ACTION VERBS

	Management Skills
	Communication Skills
	Research Skills
	Technical Skills
	Teaching Skills
	Creative/Detail Skills
	More Verbs

	administered
	addressed
	clarified
	assembled
	adapted
	approved
	achieved

	analyzed
	arbitrated
	collected
	built
	advised
	arranged
	answered

	assigned
	arranged
	critiqued
	calculated
	clarified
	catalogued
	awarded

	attained
	authored
	diagnosed
	computed
	coached
	classified
	boosted

	chaired
	collaborated
	evaluated
	designed
	communicated
	collected
	catered

	consolidated
	convinced
	examined
	devised
	coordinated
	compiled
	conducted

	contracted
	corresponded
	extracted
	engineered
	developed
	dispatched
	composed

	coordinated
	developed
	identified
	fabricated
	enabled
	executed
	encouraged

	delegated
	directed
	inspected
	maintained
	encouraged
	implemented
	enforced

	developed
	drafted
	interpreted
	operated
	evaluated
	inspected
	expanded

	directed
	edited
	interviewed
	overhauled
	explained
	monitored
	expedited

	evaluated
	enlisted
	investigated
	programmed
	facilitated
	operated
	explained

	improved
	formulated
	organized
	remodeled
	guided
	organized
	formed

	increased
	influenced
	recorded
	repaired
	informed
	prepared
	generated

	organized
	interpreted
	reviewed
	solved
	instructed
	processed
	initiated

	oversaw
	lectured
	summarized
	upgraded
	persuaded
	published
	improved

	planned
	mediated
	surveyed
	
	set goals
	purchased
	launched

	prioritized
	moderated
	
	FINANCIAL
	stimulated
	recorded
	pioneered

	produced
	negotiated
	
	SKILLS
	trained
	retrieved
	proved

	recommended
	persuaded
	
	administered
	
	revamped
	raised

	reviewed
	promoted
	
	allocated
	
	screened
	reduced (loss)

	scheduled
	publicized
	
	analyzed
	
	specified
	regulated

	strengthened
	reconciled
	
	appraised
	
	systematized
	resolved

	supervised
	recruited
	
	audited
	
	tabulated
	restored

	
	spoke
	
	balanced
	
	validated
	spearheaded

	
	translated
	
	budgeted
	
	
	staged

	
	wrote
	
	calculated
	
	
	strengthened

	
	
	
	computed
	
	
	

	
	
	
	developed
	
	
	


· 



LIST OF ATTRIBUTES



· Active
· Ambitious 
· Articulate
· Artistic
· Assertive
· Charismatic
· Committed
· Confident
· Conscientious
· Considerate
· Consistent
· Cooperative
· Creative
· Decisive
· Dedicated
· Dependable
· Diligent
· Eager
· Easy-going
· Efficient
· Energetic
· Enthusiastic
· Flexible
· Friendly
· Goal-oriented
· Helpful
· Honest



· Imaginative
· Independent
· Innovative
· Insightful
· Intelligent
· Intuitive
· Knowledgeable
· Methodical
· Motivated
· Observant
· Open-minded
· Orderly
· Organized
· Outgoing
· Patient
· Perceptive
· Productive
· Professional
· Punctual
· Reliable
· Resourceful
· Responsible
· Sincere
· Skillful
· Team-player
· Thorough
· Truthful




