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Discussing Your Work and 
Accomplishments in Various Settings

Whether it’s volunteering for an organization once a year, serving as a group member or leader for an organization, or 
working one-on-one in various odd jobs, you are developing and using valuable skills for new and different professional 
opportunities. Taking the time to document and reflect on what you’ve learned, and how those skills are applicable in 
various settings, can help you articulate your value to a potential school, employer or collaborator. 

The Rhetorical Triangle 
How you present yourself (as the speaker), the language, communication format, and what you choose to highlight (the 
message) will change, depending on who you are addressing (the audience). 

In order to figure out how to best connect with different people and organizations, you perform audience analysis by 
researching all you can about them via trusted and corroborated, fact-based rather than opinion-based, sources. 

SPEAKER

MESSAGEAUDIENCE

How do you present yourself? Do you want to be 
seen first as a researcher, an athlete, a writer, etc.?

What are the most important pieces of information 
that you will highlight—and in what form, tone, 

and style?

Who are you trying to connect to, and what is 
important to them?
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SAMPLE: Discussing Your Work and 
Accomplishments in Various Settings

What did I do? 
These could be your clubs, organizations, major 
accomplishments, etc.
 
Be as specific as possible about exact tasks 
performed and contributions to projects.
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Discussing Your Work and 
Accomplishments in Various Settings

What did I do? 
These could be your clubs, organizations, major 
accomplishments, etc.
 
Be as specific as possible about exact tasks 
performed and contributions to projects.

What were the specific skills I used or developed 
for this? 
What did you learn from doing that task, or 
completing that project?

Maybe this is an industry-specific tool, or maybe this is 
a broader tool about communicating with and working 
with others. 

Why does my audience care about these skills?
As your audience changes, so will the responses in 
this box. 

If today you don’t have a specific audience, practice 
this exercise with di�erent potential audiences that 
you can imagine. 

My audience:

My audience is looking for/cares about:


