Office of Career Development

chatham

Laughlin Music Hall
careersechatham.edu  412-365-1209

= [ ]
O ae O ora a O are O e pe e e a a O a e a a a elp e e piloye 0 e O ao
O a O e O O e O d O ae @) O e ore e eade e ere eq O a a a O a e OO e
L » ~ ~ ~
rtia % asobnle amp of phra at co c our ab Oro ona
Debatead oinead Reco ed
Detinea dged Re ed :
Instead of I You might consider
Developed e ed Reterrea |
Dratted eneda Re orced
- I
aited arketea eporrea I Arrange, Engineer, Found, Initiate, Introduce, Invent,
od edigted Resolved Set up/Start up g
I Organize, Spearhead
pId ed aerared Re ponaead |
pre ed ego ared O ed I
o ated Observed pecified I Accumulate, Arrange, Assemble, Collect, Compile,
Put together ) :
ed O ed poke I Construct, Coordinate, Organize
orporared -. parted age ed .
e ed Pe aded a ea 1
ergcted Presented csized Write I Compose, Draft, Formulate
I
erprerted P O oTed a ared 4
erviewed Proposed I
Keep track Maintain
Help Assist, Support
Watch over Oversee, supervise
Lead Conduct, Direct, Guide, Head
Create, Develop, Devise, Establish, Formulate, Invent,
Make

Produce

Make better

Improve, Overhaul, Restructure, Revise, Revitalize,
Streamline, Strengthen, Transform, Upgrade

Make bigger

Enlarge, Expand, Increase

Check over

Analyze, Examine, Inspect, Monitor, Review, Verify

Make sure

Assure, Ensure

Give

Present, Provide, Supply, Distribute

Show

Demonstrate, Display, Instruct

Fill out

Complete

Get

Acquire, Obtain, Secure



https://3.basecamp.com/4400836/buckets/19288286/todos/4662898548/edit?replace=true

Office of Career Development

chatham

Laughlin Music Hall

careersechatham.edu  412-365-1209

Action Verb List Continued

Organizational Skills

Approved Coded Executed Maintained Prepared Reserved Submitted
Arranged Collected Filed Monitored Processed Responded Supplied
Catalogued Compiled Generated Obtained Provided Reviewed Standardized
Categorized Corrected Incorporated Operated Purchased Routed Systematized
Charted Corresponded Inspected Ordered Recorded Scheduled Updated
Classified Distributed Logged Organized Registered Screened Verified

Management/Leadership Skills
Administered Consolidated Eliminated Hired Managed Prioritized Restored
Analyzed Contracted Emphasized Hosted Merged Produced Reviewed
Appointed Controlled Enforced Improved Motivated Streamlined Scheduled
Approved Converted Enhanced Incorporated Navigated Strengthened Secured
Assigned Coordinated Established Increased Organized Supervised Selected
Attained Decided Executed Initiated Overhauled Terminated Spearheaded
Authorized Delegated Generated Inspected Oversaw Recommended Mediated
Chaired Developed Handled Instituted Planned Reorganized
Considered Directed Headed Led Presided Replaced
Problem Solving Skills
Aided Elevated Fulfilled Procured Reformed Revived Strengthened
Augmented Enlarged Generated Reconciled Rehabilitated Settled Supplemented
Counseled Extended Identified Rectified Reinforced Solicited Transformed
Customized Extracted Interceded Reduced Remedied Solved Improvised
Eased Finalized Invented Refined Revitalized Streamlined Accelerated
Technical Skills
Adapted Computed Designed Maintained Rectified Restored Standardized
Applied Conversed Determined Operated Regulated Secured Updated
Assembled Constructed Engineered Overhauled Remodeled Selected Upgraded
Augmented Converted Fabricated Printed Repaired Solved Utilized
Calculated Debugged Fortified Programmed Replaced Specialized
Financial Skills
Administered Appraised Budgeted Corrected Forecasted Netted Projected
Adjusted Assessed Calculated Determined Managed Planned Qualified
Allocated Audited Computed Developed Marketed Prepared Reconciled
Analyzed Balanced Conserved Estimated Measured Programmed Reduced
Research Skills
Analyzed Critiqued Examined Gathered Located Reviewed Systematized
Clarified Detected Experimented Inspected Measured Searched Tested
Collected Determined Explored Interviewed Organized Solved Transmitted
Compared Diagnosed Extracted Invented Prepared Summarized
Conducted Evaluated Formulated Investigated Researched Surveyed
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