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Action Verbs by Category 

The following is a list of resume action verbs grouped by category.  You may want to use any of these action verbs on your resume to emphasize any of the skill-sets listed below.  This list is not exhaustive and we encourage you to also review our comprehensive list of action verbs. 

Communication Skills 

Addressed

Advocated

Answered

Authored

Collaborated

Communicated

Composed

Conceptualized

Convinced

Counseled

Debated

Directed

Drafted

Explained

Formulated

Influenced

Instructed

Interpreted

Lectured

Marketed

Mediated

Moderated

Narrated

Negotiated

Outlined

Oversaw

Presented

Promoted

Proofread

Publicized

Revised

Resolved

Rewrote

Spoke

Synthesized

Taught

Translated

Wrote

Administrative/

Clerical Skills

Aided

Answered

Arranged

Assessed

Assisted

Catalogued

Clarified

Classified

Collected

Compiled

Composed

Executed

Expedited

Explained

Facilitated

Generated

Implemented

Monitored

Operated

Organized

Prepared

Processed

Recorded

Rehabilitated

Represented

Retrieved

Screened

Served

Systemized

Tabulated

Verified

Wrote

Creative Skills
Acted

Advertised

Automated

Built

Collaborated on

Conceptualized

Conceived

Created

Customized

Developed

Designed

Directed

Enhanced

Established

Founded

Illustrated

Incorporated

Innovated

Instituted

Integrated

Introduced

Invented

Originated

Performed

Planned

Presented

Produced
Promoted

Revitalized

Shaped

Visualized

Wrote

Financial Skills
Adjusted

Administered

Allocated

Analyzed

Appraised

Audited

Balanced

Billed

Budgeted

Calculated

Computed

Completed

Developed

Estimated

Financed

Forecasted

Funded

Increased

Managed

Maintained

Marketed

Organized

Performed

Prepared

Planned

Projected
Processed

Quoted

Raised

Reduced

Researched

Reviewed

Reconciled

Solicited

Streamlined

Structured

Tabulated

Verified

Teaching Skills
Adapted

Advised

Aided

Assessed

Assisted

Clarified

Coached

Communicated

Coordinated

Counseled

Demonstrated

Demystified

Educated

Established

Encouraged

Evaluated

Expedited

Explained

Facilitated

Guided

Informed

Instructed

Illustrated

Lectured

Monitored

Motivated

Operated

Organized

Persuaded

Prepared

Presented

Set Goals

Specified

Stimulated

Taught

Trained

Technical

Analyzed

Assembled

Automated

Built

Calculated

Coded

Computed

Completed

Conducted

Conceptualized

Configured

Designed

Devised

Developed

Diagnosed

Dissected

Engineered

Enhanced

Extracted

Generated

Implemented

Installed

Maintained

Modeled

Operated
Optimized

Overhauled

Programmed

Remodeled

Repaired

Restored

Revamped

Solved

Standardized

Systematized

Tested

Updated 

Upgraded

Used

Wrote

Managerial

Skills

Administered

Assessed

Assigned

Attained

Chaired

Coached

Conducted

Controlled

Coordinated

Decided

Delegated

Directed

Dispatched

Employed

Enforced

Established

Evaluated

Executed

Governed

Headed

Improved

Increased

Instituted

Instructed

Launched

Led

Managed

Organized

Oversaw

Planned

Prioritized

Produced

Promoted

Spearheaded

Strengthened

Supervised
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