
Skill phrases examples >>

MANAGEMENT/MARKETING: 
· Created new position of Public Relations Director to fill corporate need 

· Strong leadership qualities: able to analyze and solve problems. 

· Years of successful supervisory and management experience. 


ACCOUNTING: 
· Good experience in bookkeeping and general office support. 
· Strong grasps of accounting; experienced in all phases of accounting. 
· Successful in mastering accounting and technical skills. 
OFFICE: 
· Managed office operations and client requests. 
· Special talent for analyzing situations and resolving problems. 
· Strength in creative problem solving and cutting costs. 
SALES: 
· Professional appearance and manner, ability to utilize all techniques to stimulate sales. 
· Managed sales office operations and staff of twelve to record productivity 
· Very well organized and skilled in techniques of closing a sale. 
TECHNICAL / COMPUTERS: 
· Dependable and conscientious - accurate at detail work. 
· Highly effective in communicating with engineers and technicians, and translating scientific information into everyday language. 
· Sincerely enjoy the challenge of providing high-quality direct service to clients. 
· Can be trusted to handle end-user complaints diplomatically and effectively. 
· Highly inquisitive, creative and resourceful. Goal oriented. 
· Enthusiastic and committed to maintain quality and efficiency. 
· Expert troubleshooter and problem solver. 
· Committed to excellent service and customer satisfaction. 
ACTION VERBS FOR SKILLS
	administer
analyze
apply
approve
assign
attain 
conduct
consolidate
contract
coordinate
delegate
determine
	develop
direct 
evaluate
execute 
formalize
form
found
hire
implement
improve
increase
initiate 
	inspire 
manage
operate
organize
oversee
pioneer
plan
prioritize
produce
promote
recommend
recruit
	represent
review
schedule
select
solve
spearhead
sponsor
start
strengthen
supervise
train
utilize

	 

COMMUNICATION VERBS
	 

	address
arbitrate
arrange
author
brief
collaborate
consult
contact
convince
correspond
demonstrate
	develop
direct
dissuade
draft
edit
enlist
explain
familiarize
formulate
influence
inform
	interpret
listen
market
mediate
moderate
motivate
negotiate 
persuade
present
promote
publish
	publicize
reconcile
recruit
report
respond
secure
sell
solicit
speak
summarize
translate
write

	 

RESEARCH / TECHNICAL SKILLS
	 

	analyze
assemble
assess
build
calculate
clarify
collect
compile
compute
construct 
design
detect
	devise
diagnose
disassemble
discover
document
engineer
evaluate
examine
extract
fabricate 
identify
inspect
	interpret
interview
investigate
maintain
model
operate
organize
overhaul
program
remodel
repair
research
	review
salvage
search
solve
summarize
survey
systematize
test
troubleshoot
uncover
upgrade


