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POSITIVE ACTION VERBS AND WORDS FOR RÉSUMÉ AND  
COVER LETTER PREPARATION

RÉSUMÉ PREPARATION

13(90)�����,%2(398����4%+)��

VERB WORDS

$FFRPSOLVKHG
$FKLHYHG
$FWHG�DV
$GPLQLVWHUHG
$IIHFWHG
$OORFDWHG
$QDO\]HG
$SSURYHG
$UWLFXODWHG
$VVLPLODWHG
$VVLVWHG
$VVXUHG
$XJPHQWHG

%DODQFHG
%URXJKW�DERXW
Built

&ROOHFWHG
&RPPXQLFDWHG
&RPSRVHG
&RPSXWHG
&RQFHSWXDOL]HG
&RQGXFWHG
&RQVXOWHG
&RQWUDFWHG
&RQWULEXWHG
&RQWUROOHG
&RRUGLQDWHG
&RUUHFWHG
&RUUHVSRQGHG
&RXQVHOHG
&UHDWHG
&XW

'HPRQVWUDWHG
'HVLJQHG
'HWHUPLQHG
'HYHORSHG
'LUHFWHG
'LVWULEXWHG
'RFXPHQWHG
'UDIWHG

(GLWHG

(QDFWHG
(VWDEOLVKHG
(YDOXDWHG
([DPLQHG
([HFXWHG
([KLELWHG
([SDQGHG

)ROORZHG�XS
)RUHFDVWHG
)RUPXODWHG
)RUZDUGHG�WR

*HQHUDWHG
*XLGHG

+DQGOHG

,GHQWLÀHG
,PSOHPHQWHG
,PSURYHG
,QIRUPHG
,QLWLDWHG
,QWHJUDWHG
,QWHUIDFHG
,QVWDOOHG

,QWHUYLHZHG
,QYHQWHG

/DXQFKHG
/HG
/RFDWHG

0DLQWDLQHG
0DQDJHG
0RQLWRUHG

1HJRWLDWHG

2SHUDWHG
2SWLPL]HG
2UFKHVWUDWHG
2UJDQL]HG

3ODQQHG
3UHSDUHG
3UHVHQWHG
3URFHVVHG
3URGXFHG
3URMHFWHG
3URPRWHG
3URSRVHG
3URYLGHG
3XUFKDVHG

5HFHLYHG
5HFRPPHQGHG
5HFUXLWHG
5HGXFHG�FRVWV
5HRUJDQL]HG
5HSRUWHG
5HSUHVHQWHG
5HVHDUFKHG
5HVROYHG
5HVSRQGHG�WR�
5HYLHZHG
5HYLVHG

6FKHGXOHG
6FUHHQHG
6HFXUHG
6HOHFWHG
6HW�XS

6SHDUKHDGHG
6XSHUYLVHG
6XSSOLHG
6XSSRUWHG

7DXJKW
7HVWHG
7UDLQHG

8SJUDGHG
8SGDWHG
8WLOL]HG

Wrote

&DSDFLW\
&DSDELOLW\
$ELOLW\
&RPSHWHQFH
(IIHFWLYHQHVV
0DWXULW\
            
0DQDJHPHQW���������
$GPLQLVWUDWLYH
7HFKQLFDO
([HFXWLYH
           
Professional
$FDGHPLF
           
6XFFHVVIXO
&DSDEOH��������
&RPSHWHQW
4XDOLÀHG�����������
3URÀFLHQW
(IÀFLHQW�����������
&RQVLVWHQW
.QRZOHGJHDEOH������������
([SHULHQFHG
3URGXFWLYH
(IIHFWLYH
0DWXUH
6WDEOH������������
:HOO�HGXFDWHG
9HUVDWLOH��������
:HOO�URXQGHG������������
6FRSH
:LGH
%DFNJURXQG
5HVRXUFHIXO
(TXLSSHG
Pertinent

6LJQLÀFDQWO\
6XEVWDQWLDOO\
5HSHDWHGO\
7KRURXJKO\
&RPSOHWHO\
3DUWLFXODUO\
3UHIHUHQFH
7KRURXJK����������
6RXQG

&RPSOHWH
Positive            
9LJRURXV
3URÀWDEOH

(YLGHQW���������
'HPRQVWUDWHG
Proven
0DMRU�����������
6LJQLÀFDQW
5HVSRQVLEOH
&RQVLVWHQW
6XEVWDQWLDO
Potential

6SHFLDOLVW
3HUIRUPDQFH

5HFRUG

,QFUHDVLQJ
([SDQGLQJ
(QODUJLQJ������������
%XLOGLQJ
Developing


