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Your resume is your professional marketing tool that highlights what you offer a potential employer and shows why 
you are a strong fit for the position. In order to look for an internship or a post-graduate position, you must have a 
clear, concise resume (generally 1 page for a traditional undergraduate student) that targets your employer and 
highlights your education, accomplishments, transferable skills, related projects, experience, clubs, activities and 
work. Follow these easy guidelines and you will avoid some common mistakes. Remember when writing your 
resume to always keep the reader in mind. Make it easy for a potential employer to find your skills, and see your 
relevant experience and accomplishments, and what you offer the employer. 
 
A Curriculum Vitae (CV), on the other hand, is a history of all your accomplishments and career related activity and 
is used when applying for an academic or research position, or for fellowships or grants.  It should include your 
research and teaching experience, and publications in which you were an author, grants and fellowships received, 
awards, and poster sessions you were involved with, and any other relevant sections that showcase your academic 
and leadership experiences. Resumes and CVs are similar, but not necessarily interchangeable. Resumes are usually 
1 page for college students, and documents relevant information to the employer, whereas CVs are exhaustive, a bit 
more autobiographical, and can be very, very long. Which should you use? The one the employer asks for, of course. 
Depending on your discipline, field or career you might have one or the other, or even both (and versions thereof). 
For instance, a nurse might use a resume to apply for a hospital job and a CV to apply for a nursing professorship in a 
college. Pay attention to the requirements of the position for which you are creating the document. 
 
CVs are most commonly used in higher education, research, and science fields, and have headings that contain lists 
of publications and presentations, classes taught and research projects. Most ABDs and recent PhDs have 2-3 page 
CVs that will only continue to grow in length over time. 
 
Customizing CVs to Your Discipline and the Employer 
Each discipline groups the relevant academic information in a curriculum vitae a little differently. Some disciplines 
have idiosyncratic conventions about how certain types of information should be conveyed. Talk with your 
professors, look at fellow students’ CVs, go online and look at CVs from potential colleagues at the institution you 
are applying to, for examples. Once you have embarked upon your faculty, science or research career, your CV will 
not change so much as it will grow. But to get those first couple of jobs, you may want to pay particular attention to 
the priority of the employer’s needs as evidenced in the job or fellowship description. Perhaps one institution 
focuses on teaching and another on research. Consider changing which heading comes first after the education 
section in your CV. If they are looking for specific experiences, such as “Community Involvement” or evidence of 
successful grant writing, make sure that information is easily accessible. Remember to have your CV reviewed by a 
member of your department before sending it out. 
 
OVERALL PRESENTATION                        

• Paper: When presenting your resume or CV in person or mailing hard copies, print your resume using a good 
printer and on high-quality paper. Look for specifically marked “resume paper” in neutral colors - white, 
ivory or eggshell. Pay attention to the watermark and print your resume in a consistent direction.  

• Online: Always send your resume or CV as a .pdf when possible, so your formatting does not change.  
• Proofread: Make sure your document is error free, both in spelling and grammar. Spell check will not catch 

everything, so re-read it yourself. Ask others to read it looking specifically for spelling and grammatical 
errors. One effective way to do this is to read the resume backwards, aloud, starting at the bottom of the 
page. Because you are focusing only on the words, you are more likely to catch the errors.  

• Clear and concise: Always use the minimum number of words to convey your meaning. Eliminate 
unnecessary words such as “a”, “an”, and “the” from your bullets. Use short, concise bullets that begin with 
strong action verbs. Ensure consistency of tenses and that tenses correspond with time of experience. If the 



experience is in the past, use past tense verbs. For your reference, a list of action verbs is included at the end 
of this Guide.  

• Avoid acronyms and abbreviations: Spell out names, especially those related to campus specific activities. In 
some cases, the use of an acronym to spell a professional organization is accepted, as it is an industry norm. 

• Avoid personal pronouns: Do not use “I”, “me”, “my”, or other personal pronouns. Write in third person.  
• Use keywords: To ensure your resume is captured and selected when scanned electronically, be sure to 

include keywords from a job posting or industry.  
  
FORMATTING BASICS    

• Create your resume with software that is universally compatible.  Avoid templates, as they usually don’t 
highlight your particular skill set well. It is important you are comfortable with the software you choose, as 
you will frequently edit and update your resume. Be sure to select software that can be opened and 
accessed by the reader regardless of their system (MS Word continues to be industry standard). We suggest 
you do not use a resume template which can limit what you can include and force you to use font sizes and 
styles. If you choose to create your resume with Google Docs or Pages (Mac), be sure to download and save 
your file as a Word document or PDF to ensure the reader can open and view your document. Microsoft 
Office 365 Education for Students is available at no cost to UMass students here: 
www.umass.edu/it/software/microsoft-office-365-education. It allows students to install Word, Excel, 
PowerPoint, Outlook, Publisher, Access and OneNote on up to five devices (Windows or Mac).  

• Use bullets instead of writing paragraphs: When describing your jobs, internships, club activities, etc., use 
action verbs and bullet points to describe your experience. This directs the reader to key actions words and 
phrases, and your accomplishment. Bullets also make your content easier to read and understand at a quick 
glance.  

• Quantify: Add numbers or percentages wherever you can in your bullets to demonstrate value.  

• Limit your resume to one page: Most undergraduates do not have the depth of experience to support two 
pages. While this can pose a challenge for those with significant experience and requires careful editing, a 
one-page resume is a “best practice” and what employers expect from a current student or a recent 
graduate.   

• A Curriculum Vitae can be as many pages as needed to cover your experiences, research, and publications.  

• Leave some white space: The standard margin is 1 inch. However, a smaller margin (no less than .5) can be 
used if white space is used effectively in other areas of the resume.    

• Be consistent with format: Use the same consistent font style, sizes, placement of headers, use of bold, 
italics, underline and CAPITAL LETTERS throughout the document. Do not use too many of these elements. 
The simpler the better. Use an easy-to-read font style, such as Times New Roman, Calibri, Arial or Tahoma, 
and the size should be between 10-12pt. If you choose to use larger font sizes on your headers, be certain to 
do so consistently. Also, be consistent in the spacing between bullets, jobs and experiences. Note: 
Sometimes it is tempting to cut and paste information from a previous document into a new resume. Be 
careful when doing this as you will transfer the old formatting, which may not be consistent with the new 
documents.  

  
RESUME SECTIONS                          
Resumes consist of the following sections:  

• Contact Information (Name, address, phone number, email address, LinkedIn URL)  
• Education – include Study Abroad in this section  Honors and Awards  
• Experience  
• Activities  
• Skills  
• Interests (optional – to include career-related, relevant information only, or something this is quite unique)  

  

http://www.umass.edu/it/software/microsoft-office-365-education
http://www.umass.edu/it/software/microsoft-office-365-education


CONTACT INFORMATION                        
The top of your resume should include your full name, your home (permanent) and school address, one phone 
number and one email address. Including your home address can signal the location of the position you will be 
seeking. Some employers only hire “local” candidates. Make sure:  

• Your name is one/two font sizes bigger and in bold than all other content  
• Your email address is professional and current (AOL, Hotmail and Yahoo are considered outdated)  

o Example of a GOOD email: first.last@gmail.com or MJones@umass.edu   
o Example of a POOR email: partyanimal@hotmail.com   

• You have a professional voice mail message (without distracting ring back tones)  
EDUCATION                            
Education should be presented in reverse chronological order and include:  
Name of the College or University  
  
We recommend the following format: 
University of Massachusetts Amherst                                               Amherst, MA   
College of Natural Sciences 
Bachelor of Science in XXXX              Candidate, May 2021 

 Below are examples of different educational situations including: Commonwealth Honors College, Double Major, Dual 
Degree, Minors, Study Abroad and Transfer:  
  
Commonwealth Honors College:    

University of Massachusetts Amherst  
College of Natural Sciences  

  Amherst, MA  

Bachelor of Science in Biology   

• Cumulative GPA 3.73; Dean's List All Semesters  
• Commonwealth Honors College  
• Recipient of ABC Scholarship 

  
Double Major OUTSIDE of CNS:  

Candidate, May 2020   

University of Massachusetts Amherst  
College of Natural Sciences 

 Amherst, MA  

Bachelor of Science in Physics Candidate, May 2019  
• Additional Major in Economics 
• Cumulative GPA 3.8; Dean's List All Semesters  

    
Dual Degree INSIDE CNS:  

University of Massachusetts Amherst             Amherst, MA  
College of Natural Sciences  
Bachelor of Science in Psychology (Major GPA)                                                     Candidate, May 2020   
Bachelor of Science in Biology (Major GPA)  
Cumulative GPA 3.73; Dean’s List All Semesters  

Dual Degree OUTSIDE CNS:   
University of Massachusetts Amherst  
College of Natural Sciences 

Amherst, MA  

Bachelor of Science in Mathematics & Statistics 
 
Isenberg School of Management 

Candidate, May 2019   

Bachelor of Business Administration in Finance Candidate, May 2019   
• Cumulative GPA 3.73; Dean’s List  
• Recipient of John and Abigail Adams Scholarship (full tuition) for outstanding MCAS scores  

mailto:partyanimal@hotmail.com


 Example with an Academic Minor:  
University of Massachusetts Amherst                   Amherst, MA  
Isenberg School of Management  

              Bachelor of Science in Environmental Science  Candidate, May 2020 
Minor: Marketing  
Cumulative GPA 3.73; Dean's List All Semesters  

• Recipient of John and Abigail Adams Scholarship (full tuition)  
  
Study Abroad:  

University of Massachusetts Amherst             Amherst, MA              
College of Natural Sciences  

               Bachelor of Science in Microbiology  Candidate, May 2019  
• Cumulative GPA 3.73; Dean's List All Semesters  

  
 Universidad of Innsbruck   Innsbruck, Austria  
 Study Abroad Program  Spring 2017  
  
Transfer Student:  

University of Massachusetts Amherst              Amherst, MA     
 College of Natural Sciences 
               Bachelor of Science in Building & Construction Technology  Candidate, May 2021  

• GPA: NA due to recent transfer (if you have  a GPA, configure as usual)  

              Greenfield Community College                                                                                                        Greenfield, MA  
              Associate of Science Degree in Construction Technology  May 2019  

• GPA: 3.75  
  
GPA.  The standard rule is that a GPA of 3.0 or above should be included. If your major-specific GPA is higher, you 
may want to use that one instead. You can include both if they each are impressive. You may use two decimal points 
but do not round up. Ex: Cumulative GPA: 3.18, Major GPA: 3.63  
 
EXPERIENCE                          
This section of your resume provides the best opportunity to market skills and attributes through strategic content 
organization and the use of concisely written, accomplishment-oriented bullets.  Organizing your content by listing 
the MOST RELEVANT (to the job or industry) experience first, highlights what readers are most interested in seeing.  
Experience can include the following:  

• Paid work experience – off-campus/summer jobs and on-campus jobs  
• Unpaid experience – internships, volunteer work, club/organization-sponsored activities  
• Leadership experience – especially if in an industry-related activity (ex: Leadership in a student/campus 

organization directly related to an industry)  
For many students, experience may not always be directly related to an industry and presents an opportunity to 
demonstrate transferable skills. These are skills used in a variety of experiences that can be applied to many 
different opportunities. A careful review of the job description will help you identify what those skills may be.   
  
Helpful tips:  

• Use strong action verbs and active voice. Avoid “responsible for” and “assisted with.” A list of action verbs is 
provided at the end of this Guide.  

• Indicate progressive increases in responsibility. You can show increased responsibility over a one-time 
experience or multiple experiences with the same employer.  

  



ACTIVITIES                          
This section encompasses any extracurricular activities outside of the classroom, including clubs, sports, 
volunteerism, community or civic engagement, etc. HOWEVER, if you already listed the organization/activity 
elsewhere, do not repeat information in this section. If you held a leadership position, be sure to indicate this. In 
some instances, an activity may be worthy of 1 – 2 bullets depending on the level of responsibility held and type of 
impact. If you have several activities (more than 4 or 5), you may want to avoid listing all of them. Recruiters want to 
see clubs/orgs because it shows contribution, time management, dedication to your major/industry of interest, and 
can offer an opportunity to utilize skills that you may not be illustrating elsewhere.    
  
Some clubs are college chapters of nationally recognized organizations. Your affiliation with them can be important 
to employers and demonstrates strong industry interest and likely involvement in conferences and other valuable 
activities. Leadership in these organizations is highly desirable.  
  
SKILLS                           
This section is for computer (technical, software, programming, licenses, certifications, etc.) and language skills only. 
You should never list things like “good communication skills” or “customer service ability” in this section. Those are 
considered soft skills and should be highlighted as accomplishments in the bullets in your Experience section.   
  
Computer Skills: College students typically have a good grasp of MS Word, Excel, PowerPoint and to some degree,  
Access. If you are highly proficient in one type of software (especially if relevant to the position), be sure to indicate 
this. Ex: Computer Skills: MS Word, PowerPoint and Access. Highly proficient in MS Excel (ex: pivot tables and v-
lookups).  There may be additional software you are familiar with that you can include.  You DO NOT need to 
indicate “internet proficient”. Unless you utilize a very specific internet research or analytics tool, employers expect 
you can use the internet.  
  
Language Skills: Being proficient or fluent in a second language is highly desirable. Make sure to indicate your 
level of proficiency. Fluency in English is assumed and therefore unnecessary to include. Ex: Language Skills: 
Fluent in Spanish and Portuguese. Conversational in Mandarin.  
  
INTERESTS                            
This section is optional as in some cases, interests can be relevant to career pursuits. For example, the fact that you 
manage your own stock portfolio would be very interesting to some employers in the financial industry. Extensive 
travel experiences may help support your interest in international career opportunities. If you do include this 
section, make sure it is compelling and related to your career - movies, reading, etc. are not relevant and should not 
be included.   

 
THE SMART METHOD FOR CREATING ACCOMPLISHMENT STATEMENTS (RESUME BULLETS)  
The one thing that separates a so-so resume from a great one is the use of accomplishment statements. The 
accomplishment statement reveals what someone completed or achieved as opposed to simply what they were 
responsible for. Most resumes read like job descriptions using phrases beginning with “responsible for”, 
“experienced at” or “worked on”. That’s fine, but does not communicate how well the job was performed. Job title 
alone tells the resume reader what someone was responsible for in most cases.  For instance, if the title were 
Customer Service Representative, it’s fairly obvious that someone was responsible for providing service to 
customers in whatever area the company does business in.  

Specific: Specifics make a difference and help to differentiate. In as concise a manner as possible, list the things 
that you’ve done that made a difference - the things that were most helpful or most important that set you apart. 
This may include skills that were obtained or used, efforts that went above and beyond or tasks that were 
especially appreciated and were well received. What were your specific contributions?  

Measurable: Numbers, percentages, dollars and symbols draw visual attention and help to focus the reader on 
the accomplishment being presented. Employers seek people who can provide measured, tangible, and 



verifiable results and even day-to-day tasks should be presented with some kind of measurement that adds 
credibility. What value did you add?  

Achievements: If you are entry level, your achievements thus far may relate more to your training, education and 
skills. What actions have you taken to prepare yourself to be a productive employee? How will your training be of 
benefit to an employer? Things like working while going to school or volunteering for a worthy charity may be 
framed as achievements. Ask yourself questions like:  

• Was I given any added responsibilities, assignments or special projects? 
• In what way did I improve things? How did I grow? 
• What was I most effective at? Did I exceed goals or expectations? 
• Were there any especially challenging problems that I solved? 
• Did I contribute to team activities? Was I a sole contributor who works independently? 
• What were the challenges? What actions did I take? What result did I get? 

Relevant: The hiring manager’s job is to match people with positions and it is often that special combination of 
activities, qualities or skills they’re looking for that makes the difference. Focusing accomplishment statements 
on the most relevant knowledge, skills, abilities and work activities of the position being sought can be 
researched via O*Net. Read though job ads and make an inventory of skills requested. Prioritize and highlight 
your most relevant accomplishments.  

Timeframe: One of the most critical performance indicators is timeframe, and if your accomplishments are 
completed on or ahead of schedule, noting this on your resume will make a huge difference. Getting projects or 
tasks done on time is a highly prized quality and when you convey this, it will add a sense of energy and results-
orientation.  

Source: OptimalResume.com  
 

Writing Your CV 
Organization 
Listed below are the dozen plus categories of information that are most often included in a CV. It would be rare for 
someone to use all of them in a single CV.  Aside from the first three sections (contact information, education, and 
senior project or dissertation for a PhD student) which generally lead, the order that follows depends on your own 
particular strengths and/or the nature of the job you are applying for. There is no standard format or recipe. The key 
organizing principle behind your CV is what will make the most effective presentation of your ability to fulfill the 
requirements of the job at hand.  
 
Sections of a CV 
Applicant Contact Information 
Education 
Senior Project or for a PhD: Dissertation Title and Advisor (especially if ABD or recent PhD) 
Teaching Experience 
Research Experience 
Awards/Honors 
Grants/Fellowships 
Publications 
Presentations 
Related Professional Experience 
Memberships/Associations 
Conferences 
Languages/Travel/Study Abroad 
 
 



Some Other CV Tips 
All entries are in reverse chronological order beneath each heading. 
Use one font type and stay between 10-14 point size. 
It should be easy to read quickly; do not overuse bold/italics/underlines; beware of over-crowding. 
Include page numbers and applicant name on each page after the first. 
Consistently format the What/Where/When of each entry within a section. 
Use standard bibliographic form for publications. 
Do not include age, marital status, race, religion, or place/date of birth. 
 
References 
List your references on a separate page, and include all useful contact information: address, phone, fax, and email. 
This page is designed to serve as a quick and easy resource should they want to communicate directly with any of 
your advocates. The letters of reference you will have been asked to send (UMass Central Career Services has a 
Credentials Service) will arrive separately.  

Some disciplines have idiosyncratic conventions about how certain types of information should be conveyed. 
Be sure to have your CV reviewed by a member of your department before sending it out into the great 
beyond.  

Personal Information  
The CV is always headed with your name and contact information including address, phone number and email. 
Graduate students often include an institutional address (their department or lab) as well to indicate their on-going 
affiliation with the university. Your name should stand out in some fashion using a combination of ALL CAPS, bold, 
and/or larger font size. You should also put your first initial and last name plus the page number at the top right of 
every page after the first. At some point in the process, the sheets of your CV will have to be unstapled in order to 
make copies, and we don't want your first page attached to someone else's second.  

The phone number listed should have a professional sounding voice mail message including your full name.  

You should not include information about your age, marital status, children, race, religion, or place of birth, 
unless you are applying outside of the US, where depending upon the location, they may expect this 
information.  Check before you apply what their conventions are...  

 

 
 
 
 
 
 
 
 

 
 
 
 
Science Resume Action Verbs -- By Category 



 
Use exact verbs from the job ad first, then supplement from this list. 

Avoid using the same verb twice. Use present tense only for current positions. 
 
 

Communication Skills 
Addressed 
Advertised 
Advocated 
Answered 
Authored 
Briefed 
Built (relationships) 
Canvassed 
Characterized 
Clarified 
Co-authored 
Collaborated 
Communicated 
Composed 
Connected 
Consulted 
Contacted 
Contrasted 
Conversed (with) 
Conveyed 
Coordinated 

Corresponded 
Counseled 
Critiqued 
Defended 
Demonstrated 
Described 
Detailed 
Discussed 
Displayed 
Disseminated 
Drafted 
Edited 
Elicited 
Engaged 
Enlisted 
Exhibited 
Explained 
Expressed 
Formulated 
Fostered (relationship) 
Furnished 
Incorporated 

Influenced 
Informed 
Inquired 
Interacted (with) 
Interfaced (with) 
Interviewed 
Introduced 
Involved 
Listened 
Marketed 
Mediated 
Memorized 
Motivated 
Negotiated 
Networked 
Notified 
Oriented 
Outlined 
Persuaded 
Presented 
Promoted 
Proposed 

Publicized 
Quantified 
Questioned 
Reached (out) 
Recommended 
Reported 
Represented 
Responded (to) 
Solicited 
Spoke 
Suggested 
Summarized 
Synthesized 
Transcribed 
Translated 
Transmitted 
Urged 
Voiced 
Wrote 

 
 
Leadership Skills 
Adapted 
Began 
Combined 
Composed 
Conceptualized 
Conducted 
Crafted 
Created 
Customized 
Designed 
Developed 
Devised 

Directed 
Enacted 
Established 
Fabricated 
Fashioned 
Forged 
Formed 
Formulated 
Founded 
Fundraised 
Generated 
Grew 
Illustrated 
Implemented 

Inaugurated (program) 
Initiated 
Instituted 
Integrated 
Introduced 
Invented 
Launched 
Mobilized 
Opened 
Originated 
Piloted 
Planned 
Pioneered 
Proposed 

Pursued 
Revised 
Set (up) 
Shaped 
Solved 
Spearheaded 
Started 
Undertook 

 
 
Quantitative Skills 
Accounted (for) 
Ascertained 
Adjusted 
Allocated 
Analyzed 
Appraised 
Assessed 
Audited 

Balanced 
Budgeted 
Calculated 
Capitalized (on) 
Computed 
Converted 
Corrected 
Decreased 
Depreciated 

Determined 
Estimated 
Extrapolated 
Forecasted 
Gauged 
Increased 
Interpolated 
Measured 
Netted 

Prepared 
Programmed 
Projected 
Quantified 
Reconciled 
Reduced 
Tabulated 



Helping Skills 
Accelerated 
Accommodated 
Adapted 
Advanced (goal) 
Aided 
Alleviated 
Arranged 
Assessed 
Assured 
Bolstered 
Cared (for) 
Coached 
Collaborated 
Comforted 
Conferred 
Contributed 
Cooperated 

Counseled 
Delivered 
Demonstrated 
Diagnosed 
Educated 
Employed (skills) 
Enabled 
Encouraged 
Enhanced 
Ensured 
Expedited 
Facilitated 
Familiarized 
Fulfilled 
Furthered 
Guided 
Helped 
Incorporated 

Intervened 
Monitored 
Nurtured 
Offered 
Partnered 
Performed 
Prepared 
Prevented 
Problem-solved 
Provided 
Referred 
Rehabilitated 
Reinforced 
Represented 
Resolved 
Retrieved 
Safeguarded 
Searched 

Secured 
Served 
Simplified 
Stabilized 
Staffed 
Strengthened 
Suggested 
Supplemented 
Supplied 
Supported 
Teamed (with) 
Transported 
Treated 
Volunteered 

 
 
Managing Skills 
Acquired 
Adhered 
Adjusted 
Administered 
Analyzed 
Anticipated 
Applied 
Appointed 
Approved 
Assigned 
Authorized 
Balanced 
Chaired 
Contracted 
Controlled 
Coordinated 
Cut (budget, time) 
Decided 

Decreased 
Delegated 
Deployed 
Developed 
Directed 
Drove (results) 
Elected 
Eliminated 
Enforced 
Enlisted 
Executed 
Focused (on) 
Galvanized 
Generated 
Handled 
Headed 
Hired 
Hosted 
Implemented 
Increased 

Led 
Leveraged 
Managed 
Met (requirements) 
Motivated 
Navigated 
Obtained 
Orchestrated 
Organized 
Overhauled 
Oversaw 
Planned 
Presided (over) 
Prioritized 
Produced 
Ran 
Recommended 
Recruited 
Reorganized 
Restored 

Reviewed 
Satisfied (req’s) 
Scheduled 
Secured 
Selected 
Set (goals) 
Shaped 
Solved 
Strategized 
Streamlined 
Strengthened 
Supervised 
Trained 
Transformed 
Upheld (regulations) 
Utilized 

 
 
Organizational Skills 
Accumulated 
Aligned 
Arranged 
Augmented 
Automated 
Balanced 
Bridged 
Broadened 
Cataloged 
Categorized 
Centralized 
Charted 
Classified 

Coded 
Collected 
Compared 
Compiled 
Confirmed 
Consolidated 
Coordinated 
Corrected 
Customized 
Decentralized 
Diagrammed 
Displayed 
Distributed 
Documented 

Excluded 
Expedited 
Filed 
Finalized 
Formalized 
Generated (data) 
Grouped 
Implemented 
Included 
Indexed 
Input (data) 
Integrated 
Inspected 
Integrated 

Inventoried 
Juggled 
Linked 
Maintained 
Maximized 
Mentored 
Merged 
Minimized 
Monitored 
Navigated 
Obtained 
Optimized 
Ordered 
Organized 



Organizational Skills 
(continued) 
Outlined 
Planned 
Prepared 
Prioritized 
Processed 
Proofread 
Provided 
Purchased 
Qualified 

Queried (database) 
Ranked 
Recorded 
Referenced 
Refined 
Registered 
Replaced 
Resolved 
Restored 
Reviewed 
Revised 
Routed 

Scheduled 
Screened 
Searched 
Selected 
Set (goals) 
Sorted 
Streamlined 
Structured 
Submitted 
Standardized 
Synthesized 
Systemized 

Tailored 
Targeted 
Tracked 
Transcribed 
Unified 
Updated 
Upgraded 
Verified 

 
 
 
Teaching Skills 
Adapted 
Advised 
Assessed 
Coached 
Communicated 
Conducted 
Coordinated 

Corrected 
Critiqued 
Developed 
Educated 
Evaluated 
Explained 
Facilitated 
Focused 
Graded 

Guided 
Illustrated 
Individualized 
Informed 
Instilled 
Instructed 
Mentored 
Motivated 
Persuaded 

Taught 
Tested 
Trained 
Transmitted 
Tutored 

 
 
 
Research Skills 
Adapted 
Analyzed 
Assessed 
Benchmarked 
Checked 
Coded 
Collected 
Compared 
Conducted 
Confirmed 
Considered 
Controlled (for) 
Correlated 
Corroborated 
Critiqued 
Decoded 
Deduced 
Defined 
Delivered 
Designed 
Detected 
Determined 
Devised 
Diagnosed 

Discovered 
Documented 
Drew (conclusions) 
Evaluated 
Examined 
Experimented 
Explored 
Extrapolated 
Focused 
Formalized 
Formulated 
Gathered 
Hypothesized 
Identified 
Inferred 
Inspected 
Interpolated 
Interpreted 
Intervened 
Investigated 
Kept (records) 
Located 
Logged 
Manipulated 
Measured 
Modeled 

Modified 
Observed 
Performed (procedure) 
Pinpointed 
Predicted 
Prescreened 
Proposed 
Proved 
Published 
Qualified 
Quantified 
Ranked 
Recorded 
Refined (process) 
Replicated 
Reported 
Reproduced 
Researched 
Resolved 
Restructured 
Revealed 
Reviewed 
Revised 
Sampled 
Scored 
Screened 

Searched 
Simulated 
Simplified 
Solved 
Standardized 
Studied 
Submitted 
Substantiated 
Substituted 
Summarized 
Surveyed 
Synthesized 
Systematized 
Targeted 
Tested 
Theorized 
Traced 
Tracked 
Troubleshot 
Uncovered 
Validated 
Verified 



Technical Skills 
Activated 
Actuated 
Adjusted 
Altered 
Amplified 
Approximated 
Articulated 
Assembled 
Augmented 
Automated 
Benchmarked 
Blended 
Blocked 
Built 
Calibrated 
Captured 
Checked 
Circulated 
Classified 
Cleaned 
Collected 
Combined 
Concentrated 
Condensed 
Conserved 
Constructed 
Converted 
Corrected 
Crystallized 
Coded 
Cultivated 

Debugged 
Decoded 
Defined 
Designed 
Detected 
Determined 
Developed 
Differentiated 
Dispensed 
Dissected 
Dissembled 
Distributed 
Duplicated 
Eliminated 
Engineered 
Enriched 
Evaporated 
Exchanged 
Extracted 
Fabricated 
Fine-tuned 
Fixed 
Gasified 
Gauged 
Generated 
Identified 
Illuminated 
Immobilized 
Implemented 
Induced 
Inspected 
Installed 
Introduced 

Isolated 
Labelled 
Liquefied 
Manufactured 
Mapped 
Matched 
Measured 
Modeled 
Modified 
Mounted 
Neutralized 
Operated 
Overhauled 
Performed (procedure) 
Permeated 
Photographed 
Plotted (data) 
Prepared 
Preserved 
Probed 
Processed 
Programmed 
Purified 
Rated 
Recognized 
Recorded 
Rectified 
Refined (solution) 
Regulated 
Remediated 
Remodeled 
Removed 
Repaired 

Restored 
Reversed 
Scanned 
Scraped 
Segmented 
Separated 
Simulated 
Solidified 
Specialized 
Specified 
Stabilized 
Standardized 
Stimulated 
Studied 
Suppressed 
Surveyed 
Suspended 
Synchronized 
Tallied 
Tied 
Tightened 
Transferred 
Translated 
Transmitted 
Trimmed 
Troubleshot 
Upgraded 
Utilized 
Weighed 

 
 
 
Accomplishment 
Verbs 
Accelerated 
Accomplished 
Acquired 
Achieved 
Adapted 
Advanced 
Appointed 
Attained 
Awarded 
Boosted 
Broadened 
Built 
Challenged 
Completed 
Convinced 

Decreased (costs, time) 
Discovered 
Doubled, Tripled 
Entrusted (with, to) 
Exceeded 
Expedited 
Honed (skills) 
Increased 
Improved 
Initiated 
Innovated 
Introduced 
Launched 
Led 
Leveraged 
Managed 
Mastered 
Maximized 

Minimized 
Modernized 
Nullified 
Optimized 
Organized 
Overcame 
Oversaw 
Perfected 
Persuaded 
Pioneered 
Planned 
Raised 
Recognized (for) 
Redesigned 
Reduced (time, costs) 
Rejuvenated 
Revitalized 
Selected 

Shortened 
Solved 
Streamlined 
Strengthened 
Succeeded 
Surpassed 
Topped 
Transformed 
Transitioned 
Trusted (to) 
Upgraded 
Won 
Yielded 
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