
Putting together your CV

YOUR CV SHOULD REFLECT YOUR SKILLS AND EXPERIENCE TO THE BEST POSSIBLE ADVANTAGE

Avoid verbs such as assisted, helped, aided, participated, involved as you do not say precisely what you did and the employer will not know what your contribution was.

To eliminate any misconception that you might be responsible for the total project when you were not, you can add at the end of your statement "in conjunction with", "in collaboration with", "as a member of [design] team", etc., or if you and another person worked together, you could start the statement with "co-", e.g., co-designed.

Avoid weak verbs such as did, had, handled. 

Do not use nouns when talking about your contribution (e.g., organisation of new committee and promotion of programmes...) because what you did is not defined precisely enough. 

Use verbs, e.g.,

Wrote newspaper and flyer copy to promote....

Avoid expressions such as responsible for, duties included, involved in, worked on, participated in, as nouns follow these words, and your accomplishments are not understood. 

· Watch overuse of a word. Activities form into themes i.e. communicating, showing, analysing, organising, creating, managing. 

The following page provides you with a list of verbs which can be used to describe skills.

	achieved
	acted
	adapted
	addressed

	adjusted
	administered
	advised
	altered

	analysed
	appraised
	arbitrated
	arranged

	assembled
	assessed
	audited
	balanced

	broadened
	budgeted
	built
	calculated

	calibrated
	catalogued
	categorised
	chaired

	changed
	charted
	checked
	cultivated

	cut
	decided
	decreased
	defined

	delegated
	delivered
	demonstrated
	described

	designed
	detected
	determined
	developed

	devised
	diagnosed
	differentiated
	directed

	discovered
	dispensed
	displayed
	dissected

	distributed
	diverted
	documented
	doubled

	Drafted
	drew
	gave
	generated

	guided
	hired
	hosted
	proofread

	proposed
	protected
	provided
	publicised

	published
	saved
	scheduled
	searched

	secured
	selected
	separated
	served

	serviced
	set
	sewed
	shaped

	shared
	showed
	simplified
	sized

	sketched
	sold
	solved
	sorted

	specified
	spoke
	started
	streamlined

	strengthened
	studied
	summarised
	supervised

	promoted
	illustrated
	implemented
	improved

	improvised
	incorporated
	increased
	informed

	initiated
	inspected
	installed
	instituted

	instructed
	integrated
	interacted
	interpreted

	interviewed
	introduced
	invented
	investigated

	itemised
	judged
	launched
	ordered

	organised
	oriented
	originated
	oversaw

	painted
	performed
	persuaded
	photographed

	piloted
	planned
	predicted
	prepared

	prescribed
	presented
	printed
	processed

	produced
	programmed
	projected
	identified
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