CV Action Words

Using Active verbs at the beginning of bullets to describe your role

"Empowering People to Transform Their Lives"

Leadership

Skills

Administered
Analysed
Attained
Chaired
Planned

Lead
Prioritised
Reviewed
Scheduled
Increased
Oversaw
Coordinated
Directed
Strengthened
Consolidated

Delegated

Communica-
tion Skills

Negotiated
Organised
Coordinated
Facilitated
Lead
Attained
Planned
Delegated
Improved
Established
Reviewed
Scheduled
Liaised
Supervised
Trained
Recommended

Reviewed

and strengths will keep your CV clear, concise and confident.

Administra-
tion Skills

Arranged
Complied
Collated
Assisted
Dispatched
Prioritised
Scheduled
Planned
Collected
Coordinated
Processed
Generated
Implemented
Screened
Referred
Recorded
Monitored

Support
Skills

Supervised
Enabled
Recognised
Assisted
Monitored
Guided
Educated
Negotiated
Facilitated
Referred
Represented
Adapted
Prepared
Demonstrated
Assessed
Motivated

Teaching
Skills

Communicated
Coached
Developed
Coordinated
Explained
Adapted
Motivated
Encouraged
Trained
Guided
Facilitated
Enabled
Constructed
Clarified
Advised
Evaluated
Demystified

Appraised
Balanced
Budgeted
Forecasted
Generated
Projected
Appraised
Audited
Managed
Decreased
Calculated
Allocated
Computed
Analysed
Administered
Reviewed

Creative/

Innovation Skills

Revitalised
Established
Integrated
Designed
Created
Founded
Developed
lllustrated
Initiated
Oriented
Originated
Planned
Shaped
Customised
Introduced
Fashioned

Technical
Skills

Analysed
Remodelled
Designed
Devised
Evaluated
Engineered
Programmed
Developed
Resolved
Identified
Maintained
Remodelled
Solved
Upgraded
Operated

Research
Skills

Investigated
Collected
Analysed
Extracted
Clarified
Identified
Evaluated
Surveyed
Summarised
Systemised
Reviewed
Critiqued
Collected
Diagnosed
Inspected

Other
Verbs

Resolved
Orchestrated
Restored
Ensured
Enlisted
Assigned
Conducted
Screened
Allocated
Transformed
Reduced
Improve

Maintained

Investigated




