
The Right Words to Use in Your Job Search

Choosing the most effective words to describe your skills, actions, attitudes and accomplishments will make your 
job applications, resume and job interviews more dynamic. Following are two word lists. These words are “buzz 
words” that seem to open doors.

The first list includes action verbs — words that say what you did. These words tell prospective employers about 
your skills and accomplishments.

The second list includes descriptive words — words that describe you and your actions in a positive way. Often 
these words tell employers about your work attitudes.

Use these lists as guides to choosing the right words for your job search.

Action Verbs                       *Starred words are especially good for indicating your accomplishments.

Accelerated * 
Accepted 
Accomplished * 
Achieved *
Acquired 
Adapted 
Adjusted 
Administered *
Advanced * 
Advertised 
Advised 
Analyzed
Announced 
Anticipated 
Appointed 
Appraised
Approved 
Arbitrated 
Arranged 
Assembled
Assessed 
Assigned 
Assisted 
Attained *
Audited 
Authored 
Authorized 
Automated
Averted 
Balanced 
Bargained 
Bought
Briefed 
Budgeted * 
Built 
Calculated
Captured 
Cared for 
Carried out * 

Catalogued
Centralized 
Chaired 
Changed 
Charted
Checked 
Clarified 
Closed 
Coached
Collaborated 
Collected 
Commanded 
Communicated
Compared 
Compiled 
Completed 
Composed
Compounded 
Computed 
Conceived 
Conceptualized
Concluded 
Condensed 
Conducted 
Confronted
Constructed 
Consulted 
Contacted 
Contracted
Contrived 
Controlled 
Converted 
Conveyed
Convinced 
Cooperated 
Coordinated * 
Copied
Corrected 
Correlated 

Corresponded 
Corroborated
Counseled 
Created * 
Critiqued 
Cultivated
Curtailed 
Cut * 
Decentralized 
Decided
Decreased * 
Defined 
Delegated 
Delivered
Demonstrated 
Described 
Designed 
Detailed
Detected 
Determined 
Developed * 
Devised
Diagnosed 
Directed 
Discovered 
Dispensed
Displayed 
Disproved 
Dissected 
Distributed
Diverted 
Documented 
Doubled * 
Drafted
Drove 
Earned 
Edited 
Educated
Effected 

Eliminated * 
Employed 
Enacted
Encouraged 
Enforced 
Engineered 
Enjoyed
Enlarged 
Enlisted 
Ensured 
Entertained
Equipped 
Established * 
Estimated 
Evaluated
Examined 
Exceeded * 
Exchanged 
Executed
Exhibited 
Expanded * 
Expedited * 
Experimented
Explained 
Explored 
Extracted 
Fabricated
Facilitated 
Familiarized 
Fashioned 
Figured
Filed
Financed 
Fixed 
Focused
Followed directions 
Forecasted 
Formalized 
Formed
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Act��n Verbs, c�nt�nued

F�rmulated 
F�unded * 
Furn�shed 
Gathered
Generated * 
G�verned 
Graded 
Graduated
Gr�uped 
Gu�ded 
-alted 
-andled
-eaded * 
-elped 
-�red 
Ident�f�ed
Illustrated 
Implemented * 
Impr�ved * 
Impr�v�sed
Increased * 
Indexed 
Induced 
Influenced
Inf�rmed 
In�t�ated * 
Inn�vated * 
Inspected
Insp�red 
Installed 
Inst�tuted 
Instructed
Insured 
Integrated 
Inten��f�ed 
Interpreted
Interv�ewed 
Intr�duced * 
Invented * 
Invent�r�ed
Invested 
Invest�gated 
Issued 
/��ned
Judged 
Just�f�ed 
Kept rec�rds 
Key n�ted
Launched * 
Learned 
Lectured 

Led *
L�fted 
L�qu�dated 
L�stened 
L�aded
L�cated 
L�gged 
Made 
Ma�nta�ned
Managed 
Man�pulated 
Manufactured 
Marketed
Mastered 
Measured 
Med�cated 
Mem�r�zed
Merchand�sed 
M�deled 
M�derated 
M�d�f�ed
M�n�t�red 
M�t�vated 
3amed 
3av�gated
3eg�t�ated 
3�m�nated 
3ursed 
3urtured
Observed 
Obtained 
Offered 
Officiated
Operated 
Ordered 
Organized * 
Originated *
Overcame * 
Overhauled * 
Oversaw 
Packed
Participated 
Perceived 
Perfected * 
Performed
Persuaded 
Photographed 
Piloted 
Pinpointed
Placed 
Planned 

Predicted 
Prepared
Prescribed 
Presented  
Printed
Problem solved *
Processed 
Procured 
Produced
Programmed 
Prohibited 
Projected 
Promoted
Prompted 
Proofread 
Proposed 
Protected
Proved * 
Provided 
Publicized 
Published
Purchased 
Questioned 
Raised 
Ran
Rated Read 
Reasoned 
Received
Recommended 
Reconciled 
Recorded 
Recruited
Rectified * 
Redesigned * 
Reduced * 
Referred
Regulated 
Rehabilitated 
Reinforced 
Related
Removed 
Rendered 
Renewed 
Reorganized *
Repaired 
Reported 
Represented 
Researched
Reshaped 
Resolved * 
Responded 

Responsible for
Restocked 
Restored 
Restructured * 
Retrieved
Revamped * 
Reversed * 
Reviewed 
Revised
Satisfied 
Saved * 
Scheduled 
Screened
Searched 
Secured 
Selected 
Separated
Sequenced 
Served 
Serviced 
Settled *
Set up 
Shaped 
Shared 
Showed
Signaled 
Simplified * 
Sketched 
Sold
Solved * 
Sorted 
Sought 
Sparked
Spearheaded * 
Specified 
Spoke in public 
Staffed
Standardized 
Stimulated Stocked 
Streamlined *
Strengthened 
Structured 
Studied 
Submitted
Succeeded 
Summarized 
Supervised 
Supplied
Supported 
Surveyed 
Symbolized 
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Act��n Verbs, c�nt�nued

Apply�ng act��n verbs

Act��n verbs g�ve y�ur resume p�wer and d�rect��n. Try t� beg�n all 	
�lls statements w�th an act��n verb.
�ere �s a sample �f act��n verbs �r d�fferent types �f 	
�ll	�

Management skills
adm�n�stered
analyzed
c��rd�nated
devel�ped
d�rected
evaluated
�mpr�ved
super��sed
Clerical skills
arranged
catal�gued
c�mp�led
generated
�rgan�zed
pr�cessed
persuaded
system�zed

Creative skills
c�nceptual�zed
created
de	�gned
establ�shed
fash��ned
�llustrated
�nvented
perf�rmed
Helping skills
assessed
c�ached
c�unseled
fa�l�tated
represented

Technical skills
assembled
bu�lt
calculated
de	�gned
�perated
�verhauled
rem�deled
repa�red
Communication skills
arranged
addressed
auth�red
drafted
f�rmulated

Financial skills
adm�n�stered
analyzed
balanced
budgeted
f�recast
marketed
planned
pr�jected
Research skills
clar�f�ed
evaluated
�dent�f�ed
�nspected
�rgan�zed
summar�zed

7ynthe	�zed
7ystemat�zed 
Tabulated 
Ta�l�red 
Taped
Taught 
Team bu�lt 
Tended 
Tested
T�ghtened 
Traced 

Tracked
Traded
Tra�ned 
Transcr�bed 
Transferred
Transf�rmed
Translated 
Transm�tted
Transp�rted Traveled
Tr�mmed Tr�pled * 
Tr�uble sh�t * 

Turned ar�und *
Tut�red 
Typed 
Un�vered
Underst��d
Un�f�ed * 
Un�ted * 
Unraveled 
Updated *
Upgraded * 
Used

Ut�l�zed 
Val�dated
Ver�f�ed 
V�	�ted
V�lunteered 
Washed
We�ghed 
W�dened 
W�n * 
W�rked
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)escr�pt�ve W�rds

Able 
Accurate 
Act�ve 
Adaptable
Adept 
Adm�n�strat�ve 
Advantage�us 
Aggre���ve
Alert 
Amb�t��us 
Analyt�cal 
Art�culate
Assert�ve 
Astute 
Attent�ve 
Auth�r�tat�ve
B�l�ngual 
Br�ad m�nded 
Calm 
Cand�d
Capable 
Cheerful 
C�mm�tted 
C�mpetent
C�mpletely C�mprehen��ve 
C�nf�dent 
C�n���ent��us
C�n��derate 
C�n��stent 
C�nstruct�ve 
C�nt�nu�us
C�ntr�but��ns 
C��perat�ve 
Creat�ve 
Cur��us
�e����ve 
�ed�cated 
�el�berate 
�ependable
�eta�led 
�eta�l:�r�ented 
�eterm�ned 
��l�gent

��pl�mat�c 
�����pl�ned 
��screet 
��ver��f�ed
�r�ven 
�ynam�c 
Eager 
Ea��ly
Easyg��ng 
E��n�m�cal 
Effect�ve 
Eff���ent
Eff�rtlessly 
Empathet�c 
Energet�c 
Enterpr�s�ng
Enthu��ast�c 
Excellent 
Except��nal 
Exper�enced
Expert 
Expertly 
Exten��ve 
Fa�r
Fars�ghted 
Fast learner 
Flex�ble 
F�rceful
Fr�endly 
General�st 
�ard:w�r��ng 
��nest
Imag�nat�ve 
Increa��ngly 
Independent 
In:depth
In�t�at�ve 
Inn�vat�ve 
In��ghtful 
Instrumental
Invent�ve 
Kn�wledgeable 
Leadersh�p 

L�g�cal
L�yal 
Maj�r 
Mature 
Mean�ngful
Meth�d�cal 
Met�cul�us 
M�t�vated 
Mult�l�ngual
Objective 
Open-minded 
Optimistic 
Orderly
Organized 
Outstanding 
Patient 
Perceptive
Persistent 
Personable 
Personally 
Persuasive
Pertinent 
Pleasant 
Positive 
Practical
Precise 
Problem-solver 
Productive 
Professional
Proficient 
Profitable 
Progressive 
Proven
Punctual 
Qualified 
Quality conscious 
Quick learner
Realistic 
Recent 
Reliable 
Repeatedly
Resilient 
Resourceful 

Respectful 
Responsible
Responsive 
Risk-taker 
Routinely 
Satisfactorily
Scope 
Self-confident 
Self-controlled 
Self-reliant
Self-starter 
Sharp 
Significantly 
Sincere
Skilled 
Skillful 
Solid 
Sound
Specialized 
Specialist 
Stable 
Strategically
Strong 
Substantial 
Successful 
Superior
Systematic 
Tactful 
Talented 
Team player
Technical 
Thorough 
Timely 
Uniform
Universal 
Up-to-date 
Valuable 
Varied
Versatile 
Vigorous 
Well-educated 
Well-rounded
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