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accelerated • accomplished • achieved • adapted • addressed 
• adjusted • administered • advanced • aided • amplified •  
analyzed • anticipated • applied • approved • arranged • 
assembled • assessed • assisted • assumed • attained • 
attended • attracted • audited • authored • authorized •  
automated • balanced • bargained • broadened •  
budgeted • built • calculated • capitalized • captured • 
centralized • chaired • challenged • changed • channeled • 
checked • circulated • clarified • closed • coached •  
collaborated • collected • combined • commanded • 
committed • communicated • compared • compiled •  
completed • composed • computed • conceptualized •  
condensed • conducted • consolidated • constructed •  
consulted • continued • contributed • controlled •  
converted • convinced • coordinated • corrected • 
corresponded • counseled • created • cultivated • decentralized 
• decided • decreased • defined • delegated • delivered • 
demonstrated • designed • detailed • determined • 
developed • devised • diagnosed • differentiated • directed • 
disclosed • discovered • displayed • distinguished • distributed 
• diversified • diverted • doubled • earned • edited • educated 
• eliminated • employed • empowered • enabled • encouraged 
• enforced • engaged • engineered• enhanced • enriched 
• ensured • established • estimated • evaluated • examined 
• exceeded • executed • exercised • exhibited • expanded • 
expedited • experienced • experimented • explained • extended 
• extracted • fabricated • facilitated • fielded • figured •  
financed • fine-tuned • fixed • focused • forecasted • 
formalized • formed • formulated • found • fulfilled • gained • 
gathered • gave • generated • guaranteed • guided • handled 
• headed • held • helped • hired • identified • illustrated •  
implemented • improved • increased • influenced • 
informed • initiated • inspected • inspired • instigated •  
instructed • integrated • interpreted • interviewed • 
introduced • invented • inventoried • invested • investigated 
• involved • isolated • joined • judged • kept • launched 
• learned • lectured • led • lobbied • localized • located • 
lowered • made • maintained • managed • manufactured • 
marketed • masterminded • maximized • measured • 
merchandised • met • minimized • moderated • modified • 
monitored • motivated • moved • multiplied • negotiated • 
notified • observed • obtained • offset • opened • operated • 
orchestrated • organized • overcame • oversaw • packaged • 
paid • participated • passed • perceived • perfected •  
performed • persuaded • pinpointed • pioneered • placed 
• played • prepared • presented • prevented • prioritized • 
proved • produced • programmed • projected • promoted • 
proposed • proved • provided • published • purchased • 
pursued • quantified • quoted • raised • ran • rated • reacted 
• rearranged • received • recognized • recommended 
• reconciled • recorded • recovered • recruited • reduced • 
refined • related • remedied • renovated • repaired • replaced 
• reported • represented • researched • resolved • responded • 
restored • revamped • reversed • reviewed • revised •  
safeguarded • saved • scheduled • searched • secured •  
segmented • selected • sent • separated • serviced • set 
• shaped • shared • shortened • signed • simplified • solidified 
• solved • spearheaded • sponsored • spread • stabilized •  
standardized • steered • streamlined • strengthened •  
structured • studied • suggested • summarized • 
supervised • supplied • supported • surpassed • surveyed • 
tabulated • tailored • targeted • taught • tested • theorized 
• tightened • traced • traded • trained • transformed • 
translated • transported • traveled • trimmed • tripled 
• turned around • uncovered • united • updated • utilized • 
validated • verified • visited • weighed •  widened • won
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HAVING A GOOD RESUME is one 
thing that can be the difference 
between the garbage can and a chance 
at an interview. But, a GREAT resume 
can move you to the top of the inter-
view schedule! While there are many 
keys to a GREAT resume, one that can 
go a long way is using power words.

Not to downplay the importance of 
the basics, you’ll want to make sure that 
you focus on crucial aspects of any good 
resume, such as:

• Clear, complete contact information
• A concise and well-formatted layout
• Thorough review of information
• Grammatically accurate and proofread

Beyond the basics, there are a lot of 
opinions on what to include and what 
not to include, the right length, the 
order, and more, but power words are 
generally agreed upon as one of the 
best ways to articulate your experience 
and catch the reader’s attention.

Employers receive a lot of resumes 
and finding ways to standout can be 
difficult. A common mistake is listing 
your work experience, resembling a job 
description. Power words, also known as 
action words, can easily be used when 
outlining your experience and spice up 
your resume to make it stand out.

Power words are those words that 
describe the action taken, typically the 
past tense of a verb. Think about it from 
a standpoint of engaging your reader. 
As you develop this section, begin your 

bullets with a powerful action word to 
describe what you’ve done. There are 
power words that are more engaging 
than others. Rather than ‘I sold…’ try 
something like ‘I strengthened sales…’.  
Instead of ‘I planned…’ try ‘I  
executed…’. While sold and planned are 
action words, the more descriptive and 
engaging words “strengthened” and  

“executed” resonate and leave  
an impression. 

Power words are also something to 
pay attention to in the job description 
itself. Are there action words used in 
the description that you could also use 
in your resume? With so many resumes 
being submitted online and screened 
by automated systems, matching up 
and utilizing similar power words is one 
more way to help increase the chances 
that your resume makes it through the 
automated screening.  

Use power words in your objective 
or purpose statement, qualification 
profile, achievements, education, and 
other areas that you might choose to 
include on your resume. The goal is to 
try to include a variety of action words 
that accurately depict what you have 
done and the experience you’ve had. To 
the right, check out some of our favorite 
power words to help spark your resume 
writing creativity!

Bonus Tip:  Action or power words 
make it easier to include measurables 
with your work experience. Measurables 
or quantifying your actions/success is 
another key to a GREAT resume.


