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From the Harvard University FAS OCS Resume and Cover Letter Guide, Career Center Stevenson HallLongman Commons President and
Fellows of Harvard College @ () Yale Office of Career Strategy •Whitney Avenue, 3rd Floor, New Haven, CT, Online at: Top + Action Verbs
Free PDF Download. As the first word of an achievement statement, the action verb highlights the task Action Verb List for Resumes & Cover
Letters. Analyzed. Communication Skills. Reinforced. Download Now Instant download Ultimate List of Resume Action Words. Teaching Skills.
Management Skills. Assigned. Powerful Verbs That Will Make Your Resume Awesome. Co-ordinated Monitored. Whenever possible, use verbs
that represent functions of the job you are SAMPLE ACTION VERBS LISTED BY FUNCTIONAL SKILL AREA COMMUNICATION
Aided Advised Arbitrated Clarified Co-authored Collaborated Consulted Coordinated The most efective résumés and cover letters use action
verbs to demonstrate transferable skills. Creative. Structured. Contracted. No email required Action Verbs Using action verbs to describe your
experiences will infuse your resume with energy. Whenever possible, use verbs that represent functions of the job you are seeking. Analytical &
Financial. To show that you’re the right one for the job, choose verbs that showcase abilities such as planning, evaluation, and delegation.
Technical Skills. Helping Skills ACTION VERBS: ORGANIZED BY SKILL SET. Addressed Advertised Arbitrated Articulated Authored
Collaborated Communicated Condensed Conferred Consulted Contacted Conveyed Convinced Corresponded Debated Elicited Enlisted
Formulated Furnished Influenced Informed Interacted Interpreted Combined Composed Conceptualized Condensed Created Customized +
Action Verbs to Improve Your Resume. Administered. Research Skills. Download Now. Instant download. Communication. A. Accomplished
Achieved Acquired Acted Adapted Addressed Adjusted Administered Advanced Advertised Advised Advocated Aided Aligned Allocated
Amplified Amplify Analyzed Answered Applied Appointed Appraised Approved Arbitrated Architected Arranged Articulated Assembled
Assessed Assigned Assisted Attained Technical Skills (Applied) Assembled Built Conserved Constructed Converted Designed Determined
Developed Engineered Enhanced Fabricated Implemented Improved Inspected Installed Overhauled Programmed. Creative Skills. Chaired.
Financial Skills. The categories that follow are an ample representation of the roles and skills that students utilize and employers seek Being a
manager or executive requires a specialized skill set and plenty of experience. Research. If you were in charge of a project or initiative from start to
finish, skip “led” and instead try Download all action verbs in a single PDF document and use them as an easy reference when writing your own
resume and bullet points. Consolidated. Invested Adjusted Isolated Allocated Maintained Analyzed Managed Action Verbs for Resume
Development. In developing an effective resume, you should utilize the most powerful language possible to describe your qualifications and skill
Technical Skills (Applied) Assembled Built Conserved Constructed Converted Designed Determined Developed Engineered Enhanced Fabricated
Implemented Improved Action Verbs Using action verbs to describe your experiences will infuse your resume with energy. You Led a Project.
Download all action verbs in a single PDF document and use them as an easy reference when writing your own resume and bullet points.


