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Proparing Graduates for Lite After College




Resume Action Words

Resumes and cover letters can have more punch if you use action words. 
Always use the active voice. Here are some verbs to consider.

	

	

	

	
	
	

	- A -
	- B -
	consolidate / consolidated

	
	
	constrict / constricted

	accelerate / accelerated
	balance / balanced
	construct / constructed

	accomplish / accomplished
	blend / blended
	consult / consulted

	account for / accounted for
	broaden / broadened
	contact / contacted

	achieve / achieved
	brought / brought
	contract / contracted

	acquire / acquired
	budget / budgeted
	contribute / contributed

	acted / acted
	build / built
	contrive / contrived

	activate / activated
	buy / bought
	control / controlled

	actuate / actuated
	
	convert / converted

	adapt / adapted
	- C -
	convince / convinced

	add / added
	
	coordinate / coordinated

	address / addressed
	calculate / calculated
	copy / copied

	adjust / adjusted
	calibrate / calibrated
	correct / corrected

	administer / administered
	capture / captured
	correspond / corresponded

	advance / advanced
	carve / carved
	counsel / counseled

	advise / advised
	catalogue / catalogued
	create / created

	affect / affected
	categorize / categorized
	criticize / criticized

	aid / aided
	centralize / centralized
	critique / critiqued

	allocate / allocated
	chair / chaired
	cultivate / cultivated

	alter / altered
	challenge / challenged
	

	amend / amended
	change / changed
	- D -

	amplify / amplified
	chart / charted
	

	analyze / analyzed
	clarify / clarified
	deal / dealt

	answer / answered
	classify / classified
	decentralize / decentralized

	anticipate / anticipated
	close / closed
	decide / decided

	apply / applied
	coach / coached
	decrease / decreased

	appoint / appointed
	co-author / co-authored
	define / defined

	appraise / appraised
	collaborate / collaborated
	delegate / delegated

	approve / approved
	collate / collated
	deliver / delivered

	arbitrate / arbitrated
	collect / collected
	delineate / delineated

	arrange / arranged
	combine / combined
	demonstrate / demonstrated

	articulate / articulated
	communicate / communicated
	design / designed

	assemble / assembled
	compare / compared
	designate / designated

	assess / assessed
	compile / compiled
	detect / detected

	assign / assigned
	complete / completed
	determine / determined

	assist / assisted
	compose / composed
	develop / developed

	assume / assumed
	compound / compounded
	devise / devised

	attain / attained
	compute / computed
	devote / devoted

	attract / attracted
	conceive / conceived
	diagnose / diagnosed

	audit / audited
	conceptualize / conceptualized
	diagram / diagramed

	augment / augmented
	conclude / concluded
	differentiate / differentiated

	author / authored
	condense / condensed
	direct / directed

	authorize / authorized
	conduct / conducted
	disburse / disbursed

	automate / automated
	confirm / confirmed
	discover / discovered

	avail / availed
	conserved / conserved
	dispatch / dispatched

	award / awarded
	considered / considered
	dispense / dispensed

	
	
	

	
	
	

	
	
	

	
	
	

	disprove / disproved
	found / founded
	- J -

	distinguish / distinguished
	frame / framed
	

	distribute / distributed
	fulfill / fulfilled
	join / joined

	document / documented
	function as / functioned as
	judge / judged

	double / doubled
	furnish / furnished
	justify / justified

	draft / drafted
	
	

	draw up / drew up
	- G -
	- L -

	
	
	

	- E -
	gain / gained
	launch / launched

	
	gather / gathered
	lead / led

	earn / earned
	generate / generated
	lecture / lectured

	edit / edited
	govern / governed
	lessen / lessened

	educate / educated
	greet / greeted
	lighten / lightened

	effect / effected
	guarantee / guaranteed
	limit / limited

	elaborate / elaborated
	guide / guided
	liquidate / liquidated

	elect / elected
	
	litigate / litigated

	eliminate / eliminated
	- H -
	localize / localized

	employ / employed
	
	locate / located

	enable / enabled
	halt / halted
	log / logged

	encourage / encouraged
	handle / handled
	

	enforce / enforced
	head / headed
	- M -

	engineer / engineered
	help / helped
	

	enhance / enhanced
	hire / hired
	maintain / maintained

	enlarge / enlarged
	
	manage / managed

	enlist / enlisted
	- I -
	manipulate / manipulated

	enrich / enriched
	
	manufacture / manufactured

	establish / established
	identify / identified
	market / marketed

	estimate / estimated
	illuminate / illuminated
	master / mastered

	evaluate / evaluated
	illustrate / illustrated
	measure / measured

	examine / examined
	implement / implemented
	meditate / meditated

	exceed / exceeded
	improve / improved
	meet / met

	execute / executed
	improvise / improvised
	memorize / memorized

	exhibit / exhibited
	inaugurate / inaugurated
	minimize / minimized

	expand / expanded
	increase / increased
	moderate / moderated

	expedite / expedited
	incur / incurred
	modernize / modernized

	experience / experienced
	influence / influenced
	modify / modified

	explain / explained
	inform / informed
	mold / molded

	expose / exposed
	initiate / initiated
	monitor / monitored

	extend / extended
	innovate / innovated
	motivate / motivated

	extract / extracted
	inspect / inspected
	

	
	inspire / inspired
	- N -

	- F -
	install / installed
	

	
	instigate / instigated
	name / named

	fabricate / fabricated
	institute / instituted
	narrate / narrated

	facilitate / facilitated
	instruct / instructed
	navigate / navigated

	familiarize / familiarized
	insure / insured
	negotiate / negotiated

	fashion / fashioned
	integrate / integrated
	neutralize / neutralized

	figure / figured
	interact / interacted
	nominate / nominated

	file / filed
	interface / interfaced
	normalize / normalized

	fix / fixed
	interpret / interpreted
	notify / notified

	follow / followed
	interview / interviewed
	nurture / nurtured

	forecast / forecasted
	introduce / introduced
	

	form / formed
	invent / invented
	

	formalize / formalized
	investigate / investigated
	

	formulate / formulated
	isolate / isolated
	

	fortify / fortified
	issue / issued
	

	
	itemize / itemized
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	- O -
	- R -
	search / searched

	
	
	segment / segmented

	observe / observed
	react / reacted
	select / selected

	obtain / obtained
	realize / realized
	sell / sold

	offer / offered
	rearrange / rearranged
	sell / sold

	operate / operated
	receive / received
	serve / served

	orchestrate / orchestrated
	recognize / recognized
	service / serviced

	order / ordered
	recommend / recommended
	settle / settled

	organize / organized
	reconcile / reconciled
	shape / shaped

	orient / oriented
	record / recorded
	shorten / shortened

	originate / originated
	recruit / recruited
	sign / signed

	outline / outlined
	rectify / rectified
	simplify / simplified

	overhaul / overhauled
	redesign / redesigned
	sketch / sketched

	oversee / oversaw
	reduce / reduced
	smooth / smoothed

	
	re-evaluate / re-evaluated
	solicit / solicited

	- P -
	refer / referred
	solve / solved

	
	refine / refined
	speak / spoke

	participate / participated
	regain / regained
	spearhead / spearheaded

	perceive / perceived
	regulate / regulated
	specify / specified

	perform / performed
	rehabilitate / rehabilitated
	speculate / speculated

	persuade / persuaded
	reinforce / reinforced
	sponsor / sponsored

	pinpoint / pinpointed
	reinform / reinformed
	stage / staged

	pioneer / pioneered
	reject / rejected
	standardize / standardized

	plan / planned
	relate / related
	stimulate / stimulated

	predict / predicted
	remodeled / remodeled
	streamline / streamlined

	prepare / prepared
	render / rendered
	strengthen / strengthened

	prescribe / prescribed
	re-negotiate / re-negotiated
	structure / structured

	present / presented
	reorganize / reorganized
	study / studied

	preserve / preserved
	repair / repaired
	succeed / succeeded

	preside / presided
	repeat / repeated
	suggest / suggested

	printed / printed
	replace / replaced
	summarize / summarized

	prioritize / prioritized
	replicate / replicated
	supersede / superseded

	process / processed
	report / reported
	supervise / supervised

	procure / procured
	represent / represented
	supply / supplied

	produce / produced
	reproduce / reproduced
	support / supported

	program / programmed
	research / researched
	surpass / surpassed

	project / projected
	resolve / resolved
	survey / surveyed

	promote / promoted
	respond / responded
	synthesize / synthesized

	prompt / prompted
	restore / restored
	systematize / systematized

	propose / proposed
	restructure / restructured
	

	protect / protected
	retrieve / retrieved
	- T -

	prove / proved
	revamp / revamped
	

	provide / provided
	reverse / reversed
	tabulate / tabulated

	publicize / publicized
	review / reviewed
	tally / tallied

	publish / published
	revise / revised
	taste / tasted

	purchase / purchased
	revitalize / revitalized
	teach / taught

	
	
	temper / tempered

	- Q -
	- S -
	terminate / terminated

	
	
	test / tested

	qualify / qualified
	salvage / salvaged
	testify / testified

	quantify /quantified
	save / saved
	tighten / tightened

	quote / quoted
	schedule / scheduled
	trace / traced

	
	screen / screened
	track / tracked

	
	sculpt / sculpted
	trade / traded

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	train / trained
	
	

	transfer / transferred
	
	

	translate / translated
	
	

	trim / trimmed
	
	

	troubleshoot / troubleshot
	
	

	tutor / tutored
	
	

	
	
	

	- U -
	
	

	
	
	

	uncover / uncovered
	
	

	underline / underlined
	
	

	underscore / underscored
	
	

	undertake / undertook
	
	

	underwrite / underwrote
	
	

	unearth / unearthed
	
	

	unify / unified
	
	

	unite / united
	
	

	update / updated
	
	

	upgrade / upgraded
	
	

	use / used
	
	

	utilize / utilized
	
	

	
	
	

	- V -
	
	

	
	
	

	validate / validated
	
	

	vault / vaulted
	
	

	verify / verified
	
	

	volunteer / volunteered
	
	

	
	
	

	- W -
	
	

	
	
	

	win / won
	
	

	work / worked
	
	

	write / wrote
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


