ACTION VERBS

The underlined words are especlally good for pointing out accémp[ishments.

Management
Skills
administered

-analyzed

- assigned
attained
chaired

. consolidated
contracted
coordinated
delegated

- developed -

. ditgeted

- evaluated

executed

: roved
Increased.

arganized

O oversaw

. planned -
prioritized
produced
recommended
- reviewed :
"~ scheduled
_strengthened

gupewlséd

Communication
Skills
addressed -
arbltrated
atranged
Aauthored
collaborated
convineed .
corresponded -
developed
-directed
drafted
- edited
‘enlisted
formulated
influenced -
interpreted
lectured
mediated.
. moderated

Communication
(continued)
negotiated

. persuaded

promoted
publicized
reconciled
recruited

spoke

translated
wrote

Research
Skills
clarified -
collected
ctitiqued
diagnosed
evaluated
examined
extracted -
Identified:
inspected
Interpreted
inferviewed

Investigated

organized
reviewed
summarized

“gurveyed -

systematized

Technlcat '

- Skills
assembled
. butlt

caleulated

. computed

designed
devised
engineered
fabticated
malntalned
operated
overhaufed .

- programmed

rettiodeled -
repaired

- Techniecal

(continued)
solved ,
Upgraded

Teaching
Skilis

adapted
advised
Clarified
coached
communicated

. coordinated
demystified

developed
ghabled
encouraged
evaluated

-explained

facllitated
guided
Informedt

. Instructed

persuaded
set goals -
stimulated
frained

" Financial .

Skilis.

 administered

allocated
analyzed
appraised
audited .
balartced
budgeted

. calotlated

computed
developed
forecasted
managed
marketed
planted
projected.
researched

Creative

Skifls

acted
canceptualized
‘created
custornized
designed
developed-
directed -
established -
fashioned
founded
illustrated
instituted
integrated
nvented
originated

- ‘performed

planned. -
revitalized
shaped

Clerical or
Detail Skills
apptoved
arranged
catalogued
classifled
collécted

- compiled

dispatched
exectted
generated
implemented
inspected
monitored
operated

_organized

prepared:

 processed

purchased
recorded
tettleved
screehed
specified

- - gystetnatized

Helping .-
Skiifs
assessed
assisted
clarffied
¢oached
caltiseled
demonstrated

* 7 diagnosed

educated
expedited

- facllitated -
- familiarized

guided -
motivated
teferred
rehabilitated
tepresented

tabulated
validated

Mﬁre Yerbs for
Accomplishments

‘achieved
- Expanded -

improved

- ploneered.

reduced (fosses)
tesolved (problems}
festored
speatheaded
fransfoemed

* Reprinted frorik The Damn Good Resume Guide




