy to take stock daily after each work day, while for others
weekly, every two weeks or monthly may be a better option.
Whatever you decide, it's important that you stick to it.

3. CREATE DEFINED BUCKETS OF WINS
This is such an important tip that greatly simplifies your
workflow in recording your wins. Creating these buckets
make it easy for you to categorise and place each
accomplishment or success easily. In the following pages, I
share a few examples of such defined buckets.
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4. UTILISE A FUNNEL SYSTEM
A funnel system allows you to focus on your key message,
distilling value in a systematic manner. It lets you avoid the
fluff. A popular funnel system is the CAR — challenge, action &
results. In the absence of a challenge, you could also adopt the
STAR approach by recording the situation, task, action and
result.

5. USE ACTION WORDS, NUMBERS,
PHOTOS & DATES
Whether you’re recording your wins to negotiate a raise, get a
new job, build your personal brand or simply give yourself a
tap on the back, you want your information to be as punchy
as possible. You also want to make sure it’s easy to recollect
and explain. So use action words that communicate impact,
use numbers that show growth, use dates and any other
visual aids such as diagrams and if possible photos.

6. CAPTURE AS EXACTLY AS POSSIBLE
Have you ever been in a situation where you had previously
been given some great feedback on a task, whether via email
or in person. However, when you need it you can't recall the
exact words used? Quoting or recording great feedback and
wins in the exact manner given and where possible, lends
credibility to you. A few ways to do this include filing the
emails or documents, creating a screenshot and confirming
oral feedback in writing.
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RECOMMENDED
CATEGORIES OF WORK
WINS.

Pre-defined buckets make your recording process a
lot easier. The buckets you create will ultimately
depend on your daily tasks, the value you bring and
the important metrics for success. For someone in a
core sales role, a core bucket might be number of
sales and % increases.
The below provides some high-level guidance to help
you define your work wins. What would you add?

Projects

Ideas or

Recognition

Completed or

Suggestions

or Excellent

Milestones

Generated

Feedback.

Emotional

Volunteer or

Intelligence or

Leadership

soft skills.
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4.

WHAT'S THE BEST WAY
TO RECORD YOUR
WORK WINS?

Finally, let's tackle what's the actual best way to record your
wins. There are a few formats that you could employ. While
some might prefer sticking to just one, others may find that
a combination of two or more works best based on their
circumstances.

1. USE A WORKSHEET OR JOURNAL
This is an easy way to keep track of your accomplishments
and sometimes, nothing beats a good old paper and pen.
To use worksheets, effectively you have to ensure that
they’re properly filed and easily accessible. If this is a
preferred method, I’ve included three bonus tracker sheets
at the end of this guide. Simply print, record and file.
You may may choose to use a defined journal rather than
individual worksheets.

2. USE AN APP
If you’re more tech inclined, then using an app may be the
preferred method for you. The iPhone notes app, One Note,
Evernote and Google Keep are some good options. You
could also find other mobile journaling apps that save a
similar purpose. Many of these are great as they can be
easily accessed and updated on the go.
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3. USE A VOICE RECORDER
In certain situations, it may be quicker and more
effective to make a voice recording of an
achievement or feedback than putting this down
on paper. It’s also often easier to get more
information in within a short time. If recording
orally, be sure to include the date and also use
the funnel approach.

4. USE A PROJECT MANAGEMENT
BOARD
Recording your accomplishments is a project on
its own and should be treated as such. A project
board is an easy way to create categories, and
update as required. It’s particularly great because
you can easily include links, websites, text, photos.
There a few great ones to check out including
Trello and Asana.
____________
So which is best? Perhaps not one, but a
combination. Personally, while I take quick notes
on my notes app and sometimes on paper, I often
transfer to my Trello board and then to a
document in the cloud.
You may have to try out a couple of methods
based on your circumstances and schedule to
figure out what works best.

13 | How to Effectively Record
Your Wins at Work

© The UpWomen

NEXT STEPS

Well then, that's quite a bit that we've
covered right?
What next? Let's spell it out.
Figure out how recording your wins
will help your career or personal
brand. A new job? More clients?
Create your buckets of wins and
your funnel system.
Decide your preferred time and
format for recording!
Schedule your first record session
and put it all down!
Finally, stick to your preferred
schedule and make it a habit.
Now watch your confidence soar and
be ready to the next big thing you
rightly deserve!
You've got this and I'm totally rooting
for you.
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ACCOMPLISHMENT TRACKER
Date:

Situation / Challenge

Notes

Task / Action

Result
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ACCOMPLISHMENT TRACKER

CATEGORY:

Date / Time Period:
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