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Action Verbs 
 

The following is a list of over 200 action verbs that will be useful to you as you begin to 
compose your personal résumé: 
accelerate coordinate generate present Solidify 
accomplish correspond group prioritize Solve 
achieve counsel guide process Spark 
act create head up produce Specify 
adapt critique identify program Staff 
address cut illustrate project start 
adjust decrease implement promote stimulate 
administer define improve propose streamline 
advance delegate improvise provide strengthen 
advise deliver increase publicize stressed 
allocate demonstrate indoctrinate publish stretched 
analyze design influence purchase structured 
appraise develop inform recommend succeed 
approve devise initiate reconcile summarize 
arrange diagnose innovate record supersede 
assemble direct inspect recruit supervise 
assign dispatch install redesign survey 
assist distinguish institute reduce tabulate 
attained diversified instructed referred taught 
audit doubled integrate regulate trace 
uthored draft interpret rehabilitate trade 
automate earn interview remodel train 
balance edit introduce reorganize transfer 
budget educate invent repair transform 
built eliminate investigate report translate 
calculate enable launch represent travel 
catalogue encourage lecture research trim 
chaired engineered led restore tripled 
clarify enlist maintain restructure uncover 
classify establish manage retrieve unified 
coach evaluate market reverse unravel 
collect examine mediate review upgrade 
communicate execute moderate revise utilize 
compile expand monitor revitalize validate 
complete expedite motivate save verify 
compose explain negotiate schedule widen 
compute extract operate school withdrew 
conceptualize fabricate organize screen work 
conduct facilitate originate select wrote 
consolidate familiarize overhaul service  
contain fashioned oversaw set  
contracted focused perform shaped  
contributed forecast persuaded simplified  
controlled formulate planned skilled  
convert founded prepare sold  
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Action Verbs Continued 
 

     
Management  Creative Skills Research Skills Communications Teaching Skills 
Skills acted clarified Skills adapted 
administered conceptualized collected addressed advised 
analyzed created critiqued arbitrated clarified 
assigned designed diagnosed arranged coached 
attained developed evaluated authored communicated 
chaired directed examined corresponded coordinated 
contracted established extracted developed developed 
consolidated founded identified directed enabled 
coordinated illustrated inspected drafted encouraged 
delegated instituted interpreted edited evaluated 
developed integrated interviewed enlisted explained 
directed invented investigated formulated facilitated 
evaluated originated organized interpreted guided 
executed performed reviewed lectured informed 
improved revitalized summarized mediated initiated 
increased shaped surveyed moderated instructed 
organized  systematized motivated persuaded 
oversaw   negotiated set goals 
planned Clerical/Detail  persuaded stimulated 
prioritized Skills Financial Skills promoted  
produced approved administered publicized  
recommended arranged allocated reconciled Technical Skills 
reviewed catalogued analyzed recruited assembled 
scheduled classified appraised spoke built 
strengthened collected audited translated calculated 
supervised compiled balanced wrote computed 
 dispatched budgeted  designed 
 executed computed Helping Skills devised 

 implemented developed assessed engineered 
 inspected forecast assisted fabricated 
 monitored managed clarified maintained 
 operated marketed coached operated 
 organized planned counseled overhauled 
 prepared projected demonstrated programmed 
 processed researched educated remodeled 
 purchased  expedited solved 
 recorded  facilitated trained 
 retrieved  familiarized upgraded 
 screened  guided  
 specified  referred  
 systematized  rehabilitated  
 tabulated  represented  
 


