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RESUME ACTION WORDS 

Action words help to jazz up your resume and clarify your talents, skills, 
experience and accomplishments. 

A TALENT is what comes naturally to you, or is a SKILL you have learned. Some 
of your professional TALENTS/ SKILLS may include: 

Able to Concentrate 
Able to Manage 
Stress 
Accurate 
Adaptable 
Adventurous 
AQQressive 
Ambitious 
Analytical 
Assertive 
Attentive to Detail 
Businesslike 
Calm 
Careful 
Cautious 
Cheerful 
Clear-thinking 
Competent 
Competitive 
Confident 
Conscientious 
Conservative 
Consistent 
Creative 
Curious 

-
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Diplomatic 
Discreet 
Easy- goinq 
Efficient 

Enthusiastic 

Friendly 
Good-natured 
Helpful 
Honest 
Humorous 
Imaginative 
Independent 
Intelligent 
Inventive 
Kind 
Likeable 
Loqical 
Loyal 
Mature 
Methodical 
Meticulous 
Modest 
Motivated 
Open-minded 
Optimistic 
Organized 

~oinq 
Patient 
Persistent 

- -

Persuasive 
I 

Poised 
I Practical 

Punctual 

Quick 
I 

Quiet 
Rational 
Realistic 
Reflective 
Reliable 
Reserved 
Resourceful 
Responsible 
Risk-taking 
Self-confident 
Self-controlled 
Sensible 
Sensitive 
Sincere 
Sociable 
Stable 
Supportive 
Tactful 
Teachable 
Tenacious 
Thorough 
Thoughtful 
Tough 
Trusting 
Trustworthy 
Understanding I 
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Emotional VersatilePrecise 
ProgressiveEmpathetic Witty=• 

An ACCOMPLISHMENT is a task you have successfully completed on the job. 
Some examples of words and phrases that describe ACCOMPLISHMENTS are: 

~ 

Accelerated 
Accomplished 
Achieved 
Acguired 
Adapted 
Administered 
Addressed 
Analyzed ~ Anticipated 
Approved 
Assembled 
Assisted 
Audited 

___fuJQgeted 
Calculated 
Centralized 
Changed 
Collaborated 
Completed 
Composed 
Conceived 
Condensed 
Conducted 
Constructed 
Controlled 
Converted 
Coordinated 
Created 
Cultivated 

~ = 

Established 
Evaluated 
Expanded 
Expedited 
Explained 
Facilitated 
~ I 

Forecasted 
Formed 
Founded 
Generated 
Guided 
Hired 
Implemented 
Improved 
Increased 
Influenced 
Informed 
~ 

Initiated 
~ 

Inspected 
Insured 
Inte rp reted 
Interviewed 
Launched 
Lectured 
Led 
Maintained 
Manaqed 
Marketed 
Mastered 

Prepared 
·-·-··-

Prevented 
Produced 
Proficient in 
Programmed 
Promoted 
Proposed 
Proved 
Provided 
Published 
Purchased 
Recommended 
Recruited 
Reduced 

-

Reinforced 
Reorganized 
Reported 
Researched 
Resolved 
Revamped 
Reviewed 
Revised 
Scheduled 
Selected 

. Sepacated__________ 
Set Up 
Simplified 
Solved 
Staffed 
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Delegated 
-

Demonstrated 
Designed 
D~eloped 
Devised 
Directed 
Discovered 
Doubled 

Motivated 
Neqotiated 
Obtained 
Operated 
Ordered 
Organized 
Originated 
Oversaw 
Participated 
Performed 
Pinpointed 
Planned 

Tested 
Earned Trained 
Edited 
Effected 
Eliminated 

Streamlined 
Structured 
Supervised 
Supported 
Surpassed 
Surveyed 
Taug..,_h_t____ 

Translated 
Used 
Utilized 
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dCCL'pled ru11,ri/1da1,-cl expediLed rnaintairwd remodeled 
,wcomplislw,l ,-"111 ,,·111crl cxpl<1ined m,lll 21 gcd rcpc1ired 

achin·ed l'llllll;1,·\('(\ extracted marketed represented 
,1rted c,11111 ih111,·,I fabricated mediated rcsec1rchcd 

i-!dnpted ,·,11111,dkd facilitated moderated resolved 
<1ddr,-,q-rJ l·t lt)t I li11dl('d fomiliarized monitored reslored 

admi11isten·cl ,·,,1-1 ,·,plllHic>d fashioned motivated restructured 

.t(h';ll)c'l'" ( (l\llhl'ICd focused 11eg,,1ia1Pd rel rievcd 
mh!\,,-d ilc',1lc'd forecast operated re\-amped 
,ill,w<11,-d t I ii l'lll<'d forn1L1h1ted 1irgc1 n izcd re\·it,dized 

cllliih 1.,-d Clll founded originated sm·ed 

<1pp1 "'"',I ti,-,-, ('dSt'd gem'ralcd overhauled scheduled 
appn,, t·d dl'li11,-d guided oversaw schooled 
;i 1,r;i 11'.-'J'd d,·lt-~;itnl he,1ded up pcrf, inucd scr,-cncd 
dSS('lll i,J,-d dt'llH 111str;ited identilied persuaded set 
d\\i~'.1 l('d lll'd illmlr,1ted pl,11111cd shuped 
.issisl ,-d dl'\,-loped implemented prepared solidified 
di Li i I 1«1 d,-, l\('d irnprnved presented suln~d 
,111di1,-d di,1gnosed increased prioritized specified 
,11lll1,•1l'll din·, tcd i11du,·lri11;ited pnJ,·esscd stinllllat,·d 

au10111:11cd dispiill'l1ed influenced produced strei-lmlined 
\,,1L1 Ill ,-,I d,st 111g11islicd informed pn,grammcd str,·nglhclled 
hudg,·tcd din-rsitied initialeu prujerted summarized 

liutlt d1 iiltvd illlll)l'ated prnmolcd supervised 
c,1ln1l,11,-d ,-dit,-d inspected proposed surveyed 

c·~i Ii! 111~1 wd ,-dll, dlt·d il l.S[ ,JI led pru\ idcd systemized 
,·li;ii1-c-d l'li111i11,11l'd instigated puhlicized tahulated 

d.ir1li,·d ,·111,·11dcd inst11uted published l,lllght 

l'l;issilil'd l'IJ,ti1J('d instructed purchased trained 
C(hll-iJL,d {'t\{.\lllri.l~L'd it 1tcgrated recumme11dcd translated 
,-olle,·1cd t'II~_llll'l'rc'd interpreted recon<'iled tra\·eled 

n,1npiled ,·1,/1,ll'd interviewed recorded trimmed 
,·omplell'd ,·.st:1l1lislwd introduced recruited upgraded 

,:ompuscd l'l'illti,llt'd invented reduced validated 

com puled ('XilllliJH'd launched referred worked 

,-llnceptw1l1zed ,·,t·, ult'd lectured regulated wrote 

conducted l'\ p, l I1dt·d led rehahilit;Hed 

Use these wurds t,> cd11 ;1ml polish your work. to communicate. persuade. 
and motivate the rcmk·r [(I L,tkl' c1ction. This stage is most challenging, because 
many peoplr in differrnt comp,rnies \di! sC'e c1nd ev,ilmite your rrsurne. 
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