DESCRIPTIVE VERBS
When promoting yourself, you must express your skills, assets, experience and accomplishments in an active voice.  The following lists can be used to help describe the duties and tasks you performed in past employment, in volunteer work and school/academic work.

When using these words in your resume, keep to the same verb tense throughout.

Clerical/

Detail

approved

arranged

analyzed

assessed

catalogued

checked

classified

collected

compiled

copied

defined

dispatched

executed

evaluated

examined

filed

generated

implemented

inspected

learned

monitored

operated

organized

prepared

processed

purchased

proofread

recorded

retrieved

screened

specified

systematized

tabulated

updated

validated
Communication

addressed
arbitrated

arranged

authored

corresponded

developed

directed

drafted

edited

enlisted

formulated

influenced

interpreted

lectured

Creative

acted

composed

conceptualized

created

cooked

displayed

drafted

directed

designed

developed

established

fashioned

founded

illustrated

instituted

integrated

introduced

invented

mapped

modeled

originated

painted

performed

planned

photographed

printed

Financial

administered

allocated

analyzed

appraised

audited

balanced

budgeted

calculated

computed

developed

forecasted

managed

marketed

planned

projected

Helping Skills

assessed

assisted
cared for

clarified

coached

counseled

decided

demonstrated

diagnosed

educated

expedited

facilitated

familiarized

guided

lead

managed

motivated

referred

rehabilitated

represented

supervised

Management

administered

analyzed

assigned

attained

chaired

contracted

consolidated

coordinated

consulted

delegated

developed

directed

evaluated

executed

improved

increased

organized

oversaw

planned

prioritized

produced

recommended

reviewed

scheduled

strengthened

supervised

Research

clarified

collected

critiqued

diagnosed

evaluated

examined

extracted

identified

inspected

interpreted

interviewed

investigated

organized

reviewed

summarized

surveyed

systematized

Teaching

adapted

advised

clarified

coached

communicated

coordinated

developed

educated

enabled

encouraged

evaluated

explained

facilitated

guided

informed

initiated

instructed

persuaded

set goals

stimulated

Technical/
Manual

assembled

adjusted

built

calculated

computed

drove

designed

devised

engineered

fixed

fabricated

installed

lifted
maintained

operated

overhauled

programmed

remodeled

repaired

scheduled

solved

serviced

tested

trained

upgraded

PERSONAL CHARACTERISTICS

· List all the qualities that you can think of that you would use in describing yourself.  Don’t be modest!
· Then, ask one or more people who know you to review your list.  Ask them how they would describe you.  Jot down their thoughts and add their input to your list.
· Try to think about yourself in an analytical way. This is how prospective employers will be viewing you.  By sorting out in advance the kind of “personality approach’ you will bring to a job situation; you will be in a position to express in letters, in your resume and during interviews how you would tackle a job and why you would do well at it.
THE POSSIBILITIES ARE ENDLESS!  HERE ARE SOME IDEAS…


hard-working


good “telephone 
personality”


healthy


enthusiastic


quick learner


well-organized


patient


amiable


compassionate


punctual


dedicated


innovative


sensitive


diplomatic

neat and tidy

energetic

articulate

perfectionist

work well with others

flexible

resourceful

open to new ideas

cope well with pressure

analytical

people-oriented

firm

deliberate

tactful

work well alone

creative

persevering

enjoy challenges

conscientious

thorough

original

sharp-witted

open-minded

consistent

calm

computer literate

discreet

cheerful

