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CAREER
TRANSITIONS

Providing Hope and Help to Jobseekers





ADMINISTRATIVE
Adjusted

Administered

Amended

Assisted

Assured/Ensured/Insured

Carried out

Categorized

Coordinated

Corrected

Enrolled

Executed

Furnished

Generated

Implemented

Indexed

Initiated

Modified

Monitored

Organized

Produced

Provided

Retained

Revamped

Revised

Saved

Streamlined

Tracked

Updated
COGNITIVE/
PROBLEM SOLVING

Analyzed

Assessed

Determined

Evaluated

Examined

Identified

Inquired

Investigated

Located

Observed

Obtained

Queried

Researched
COMMUNICATION SKILLS

Advised

Conducted

Crafted

Demonstrated

Drafted

Edited

Explained

Facilitated

Informed

Instructed

Lectured

Listened

Negotiated

Persuaded

Presented

Proofed

Proofread

Published
Reinforced

Reiterated

Sold

Spoke

Taught

Trained

Wrote

COPING

Endured

Persevered

Waited

Worked under pressure
CREATIVE/
RESOURCEFUL

Built

Composed

Conceived

Conceptualized

Created

Decorated

Enhanced

Engineered

Depicted

Designed

Developed

Displayed

Dramatized

Entertained

Illustrated

Innovated

Invented

Scripted
Wrote
INTELLECTUAL
Abstracted

Analyzed

Assessed

Categorized

Challenged

Classified

Conceptualized

Discovered

Evaluated

Identified

Questioned

Read

Re-engineered

Researched

Reviewed
INTERPERSONAL

Advised

Confronted

Cooperated

Facilitated

Greeted

Informed

Interviewed

Participated
JUDGEMENT

Analyzed

Appraised

Assessed

Considered

Corrected
Determined

Edited


Evaluated

Examined

Fired/Terminated
Hired

Inspected

Proofread

Reviewed
LEADERSHIP

Accomplished

Achieved

Acted

Acquired

Approved

Approached

Ascertained

Bought

Built

Challenged

Coached

Co-developed

Contracted with

Controlled

Co-planned

Crafted

Created

Delivered

Financed

Decided

Delegated

Determined

Developed

Directed

Energized

Enhanced

Established

Executed

Expedited

Founded

Guided

Harnessed

Hired

Identified

Improved

Launched

Led

Leveraged

Managed

Mentored

Mitigated

Motivated

Negotiated

Obtained

Originated

Orchestrated

Oversaw

Planned

Provided

Purchased

Rallied

Realized
Re-energized

Re-engineered

Retained

Reversed

Revitalized

Set up

Served

Sold


Spearheaded

Strategized 

Streamlined

Structured

Supervised
Transformed
MAINTENANCE

Accepted

Acquired

Administered

Assisted

Began

Carried Out

Energized

Financed

Handled

Kept

Maintained

Performed

Preserved

Produced

ORGANIZATIONAL

Amassed

Anticipated

Categorized

Collected

Compiled

Indexed

Managed Time

Organized

Planned

Predicted

Prepared

Prioritized

Set Priorities

Streamlined

Structured
QUANTITATIVE/FINANCIAL

Accelerated

Added

Cancelled

Completed

Controlled

Corrected

Decreased

Diminished

Eliminated

Expanded
Finished

Improved

Increased

Maximized

Optimized

Reduced

RESUME VERB LIST


(To be used for jobs other than current jobs or completed duties that occurred in current position.


Please change to active tense for current duties.)
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