ACTION VERBS TO STRENGTHEN YOUR RESUME 
DECISION MAKING:
ANALYZE

COMPARE

CREATE

AUTHORIZE

APPROVE

DIRECT

INTERVIEW

ESTABLISH

IMPROVE

PROMOTE

REQUIRED

RECRUIT

MODIFY

MANAGE

SELECT

ORGANIZE

TRAIN

PLAN

TRANSFER

SUPERVISION / RESEARCH 
ADHERE

ASSESS

EXTEND

DELEGATE

DEMONSTRATE

IDENTIFY

FORMULATE

ENCOURAGE

PREPARE

MONITOR

PROPOSE

PLAN

FOSTER

MANAGE

RESEARCH

SCHEDULE

PARTICIPATE

SHIP

SUBMIT

SUPERVISE 

HELPING / COMMUNICATION
COOPERATE

ASSIST

COORDINATE

CONTRIBUTE

PUBLICIZE

INFORM

PROMOTE

INTERPRET

STRENGTHEN

SERVE

SPEAK

SOLVE

WRITE

TRAIN
TRANSFERABLE SKILLS:


Skills that transfer from one job/area to another.

Communication: Speaking effectively 

· Writing concisely 

· Listening attentively 

· Expressing ideas 

· Facilitating group discussion 

· Providing appropriate feedback 

· Persuading 

· Reporting information 

· Interviewing 

· Editing

Research and Planning: 

· Creating ideas 

· Identifying problems  

· Gathering information 

· Solving problems 

· Setting goals  

· Analyzing 

Human Relations: 
· Developing rapport 

· Listening 

· Providing support for others 

· Motivating 

· Cooperating 

· Delegating with respect 

· Representing others 

· Perceiving feelings, situations 

· Asserting

Organization, Management and Leadership: 
· Initiating new ideas 

· Handling details 

· Coordinating tasks 

· Managing groups 

· Coaching 
· Decision making with others 

Work Survival: 

· Cooperating 

· Enforcing policies 

· Being punctual 

· Managing time 

· Attending to detail 

· Meeting goals 

· Accepting responsibility 

· Setting and meeting deadlines 

· Organizing 

· Making decisions

