PREP

RESUMES

❱❱❱ AC T I O N WO R D S

Utilize this list of actions verbs to align your resume to the company job description. By closely aligning your resume
to the job description, your document is more likely to make it through automated scanners and get you to the
interview. Try to not use the same verb more than once or twice and don’t be afraid to dive into a thesaurus. Use
present tense if you are currently in the position and past tense if you have moved on.

ANALYTICAL

MANAGEMENT

Analyzed
Anticipated
Appraised
Assessed
Clarified
Compiled
Conceptualized
Diagnosed
Evaluated
Examined
Formulated
Interpreted
Reviewed

Administered
Approved
Arranged
Attained
Chaired
Consolidated
Contracted
Coordinated
Delegated
Directed
Enlisted
Evaluated
Executed
Expedited
Formulated
Handled
Improved
Increased
Influenced
Instituted
Integrated
Led
Motivated
Organized
Oversaw
Planned
Prioritized
Produced
Promoted
Recommended
Reduced
Resolved
Reviewed
Revitalized
Scheduled
Shaped
Spearheaded
Strengthened
Taught
Trained

ENTERPRISING
Achieved
Conceptualized
Created
Customized
Designed
Established
Founded
Generated
Implemented
Initiated
Introduced
Invented
Marketed
Originated
Persuaded
Publicized
Recruited

FINANCIAL
Allocated
Analyzed
Appraised
Audited
Balanced
Budgeted
Calculated
Computed
Developed
Forecasted
Projected
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NEGOTIATING/
COUNSELING
Advocated
Arbitrated
Clarified
Coached
Consulted
Counseled
Diagnosed
Facilitated
Guided
Interviewed
Listened
Mediated
Negotiated
Referred
Rehabilitated
Represented
Resolved
Solved

RESEARCH/WRITING/PROGRAMING
Authored
Catalogued
Clarified
Classified
Collaborated
Collected
Complied
Corresponded
Critiqued
Developed
Drafted
Edited
Examined
Identified
Illustrated
Interpreted
Investigated
Organized
Researched
Reviewed
Summarized
Systematized
Translated
Wrote

A resume is a summary of your qualifications and a display of your skill sets relevant to the job description. The goal is to
present a clear, concise, easy-to-read document that makes the reviewer want to interview you.

SPEAKING
Addressed
Arbitrated
Convinced
Demonstrated
Informed
Lectured
Litigated
Marketed
Moderated
Performed
Pioneered
Presented
Reported
Represented
Spoke
Translated

TECHNICAL
Assembled
Built
Computed
Designed
Engineered
Fabricated
Inspected
Maintained
Operated
Overhauled
Programmed
Remolded
Repaired
Upgraded
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Customize your resume by using keywords from the job posting as often as
possible in your resume. Most corporations use a computerized ATS system
that scans submitted resumes for keywords that indicate that an applicant fits
a particular job.
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GENERAL GUIDELINES
• You must set yourself apart from your peers. When writing your resume, what
makes you unique or more qualified than those you are applying against?
• Proofread! Avoid “resume killers” such as spelling, capitalization, grammar, and
punctuation errors.
• Be truthful. The last thing you want is to oversell your ability to perform and lose
the job in the interview. Avoid words like expert, specialist, guru, etc.
• Avoid personal/discriminatory information such as SSN, picture, or references to
age, religion, ethnicity.
• Put references on a completely different page. Do not include them on your resume.
• Avoid listing responsibilities or duties and focus instead on accomplishments. Your
resume shouldn’t read like a job description.

USING THE STAR METHOD ON YOUR RESUME:
Task: “Increased client base and advised clients on mergers.”
SAME JOB TASK USING THE STAR METHOD: “Advised clients on mergers and acquisitions of
business segments ranging from $500,000 to $1.2M, resulting in 95% customer satisfaction
and 9 new client referrals.”
Task: “Developed a marketing plan that redesigned a corporate concept and added 5 new
stores nationwide.”
SAME JOB TASK USING THE STAR METHOD: “Developed a corporate strategy, reformulated
the business concept of a one dimensional specialist to a provider of full customer service,
growing from three to eight stores in 18 months.”
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