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Action Verbs for Use in 

Writing a Resume 
Accelerated 

Accomplished 

Achieved 

Adapted 

Administered 

Advised 

Adhered 

Aided 

Analyzed 

Anticipated 

Appraised 

Arbitrated 

Arranged 

Assembled 

Assessed 

Assigned 

Assisted 

Attained 

Audited 

Authorized 

Budgeted 

Built 
Calculated 

Chaired 

Classified 

Coached 

Collected 

Compiled 

Composed 

Completed 

Conceived 

Concentrated 

Conducted 

Confirmed 

Confronted 

Constructed 

Contracted 

Controlled 

Converted 

Convinced 

Coordinated 

Counseled 

Created 

Cultivated 

Decided 

Defined 

Delegated 

Delivered 

Demonstrated 

Designated 

Designed 

Developed 

Directed 

Dispensed 

Displayed 

Distributed 

Documented 

Drafted 

Dramatized 

Edited 

Encouraged 

Endured 

Enforced 

Enhanced 

Established 

Estimated 

Evaluated 

Examined 

Excelled 

Exhibited 

Expanded 

Explained 

Expressed 

Facilitated 

Featured 

Focused 

Forecast 
Formulated 

Founded 

Gathered 

Gave 

Generated 

Handled 

Headed 

Helped 

Identified 

Illustrated 

Implemented 

Improved 

Incorporated 

Increased 

Initiated 

Inspected 

Instructed 

Interpreted 

Interviewed 

Introduced 

Invented 

Judged 

Justified 

Kept 
Launched 

Led 

Listened 

Located 

Maintained 

Managed 

Mapped 

Marketed 

Measured 

Mediated 

Merchandised 

Monitored 

Motivated 

Negotiated 

Nominated 

Observed 

Obtained 

Offered 

Operated 

Organized 

Originated 

Outlined 

Owned 

Participated 

Performed 

Persuaded 

Planned 

Polled 

Predicted 

Prepared 

Presented 

Printed 

Processed 

Produced 

Programmed  
Projected 

Promoted 

Proposed 

Provided 

Publicized 

Published 

Read 

Recorded 

Recruited 

Rehabilitated 

Reorganized 

Repaired 

Reported 

Represented 

Researched 

Resolved 

Responded 

Restored 

Reviewed 

Revised 

Rescheduled 

Secured 

Selected 

Served 

Set Up 

Sold 

Solicited 

Solved 

Sponsored 

Streamlined 

Strengthened 

Succeeded 

Supervised 

Supplied 

Synthesized 

Taught 
Trained 

Translated 

Trimmed 

Tutored 

Updated 

Unified 

Upgraded 

Validated 

Verified 

Widened 

Won 

Wrote 


