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TOOL 01 OF 03

I-Statements
The fastest way to make your contribution visible is to change the language you use to describe it — without sounding like you're bragging.

STOP SAYING ONLY START SAYING
| 1led...

| 1 clarified...
| 1 designed...

| | prevented...

| 1 stabilized...

FORMULA | + strong action verb + = a visible I-statement

TOOL 02 OF 03

Documented Wins

Track your wins weekly across these five categories using your I-statement formula. Memory is not a strategy — this log is.

01 prevention 02 ciarification 03 Systems Trust Context
Errors caught. Disasters that Confusion resolved. Processes built. Workflows Relationships held. Tensions Institutional knowledge held
never started. Ambiguity made executable. designed for durability. absorbed. Teams steadied. and protected.

TOOL 03 OF 03

Micro-Signals Quick Reference

Psychological safety is built in the small daily cues people receive about whether honesty, questions, and mistakes will be met with curiosity or

punishment.

POSITIVE MICRO-SIGNALS NEGATIVE MICRO-SIGNALS

| Pausing instead of interrupting. | Interrupting or talking over emerging thoughts.

| Saying, "Say more about that." | Public correction with irritation or sarcasm.

| Thanking someone for naming a concern. | Inviting input and then ignoring it.

| Admitting, "I may be missing something." | Treating questions like disrespect.

| Giving quieter people credit in the room. | Praising only confidence, polish, or airtime.

| Treating mistakes as information for learning. | Responding to mistakes with blame over curiosity.

People learn very quickly whether speaking up here is safe, useful, both, or neither.
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From Documentation to Opportunity: Quiet Leaders and the
Interview

THE CORE INSIGHT

"If you document your wins consistently, that practice builds your confidence to self-advocate — and it makes the language
managers and interviewers are looking for flow more easily, because you have been rehearsing it all along. You are not
improvising. You are retrieving."

@ THE NEUROSCIENCE
Interviews activate the stress response. When cortisol rises, the prefrontal cortex — responsible for language retrieval and articulate
thinking — becomes temporarily impaired. This is not a character flaw. It is brain chemistry. What cortisol cannot easily disrupt is long-term
memory. Language that has been practiced repeatedly and recalled multiple times gets consolidated into long-term memory and becomes
far more accessible under pressure. Every time you write a documented win, you are making that story cortisol-resistant.

The Confidence Loop: How Documentation Compounds Over Time

04

Document a win using an I- Brain encodes it as evidence of
statement your leadership

Review it — retrieval practice Under pressure, the story surfaces
strengthens the memory fluently and credibly

@& RETRIEVAL PRACTICE EFFECT

Research shows recalling information strengthens memory more than re-reading it. When you review your wins log and read your I-
statements aloud weekly, you are rehearsing the exact language you will need when someone asks: "Tell me about a time you led a complex
initiative." You already have the answer. You wrote it down three weeks ago.

The Later Speaker in an Interview From Your Wins Log to Your Résumé

Prepare STAR stories from your wins log before you walk in.
Each documented win already contains a Situation-Task-Action-Result
answer. Convert your top five wins into STAR format the week before any

Your documented wins are already résumé bullets — in the
right language.

interview. You are not memorizing scripts — you are retrieving practiced Most quiet leaders undersell on paper for the same reason they

truths. undersell in the room: they describe what happened rather than what
they did. Your wins log, written in |-statement format, is already

The thank-you email is a legitimate second answer. structured the way hiring managers and ATS systems scan for.

If a stronger answer surfaces after the interview, use the follow-up email:
"l wanted to add one more thought to your question about leading
through change — the clearest example is..." This signals exactly the "Supported team through onboarding process redesign.”
reflective thinking the role may need.

INSTEAD OF THIS

WRITE THIS (FROM YOUR WINS LOG)

Ask for written qomponents when possmle.' o Led redesign of onboarding process, reducing new hire ramp
"Do you accept written work samples as part of this process?" This is not time by 30% and eliminating three recurring handoff errors.
hedging. It is demonstrating self-awareness about how you do your best

work — which is itself a leadership quality.

An organization that rewards only speed may be showing you A NOTE FOR LEADERS WITH 25+ YEARS OF

its culture EXPERIENCE

You are not just interviewing for a job. You are evaluating whether this is Your institutional knowledge and long track record are not liabilities. The
an environment where your discernment will be valued — or quietly challenge is not your experience — it is naming it at the right level of
penalized visibility. Documenting wins consistently does three things:

1. Surfaces proof you already carry but never articulated — because
it felt like "just doing the job."

2. Closes the language gap between the strategic work you actually do
and the language the interview panel is listening for.

3. Rebuilds confidence in your own narrative — giving you evidence
you have always deserved to claim.
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