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Communication Skills

Addressed
Aided
Arbitrated
Arranged
Authored
Briefed
Co-authored
Collaborated
Consulted
Conveyed
Corresponded
Critiqued
Demonstrated
Discussed
Developed
Directed
Drafted
Edited
Enlisted
Formulated
Influenced
Interpreted
Lectured
Narrated
Mediated
Moderated
Negotiated
Persuaded
Presented
Promoted
Proposed
Publicized

Technical Skills

Published
Reported
Revamped
Reviewed
Revised
Recruited
Summarized
Spoked
Translated
Updated
Wrote

Applied
Assembled
Automated
Built
Calculated
Compiled
Computed
Constructed
Converted
Debugged
Designed
Determined
Developed
Devised
Engineered
Fabricated
Fortified
Implemented
Improved
Installed
Maintained

Mastered
Modified
Operated
Overhauled
Pinpointed
Prevented
Programmed
Rebuilt
Remodeled
Repaired
Replaced

e Solved

Clerical/Detail Skills

Approved
Arranged
Catalogued
Classified
Collected
Compiled
Dispatched
Executed
Implemented
Inspected
Monitored
Operated
Ordered
Organized
Prepared
Processed
Purchased
Recorded
Retired
Screened

e Specified
o Systematized

Financial Skills

e Adjusted
Administered
Allocated
Analyzed
Appraised
Audited
Balanced
Budgeted
Calculated
Computed
Conserved
Corrected
Detailed
Determined
Developed
Estimated
Evaluated
Extracted
Figured
Forecasted
Maintained
Managed
Measured
Netted
Performed
Planned
Prepared
Programmed
Projected
Qualified

e Reduced
¢ Researched
e Reconciled

Leadership Skills

e Administered
¢ Advised

e Assigned

e Conducted
e Controlled
e Coordinated
e Counseled
¢ Decided

e Defined

e Delegated
e Directed

e Established
* Expanded
e Founded

e Guided

e Instructed
e Led

e Managed

¢ Motivated
¢ Organized
e Planned

e Proposed

¢ Recommended

e Served
e Stimulated
e Structured
e Supervised
e Trained

Accomplishments

e Accelerated

Achieved
Attained
Completed
Convinced
Discovered
Doubled
Effected
Eliminated
Expanded
Expedited
Founded
Improved
Increased
Initiated
Introduced
Invented
Launched
Mastered
Originated
Overcame
Overhauled
Pioneered
Resolved
Revitalized
Spearheaded
Strengthened
Transformed
Upgraded

Adapted from To Boldly Go: Practical Career Advice for Scientists by Peter S. Fiske, and
The Damn Good Resume Guide by Yana Parker & Ben Brown



