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Creating Standout Resume Profile 

Your resume must not be all about you. Ensure that you include “Big Picture” details that will place your profile above the rest. Make sure that your profile is 

inclusive of the impact of your attributes on your responsibilities, team, management, and organization. 

 

 
 

 

Example Resume Profile 
 
I am an office administrator who is capable, logical, reasonable, and an effective administrative assistant who is very loyal, faithful, and dependable. I use 
self-leadership to place great importance on honesty and integrity, and I am depended on by management and teams to support them in doing the right 
thing to follow through on tasks to completion.  
 
As a result of my organized and methodical collaboration with teams and management, the organization worked with more than 350 private-sector, non-
governmental, and local organizations, as well as host-country governments, with the potential to catalyze more than $350 million in more than 50 countries. 
 

 

 

To create a brief but comprehensive profile that makes you stand out at 
first glance, you need to:  
 

 

1. Capitalize on your knowledge of your Personality Type attributes.  
2. Write a brief that explains the Impact that your personality 

attributes make on your responsibilities.  
3. Write a brief of how your responsibilities impact your team and 

management.  
4. Write a brief of how your collaborative initiatives have impacted 

the organization. 
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Ken’s Follow Along Step-by-Step Instructions 

 
Step 1: List Your Personality Type Attributes 
 
List your personality type attributes and then select a few to come up with a basic foundational profile: 
 

✓ Hard-working 
✓ Dutiful and follow through on tasks 
✓ Seek structure 
✓ Organized and methodical  
✓ Clearly defined rules, and respect for authority 
✓ Generally succeed at any task I undertake 
✓ Very loyal, faithful, and dependable 
✓ Place great importance on honesty and integrity 
✓ Can be depended on to do the right thing  
✓ Put tremendous amounts of energy into doing any task  
✓ Like to be accountable for my actions 
✓ Go extra mile to give support where support is needed 
✓ Tremendous amount of potential 
✓ Capable, logical, reasonable, and effective individual  
✓ Have what it takes to be highly effective at achieving goals 

 

Step 2: Use Selected Attributes to Write a Basic Profile 
 
Use the selected attributes to write a basic profile that flows and makes sense: 
 
I am a capable, logical, reasonable, and effective individual who is very loyal, faithful, and dependable. I place great importance on honesty and integrity 
and can be depended on to do the right thing to follow through on tasks to completion. 
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Step 3: List Your Roles and Responsibilities 
 
Make an exhaustive list of your roles and responsibilities and select the equivalent number of roles and responsibilities to the selected attributes. In this example, we 
selected four attributes so we will select four roles and responsibilities to match to the four attributes: 

 
✓ Handling administrative requests and queries from management 
✓ Providing support to managers and employees 
✓ Handle requests and queries appropriately 
✓ Assisting in daily office needs  
✓ Managing the organization’s general administrative activities 
✓ Making travel and meeting arrangements 
✓ Preparing reports  
✓ Maintaining appropriate filing systems 

 

________________________________________________________________________________________________
________________________________________________________________________________________________
________________________________________________________________________________________________
________________________________________________________________________________________________
________________________________________________________________________________________________
________________________________________________________________________________________________
________________________________________________________________________________________________
________________________________________________________________________________________________
________________________________________________________________________________________________
________________________________________________________________________________________________
________________________________________________________________________________________________
________________________________________________________________________________________________ 
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Step 4: Improve Basic Profile with Selected Roles and Responsibilities  
 

Improve the basic profile by adding the Impact that your selected attributes make on your selected responsibilities, team, and management by appropriately rewording (if 
necessary) the selected responsibilities to flow with selected attributes.  
 
For example, Ken rewords his selected responsibilities and matches them to his selected attributes as follows: 
 
 

Selected Responsibilities Selected Responsibilities Reworded Attributes Attribute Impact on Responsibilities  
Managing the organization’s general 
administrative activities 

Office Administrator 1) I am a capable, logical, reasonable, 
and effective individual who is 2) very 
loyal, faithful, and dependable. 

1) I am an Office Administrator who is 
capable, logical, reasonable, and an 

effective individual who is 2) very loyal, 
faithful, and dependable.  

Handle requests and queries 
appropriately 

Administrative Assistant 1) I am a capable, logical, reasonable, 
and effective individual who is 2) very 
loyal, faithful, and dependable. 

1) I am an Office Administrator who is 
capable, logical, reasonable, and an 

effective Administrative Assistant who is 
2) very loyal, faithful, and dependable.  

Handling administrative requests and 
queries from management 

Self-Leadership 3) I place great importance on honesty 
and integrity and 4) can be depended 
on to do the right thing to follow 
through on tasks to completion. 
 

3) I use self-leadership to place great 
importance on honesty and integrity and 
4) can be depended on to do the right 
thing to follow through on tasks to 
completion. 

Providing support to management and 
teams 

providing support to management and 
teams 

3) I place great importance on honesty 
and integrity and 4) can be depended 
on to do the right thing to follow 
through on tasks to completion. 
 

3) I use self-leadership to place great 
importance on honesty and integrity and 

4) I am depended on by management 

and teams to support them in doing 
the right thing to follow through on tasks 
to completion. 

Basic Profile - Selected Attributes Improved Profile - Selected Attribute Impact on Selected Responsibilities 
I am a capable, logical, reasonable, and effective individual who is very loyal, 
faithful, and dependable. I place great importance on honesty and integrity and can 
be depended on to do the right thing to follow through on tasks to completion. 
 

I am an Office Administrator who is capable, logical, reasonable, and an effective 
Administrative Assistant who is very loyal, faithful, and dependable. I use self-
leadership to place great importance on honesty and integrity and I am depended 
on by management and teams to support them in doing the right thing to follow 
through on tasks to completion. 
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Step 5: Further Improve Basic Profile with Collaborative Impact on Organization  
 

In order for Ken to improve his basic profile with collaborative impact on organization, he identifies organizational achievements. To do this he simply googled to find 

achievements his organization has made and found this: 

The organization worked with more than 350 private-sector, non-governmental, and local organizations, as well as host-country governments, with the potential to catalyze 

more than $350 million in more than 50 countries. 

 
Step 6: Go Through Your Personality Type Attributes 
 
Go through your personality type attributes to find attributes that you can marry to the organization’s achievements. Ken selected “organized and methodical” 
to marry to the organization’s achievements. 
 

✓ Hard-working 
✓ Dutiful and follow through on tasks 
✓ Seek structure 
✓ Organized and methodical  
✓ Clearly defined rules, and respect for authority 
✓ Generally succeed at any task I undertake 
✓ Very loyal, faithful, and dependable 
✓ Place great importance on honesty and integrity 
✓ Can be depended on to do the right thing  
✓ Put tremendous amounts of energy into doing any task  
✓ Like to be accountable for my actions 
✓ Go extra mile to give support where support is needed 
✓ Tremendous amount of potential 
✓ Capable, logical, reasonable, and effective individual  
✓ Have what it takes to be highly effective at achieving goals 
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Step 7: Marry Attributes to The Organization’s Achievements 
 
Organization’s Achievements Selected Attribute Attribute Impact on Organization’s Achievements  
The organization worked with more 
than 350 private-sector, non-
governmental, and local organizations, 
as well as host-country governments, 
with the potential to catalyze more than 
$350 million in more than 50 countries. 

Organized and methodical As a result of my organized and methodical collaboration with teams and 

management, the organization worked with more than 350 private-sector, non-
governmental, and local organizations, as well as host-country governments, with 
the potential to catalyze more than $350 million in more than 50 countries. 

 
Step 8: Put it All Together 
 

Me, Myself, and I Basic 
Profile 

All-Inclusive Standout Profile 

Attributes Attribute, Responsibilities, Teams, Management, and the Organization 
I am a capable, logical, 
reasonable, and effective 
individual who is very loyal, 
faithful, and dependable. I 
place great importance on 
honesty and integrity and 
can be depended on to do 
the right thing to follow 
through on tasks to 
completion. 
 

I am an Office Administrator who is capable, logical, reasonable, and an effective 
Administrative Assistant who is very loyal, faithful, and dependable. I use self-
leadership to place great importance on honesty and integrity and I am depended 
on by management and teams to support them in doing the right thing to follow 
through on tasks to completion. 
 
As a result of my organized and methodical collaboration with teams and 
management, the organization worked with more than 350 private-sector, non-
governmental, and local organizations, as well as host-country governments, with 
the potential to catalyze more than $350 million in more than 50 countries. 
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Creating Standout Resume Work Experience 

As was the case with your profile, your work experience must not be all about you. Ensure that you include “Big Picture” details that will place your work 

experience above the rest. Make sure that your work experience is inclusive of the impact of your attributes on your roles, responsibilities, team, 

management, and organization. 

                                                                                

 

 

 

 

 

 

 

To write resume work experience that 
makes you stand out at first glance, you 
need to:  
 

 

1. Make your resume relevant to the 
opportunity on offer.  

2. Display a snapshot of your 
summary skills and competences. 

3. Showcase the details of how your 
snapshot skills and competences 
impact on your roles, 
responsibilities, your boss, and 
team. 
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Example Resume Work Experience 
  

Work Experience 

Administrative Assistant to CEO 
XYZ (Pty) Ltd | Jan 2016 to present 
 

Personal Roles and Responsibilities 

I use prioritized client centric and results-based techniques to strategically perform the full administrative assisting 
function, to effectively render support to management and teams in their daily activities. The techniques that I plan, 
execute, monitor, and consistently evaluate and improve on to ensuring high quality and accuracy of delivery of timely 
work include: 

• Time management prioritization frameworks 
• Stakeholder management mapping engagement plans 
• Result-based communication strategies  
• Client centric feedback frameworks 

 
Working With My Boss Roles and Responsibilities  
 

I accordingly consult with the CEO using client centric feedback frameworks to innovatively anticipate and clarify needs 
to resourcefully, prioritize, action, collaborate, delegate and manage administrative activities including office diaries, 
correspondence, meetings, minutes, filing systems, office requirements, strategic management workshops, travel, hotel 
reservations, driver services and security services with due tact, diligence, discretion and professionalism, to 
productively support the CEO to manage and ensure the completion of high quality, results-based and rights-based 
country programs and projects. 
 

Team Collaboration Roles and Responsibilities 
  
I liaise with teams to follow through on various matters as required by the CEO to ensure regular program monitoring 
and evaluation of progress for timely action and intervention to achieve results. I effectively implement these tasks using 
my knowledge of scheduling and prioritization, stakeholder management, crisis management, self-leadership, servant 
leadership, strategic leadership, people skills, emotional intelligence as well as sensitivity and respect for cultural 
diversity. 

Summary of Skills and  

Competencies 
 

✓ 9 Years’ experience of strong 

initiative, ownership, and 

accountability 
 
✓ Highly organized with strict 

adherence to deadlines 
 
✓ Expedient travel management 
 
✓ Resourceful and organized 

office manager 
 
✓ Self-motivated and action-

driven 
 

✓ Thorough and effective 

communication 
 

✓ Servant leadership and 

inclusive collaborator 
 

✓ Friendly, personable, and 

customer centric 
 
✓ Excellent stakeholder 

management 

 
✓ Dependable support services 
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Ken’s Follow Along Step-by-Step Instructions 

 
Step 1: Make Your Resume Relevant to the Opportunity on Offer 
 
Make your resume relevant to the opportunity on offer, carefully read through the description from top to 
bottom whilst highlighting what matters to the entity offering the opportunity: 
 

Background 
 
Under the supervision of the Operations Manager, the Executive Assistant supports the Country 
Representative in their daily activities, managing meeting calendar, correspondence and other activities as 
requested. The incumbent supports Office Operations by performing a variety of standard administrative 
processes ensuring high quality and accuracy of work. The Executive Assistant promotes a client, quality, 
and results-oriented approach. The Executive Assistant works in close collaboration with the Country 
Representative, programme and projects staff and the Operations team to ensure consistent service 
delivery. 
 

 
 

Duties and Responsibilities 
 

• Provide administrative support to the Country Representative by managing meeting calendar, appointments and other needs identified by the 
Representative  

• Coordinate Drivers’ distribution by managing the calendar of requests for driving services, submitted by the Country Office personnel 

• Arrange travel and hotel reservations, prepare travel authorizations, process requests for visas, identity cards and other documents, collect 
information for DSA, as required; 

• Provide administrative support to the Country Office conferences, workshops, retreats;  

• Provide administrative support to the Country Office property management; 

• Maintain Country Office filing system ensuring safekeeping of confidential materials; 

• Monitor and maintain Country Office stationery supplies including maintenance of stock list of stationery, distribution of stationery and keeping a 
log of distribution, as required; 

• Prepare and distribute invitations, agendas, various information, etc.; 
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• Draft correspondence of a routine nature, responses to inquiries ensuring correctness in terms of format, grammar, and spelling;  

• Facilitate Country Representative’s travel arrangements: initiate travel authorization for approval, reserve flight schedules, coordinate with the 
Country Office Operations section for relevant travel advances and claims, seek appropriate visa and security clearances; 

• Oversee protocol matters, registration of staff, coordination with local authorities on space and other administrative matters; 

• Perform other relevant duties as required. 
 

Core Value Competencies 
 

• Respect for Diversity 

• Integrity 

• Professionalism 
 

Core Competencies 
 

• Awareness and Sensitivity Regarding Gender Issues 

• Accountability 

• Creative Problem Solving 

• Effective Communication 

• Inclusive Collaboration 

• Stakeholder Engagement 

• Leading by Example 
 

Functional Competencies 
 

• Ability to administer administrative processes and transactions; 

• Ability to perform work of confidential nature and handle a large volume of work; 

• Good knowledge of administrative rules and regulations; 

• Good IT and web-based management skills. 
 

Required Skills and Experience 
 

• At least 5 years of experience in administration, procurement or logistics support service. 

• Experience in the usage of computers and office software packages (MS Word, Excel, etc.). 

• Experience in the use of ATLAS would be an asset. 
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Step 2: Create Snapshot Summary List of Skills and Competencies 
 

Use what you highlighted to pick and reword requirements to come up with a snapshot summary list of skills and competencies based on what is advertised 

and what you have to offer: 

• 9 Years’ experience of strong initiative, ownership, and accountability 

• Highly organized with strict adherence to deadlines 

• Expedient travel management 

• Resourceful and organized office manager 

• Self-Motivated and action-driven 

• Thorough and effective communication 

• Servant Leadership and inclusive collaborator 

• Friendly, personable, and customer centric 

• Excellent stakeholder management 

• Dependable support services 

 

2.1. Consider your summary skills and competencies as a list of your: 

 

• Duties and responsibilities  

• Core value competencies  

• Core competencies  

• Functional competencies 

• Required skills 

 

2.1. Combine requirements, for example “resourceful and organized office manager” or “expedient travel management”. 

 
2.2. It is a good idea to list your snapshot summary skills and competencies over into subsequent pages of your resume, if you feel that what you have listed 

on the front page is not enough.   
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Step 3: Impact of Your Skills and Competencies on Your Roles, Responsibilities, Your Boss, and Team 

 
To clearly describe the impact of your skills and competencies on your roles and responsibilities, your boss, and team: 

 

3.1. Present the three separately to demonstrate to the reader that you have a clear structured way of presenting information in detail: 

 

Work Experience 

Administrative Assistant to CEO 
XYZ (Pty) Ltd | Jan 2016 to present 
 

Personal Roles and Responsibilities 

 
 
 
 
 
 

 

Working With My Boss Roles and Responsibilities  
 

 
 
 
 
 
 

 

Working With My Boss Roles and Responsibilities  
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3.2. Present impact processes, outcomes, and achievements for each of the three categories, in line with requirements for the opportunity: 

 

Personal Roles and Responsibilities 

I use prioritized client centric and results-based techniques to strategically perform the full administrative assisting function, to effectively render support 
to management and teams in their daily activities. The techniques that I plan, execute, monitor, and consistently evaluate and improve on to ensuring high 
quality and accuracy of delivery of timely work include: 

• Time management prioritization frameworks 
• Stakeholder management mapping engagement plans 
• Result-based communication strategies  
• Client centric feedback frameworks 

 

Working With My Boss Roles and Responsibilities  
 

I accordingly consult with the CEO using client centric feedback frameworks to innovatively anticipate and clarify needs to resourcefully, prioritize, action, 
collaborate, delegate and manage administrative activities including office diaries, correspondence, meetings, minutes, filing systems, office requirements, 
strategic management workshops, travel, hotel reservations, driver services and security services with due tact, diligence, discretion and professionalism, 
to productively support the CEO to manage and ensure the completion of high quality, results-based and rights-based country programs and projects. 

 
Team Collaboration Roles and Responsibilities 
  
I liaise with teams to follow through on various matters as required by the CEO to ensure regular program monitoring and evaluation of progress for timely 
action and intervention to achieve results. I effectively implement these tasks using my knowledge of scheduling and prioritization, stakeholder 
management, crisis management, self-leadership, servant leadership, strategic leadership, people skills, emotional intelligence as well as sensitivity and 
respect for cultural diversity. 

 

3.3. Apply the three-category structure to each present and past position/employer. 

 

3.4. Spread identified opportunity requirements throughout the three categories of your past position/employer. Please do not falsify information. 
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How to Answer Interview Questions the Right Way 

As was the case with your resume profile and work experience, your interview answers must not be all about you. Ensure that your answers are all-inclusive 

to place you above the rest. Make sure that your interview answers are inclusive of the impact of your attributes on your roles, responsibilities, team, 

management, and organization. 

To make interview answers all-inclusive, you need to be innovative by making use of the McKinsey 7S Framework which is: 

✓ Powerful answer generator 
✓ Easy to remember  
✓ All-Inclusive  
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Example Answer 1: What are your strengths and weaknesses? 

 
Strategy: Use McKinsey 7S Framework to generator the answer. 

 

Answer: My strengths are that I understand the value of structure, that is embedded in flawless administrative systems that aim to refine result-based 

processes to meet objectives with due dedicated focus on how to engage others, if need be, by accordingly guiding, leading, or collaborating with them to 

meet and exceed stakeholder expectations. My weaknesses are that I am a serial workaholic. 

 

 

 

 

 

 

 

 

 

 

McKinsey 7S Pointer Generated Part of Answer 
Structure Trait or position or support to whom or how My strengths are that I understand the value of structure, 
Systems Tools I use to keep structure on track that is embedded in flawless administrative systems that 
Strategy Action strategies I use to get results aim to refine result-based processes to meet objectives 
Skill Your skills, competencies or advertised skills with due dedicated focus 
Staff Collaborative activities/process to get things done for boss on how to engage others, if need be, 
Style Your leadership styles to action things by accordingly guiding, leading or collaborating with them Shared 
Shared 
Values 

Core values or culture impact on your work to meet and exceed stakeholder expectations. My weaknesses are 
that I am a serial workaholic. 

mailto:Conferences@berlington.co.za
http://www.berlington.co.za/


Berlington Management Training (Pty) Ltd | Tel: +27 83 682 3630 | Email: Conferences@berlington.co.za | Web: www.berlington.co.za                     Page 17 of 24 
 

Example Answer 2: Tell us about yourself 

 
Strategy: Use McKinsey 7S Framework to generator the answer. 

McKinsey 7S Pointer Generated Part of Answer 
Structure Trait or position or support to whom or how I am an office administrator who is capable, logical, reasonable, and an effective 

administrative assistant who is very loyal, faithful, and dependable, and I 
am depended on by management and teams to support them in doing the 
right thing to follow through on tasks to completion 
 

Systems Tools I use to keep structure on track To ensure that I keep on track and make an effective and productive impact on both those 
that I assist and myself, I use a combination of strategic action tools and 
stakeholder engagement tools that I accordingly plan, execute, monitor, and 
consistently evaluate and improve on to ensuring high quality and accuracy of delivery of 
timely work.  
 

Strategy Action strategies I use to get results I have learnt, over the years, that for me to effectively deliver on my support roles and 
responsibilities, I must think beyond aiming for self-achievements and rather 
aim to motive others to achieve with me. As the result of this consideration, I 
make it a point to set a good example in upholding and encouraging accountability, integrity, 
respect for diversity, inclusive collaboration and result based engagements. 
 

Skill Your skills, competencies or advertised skills Otherwise, I know that the starting point is with me and hence my daily drive to improve on 
self-evaluated sensitivity, effective communication, creative problem solving, 
professionalism, self-motivation and expedience to deliver high quality 
and accurate daily activities. 
 

Staff Collaborative activities/process to get things done for boss As the result of my constant self-evaluation in my drive for exceptional excellence, my CEO 
has had flawless calendars, meetings and travel that I coordinate with the help of 
teams, including finance and drivers, whom my style of self-evaluation 
and drive to be better every day, has rubbed off on.  
 

Style Your leadership styles to action things Although they are trying their best to do better every day, I still appropriately lead, 
manage, motivate or delegate depending on the abilities of the 
collaborator or the urgency or accuracy of the task to be executed. 
 

Shared 
Values 

Core values or culture impact on your work That’s enough about me. Otherwise, I currently work for an organization that is 
big on respect for diversity, integrity, professionalism and has a great 
culture. It will be sad leaving them, but what can I do, I need to grow. 
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Answer: I am an office administrator who is capable, logical, reasonable, and an effective administrative assistant who is very loyal, 

faithful, and dependable, and I am depended on by management and teams to support them in doing the right thing to follow through 

on tasks to completion.  

To ensure that I keep on track and make an effective and productive impact on both those that I assist and myself, I use a combination 

of strategic action tools and stakeholder engagement tools that I accordingly plan, execute, monitor, and consistently evaluate and 

improve on to ensuring high quality and accuracy of delivery of timely work. 

I have learnt, over the years, that for me to effectively deliver on my support roles and responsibilities, I must think beyond aiming for self-achievements and 

rather aim to motive others to achieve with me. And because of this consideration, I make it a point to set a good example in upholding and encouraging 

accountability, integrity, respect for diversity, inclusive collaboration and result based engagements. 

Otherwise, I know that the starting point is with me and hence my daily drive to improve on self-evaluated sensitivity, effective communication, creative 

problem solving, professionalism, self-motivation, and expedience to deliver high quality and accurate daily activities. 

Because of my constant self-evaluation in my drive for exceptional excellence, my CEO has had flawless calendars, meetings and travel that I coordinate with 

the help of teams, including finance and drivers, whom my style of self-evaluation and drive to be better every day, has rubbed off on. 

Although they are trying their best to do better every day, I still appropriately lead, manage, motivate or delegate depending on the abilities of the 

collaborator or the urgency or accuracy of the task to be executed.  

That’s enough about me. Otherwise, I currently work for an organization that is big on respect for diversity, integrity, professionalism and has a great culture. 

It will be sad leaving them, but what can I do, I need to grow. 
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Example Answer 3: Where do you see yourself in five years? 

 
Strategy: Use McKinsey 7S Framework to generator the answer. 

 

Answer: I see myself partaking in the successes of the organization and its people, as the result of effective and efficient daily activities and procedures that 

build a competitive advantage, that is maintained by a motivated group of competent team members who are spearheaded by great leadership that 

celebrates an ethical culture. I believe that success is a collective endeavour that eventually translates into individual achievement. 

 

 

 

 

 

 

 

McKinsey 7S Pointer Generated Part of Answer 
Structure Trait or position or support to whom or how I see myself partaking in the successes of the organization and its 

people.  
 

Systems Tools I use to keep structure on track as the result of effective and efficient daily activities and 
procedures 
 

Strategy Action strategies I use to get results that build a competitive advantage, that is maintained by 
a motivated group of 
 

Skill Your skills, competencies or advertised skills competent 
Staff Collaborative activities/process to get things done for boss team members who are  

 

Style Your leadership styles to action things spearheaded by great leadership that celebrates  
 

Shared 
Values 

Core values or culture impact on your work an ethical culture. I believe that success is a collective endeavour 
that eventually translates into individual achievement. 
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Ken’s Follow Along Step-by-Step Instructions 

 
Step 1: Understand McKinsey 7-S Framework  
 
To understand what each “S” in the McKinsey 7-S Framework stands for, go through the below table: 

McKinsey 7-S Explained 
HARD S’s Driven by management 

Structure How the organization departments and teams are structured, including who reports to 
whom. 

Systems The daily activities and procedures that staff use to get the job done. 

Strategy The organization's plan for building and maintaining a competitive advantage over its 
competitors. 

SOFT S’s Driven by the organization's culture 

Skills The actual skills and competencies of the organization's employees. 

Staff The employees and their general capabilities. 

Style The style of leadership adopted. 

Shared Values The organization's core values that reflect its general work ethic. 

Step 2: Understand Pointers to Generate Answers to Common Interview Questions 

Carefully google and select at least 10 interview questions that are related to your position, and then use the below framework to generate answers to 

common interview questions. Make it a habit to regularly go through the answers to get familiar with them and to use as eye openers to strategies to take for 

upward growth roadmaps. 
 

McKinsey 7S Pointer Generated Part of Answer 
Structure Trait or position or support to whom or how 

 

Systems Tools I use to keep structure on track 
 

Strategy Action strategies I use to get results 
 

Skill Your skills, competencies or advertised skills  
Staff Collaborative activities/process to get things done for boss 

 

Style Your leadership styles to action things 
 

Shared 
Values 

Core values or culture impact on your work 
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Summary of Steps 

Creating Standout Resume Profile 

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 

List attributes and 
select some for 
profile 

Use selected 
attributes to write 
a basic profile 

List roles and 
responsibilities and 
select some for 
profile 

Improve basic 
profile with 
selected roles and 
responsibilities 

Further improve 
basic profile with 
collaborative 
impact on 
organization 

Go through 
attributes to marry 
to organization’s 
achievements 

Marry attributes to 
organization’s 
achievements 

Put it all together 

 

Creating Standout Resume Work Experience 

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 

Carefully read 
through offer 
description to 
make resume 
relevant to offer 

Create Snapshot 
Summary List of 
Skills and 
Competencies 

clearly describe 
impact of skills and 
competencies on 
roles and 
responsibilities 

clearly describe 
impact of skills and 
competencies on 
boss 

clearly describe 
impact of skills and 
competencies on 
team 

Repeat steps 2 
through to step 5 
for all previous 
positions/employers 

Display Snapshot 
Summary List of 
Skills and 
Competencies 
through to 
subsequent 
resume pages  

 

How to Answer Interview Questions the Right Way 

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 

Understand The 
McKinsey 7-S 
Framework 

Understand 
pointers to 
generate answers 
to common 
interview 
questions 

Carefully google 
and select at least 
10 interview 
questions that are 
related to your 
position 

Generate answers 
to the 10 interview 
questions using 
the McKinsey 7-S 
Framework  

Regularly go 
through the 
answers to get 
familiar with them 

use the answers as 
eye openers to 
strategies to take 
for upward growth 
roadmaps 

Attend Berlington 
training for more 
upward action 
tools and 
techniques!  
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Professional Growth Booster 

Gather and Use Information to Get a Better Understanding of How You Fit into The Organization 

Use the McKinsey 7-S Framework to gather information about you and your organization, so that you can get a better understanding about the operations of 

the organization and its people and how you fit in. This Professional Growth Booster will give you better understanding of how to grow or boost your resume 

and interview performance. Berlington training gives you the actionable tools and techniques of the detailed journey.  

McKinsey 7-S  Gather Information About Your Organization  Gather Information About Yourself 

Structure 1. How is the organization divided into departments? 
2. What is the hierarchy? 
3. How do the various departments coordinate activities? 
4. How do the team members organize and align themselves? 
5. Is decision-making centralized or decentralized?  
6. Where are the lines of communication? Explicit or implicit? 

1. How do your roles and responsibilities directly or indirectly, fit into 
departments? What is the hierarchy? 

2. How do you coordinate activities with various departments? 
3. How do you organize and align yourself? 
4. Is decision-making for your roles and responsibilities centralized or 

decentralized?  
5. Where are the lines of communication? Explicit or implicit? 

Systems 1. What are the main systems that run the organization? Consider 
things like project, HR and communication systems. 

2. Where are the controls and how are they monitored and 
evaluated? 

3. What internal rules and processes do teams use to keep on track? 

1. What are the main systems that run your roles and responsibilities? 
Consider the tools of your trade and communication systems. 

2. Where are the controls of your roles and responsibilities and how are 
they monitored and evaluated? 

3. What internal rules and processes do you use to keep on track? 

Strategy 1. What is the organization's strategy? 
2. How does the organization intend to achieve objectives? 
3. How does the organization deal with competitive pressure? 
4. How are changes in stakeholder demands dealt with? 
5. How is strategy adjusted for environmental issues? 

1. What is your strategy? 
2. How do you intend to achieve objectives? 
3. How do you deal with competitive pressure? 
4. How do you deal with changes in stakeholder demands? 
5. How do you adjust strategy for environmental issues? 

Skills 1. What are the strongest skills represented within the organization? 
2. Are there any skills gaps? 
3. What is the organization known for doing well? 
4. Do the current employees/team members have the ability to do 

the job? 
5. How are skills monitored and assessed? 

1. What are your strongest skills? 
2. Do you/team have any skills gaps? 
3. What are you/team known for doing well? 
4. Do you/team have the ability to do the job and map a way upwards? 
5. How are your/team skills monitored and assessed? 

Staff 1. What positions or specializations are represented within the team? 
2. What positions need to be filled? 
3. Are there gaps in required competencies? 

1. What positions or specializations are represented within the team? 
2. What positions need to be filled? Does the gap affect your work? How? 
3. Are there gaps in competencies and how is your work affected? 
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Style 1. How participative is the management/leadership style? 
2. How effective is that leadership? 
3. Do employees/team members tend to be competitive or 

cooperative? 
4. Are there real teams functioning within the organization or are 

they just nominal groups? 

1. How participative is your leadership style? 
2. How effective is that leadership? 
3. Do employees/team members tend to be competitive or cooperative? 

Are there real teams functioning with you or are they just nominal 
groups? 

Shared 
Values 

1. What are your organization's core values? 
2. What is its corporate culture like? 
3. How strong are the values? 

What are the fundamental values that the organization/team was 
built on? 

1. What are your core values? 
2. How do you fit into the corporate culture? 
3. How strong are your values in line with the organization’s core values? 

What are the fundamental values that you thrive on? 
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Professional Growth Roadmap - Action Tools and Techniques 

Take your pick, which is your roadmap to strategic growth? 

Events Jun  
2022 

Jul  
2022 

Aug  
2022 

Sep  
2022 

Oct  
2022 

Nov  
2022 

Jan  
2023 

Feb  
2023 

Mar  
2023 

Apr May 

Administrative 
Management Skills for 
UN Executive 
Assistants 

20-24 
Joburg  

25-29 
Joburg  

15-19 
Dubai  

12-16  
Joburg  

24-28  
Istanbul  

7-11  
Bangkok  

  13-17  
Bangkok  

13-17  
Dubai  

17-21 
Istanbul 

 

Professional 
Administrative 
Development for UN 
Assistants 

6-10 
Joburg  

18-22 
Joburg  

8-12 
Dubai  

5-9  
Joburg  

3-7  
Istanbul  

14-18  
Bangkok  

  6-10  
Bangkok  

20-24  
Dubai  

24-28 
Istanbul  

 

Programme 
Management and 
Administration  
Masterclass 

13-17 
Joburg  

11-15 
Joburg  

22-26 
Dubai  

19-23 
Joburg 
Dubai  

10-14 
 

Istanbul  

31 Oct –  
4 Nov  

Bangkok  

23-27  
Bangkok  

  27-31  
Dubai  

10-14 
Istanbul  

 

Administrative 
Operations 
Masterclass 

 4-8 
Joburg  

29-2 
Sep 

Dubai  

  17-21  
Istanbul  

21-25  
Bangkok  

16-20  
Bangkok  

  27 
Feb-  

3 Mar  
Dubai  

3-7 
Istanbul  

 

Protocol, Etiquette 
and Virtual Assisting 
Masterclass 

 4-8 
Joburg  

  26-30 
Istanbul  

  28-2 Dec  
Bangkok  

30 Jan – 
3 Feb  

Bangkok  

  6-10  
Dubai  

  1-5 
Istanbul  

 

Request Brochure 

Visit https://www.berlington.co.za/request-brochure to request brochures of your choice.  
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