
Resume Suggestions - Powerful words to use on
your resume and/or cover letter

· Employers consider your personal qualities important! 
· Employers first glance at a resume is approximately 20 seconds.  Describe yourself in a positive manner. 

Powerful words to use to describe yourself on your Resume. 

	cooperative 
courteous 
customer-oriented 
diplomatic 
easy to get along with 
enjoy people 
friendly 
helpful 
out-going 
people-oriented 
pleasant 
put others at ease 
respected 
tactful 
team player 
trustworthy 
warm personality 
well liked 
calm 
cheerful 
common sense 
confident 
conscientious 
considerate 
takes initiative 
emthpathetic 
consistent 
dependable 
fair 
	honest 
loyal 
open-minded 
positive 
practical 
responsible 
sense of humour 
sensible 
sincere 
ambitious 
aggressive 
competitive 
dynamic 
eager 
energetic 
enjoy challenges 
enterprising 
go-getter 
keen 
leader 
optimistic 
positive 
works well with others


Only 20% of jobs are
advertised.
Networking is
important in finding
a job.

	adaptable 
creative 
flexible 
open to new 
ideas 
resourceful 
self-motivated 
self-starter 
take initiative 
analytical 
decisive 
discreet 
good listener 
imaginative 
logical 
perceptive 
problem-solver 
quick learner 
trouble shooter 
accurate 
dedicated 
efficient 
hard working 
reliable 
thorough 
well groomed 
well organized









	Management Power Words 
Built 
Demonstrated 
Developed 
Enhanced 
Facilitated 
Generated 
Impacted 
Implemented 
Negotiated 
Revitalized 

	Sales & Marketing Power Words 
Closed 
Collaborated 
Delivered 
Drove 
Established 
Generated 
Increased 
Presented 
Prospected 
Retained


	Technical Power Words 
Analyzed 
Built 
Consulted 
Created 
Escalated 
Formatted 
Integrated 
Maintained 
Programmed 
Supported 
Troubleshot 

	Academic Power Words 
Applied 
Authored 
Counseled 
Developed 
Educated 
Evaluated 
Mentored 
Nourished 
Researched 
Taught 
Tutored


	Healthcare Power Words 
Assigned 
Assessed 
Assisted 
Cared 
Charged 
Provided 
Monitored 
Nursed 
Secured 

	Accounting Power Words 
Analyzed 
Audited 
Justified 
Verified 
Prepared 
Processed 
Reported 
Researched 
Reviewed
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