
Writing Strong Bullet Points 
 

1. Begin Each Bullet with an Action Verb 
Bullet points should start with a powerful action verb, such as those listed below.  Avoid starting bullet points 
with “Responsible for,” “Assisted with,” or “Primary duties included.” 

 
Sample List of Action Verbs 
accelerated 
accomplished 
achieved 
acquired 
adapted  
adjusted 
administered 
advertised 
advised 
advocated  
analyzed 
anticipated 
applied 
appraised 
approved 
arranged 
assembled 
assessed 
assisted 
assumed 
attained 
attended 
authored 
balanced 
briefed 
budgeted  
built  
calculated 
catalogued 
chaired 
changed 
checked 
circulated 
classified 
collaborated 
collected 
combined 
compiled 
completed 
computed 
condensed 
conducted 
consolidated 

constructed 
consulted 
converted 
convinced 
coordinated 
corrected 
counseled 
counted 
created 
defined 
delegated 
delivered 
demonstrated 
designed 
determined 
developed 
devised 
directed 
discovered 
dispatched 
displayed 
distributed 
drafted  
earned  
edited  
elected 
eliminated 
employed 
encouraged 
enlisted 
ensured 
entered 
established 
estimated 
evaluated 
examined 
expedited 
explored 
extended 
facilitated 
familiarized 
filed  

forecasted 
formulated 
fostered  
gained 
gathered 
generated 
graded  
greeted 
handled  
helped 
highlighted 
identified 
illustrated 
implemented 
improved 
incorporated 
increased 
informed 
initiated 
innovated 
inspected 
inspired 
instructed 
interpreted 
interviewed 
inventoried 
invested 
investigated 
joined  
judged  
launched  
learned 
led   
managed 
marketed 
maximized 
measured 
monitored 
notified  
observed 
obtained  
opened  

operated 
orchestrated 
ordered 
organized 
participated 
persuaded 
planned 
prepared 
presented 
processed 
produced 
projected 
promoted 
proofed  
proposed 
provided 
publicized 
published 
purchased 
received 
recognized 
recommended 
recorded 
recruited  
reduced 
reorganized 
repaired 
replaced 
reported 
represented 
researched 
resolved 
restructured 
reviewed  
revised  
saved  
scheduled 
screened  
selected  
sent  
served   
shipped  
showed  

sold  
solved  
sought  
specified  
spoke  
sponsored  
started 
stopped 
straightened 
streamlined 
strengthened 
studied  
submitted 
suggested 
summarized 
supervised 
surpassed  
taught  
tested  
trained 
transferred 
updated 
upgraded  
utilized



2. Provide Details About What You Accomplished that Relate to the Position You Seek 
Ask yourself, “What did I do?” “How did I do it?” and “Why did I do it?” 

 
Begin with What? – What, specifically, did you do in your position?  

• Answered telephones 
• Planned an event 
• Entered data into Excel 

 
Think about How? –Review your list of tasks and ask yourself which skills you used when 
completing those responsibilities.  Use numbers to quantify accomplishments wherever you can. 

• Operated a multi-line phone for five busy attorneys utilizing effective problem-solving 
and customer service skills 

• Coordinated an event for over 100 students through communication with on-site liaison 
• Executed financial analysis of department spending in Excel 

 
Incorporate Why? 
This section helps the reader understand the purpose behind your actions and see what you 
accomplished in your role. 

• Operated a multi-line phone for five busy attorneys utilizing effective problem-solving 
and customer service skills to ensure customer satisfaction 

• Coordinated recognition event for over 100 students completing a certificate program 
through communication with on-site liaison 

• Executed financial analysis of department spending plans in Excel and provided 
comprehensive written report to manager 

 


