


Verbs for a Resume
Below are examples of words to use on your resume that effectively describe the duties and responsibilities in part-time and full-time jobs, internships, co-ops and co-curricular activities.
	Accounting
Assess
Audit
Prepare
Maintain
Forecast
Calculate
Estimate
Appraise
Examine
Measure
	Administration
Monitor
Track
Assess
Coordinate
Organize
Requisition
Access
Process
Serve
Implement
	Consulting
Problem Solve
Assess
Assist
Arrange
Guide
Counsel
Survey
Serve
Contribute
Train

	
	
	

	Finance
Analyze
Invest
Budget
Evaluate
Appraise
Construct
Develop
Deploy
Manage
Project
	Leadership
Guide
Facilitate
Collaborate
Strategize
Direct
Advise
Influence
Challenge
Impact
Expand
	Management & Supervision
Coordinate
Facilitate
Plan
Schedule
Mediate
Evaluate
Consult
Monitor
Manage
Optimize

	
	
	

	Marketing
Review
Assess
Survey
Analyze
Quantify
Identify
Promote
Advertise
Boost
Improve
	Public Relations
Assess
Prepare
Coordinate
Present
Negotiate
Publicize
Strengthen
Promote
Handle
Facilitate
	Selling
Inform
Educate
Persuade
Assist
Serve
Trade
Vend
Handle
Present
Sell



[image: Logo for Office of Career Engagement at Wilbur O. and Ann Powers College of Business features an orange tiger paw print on left and bold orange text on right. Design uses clean, modern typography with emphasis on "Career Engagement" to highlight focus on student career services.]
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