
Action Words
[Capture your audience] 

Communication/People Skills

Helping Skills

Management/Leadership Skills

• addressed
• advertised 
• arbitrated
• collaborated
• condensed
• conferred
• consulted
• conveyed 
• convinced
• corresponded

• conferred 
• consult
• conveyed 
• convinced
• corresponded
• debated
• described
• developed
• directed
• discussed

• drafted
• edited
• explained
• expressed
• formulated
• incorporated
• in�uenced
• interacted
• involved
• joined

• listened
• marketed
• negotiated
• observed
• outlined
• persuaded
• proposed
• publicized
• reconciled
• recruited

• referred
• reported
• resolved
• summarized
• synthesized
• translated

• adapted
• advocated
• aided
• arranged
• assessed
• assisted

• collaborated
• contributed
• cooperated
• counseled
• demonstrated
• diagnosed

• encouraged
• ensured
• expedited
• facilitated
• familiarized
• guided

• insured
• intervened
• provided
• referred
• rehabilitated
• resolved

• simpli�ed
• supplied
• volunteered

•  

organized

• originated
• overhauled
• oversaw
• presided
• produced
• reorganized
• restored

• reviewed
• scheduled
• streamlined 
• supervised
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Organizational Skills

• arranged
• cataloged
• categorized
• charted
• classi�ed
• coded
• collected
• compiled

• corresponded
• distributed 
• executed
• �led
• generated
• implemented 
• incorporated
• inspected

• logged
• maintained
• monitored
• obtained
• operated
• prepared
• processed
• provided

• purchased
• recorded
• registered
• reserved
• responded
• reviewed
• routed
• scheduled

• screened
• submitted
• supplied
• standardized
• systematized
• updated
• validated
• veri�ed
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Research Skills

Teaching Skills

Technical Skills

• analyzed
• collected
• compared
• conducted
• critiqued

• detected
• diagnosed
• evaluated
• examined
• experimented

• explored
• extracted
• formulated
• gathered
• identi�ed

• inspected
• interpreted
• interviewed
• invented
• investigated

• measured
• researched
• solved
• summarized
• surveyed

• adapted
• clari�ed
• coached
• communicated
• conducted
• coordinated

• critiqued
• evaluated
• explained
• facilitated
• guided
• individualized

• informed
• instilled
• motivated
• persuaded
• simulated
• stimulated

• trained
• transmitted
• tutored

• adapted
• assembled 
• built
• calculated
• computed

• conserved
• constructed
• converted
• debugged
• engineered

• fabricated
• forti�ed
• installed
• overhauled
• printed

• programmed
• recti�ed
• regulated
• remodeled
• solved

• specialized
• standardized
• upgraded
• utilized
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Action Verbs for Accomplishments

• achieved
• completed
• devised
• earned

• expanded
• exceeded
• improved
• mentored

• piloted
• pinpointed
• pioneered
• pro�cient in

• proved
• restored
• restructured
• revamped

• solidi�ed
• structured
• surpassed
• transformed
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