
ACTION WORD LIST 
 
Examples of words that describe functional skills: 
 
achieved 

acquired 

adapted 

addressed 

administered 

analyzed 

anticipated 

assembled 

assisted 

audited 

budgeted 

calculated 

centralized 

changed 

collaborated 

compiled 

composed 

condensed 

conducted 

constructed 

contracted 

converted 

coordinated 

created 

cultivated 

demonstrated 

designed 

developed 

devised 

discovered 

doubled 

drafted 

edited 

eliminated 

enforced 

established 

evaluated 

examined 

exceeded 

excelled 

expanded 

explained 

forecasted 

formed 

founded 

generated 

guided 

hired 

implemented 

improved 

improvised 

increased 

informed 

initiated 

insured 

interpreted 

interviewed 

introduced 

launched 

maintained 

managed 

marketed 

minimized 

motivated 

negotiated 

obtained 

operated 

organized 

originated 

oversaw 

performed 

persuaded 

prioritized 

planned 

prepared 

prevented 

produced 

programmed 

promoted 

provided 

publicized 

published 

recruited 

reorganized 

reported 

researched 

resolved 

reviewed 

scheduled 

selected 

separated 

set up 

simplified 

solved 

surveyed 

staffed 

supervised 

taught 

tested 

trained 

upgraded 

used 

validated 

wrote 
 

 
Examples of adaptive skill words that describe personal traits: 
 
active 
adaptable 
adept 
analytical 
articulate 
assertive 
broad-minded 
committed 
competent 
competitive 
conscientious 
cooperative 
creative 
dedicated 
dependable 

determined 
diligent 
diplomatic 
disciplined 
discreet 
effective 
efficient 
energetic 
enterprising 
enthusiastic 
exceptional 
experience 
fair 
familiar 
firm 

forceful 
honest 
independent 
innovative 
inquisitive 
keen 
loyal 
mature 
methodical 
objective 
outgoing 
personable 
poised 
positive 
practical 

productive 
receptive 
reliable 
resilient 
resourceful 
results oriented 
self confident 
self motivated 
self reliant 
sensitive 
sincere 
strong 
successful 
tactful 
tenacious 

 

 


