
 

www.hesser.edu 

Action Words 
 

Below are lists of words to help describe your work experience. 

Descriptive Words  
► Able to benefit by 

constructive 
criticism  

► Able to learn and 
teach others  

► Adaptable  
► Ambitious  
► Articulate  
► Assertive  
► Career oriented  
► Civic minded  
► Conscientious  
► Cooperative  
► Courteous  
► Creative  
► Decisive  
► Dedicated 
► Dynamic  
► Endowed with 

excellent memory  
► Energetic  
► Enterprising  
► Enthusiastic  

► Even tempered  
► Excellent 

communication 
skills  

► Expert in the field  
► Flexible  
► Friendly 

disposition  
► Get along well with 

people  
► Imaginative  
► Innovative  
► Intuitive  
► Leadership ability  
► Logical  
► Loyal  
► Methodical  
► Modest  
► Not a clock 

watcher  
► Not a job hopper  
► Optimistic  
► Pace setter  

► Perceptive  
► Persevering  
► Professional 
► Punctual  
► Reliable  
► Resourceful  
► Seasoned 

professional  
► Self motivated  
► Self reliant  
► Self starter  
► Stickler for 

perfection  
► Super achiever  
► Tactful  
► Team player 
► Troubleshooter  
► Versatile  
► Welcomes 

challenges 
► Well organized  

 
Active Words  
► Accomplished  
► Accountable for  
► Achieved   
► Activated  
► Administered  
► Advanced to 

position of  

► Analyzed  
► Assembled  
► Assisted  
► Beat the 

competition  
► Broadened  
► Commended for  

► Completed  
► Conducted  
► Consolidated  
► Constructed  
► Contributed  
► Controlled  
► Coordinated  



 

www.hesser.edu 

Action Words 
 

► Created  
► Designed  
► Determined  
► Developed  
► Devised  
► Directed  
► Established  
► Evaluated  
► Expanded  
► Expedited  
► Explored  
► Hands-on 

experience  
► Headed  
► Implemented  
► Improved  
► Increased  
► Initiated  
► Instituted  
► Interfaced with  
► Introduced  
► Invented  

► Investigated  
► Involved with  
► Launched  
► Lowered costs  
► Maintained  
► Managed  
► Maximized  
► Modernized  
► Monitored  
► Negotiated  
► Organized  
► Originated  
► Participated in  
► Perfected  
► Performed  
► Pioneered  
► Planned  
► Prepared  
► Produced  
► Promoted  
► Proven 
► Published  

► Recruited  
► Reduced  
► Reorganized  
► Researched  
► Responsible for  
► Revised  
► Revitalized  
► Set up  
► Simplified  
► Solved  
► Spearheaded  
► Stabilized  
► Standardized  
► Stimulated  
► Strengthened  
► Succeeded in  
► Supervised  
► Surveyed  
► Systematized  
► Targeted  
► Updated  
► Upgraded  

 
Action Words  
► Acted  
► Activated  
► Adapted  
► Addressed  
► Adjusted  
► Administered  
► Adopted  
► Advertised  
► Advised  
► Aligned  

► Analyzed  
► Anticipated  
► Applied  
► Appraised  
► Arbitrated  
► Arranged  
► Arranged  
► Ascertained  
► Assembled  
► Assessed  

► Assisted  
► Attained  
► Audited  
► Budgeted  
► Built  
► Calculated  
► Calibrated  
► Calibrated  
► Catalogued  
► Chaired  
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► Changed  
► Charted  
► Classified  
► Coached  
► Collected  
► Communicated  
► Compiled  
► Completed  
► Composed  
► Computed  
► Conceptualized  
► Conciliated  
► Conducted  
► Confronted  
► Conserved  
► Consolidated  
► Constructed  
► Consulted  
► Contracted  
► Controlled  
► Coordinated  
► Corresponded  
► Counseled  
► Created  
► Deferred  
► Defined  
► Delegated  
► Delivered  
► Demonstrated  
► Designed  
► Detailed  
► Detected  
► Determined  
► Developed  
► Devised  

► Diagnosed  
► Directed  
► Discovered  
► Dispensed  
► Displayed  
► Disproved  
► Dissected  
► Distributed  
► Diverted  
► Drafted  
► Dramatized  
► Drew  
► Drove  
► Edited  
► Educated  
► Effected  
► Electrified  
► Eliminated  
► Enforced  
► Enlarged  
► Entertained  
► Established  
► Estimated  
► Evaluated  
► Examined  
► Exhibited  
► Expanded  
► Expedited  
► Explained  
► Expressed  
► Extracted  
► Fabricated  
► Facilitated  
► Familiarized  
► Figured  

► Filed  
► Filtered  
► Fixed  
► Formulated  
► Forwarded  
► Founded  
► Gathered  
► Generated  
► Governed  
► Guided  
► Headed  
► Helped  
► Hired  
► Identified  
► Illustrated  
► Implemented  
► Improved  
► Improvised  
► Increased  
► Indexed  
► Influenced  
► Informed  
► Initiated  
► Innovated  
► Inspected  
► Inspired  
► Installed  
► Instituted  
► Instructed  
► Instrumented  
► Integrated  
► Interpreted  
► Interviewed  
► Introduced  
► Invented  
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► Inventoried  
► Investigated  
► Judged  
► Lead  
► Lectured  
► Located  
► Maintained  
► Managed  
► Mapped  
► Marketed  
► Measured  
► Mediated  
► Mentored  
► Modeled  
► Modified  
► Monitored  
► Motivated  
► Navigated  
► Negotiated  
► Observed  
► Obtained  
► Operated  
► Ordered  
► Organized  
► Originated  
► Oversaw  
► Painted  
► Participated  
► Perfected  
► Performed  
► Persuaded  
► Photographed  
► Piloted  
► Pioneered  
► Planned  

► Played  
► Predicted  
► Prepared  
► Prescribed  
► Preserved  
► Presided  
► Printed  
► Processed  
► Produced  
► Programmed  
► Projected  
► Promoted  
► Proposed  
► Protected  
► Provided  
► Publicized  
► Purchased  
► Quoted  
► Raised  
► Reasoned  
► Recommended  
► Reconciled  
► Recorded  
► Recruited  
► Reduced  
► Referred  
► Rehabilitated  
► Rendered  
► Reorganized  
► Repaired  
► Replaced  
► Reported  
► Represented  
► Researched  
► Resolved  

► Responded  
► Restored  
► Retrieved  
► Reviewed  
► Revised  
► Rewrote  
► Saved  
► Scheduled  
► Selected  
► Served  
► Shaped  
► Simplified  
► Sketched  
► Sold  
► Solved  
► Sorted  
► Sparked  
► Specified  
► Spoke  
► Stimulated  
► Straightened  
► Streamlined  
► Strengthened  
► Studied  
► Suggested  
► Summarized  
► Supervised  
► Supplied  
► Surveyed  
► Synthesized  
► Systematized  
► Tabulated  
► Talked  
► Taught  
► Tended  
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► Tested  
► Timed  
► Trained  
► Transcribed  
► Transferred  

► Translated  
► Transmitted  
► Treated  
► Tutored  
► Unified  

► Updated  
► Upgraded  
► Vitalized  
► Wrote 
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