Action Verbs to Strengthen Cover Letters and Resumes
	DECISION MAKING 
	MANAGEMENT 
	CHANGES 
	PERSONNEL 

	ACCEPT 
	ADJUDICATE 
	ACTIVATE 
	APPRAISE 

	ACTIVATE 
	ANALYZE 
	COMPARE 
	DISCHARGE 

	APPROVE 
	ANTICIPATE 
	CREATE 
	EMPLOY 

	AUTHORIZE 
	APPROVE 
	DESIGN 
	HANDLE 

	DECIDE 
	DIRECT 
	ESTABLISH 
	INTERVIEW 

	RENDER 
	ESTABLISH 
	IMPROVE 
	PROMOTE 

	REQUIRED 
	EVALUATE 
	MAKE 
	RECRUIT 

	SOLVE 
	EXECUTE 
	MODIFY 
	SCREEN 

	TERMINATE 
	MANAGE 
	STIMULATE 
	SEEK 

	TEST 
	MEET 
	UPGRADE 
	SELECT 

	
	ORGANIZE
	
	TRAIN

	SUPERVISION 
	PLAN
	RESEARCH 
	TRANSFER

	ADHERE 
	
	ANALYZE 
	

	ASSESS 
	ADMINISTRATION 
	COMPILE 
	PLANNING & CONTROL 

	ASSIGN 
	ADMINISTER 
	DEFINE 
	ACQUIRE 

	COUNSEL 
	ENGAGE 
	DETERMINE 
	ALLOCATE 

	DEFINE 
	FURNISH 
	DEVELOP 
	ASSUME 

	DELEGATE 
	INSURE 
	EVALUATE 
	CONTROL 

	DEMONSTRATE 
	JUSTIFY 
	IDENTIFY 
	EXTEND 

	DEVELOP 
	PROCESS 
	INVESTIGATE 
	FORECAST 

	ENCOURAGE 
	PROCURE 
	PREPARE 
	FORMULATE 

	EXERCISE 
	PURCHASE 
	PROPOSE 
	MEASURE 

	FOSTER 
	RECEIVE 
	RECOMMEND 
	MONITOR 

	MANAGE 
	RECLAIM 
	RESEARCH 
	PLAN 

	MEET
	REJECT 
	REVIEW
	PROGRESS 

	PARTICIPATE
	REQUISITION 
	SUBMIT
	SCHEDULE 

	REPORT
	SECURE
	
	

	REQUEST
	SHIP
	COMMUNICATION 
	PERSONNEL

	SUPERVISE
	STORE
	CONTACT 
	APPRAISE

	
	SUPPLY
	CRITIQUE 
	DISCHARGE

	HELPING 
	
	DECLARE 
	EMPLOY

	ARRANGE 
	EXTERNAL ACTIVITIES 
	DISPLAY 
	PROMOTE

	ASSIST 
	COOPERATE 
	INFORM 
	RECRUIT

	CONTRIBUTE 
	COORDINATE 
	INTERPRET 
	SCREEN

	COUNSEL 
	NEGOTIATE 
	ISSUE
	SEEK

	GIVE 
	HANDLE 
	SPEAK
	SELECT

	GUIDE 
	INTERVIEW 
	TESTIFY
	TRAIN

	INITIATE 
	PUBLICIZE 
	WRITE
	TRANSFER

	SERVE 
	REPRESENT 
	
	

	SOLVE 
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Past Tense List of Action Verbs to be used in Cover Letters and Resumes
accelerated 

acted 

adapted 

administered 

advanced 

allocated 

analyzed 

applied 

arranged 

assessed 

authorized 

boosted 

built 

captured 

certified 

chaired 

coached 

collaborated 

compiled 

completed 

composed 

conceived 

conducted 

constructed 

contributed 

convinced 

coordinated 

counseled 

created 

critiqued 

cultivated 

customized 

defined 

delegated 

demonstrated

designed 

detected 

determined 

developed 

directed 

dispensed 

documented 

drafted 

earned 

edited 

eliminated 

enforced 

engineered 

enhanced 

ensured 

established 

evaluated 

executed 

expedited 

facilitated 

finalized 

fixed 

focused 

formulated 

fostered 

fulfilled 

gathered 

generated 

guided 

handled 

helped 

honed 

hosted 

identified 

illustrated 

implemented 

improved 

increased 

influenced 

informed 

initiated 

inspected 

installed 

instituted 

integrated 

interpreted 

introduced 

invented 

inventoried 

investigated 

issued 

joined 

judged 

launched 

led 

maintained 

managed 

maximized 

monitored 

motivated 

negotiated 

operated 

organized 

outlined 

oversaw 

persuaded 

placed 

planned 

predicted 

prepared 

presented 

prioritized 

processed 

produced 

provided 

publicized 

raised 

realized 

recommended 

recorded 

recruited 

reduced 

referred 

regulated 

related 

repaired 

reported 

researched 

retrieved 

revised 

revitalized 

scheduled 

screened 

searched 

selected 

served 

shaped 

simplified 

simulated 

solved 

spearheaded 

standardized 

streamlined 

strengthened 

structured 

studied 

supervised 

supplied 

supported 

sustained 

targeted 

tightened 

tracked 

trained 

transformed 

uncovered 

unified 

updated 

upgraded 

used 

validated 

verified 

widened 

worked

