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Action verbs transform your resume from
a list of job duties to a compelling story of
your professional impact and
achievements.



INDUSTRY:

Project
Management

1. COORDINATED

e.g., Coordinated cross-functional teams to ensure timely completion of project milestones.

2. EXECUTED

e.g., Executed a detailed project plan resulting in a 20% reduction in delivery time

3. DELEGATED

e.g., Delegated tasks among team members based on individual strengths to optimize workflow

4.OVERSAW

e.g., Oversaw a portfolio of five high-priority projects, ensuring adherence to budget and scope

5.STREAMLINED

e.g., Streamlined project scheduling processes, cutting administrative overhead by 15%

6. PRIORITIZED

e.g., Prioritized critical tasks to meet tight deadlines and successfully deliver client-facing features

7. MONITORED

e.g., Monitored project metrics and adjusted strategies to keep timelines and costs on track

8.FACILITATED

e.g., Facilitated daily stand-ups and weekly retrospectives to improve team communication

9. DEFINED

e.g., Defined key performance indicators (KPIs) to measure project success and progress

10. NEGOTIATED

e.g., Negotiated contracts with external vendors, resulting in a 10% cost saving for the project 2



INDUSTRY:

[.eadership &
Management

1. LED

e.g., Led a team of 10 sales representatives to exceed quarterly revenue targets by 25%.

2. MENTORED

e.g., Mentored junior managers, resulting in increased productivity and employee retention

3.INSPIRED

e.g., Inspired staff through clear vision and goal setting, driving a 15% improvement in team morale

4.UNIFIED

e.g., Unified cross-department efforts to create a cohesive approach to product launches

5. EMPOWERED

e.g., Empowered employees with decision-making authority, speeding up issue resolution

6.DIRECTED

e.g., Directed strategic planning sessions to align departmental goals with company objectives

7.MMOTIVATED

e.g., Motivated team members with personalized performance plans, boosting output by 10%

8.CULTIVATED

e.g., Cultivated a culture of innovation by encouraging idea-sharing sessions and prototypes

9. CHAMPIONED

e.g., Championed diversity initiatives, leading to a more inclusive and creative workplace environment

10. OVERSAW

e.g., Oversaw the development of new leadership training programs, raising management competency levels 3



INDUSTRY:

Sales &
Marketing

1. GENERATED

e.g., Generated a 30% increase in leads through targeted email campaigns

2. PROMOTED

e.g., Promoted brand awareness by leading social media initiatives, expanding audience reach by 40%

3. EXPANDED

e.g., Expanded market share by establishing partnerships with three major retailers

4.SECURED

e.g., Secured high-value contracts with Fortune 500 clients, boosting annual revenue by $1M

5. ACCELARATED

e.g., Accelerated sales growth by implementing a referral program that grew the client base by 25%

6. POSITIONED

e.g., Positioned the company as an industry leader by hosting webinars and educational events

7. ANALYZED

e.g., Analyzed consumer behavior data to refine marketing strategies and increase conversion rates

8.ORCHESTRATED

e.g., Orchestrated successful product launches through targeted advertising and PR campaigns

9.NEGOTIATED

e.g., Negotiated favorable terms with major suppliers, enabling competitive pricing for customers

10. MAXIMIZED

e.g., Maximized ROI on ad spend by optimizing digital campaigns and focusing on high-performing channels 4



INDUSTRY:

Customer
Service

1. RESOLVED

e.g., Resolved complex billing inquiries, maintaining a 95% customer satisfaction rating

2. ADDRESSED

e.g., Addressed client feedback proactively, leading to a 10-point increase in Net Promoter Score

3. EMPATHIZED

e.g., Empathized with customers by actively listening and providing personalized solutions

4. ACCOMMODATED

e.g., Accommodated diverse customer needs by developing flexible support processes

5. HANDLED

e.g., Handled escalated service issues, ensuring prompt problem resolution and positive outcomes

6. RETAINED

e.g., Retained key accounts through attentive follow-up, driving long-term relationships

7. GUIDED

e.g., Guided customers through product features, contributing to a 20% reduction in return rates

8. ENHANCED

e.g., Enhanced customer loyalty by implementing a rewards program with a 50% redemption rate

9. DOCUMENTED

e.g., Documented all customer interactions in CRM, resulting in better tracking and faster resolution times

10. STREAMLINED

e.g., Streamlined customer onboarding, reducing sign-up time by 30% and improving user experience 5



INDUSTRY:

Finance &
Accounting

1. AUDITED

e.g., Audited financial statements to ensure compliance with GAAP, identifying cost-saving opportunities

2. RECONCILED

e.g., Reconciled monthly accounts and identified discrepancies worth $50,000 in unallocated funds

3. FORECASTED

e.g., Forecasted annual budgets with 95% accuracy, helping guide executive decision-making

4.ALLOCATED

e.g., Allocated resources for multiple projects, ensuring optimal use of available funds

5. ANALYZED

e.g., Analyzed spending patterns to recommend a 10% cut in overhead expenditures

6. PREPARED

e.g., Prepared financial models that informed critical investment strategies

7.MANAGED

e.g., Managed a team of accountants, improving process efficiency and reducing month-end close time by 2 days

8.REDUCED

e.g., Reduced operating costs by implementing stricter expense policies and negotiating vendor contracts

9.STRENGTHENED

e.g., Strengthened internal controls by developing and implementing new compliance procedures

10. OPTIMIZED

e.g., Optimized cash flow by restructuring debt and improving receivables collection 6



RESUME

INDUSTRY:

Technical / I'T

1. DEVELOPED

e.g., Developed a new mobile application that increased user engagement by 40%

2.IMPLEMENTED

e.g., Implemented a cloud-based infrastructure, reducing server downtime by 80%

3. DEBUGGED

e.g., Debugged complex code issues leading to significant performance improvements

4.ENGINEERED

e.g., Engineered scalable backend systems to support a growing user base of over 1 million

5. CONFIGURED

e.g., Configured network security protocols to safeguard against cyber threats

6. UPGRADED

e.g., Upgraded legacy systems to modern frameworks, boosting overall application efficiency

7.INTEGRATED

e.g., Integrated third-party APIs for seamless data exchange, enhancing platform capabilities

8. AUTOMATED

e.g., Automated recurring tasks using scripting, cutting manual workload by 30%

9. OPTIMIZED

e.g., Optimized database queries, improving response times and reducing server load

10. TROUBLESHOT

e.g., Troubleshot hardware and software issues, minimizing disruption to end users 7



RESUME

INDUSTRY:

Creative And
Design

1. CONCEPTUALIZED

e.g., Conceptualized original advertising campaigns that boosted brand awareness

2. ILLUSTRATED

e.g., lllustrated graphics for the company’s blog, increasing user engagement by 25%

3. DESIGNED

e.g., Designed user-friendly interfaces, resulting in a 15% increase in user satisfaction

4.EXECUTED

e.g., Executed creative strategies across multiple media channels for consistent branding

5.IDEATED

e.g., ldeated innovative packaging solutions that reduced costs and improved shelf appeal

6.DEVELOPED

e.g., Developed brand style guides to maintain visual consistency across campaigns

7. REFINED

e.g., Refined design prototypes based on user feedback, enhancing usability

8.CUSTOMIZED

e.g., Customized marketing materials to suit diverse audience segments

9. PHOTOGRAPHED

e.g., Photographed product shots for e-commerce listings, increasing online sales conversions

10. ANIMATED

e.g., Animated promotional videos that significantly boosted social media engagement 8



RESUME

INDUSTRY:

Research &
Analysis

1. INVESTIGATED

e.g., Investigated market trends to identify potential gaps and opportunities in the industry

2. COMPILED

e.g., Compiled data from various sources to create a comprehensive market research report

3. EVALUATED

e.g., Evaluated different data analytics tools, recommending the most cost-effective option

4.SYNTHESIZED

e.g., Synthesized qualitative and quantitative data to provide actionable insights to stakeholders

5. EXAMINED

e.g., Examined competitor strategies, contributing to a more robust marketing plan

6. VALIDATED

e.g., Validated new research methodologies that increased the accuracy of project findings

7. EXTRACTED

e.g., Extracted key insights from customer surveys, informing future product designs

8.INTERPRETED

e.g., Interpreted complex statistical models to guide executive decision-making

9. FORMULATED

e.g., Formulated hypotheses on user behavior, leading to targeted usability testing

10. ASSESSED

e.g., Assessed compliance risks by reviewing regulatory guidelines and internal policies 9



RESUME

INDUSTRY:

Operations &
L.ogistics

1. MANAGED

e.g., Managed warehouse operations, improving inventory accuracy by 15%

2. DISTRIBUTED

e.g., Distributed resources effectively to maintain optimal production schedules

3. OPTIMIZED

e.g., Optimized supply chain routes, saving 20% on shipping costs

4.COORDINATED

e.g., Coordinated shipments with international partners, ensuring timely delivery

5.IMPLEMENTED

e.g., Implemented lean manufacturing principles, reducing waste and cycle times

6.SCHEDULED

e.g., Scheduled deliveries based on real-time data, decreasing delays by 10%

7. PROCURED

e.g., Procured raw materials at competitive rates, maintaining quality and budget constraints

8. TRACKED

e.g., Tracked inventory levels to prevent stockouts and overstock situations

9. REDUCED

e.g., Reduced operational costs by negotiating favorable vendor contracts

10. STANDARDIZED

e.g., Standardized processes across multiple facilities to increase consistency and reduce errors 1 O



RESUME

INDUSTRY:

Human
Resource

1. RECRUITED

e.g., Recruited high-potential candidates using targeted sourcing strategies and structured interviews

2. ONBOARDED

e.g., Onboarded new hires through comprehensive orientation and training programs

3. DEVELOPED

e.g., Developed training curricula that improved employee productivity by 15%

4.FACILITATED

e.g., Facilitated workshops on leadership, communication, and conflict resolution

5.IMPLEMENTED

e.g., Implemented a new performance evaluation system, increasing transparency and fairness

6.MMEDITATED

e.g., Mediated workplace disputes, fostering a more cohesive team environment

7.STREAMLINED

e.g., Streamlined HR processes by adopting new HRIS software, cutting administrative tasks in half

8. PROMOTED

e.g., Promoted employee engagement through team-building events and recognition programs

9. ADVISED

e.g., Advised management on organizational restructuring to align roles with strategic goals

10. EVALUATED

e.g., Evaluated professional development needs, introducing targeted training that boosted retention rates 1 1
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