
Action Words 
 

Questions? Book an appointment with a Career Coach online at www.ufv.ca/jobs/ 

 

Why should I use action words? 

Use action words to create accomplishment statements, which highlight your experience, responsibilities, 
and how you can be of value to meet the employer’s needs. Action words can be a powerful way to 
maximize the impact of your statements and provide employers with more context about your abilities. 
 
Employers look for accomplishment statements throughout your resume. Review the job posting and tailor your 
resume by highlighting the skills employers are looking for. Explain to employers how you contributed to the 
organization and what you achieved by including how you completed the tasks and the result of your action. 
 
Use 

 x  and encourages employers to have a deeper read.  
Which tense should I use in my statement? 

Using the correct tense in your resume helps employers differentiate what you are presently doing and what 
you have done or achieved in the past. 

 
Present tense: Use this tense to describe what you do currently. For example:  
 
Customer Service Representative  April 2021 – Present 
Connect Communications   Chilliwack, BC 
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Action words when you led a project 
 
Administrated 
Arranged 
Chaired 
Conducted 

Controlled 
Coordinated 
Directed  
Delegated 
 

Executed 
Headed 
Hosted  
Managed 

Operated 
Orchestrated 
Organized 
Oversaw 
 

Planned 
Produced 
Programmed 
Spearheaded 
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Action words when you communicated 
 
Authored 
Briefed 
Campaigned 
Coauthored 
Collaborated 
 

Composed 
Confronted 
Conveyed 
Convinced 
Corresponded 
 

Counseled 
Critiqued  
Defined 
Documented 
Drafted 

Edited 
Enlivened 
Illustrated  
Lobbied 
Outlined 

Performed 
Presented 
Promoted 
Publicized 
Reviewed 

Wrote 

 

Action words when you brought in partners, funding, resources, or clients 
 
Acquired 
Closed 
Forged 

Located 
Marketed 
Navigated 

Negotiated 
Partnered 
Pitched 

Secured 
Signed 
Sold  

Sourced 
Specified 
Supplied 

Upsold 

 
 

Action words to highlight your leadership and management skills 
 
Aligned 
Allocated 
Arranged 
Assigned 
Augmented 
Authorized 
Balanced 
Blocked 
Championed 
 

Cultivated 
Delegated 
Differentiated 
Directed 
Empowered 
Enabled 
Encouraged 
Endorsed 
Enforced 

Ensured 
Facilitated 
Fostered 
Groomed 
Grouped 
Hired 
Inspected 
Inspired 
Itemized 

Led 
Leveraged 
Mentored 
Mobilized 
Monitored 
Motivated 
Optimized 
Ordered 
Predicted 

Prioritized 
Recruited 
Regulated 
Renovated 
Screened 
Scrutinized 
Shaped 
Solved 
Supervised 

Supported 
Systematized 
Unified 
United 
Verified 
Weighed 

 

Action words when you supported customers 
 
Addressed 
Advised 
Advocated 
 

Arbitrated  
Assisted 
Coached 
 

Consulted 
Fielded 
Informed 

 




