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Active Verb Samples
Use active verbs in your resume descriptions, skill lists, and cover letter.

	Communication Verbs
	Technical Verbs
	Management Verbs

	arbitrated 
arranged 
authored 
consulted 
corresponded 
developed 
directed 
drafted 
edited 
explained

listened
formulated 
interpreted 
mediated 
moderated 
motivated 
negotiated 
persuaded 
promoted 
publicized 
recruited 
reported
spoke 
translated 
	built 
calculated 
computed 
debugged
designed 
engineered 
fabricated 
operated 
overhauled 
programmed 
remodeled 
repair 
secured
solved 
sustained

terminated
trained 
upgraded
downloaded

installed

maintained

produced
	administered 
assigned 
chaired 
contracted 
consolidated 
coordinated 
delegated 
developed 
directed 
encouraged
evaluated 
improved 
increased 
motivated
organized 
oversaw 
planned 
prioritized 
recommended 
reviewed 
scheduled 
spearheaded
supervised

	Clerical Verbs
	Research Verbs
	Financial Verbs

	approved 
proofread/ edited 
coded 
classified 
collected 
compiled 
generated 
inspected 
monitored 
organized 
prepared 
processed 
purchased 
recorded 
retrieved 
screened 
inventoried
	analyzed 
diagnosed 
evaluated 
examined 
extracted 
identified 
inspected 
interpreted 
interviewed 
investigated 
mapped

monitored
organized / outlined
reviewed 
summarized 
surveyed 
tested
	allocated 
assessed 
appraised 
audited 
balanced 
budgeted 
calculated 
computed 
developed 
forecasted 
grossed
managed 
marketed 
planned 
projected 
reconciled
tabulated 


