
 

Welcome to Your Friday Wins Tracker! 

​
This toolkit is designed to help administrative professionals like you document, reflect, and 
showcase your weekly achievements. By consistently tracking your wins, you’ll build 
confidence, create career opportunities, and highlight your strategic impact. 

Whether you’re aiming for a promotion, seeking visibility, or simply want to feel more 
accomplished at the end of each week, this tracker is for you. 

How to Use This Tracker 

1.​ Choose Your Method: 
○​ Use a platform you’re comfortable with-Microsoft OneNote, your phone’s 

Notes app, or voice memos (transcribed later). 
○​ Consistency is key! Find a system that works for you. 

2.​ Set Up a Routine: 
○​ Dedicate five minutes every Friday to reflect on your week and log your wins. 

Follow This Prompt (Compatible with MS Copilot or ChatGPT):​
Copy and paste this into your preferred AI tool for a streamlined summary of your week:​
​
Act as a professional performance tracker. Please review my entries 
for this week's achievements and create a '5-minute Friday Wins 
tracker' table. The table should have columns for Day, Win, and 
Impact. Summing up each daily win concisely, highlighting its 
significance. The intended result is to provide confidence-building 
evidence of my impact at work. Present the information in a clear, 
easy-to-read table format. 

3.​ Dig Deeper (Optional):​
To enhance your tracker: 

○​ Add quantifiable achievements: “Reduced meeting preparation time by 20% 
through a new template.” 

○​ Summarise your week: “This week’s biggest win was improving the 
onboarding process, which reduced new hire setup time by 30 minutes.” 

​
 



 
 

The Benefits of Tracking Wins 
 

●​ Confidence Boost: See tangible proof of your impact. 
●​ Visibility & Recognition: Use your wins to advocate for yourself in meetings, 

appraisals, or team updates. 
●​ Strategic Thinking: Reflecting on your wins can inspire new ways to enhance your 

role. 
●​ Career Growth: A documented history of achievements positions you as a valuable, 

proactive contributor. 

Tips 

●​ Incorporate Metrics: Quantify your wins wherever possible to demonstrate 
measurable impact. 

●​ Align with Goals: Tie your achievements to company or team objectives for greater 
visibility. 

●​ Share Strategically: Highlight your tracker in one-on-ones or team meetings to 
showcase your contributions. 

 

Make It Yours 

As Jodie often says: “To be truly strategic and visible  showcase YOU, what YOU know, and 
how it benefits the business.”​
Start small, celebrate your wins, and watch your confidence grow. By tracking consistently, 
you’ll have a robust portfolio of your achievements ready to leverage in conversations about 
your career progression. 

​
 



 
 

Annual Wins Summary Prompt 
Let’s go a step further and use a prompt that will aid our performance conversations and 
annual appraisals… 

"Act as a professional performance analyst. Using my inputs from the 
past 12 months' Friday Wins Tracker, create a comprehensive summary 
of my achievements. 

The summary should: 

1.​ Identify recurring themes and highlight my key strengths. 
2.​ Quantify the impact wherever possible (e.g., time saved, 

efficiency improved, cost reductions, or business outcomes). 
3.​ Provide a categorised breakdown of achievements by themes such 

as project management, organisational improvements, or 
strategic contributions. 

4.​ Craft a compelling summary statement showcasing my overall 
impact and value to the organisation. 

The intended outcome is to provide a clear, professional document I 
can use for an annual appraisal or performance review." 

​
This prompt helps you turn daily wins into a compelling summary of your yearly impact. It 
highlights measurable results, strategic contributions, and value, making it a powerful tool for 
performance reviews, salary discussions, and career growth. 

 

​
 



 
Example 

Day Win Impact 

Monday Streamlined meeting 
agendas 

Saved 15 minutes per meeting 

Tuesday Resolved tech issue for 
exec 

Prevented delays in client 
presentation 

Wednesday   

Thursday   

Friday    

Weekly Summary  Highlight your biggest win of 
the week and its 
significance. 

 

 
 

Instructions for Use: 

1.​ Fill Out Daily: Take a moment each day to note one key achievement and its impact. 
2.​ Summarise Weekly: At the end of the week, highlight the most impactful 

achievement. 
a.​ Consider the “Dig Deeper” prompts above 

3.​ Store & Share: Use this as a reference for appraisals, one-on-ones, or networking 
opportunities. 

4.​ “Summarise your year” prompt:  This prompt helps create a structured overview of 
accomplishments while emphasising measurable results and strategic contributions. 

Ready to Take the First Step?​
Your career journey is unique, and this tracker is here to help you own it. Save this 
document, share it with peers, or print it for easy access. Remember, progress starts with 
intention, and every win big or small deserves to be celebrated! 
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