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
















 


 


 
 


 


 






• 


• 


• 


• 


• 


• 









 



  























































  




ACTION VERBS FOR DECSRIPTIVE BULLETS
Academic, Educational 
and Research 
Artistic and Creative 
arrange 
assemble 
author 
build 
chart 
co-author 
conceive 
conceptualize 
construct 
contract 
convert 
create 
cultivate 
design 
develop 
devise 
diagram 
draft 
engineer 
enhance 
enlarge 
form 
formulate 
generate 
improve 
improvise 
innovate 
inspire 
install 
invent 
originate 
overhaul 
perceive 
perform 
pinpoint 
pioneer 
plan 
produce 
publish 
purchase 
redesign 
reduce 
refine 
reorganize 
replace 
restore 
restructure 
revamp 
revise 
revitalize 
revitalize 
shape 
stage 

streamline 
structure 
utilize 
write 
Management and 
Leadership 
accomplish 
activate 
adapt 
address 
administer 
advise 
affect 
allocate 
amend 
amplify 
analyze 
appoint 
approve 
arbitrate 
arrange 
assemble 
assess 
attain 
attract 
authorize 
award 
broaden 
budget 
build 
change 
conclude 
conduct 
control 
convince 
coordinate 
counsel 
create 
delegate 
demonstrate 
determine 
develop 
devise 
direct 
employ 
encourage 
enforce 
enhance 
enlarge 
establish 
examine 
execute 
expedite 
explain 
facilitate 
form 

generate 
govern 
guide 
handle 
hire 
implement 
improve 
inaugurate 
increase 
initiate 
innovate 
instruct 
interview 
institute 
launch 
lead 
manage 
monitor 
motivate 
negotiate 
organize 
originate 
overhaul 
pioneer 
plan 
preside 
program 
prompt 
propose 
recommend 
recruit 
shape 
strategize 
supervise 
train 
achieve 
acquire 
address 
analyze 
assess 
assist 
author 
avail 
calculate 
chart 
co-author 
collaborate 
collect 
compile 
compute 
conceive 
conceptualize 
conclude 
condense 
contribute 
correct 

create 
define 
demonstrate 
design 
determine 
develop 
devise 
diagram 
direct 
discover 
distribute 
document 
draft 
earn 
edit 
engineer 
enhance 
estimate 
evaluate 
examine 
explain 
explore 
extract 
formalize 
formulate 
find 
frame 
gather 
generate 
identify 
inform 
instruct 
interpret 
introduce 
invent 
investigate 
originate 
perceive 
present 
produce 
prove 
publish 
report 
research 
review 
revise 
solve 
study 
survey 
teach 
test 
translate 
tutor 
write 
accomplish 
actuate 



  

adapt 
anticipate 
appraise 
assemble 
attain 
attract 
authorize 
budget 
build 
centralize 
chart 
combine 
conceive 
conceptualize 
condense 
conduct 
consolidate 
construct 
contract 
coordinate 
create 
decentralize 
design 
determine 
develop 
devise 
direct 
discover 
engineer 
enhance 
enlarge 
establish 
expedite 
extend 
fortify 
generate 
implement 
improve 
inaugurate 
incorporate 
increase 
incur 
inform 
initiate 
innovate 
install 
interpret 
introduce 
institute 

invent 
launch 
localize 
market 
modify 
negotiate 
operate 
organize 
originate 
overhaul 
pioneer 
plan 
prepare 
present 
procure 
produce 
program 
promote 
publicize 
regulate 
reorganize 
replace 
resolve 
restore 
restructure 
revamp 
revise 
revitalize 
salvage 
save 
sell 
streamline 
structure 
supply 
systematize 
Technical 
accelerate 
adapt 
analyze 
audit 
augment 
automate 
balance 
calculate 
centralize 
chart 
collect 
compile 
compute 

consolidate 
control 
decrease 
define 
design 
determine 
develop 
devise 
diagram 
engineer 
estimate 
evaluate 
examine 
forecast 
formulate 
generate 
interface 
minimize 
plan 
prepare 
process 
program 
promote 
redesign 
reorganize 
research 
simplify 
solve 
survey 
trace 
translate 
write 
affect 
amplify 
anticipate 
assist 
assume 
attain 
augment 
automate 
avail 
broaden 
challenge 
change 
clarify 
collaborate 
conceive 
conceptualize 
conclude 

conduct 
contribute 
coordinate 
create 
determine 
develop 
devise 
discover 
earn 
encourage 
enhance 
enrich 
explain 
facilitate 
fulfill 
gain 
identify 
implement 
improve 
incur 
instill 
investigate 
locate 
maintain 
nurture 
obtain 
operate 
perceive 
pinpoint 
prepare 
prompt 
relate 
represent 
resolve 
review 
schedule 
serve 
stimulate 
suggest 
support 
utilize 




















  








 





 
 


 





     
















  



 








Include 
computer, 
language, & 
technical 
skills 
 

Include study abroad, but leave 
off high school information unless 
you are a first or second year 
student 

• Include name of organization, 
dates, location 
• Highlight relevant skills  
 

Include 
GPA if 
over 3.0 



  



























• 
• 
• 














• 









Include relevant coursework to 
demonstrate knowledge and 
interests related to the position 



  







 


    
      


   

• 
• 


• 




  
• 
• 





• 



• 




• 






• 
        

• 
    

• 



• 
• 
• 
• 
• Macalester College Representative, Outreach Opportunity League Conference, Vanderbilt University










 

 
   








     


 
 
 


      
           

 
 
 





  


 
 



    


 
  

 





 

        
 




















• 
• 
















  




• 
• 
• 
• 









 




• 
• 
• 
•     

  



  











       



• 
• 

     


• 
• 
• 

     



    


• 
• 



    


• 


 
• 

  


   

• 


    
      














  


 
Steven Moyer                                                                                                    . 
1600 Grand Ave, St. Paul, MN 55105 / 692.555.8381 / smoyer@macalester.edu 
Education  

• Macalester College, St. Paul, MN 
• Bachelor of Arts in History and Classics expected May 2012, GPA 3.6/4.0 
• National Merit Scholar, Dean’s List (Fall 2008 – Present) 

 
Relevant Coursework  
Study of History, The Global in the Local, Introduction to Archaeology, Europe in the Age of Upheaval 

• Explored advanced trends in historiography 
• Studied public history and the importance of presentation of history in diverse and accessible contexts 

 
Employment Experience 
Macalester College Cultural Center (CC)                                                         09/2009 – Present  

Program Assistant              St. Paul, MN 
• Assisted with coordination of a national conference 
• Publicized and planned CC events 
• Organized multicultural programming with campus organizations 

       
         

• 
• 

The Nature Conservancy Day Camp                                                          Summer 2008 – 2009  
Day Camp Staff                                          Medford, CA 

• Formulated and implemented an academic curriculum 
• Led tours  and did site interpretation for the general public 
• Created academic lesson plans, interacted with parents, and created a stimulating and safe learning environment 

for campers 
Marvin S. Thomas  Advertising Agency                                                                                                   01/2008 
Traffic Intern                                                  Pittsburgh, PA 

• Guided several ad campaigns through the agency from the creative process to delivery 
• Coordinated the work and schedules of different departments in the agency in order to ensure advertisements were 

created efficiently and correctly 
 
Activities 

• 
• 
• 
• 









 



  

                     
  

            


                                                                       





• 
• 
• 


• 



• 
• 




• 
• 






• 
• 
• 





• 



• 
• 






• 




 
• 
• 



  






• 
• 
• 
• 

• 

• 
• 



• 
• 

• 

• 
• 
• 
• 


• 
• 
• 

• 
• 

• 
• 
• 


• 
• 




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
















       




              




              
















  




       












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















             


        




          




               














  























 
 
 
 
 
 
 
 
 
 
 


















WAIT!! BEFORE YOU SEND YOUR RESUME, REVIEW THIS CHECKLIST. 
 
  Does your resume make an immediate favorable impression and is the lay-out easy to read? 
 
  Did you print your resume on high quality paper in a conventional color? 
 
  Are your strongest qualifications or credentials highlighted? 
 
  Did you use spell check AND reliable discerning human eyes (besides your own!) to review  
     your resume? 
 
  Has the CDC provided feedback and suggestions? 
 
And finally, congratulations on writing your resume and best wishes!! 

 

G: CDC: Handouts: Resume Writing Guidelines.doc 


