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Circle words that you think will look cool in your resume or letter… then use them! 

M anagement, achieve, administer, 
analyse, assign, attain, chair, con-
ceive, contract, consolidate, co-
ordinate, decide, delegate, de-

velop, direct, encourage, evaluate, exe-
cute, handle, implement, improve, incorpo-
rate, increase, inspire, launch, led , man-
age, motivate, organize, outline, oversaw, 
plan, prioritize, produce, recommend, re-
evaluate, reject, report, review, schedule, 
strengthen, supervise, united… 

C ommunication, address, arbitrate, 
arrange, author, communicate, 
correspond, counsel, develop, de-
fine, direct, draft, edit, enlist, formu-

late, influence, interpret, lecture, mediate, 
moderate, motivate, negotiate, persuade, 
promote, publicize, reconcile, reunite, rene-
gotiate, report, research, summarize, spoke, 
translate, wrote… 

R esearch, clarify, collect, conceive, 
critique, detect, diagnose, disprove, 
evaluate, examine, extract, identify, 
inspect, interpret, interview, investi-

gate, organize, research, report, review, 
search, study, summarize, survey, systema-
tize, wrote…. 

T echnical, analyse, assemble, built, cal-
culate, compute, design, devise, engi-
neer, fabricate, inspect, maintain, op-
erate, overhaul, programme, remodel, 

repair, solve, train, upgraded.. 

T eaching, adapt, advise, clarify, coach, 
communicate, coordinate, define, de-
velop, enable, encourage, evaluate, 
explain, facilitate, guide, inform, initi-

ate, instruct, lecture, persuade, present, set 
goals, stimulate, taught, train, updated… 

F inancial, Adjust, administer, allocate, 
analyse, appraise, audit, balance, 
budget, calculate, compare, com-
pute, develop, estimate, forecast, 

forecast, manage, market, plan, project, re
-evaluate, reconcile, research, sold… 

C reative, act, apply, compose, con-
ceive, conceptualize, create, de-
sign, develop, direct, establish, 
evaluate, fashion, form, formulate, 

found, illustrate, institute, integrate, intro-
duce, invent, load, mould, originate, per-
ceive, perform, plan, present, produce, re-
fine, rewrote, updated… 

H elping, advise, aid, assess, assist, 
brought, clarify, coach, coordinate, 
counsel, dealt, demonstrate, diag-
nose, educate, encourage, enlist, 

expedite, facilitate, familiarize, guide, help, 
inspire, maintain, modify, perform, refer, re-
habilitate, represent, support, upheld… 

C lerical or Detail, activate, alter, as-
semble, approve, arrange, cata-
logue, classify, collect, compile, 
describe, dispatch, edit, estimate, 

execute, gather, generate, implement, in-
spect, list, maintain, monitor, observe, oper-
ate, organize, overhaul, prepare, process, 
proofread, publish, purchase, record, re-
duce, retrieve, screen, specific, streamline, 
system… 

You can also add ‘ed’ or ‘ing’ onto 
these words, but be careful to keep 

your writing in either the past or 
present—not a mix of both! 


