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Introduction 

This program is designed to help you become more aware of the next steps in 
your career.  No matter what type of career transition you are experiencing, 
the content in this program will help you gain clarity on your personal and work 
values, the type of work that really inspires you, your compensation 
requirements, and interview preparation.  
 
There is a massive amount of information available on this topic through other 
online programs, career coaches, and research.  However, this program 
consists of the techniques that Monique uses in her work with global 
executives.  As an executive coach assisting leaders with career transition, 
she has a proven track record of helping her clients move to their next position 
in half the time.   
 
Please be aware of our privacy policy and disclaimers listed on the MD 
Consulting web site:  https://mdconsultingglobal.com/privacy-policy/  
 
We thank you in advance for your interest in this program and are confident 
that you will receive valuable information to help you accomplish your career 
goals. 
 
Monique Daigneault & Staff 
MD Consulting 
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Author Bio 

 
Monique Daigneault is a seasoned ICF trained 
executive coach who has over three decades of 
corporate and entrepreneurial experience.  She has 
combined her corporate knowledge, business best 
practices, and personal start up experience to develop 
corporate executives and independent business owners 
into successful leaders.  
 

80% of Monique’s clients are striving to get to the next 
level in their career or business.  Whether they want to 

groom their successor, make it to the C-suite, switch industries, or retire, 
Monique’s coaching methodology cuts their transition time by 50%.  “Most of my 
clients aren’t sure where to begin to achieve their career goals.  We start by 
gaining clarity on their values and end with role playing the interview process.  
Everything in between is their customized journey that is mapped out in our 
sessions. Once they are clear, things happen very quickly”, says Monique.   
 

Monique has the unique ability to build immediate trust and quickly get leaders 
into alignment with their true values and desired direction.  Monique has 
developed an enhanced intuition and, coupled with her strong listening skills, 
guides leaders to solve their core pain points, be more influential at work, and 
have a higher impact on their company’s bottom line. Leaders benefit from 
practical and behavioral changes that are sustainable and measurable, plus 
improved health.   
 

She is committed to working with those who have a vision and need help 
executing it.   Monique’s approach helps leaders align first with themselves then 
with their business and team while also improving soft skills, health, and work life 
balance. 
 

As a lifelong learner, Monique has achieved seven industry specific certifications, 
a Bachelor of Science in Management, and a Master of Science in Industrial / 
Organizational Psychology. She is a graduate of an ICF recognized coach 
training program and an Accredited Senior Coach.  
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Module One 

 

In this module you will learn: 
 

 Identify Personal Values 
 Clarify and Integrate Work Values 
 Create a Snapshot of Your Ideal Future 
 Assess Compensation Requirements 
 Articulate Your Value with Accomplishment 

Statements 
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Identify Personal Values 

 

Unless you are clear on your personal values you will not know your direction.  
Knowing these values helps you prioritize your life, your work, and your 
decisions.  Values are formed when we are just children and can be based on 
culture, family, school, environment, and many other factors.  Our values can 
change as we get older so it’s important to stop and evaluate them along the 
way.  You may be operating on previous values that no longer serve you.  
There are questions below that will take you through some reflection about 
your values.  Answer as honestly as you can and interpret the questions in 
whatever way resonates with you.  If you need more space feel free to use 
additional paper. 
 
1. What values were instilled in you as a child? 

 
 
 

2. What values did your parents live by? 
 
 
 

3. What things were instilled in you by your educational system as you were 
growing up? 

 
 

4. As a young adult how did your values shift? 
 
 
 

5. As an adult what values influence you from your social network? 
 
 
 

6. What values do you live by now? 
 

 
 

7. What would others say about your values? 



5 

 

 
8. What values do you wish you could incorporate into your life? 

 
 

9. What values can you absolutely NOT live without? 
 

10. How do you integrate your personal values into your work life? 
 

11. After getting clear on your personal values, the next step is to get crystal 
clear on your work values.  Work values are different then personal values.  
Work values are things that are important to you in the workplace like 
authority, money, a flexible schedule, or having an impact.  If you are clear 
on your personal values but not your work values you will still be spinning 
your wheels trying to get to your ideal career.   

 
Take the assessment below to identify your top work values: 
 
http://media.capella.edu/CourseMedia/CPLU1100_CPL5100/WorkValuesCardSort/wrapper.asp  

 
Clarify and Integrate Work Values 

 
List the top five work values that you identified in the assessment:  
 
1. 
 
2.  
 
3.  
 
4. 
 
5. 
 
Research shows that if you are not experiencing your work values on a regular 
basis at work, you will not be happy.  You cannot honor yourself if you are not 
living your values. 
 
How does your current position at work honor these values? 
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What would you like to see more of in your next position? 
 
What strengths do you bring to the workplace? 

 
 

Create a Snapshot of Your Ideal Future 
 

Now that you’re clear on your work and personal values it’s time to create a 
snapshot of your ideal future career.  Do some reflecting to answer the following 
questions and use additional paper if needed.  
 

1. What type of boss do you prefer to work with (for example someone who 
leaves you alone and gives you plenty of space, or someone who is always 
monitoring you)? 

 
 

2. Do you prefer working remotely or in an office? 
 
 

3. How much of a commute are you willing to take each day? 
 
 

4. Do you want to work full time or part time hours? 
 
 

5. In an ideal world, what industry would you be working in? 
 
 

6. What additional education do you need to accommodate your new role? 
 
 

7. Would you have people reporting to you or would you be an individual 
contributor? 

 
 

8. Describe your preferred work environment (quiet, loud, office, cubicle)? 
 
 

9. What type of work do you want to do (consider all of your values). 



7 

 

 
 

10. How important is it for your work to have an impact on others, the 
environment, or the world? 

 
 

11. Of the ten things you identified above, what (if anything) are you willing to 
compromise on that wouldn’t dramatically impact your values? 

 
 

12. If you compromise anything, what risks would you encounter and how 
would you resolve them (for example would you have to relocate, work 
longer hours, etc). 

 
When you give back in the form of work or volunteer work you have the right to 
receive compensation.  Compensation comes in many forms, even 
acknowledgement.  All types of work will involve compensation, even volunteer 
work (which could involve a sense of fulfillment, or gratitude as a form of 
compensation).  Now it’s time to determine your desired compensation package. 
 

1. How do you define compensation relative to your work? 
 

 
 

2. In an ideal world, what would your compensation package look like?  This 
includes benefits, pay range, time off, perks, flexible work schedule, etc.  
Put a lot of thought into this and define it in detail. 
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Assess Compensation Requirements 

 

Many people are hesitant to ask for their ideal compensation because they do 
not understand the tremendous value they bring to an organization.  If you don’t 
understand your value, how can you communicate that to a potential employer?  
You need to be able to articulate your value by using accomplishment 
statements.  You can then incorporate these statements into your messaging, 
your resume, and your social media profiles.   
 
 

Articulate Your Value with Accomplishment Statements 
 

Accomplishment statements are short, concise statements that begin with a verb 
and are linked to a measurement, or metric.  They show what you did (verb) and 
its impact (metric).  You will be surprised at how much you have accomplished 
throughout your career.   
 
An Accomplishment Statement differentiates your efforts from others who may 
have the same Job Description.   
 

 An accomplishment is any work assignment or project that you did well, 
that was successful and gave you a feeling of satisfaction.   

 Accomplishments may be big or small.   
 They range from award winning efforts to everyday job functions you 

performed well over a period of time.   
 A good resume contains 2-5 Accomplishment Statements (depending on 

number of years in that role) under each job role, in addition to the 
description of your tasks, duties, and responsibilities for that role. 
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CHECKLIST: (use this list to jog your memory about your accomplishments)  
 
Have you? 
 

1. Accomplished more with the same/fewer resources?  (What?  How?  

Results?) 

2. Received awards, special recognition, etc. (What? Why?) 

3. Solved difficult problem(s) (How? Results?) 

4. Increased efficiency?  (How? Results?) 

5. Accomplished something for the first time?  (Created what? Result?) 

6. Developed, created, designed or invented something new?  (What? Why 

important?) 

7. Prepared original papers, reports, articles? (What? Why important?) 

8. Developed/ enhanced customer relationships? (Who? To what extent? 

Results?) 

9. Saved the company money- reduced costs? (How? How much?) 

10. Supervised, managed or trained employees? (Where? How many? 

Results?) 

11. Increased sales/ revenues/ profits? (How? By how much?) 

12. Been designated for special assignment? (By whom- to what outcome?) 

13. Increased productivity? (How? Results?) 

14. Identified problem(s) / recommended solutions- others did not see? (What? 
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Results?) 

15. Developed or implemented a new system or procedure? (What? Benefit?) 

16. Reduced downtime / errors?  ((How? How much? Result?) 

17. Streamlined processes/ procedures? (What? Result?) 

18. Managed/ operated within specific targeted budget? (How much? Result?) 

19. Repaired equipment? (Which? Result?)  

20. Met/exceeded company standards under difficult circumstances (What? 

How?) 

 
ACTUAL EXAMPLE: 
 
The following is a real case involving tech support from a call center.  First, list 
all of the accomplishments you can recall from all of your job roles.  Next, use 
the following Challenge, Action, Result format to write out each of your 
accomplishments.  Then, consolidate the information into one high-impact 
statement that becomes a bullet point in your resume, as shown at the bottom of 
this example. 
 
Challenge?  What was the pre-existing problem, need, and situation? 
 
A software patch malfunctioned blocking customer from using payroll feature 
which they had paid for in advance, and in effect blocking the customer from 
printing W-2’s and W-3’s.  This was driving 300 calls per day at an estimated cost 
of $10/call. 
 
Action?  What did you do about it? 
 
Collected data, assessed the situation, convinced affected customers to send in 
their data files and persuaded Product Development people to fix the problem. 
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Results?  What result did your action produce?  Reduced operating costs 
by about $90,000/month if the issue had gone unchecked.  More 
importantly it eliminated the customer’s frustration and greatly impacted 
customer retention. The following statement is a re-write of the above 
Challenge-Action-Result that should be included in your resume.   It is 
intended to state the same information shortened version that has high 
impact on the reader.  

 

 Reduced service delivery cost by $90,000/month by developing metrics to 
pinpoint a software problem and resolve it.  This fix resulted in reducing 
customer complaint calls from 300/day to zero. 

 

For maximum impact express your accomplishments in   %, time, money, 
and people. 
 

Examples: 

 
% - percent of scrap you were able to reduce, percent increase in revenue. 
 
Time - saved by using a new template, macro that you developed. 
 
Money - increased revenue; reduced cost due to your effort. 
 
People - reduced manpower due to new automation you implemented. 

 

Examples of Good - Better accomplishment statements: 

 
 
  
Good Conducted many training programs in several states which 

reduced problems.  (Needs %, time, money, or people - to show 
effectiveness) 

 
Better Conducted more than 45 service technician training programs 

throughout an eight-state region, reducing customer complaints 
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by 22% in a six-month period.  (Needs Results at the beginning of 
the statement to show the value of your accomplishment) 

 
 
More Sample Accomplishments 
 

 Decreased overtime 25% and increased efficiency of reporting by 
reorganizing cost area to distribute workload more evenly. 
 

 Directed task force that improved inventory accountability by initiating use 
of barcode roll identification for plant tracking. 
 

 Reduced temporary labor expense 30% by researching and analyzing 
wage labor costs and implementing creative strategies. 
 

 Initiated cost reduction program that saved $2.7M within first 2 years of 
Implementation. 
 

 Increased productivity 16% by initiating budget and measurement 
accountability to 35 portfolio and new business managers countrywide. 
 

 Developed and implemented modifications to data entry incentive pay 
system that increased throughput and decreased costs by 15%. 

 
 Designed and installed new product line conveyor system within an 11-

week deadline, on time and under budget by 10%. 
 

 Created cohesive sales team that collaboratively increased total sales 
revenue from $1M to over $4.5M in one year. 
 

 Reduced rejections 10% while maintaining productivity by adjusting 
schedules daily and cross-training staff on all operations. 
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ACCOMPLISHMENT ACTION WORDS YOU MAY FIND USEFUL 

Highlight the words that describe the things you did in your most recent 
position(s).   
 

   
Administered Organized Administered Performed Arranged Installed 
Analyzed Planned Advised Persuaded Assembled Introduced 
Arranged Presented Assisted Presented Balanced Invented 
Assembled Processed Coached Produced Bargained Made 
Assessed Promoted Communicated Protected Built Modernized 
Authored Programmed Conducted Provided Centralized Opened 
Balanced Proved Consulted Reconciled Conceived Operated 
Budgeted Provided Counseled Recruited Conserved Organized 
Calculated Publicized Decided Reduced Consolidated Originated 
Co-authored Published Delegated Represented Constructed Pioneered 
Compiled Read Demonstrated Resolved Converted Presented 
Completed Recorded Determined Restructured Created Produced 
Composed Reconciled Directed Scheduled Cut costs Purchase 
Computed Refined Eliminated Served Demonstrated Reconstructed 
Condensed Reorganized Enforced Shared Designed Redesigned 
Converted Reported Established Showed Determined Reduced 
Coordinated Researched Expedited Staffed Developed Repaired 
Corrected Revised Facilitated Supervised Devised Restructured 
Defined Setup Guided Taught Eliminated Shaped 
Designed Simplified Headed Tended Established Strengthened 
Determined Sorted Hired Tested Expanded Tended 
Developed Standardized Initiated Trained Fabricated Tested 
Edited Streamlined Instructed Traveled Formed Upgraded 
Evaluated Systematized Learned Unified Founded  
Formulated Synthesized Led  Generated  
Identified Tracked Managed  Guided  
Integrated Updated Motivated  Handled  
Interpreted Verified Negotiated  Improved  
Marketed Wrote Operated  Innovated  
Modified  Organized  Inspected  
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Notes 
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Notes 
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Module Two 
 

In this module you will learn:   
 

 Upgrade Your Resume 
 Refresh Your LinkedIn Profile 
 Gain Visibility with Networking 
 Preparing for the Interview 
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Upgrade Your Resume 
 

If you are looking for an internal or 
external position you must dust off 
your resume and incorporate your 
accomplishment statements.  There 
are many acceptable formats for 
resumes and the best way to know 
which one to use is to research the 
role for which you are applying.  For 

example, if you are applying for a Director role in the Healthcare industry, go to 
www.indeed.com, www.linkedin.com, or www.monster.com and look at the 
resumes that are posted there.  You want something that looks clean and 
concise to the eye.  The most common formats are discussed in this video from 
www.indeed.com:   
 
https://www.indeed.com/career-advice/resumes-cover-letters/resume-format-guide-with-
examples  
 
Your resume should always be reviewed by someone else and spell checked for 
accuracy.  Again, be sure to incorporate your accomplishment statements into 
the document.  What you don’t want is a list of your job tasks because it looks too 
much like a job description.  Recruiters and hiring managers are looking for your 
accomplishments, not your tasks.  Answer these questions after you’ve updated 
your resume. 
 

1. What did you need to alter in your resume? 
 
 
 

2. Did you have your resume double checked by a second set of eyes? 
 
 
 

3. Did you incorporate your accomplishment statements into your resume? 
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Refresh Your LinkedIn Profile 

 
Once your resume is updated it’s time to update your LinkedIn profile.  If you 
don’t have one, you need one.  Today’s professionals are using LinkedIn and 
that’s also one of the most popular platforms for recruiters and hiring managers 
to source potential employees. 
 
Here are two resources to use when updating your LinkedIn profile: 
 
https://www.linkedin.com/pulse/how-create-killer-linkedin-profile-get-you-noticed-bernard-marr/ 
 
https://www.youtube.com/watch?v=wB4ElTkYlHg&list=PL4zQKMBl7HgyBZ6PjpMVA6eaE5eI
GqNII 

 
Answer these questions after you’ve updated your LinkedIn profile. 
 

1. What did you need to alter in your profile? 
 
 
 

2. Did you have your profile double checked by a second set of eyes? 
 
 
 

3. Did you incorporate your accomplishment statements into your profile (yes, 
you can incorporate them in your profile as well as your resume)? 
 

 
 

4. Did you turn on the setting within your LinkedIn profile that allows recruiters 
to see your profile? 
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Gain Visibility with Networking 
 
Once your resume and LinkedIn profile are updated it’s time to start networking 
with your contacts.  Research shows that the best way to find an opportunity is to 
tap into your current network or expand that network.  It is much more effective 
then sending out resumes that get put in a pile and never reviewed.  However, 
networking is intimidating to most people.  How do you do it, who to you reach 
out to, what do you say?  These are very common questions that will be 
answered with the process below.   
 
Networking is nothing more than making yourself visible to your target audience 
(contacts, employers, recruiters, etc) and trying to learn about them.  Traditional 
networking is a face-to-face process, but today, you will learn a process for 
virtual networking, a much quicker, cheaper, and less stressful way to network 
that is 100% online.   
 
The benefit of virtual networking is that even those who despise the traditional 
method will embrace this process with ease.  With this process, you will be able 
to network across borders from the comfort of your home.  Those who prefer 
face-to-face networking will now have a secondary option if needed.  Follow this 
four-step process and watch your job opportunities grow exponentially! 
 

1. Find Potential Contacts 

 
If you have not reached out to your database of old contacts now is the 
time to do it.  Or, access your social media platforms where they are 
connected to you.  If you have a LinkedIn profile (which should be 
mandatory for business professionals) then you have the perfect avenue to 
reach your contacts.  In LinkedIn, not only do you have your own contacts 
(people you are connected to), but there is a way to connect with others by 
searching and filtering.  You can do this based on geography, company, 
field, and other data.  With LinkedIn, you can reach out to anyone, 
anywhere.  Choose the platforms you want to access, and start reaching 
out to people. 
 

2. Reach Out to Contacts and Recruiters 

The process of reaching out involves deciding who you want to reach out to 
and then sending them a short email message or a message through 
LinkedIn.  I do mean short – about 1 or 2 well-crafted, spell-checked, 
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concise sentences.  Remember, networking is not about selling yourself, it 
is about developing the relationship.  That should take the pressure off 
completely because you are not trying to sell, you are trying to learn.   
 
Here is an example introductory sentence to send to one of your LinkedIn 
connections, or to someone on LinkedIn with whom you would like to 
connect.  
 
“Hello John:  I noticed that we are both in the same line of work and I’d like 
to connect with you to learn more about what you’re doing these days.  
Would you be open to a brief phone / zoom chat in the next week or so?”  
That is it, done.  Two sentences.   
 
Here is another LinkedIn sample sentence.  “Hello Samantha: I noticed 
from your profile that we have some professional commonalities.  I’m 
always trying to grow my network and wondered if you have time for a brief 
networking call later this week.”   
 
Here is an example for someone who is already one of your Facebook 
contacts.  “Hi Julie:  I notice we’ve been connected for a while and I’m 
trying to make more time to get to know my contacts.  I wondered if you 
would like to have a brief chat next week.”   
 
You can modify these sample sentences in whatever way applies to your 
style.  The point is that they are short, friendly, and an opportunity for you 
to learn.  You will find that almost 100% of those you reach out to will 
accept your invitation.   
 

3. What to Say During the Networking Call 

 
When you receive a response that someone wants to chat, confirm the day, 
time, and phone number, or link.  Then, send a formal calendar invitation.  
During the actual call, the content should be no different than a face-to-face 
networking meeting.  Here is where most people mess up even with face-
to-face networking.  You are not trying to sell!  You are trying to learn!  So, 
plan to ask them a lot of open-ended questions, have two-way dialogue, 
listen for commonalities, and show an authentic interest in what they are 
saying.  If you can weave your needs into the conversation, then do so but 
don’t make the entire conversation about you needing a job.  Look for ways 
you can help them.  For example, send them a resource, refer them to 
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someone in your network, or give them a quick tip or piece of knowledge.  
Be sure to end the meeting on time.  A great side benefit that will almost 
always happen at this step is that they will also ask how they can help you.  
Do not say: “Please help me find a job.”  Remember, that is not why you 
are connecting with them.  You might ask them to make an introduction for 
you to someone in the industry, or to add you to their contact list, or ask if 
you can follow up with them in a few months.  This is the start of building 
the relationship. 
 

4. What to Do After the Networking Call 

There are post networking activities that need to be completed within 24 
hours after your call.  You need to add the person to your database with 
notes about the call.  If they agreed to subscribe to any of your social 
platforms, subscribe them.  If you promised to send them something, send 
it.  If you committed to following up with them, leave yourself a reminder.  
No matter what, send them an email thanking them for their time and letting 
them know something valuable that you learned.   
 

Many business activities have been conducted virtually for a long time, but 
now, it is almost mandatory.  If you want to pivot in a way that will help your 
career survive, then try virtual networking by following these steps.  This will 
be easier for some than for others, depending on your industry and your 
personality, but give it a try.  Commit to three hours of virtual networking a 
week (six 30-minute calls) and watch your confidence and your career 
transform.   
 
Here is a resource about how to use LinkedIn to network correctly: 
 
https://www.youtube.com/watch?v=1MzJ-EW13f0 

 
Answer the following questions before moving on any further. 
 
1. Are there specific companies you want to target?  If so, list them here. 

 
 
2. What social media platforms will you use to begin networking? 

 
 

3. List five bullet points that you want to cover in the networking meeting.  
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4. Have you scheduled your six networking calls for the coming week? 
 
You’ll find that as you start networking, your job opportunities will increase 
quickly – so be prepared.  Yes, you must prepare in advance for the actual 
interview.  In this workbook you’ve already gained clarity on your values and 
your ideal job.  That’s the knowledge you need before you go into an 
interview.  Determine what you want in an ideal world and then determine 
what kind of compromises you are willing to make that won’t impact your 
values. 
 

 
Preparing for the Interview 

 
The most important things to remember when preparing for an interview are to 
incorporate your accomplishment statements into the conversation, and to 
practice behavioral interview questions. 
 
Behavioral interview questions are used by recruiters and hiring mangers to 
measure your skill in handling various work situations.  Some of my top 
executive clients have been put through up to five hours of behavioral 
interview questions.  It can be rigorous depending on the position and the 
company to which you are applying.  But, my clients have aced these 
interviews because of our role playing and practice.  Below is a link with 
examples of 100 behavioral interview questions. 
 
I always recommend that my clients choose about 20 – 30 that apply to the 
position they are looking for and / or that apply to their past roles.  I then 
recommend that they write out a scenario for each question and follow the 
formula below: 
 
1. What was the situation and who was involved? 
2. What was the goal? 
3. How did you handle it, what skills did you use? 
4. What was the outcome, did you achieve the goal, did you achieve a metric?  
 
Once their scenarios are developed, we then use our sessions to role play.  I 
am the interviewer asking the questions and I ask additional questions for 
each scenario to dig deeper into their problem-solving methods.  You can 
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practice these with anyone, but the point is to be so comfortable with them 
that, when asked, your scenarios come rolling off your tongue.  So, allow a lot 
of time for this type of practice.  With a combination of accomplishment 
statements AND behavioral interview scenarios you will ace your interviews 
just as successfully as my executive clients. 
 
Your final assignment in this workbook is to create a spreadsheet of 
behavioral interview scenarios based on 20 – 30 applicable questions from the 
link below. 
 
https://www.topechelon.com/blog/placement-process/top-behavioral-interview-questions-
list-examples/  
 
 

Notes 
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Notes 
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