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Think about the transferable skills you’ve attained 
in the classroom. If you want to highlight 
important skills, but have little or no work 
experience, don’t forget to use your classroom 
experience as an example.

These skills include:

• Ability to meet deadlines, thrive under 
deadline pressure: College is a cornucopia of 
deadlines. If meeting deadlines is an important 
skill in the job you seek, by all means exploit in 
your cover letter your ability to do so.

• Ability to handle multiple tasks: Remember 
how many times your instructors gave you 
simultaneous major papers and projects? Multi-
tasking is increasingly valued in the work place, 
and your cover letter gives you the chance to boast 
about your ability to juggle many projects at once.

• Ability to achieve goals: Your good grades are 
proof of that skill, so do highlight them if they’re 
exemplary. You may have met other goals while 
in school, too, such as graduating in three years 
instead of four. Any goal you’ve met while in 
school is potential cover letter fodder.

• Ability to adapt: Your college years probably gave 
you your first opportunity to make adult decisions 
and act independently. How did you handle 
stumbling blocks and disappointments along 
the way? The way you rose above difficulties can 
provide solid examples in your cover letter.

• Writing skills: Jobs that require good writing 
skills are a lot more common than you probably 
think they are. If you demonstrated your ability to 
write well in college, you can highlight that skill 
in your cover letter. And, of course, your writing 
talents should be self evident from the quality of 
your cover letter as well.

• Research skills: How many people who have 
been out in the “real world” have research skills 
that are as fresh and recent as yours? How many 
know as much as you do about, say, conducting 
research on the Internet? Probably not many, so 
for jobs where this ability may be helpful, be sure 
to emphasize your research skills.

Transferable Skills Sets for 
Job-Seekers
Marketable job skills can be broken down into five basic 
categories—skills sets—that job-seekers can use in showing 
applicable skills from one job/career to the next.

Communication

Communication is the skillful expression, transmission and  
interpretation of knowledge and ideas. This includes:

• Speaking effectively

• Writing concisely

• Listening attentively

• Expressing ideas

• Facilitating group discussion

• Providing appropriate feedback

• Negotiating

• Perceiving nonverbal messages

• Persuading

• Reporting information

• Describing feelings

• Interviewing

• Editing

Job-Seeker Action Verbs (continued)
Management/
Leadership Skills 
(cont.)

established
executed
generated
handled
headed
hired
hosted
improved
incorporated
increased
initiated
inspected
instituted
led
managed
merged
motivated
navigated
organized
originated
overhauled
oversaw
planned
presided
prioritized
produced
recommended
reorganized
replaced
restored
reviewed
scheduled
secured
selected
streamlined
strengthened
supervised
terminated

Organizational 
Skills

approved
arranged
catalogued
categorized
charted
classified
coded
collected
compiled
corrected
corresponded
distributed
executed
filed
generated
incorporated
inspected
logged
maintained
monitored
obtained
operated
ordered
organized
prepared
processed
provided
purchased
recorded
registered
reserved
responded
reviewed
routed
scheduled
screened
submitted
supplied
standardized
systematized
updated
validated
verified

Research Skills

analyzed
clarified
collected
compared
conducted
critiqued
detected
determined
diagnosed
evaluated
examined
experimental
explored
extracted
formulated
gathered
inspected
interviewed
invented
investigated
located
measured
organized
researched
reviewed
searched
solved
summarized
surveyed
systematized
tested

Teaching Skills

adapted
advised
clarified
coached
communicated
conducted
coordinated
critiqued
developed
enabled
encouraged
evaluated
explained
facilitated

focused
guided
individualized
informed
instilled
instructed
motivated
persuaded
simulated
taught
tested
trained
transmitted
tutored

Technical Skills

adapted
applied
assembled
built
calculated
computed
conserved
constructed
converted
debugged
designed
determined
developed
engineered
fabricated
fortified
installed
maintained
operated
overhauled
printed
programmed
rectified
regulated
remodeled
repaired
replaced
solved
specialized
standardized
studied
upgraded
utilized



Job-Seeker Action Verbs
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Research and Planning

Research and planning is the search for specific knowledge 
and the ability to conceptualize future needs and solutions for 
meeting those needs. This includes:

• Forecasting/predicting

• Creating ideas

• Identifying problems

• Imagining alternatives

• Identifying resources

• Gathering information

• Solving problems

• Setting goals

• Extracting important information

• Defining needs

• Analyzing

• Developing evaluation strategies

Human Relations

Human relations is the use of interpersonal skills for resolving 
conflict and relating to, and helping people. This includes:

• Developing rapport

• Being sensitive

• Listening

• Conveying feelings

• Providing support 
for others

• Motivating

• Sharing credit

• Counseling

• Cooperating

• Delegating with 
respect

• Representing others

• Perceiving feelings, 
situations

• Being confident and 
assertive

Organization, Management and 
Leadership

Organization, management and leadership are the 
ability to supervise, direct and guide individuals and 
groups in the completion of tasks and fulfillment of 
goals. This includes:

• Initiating new ideas

• Handling details

• Coordinating tasks

• Managing groups

• Delegating responsibility

• Teaching/coaching

• Counseling

• Promoting change

• Selling ideas or products

• Managing conflict

Work Survival

Work survival is the day-to-day skills that assist in 
promoting effective production and work satisfaction. 
This includes:

• Implementing decisions

• Cooperating

• Enforcing policies

• Being punctual

• Managing time

• Attending to detail

• Meeting goals

• Enlisting help

• Accepting responsibility

• Setting and meeting deadlines

• Organizing

• Making decisions
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Do not let your cover letter or résumé leave your hands until you have described your accomplishments, skills and 
experiences using these key action verbs. 

Remember to use these action verbs in writing your resume and cover letters to increase the strength of your writing 
and make potential employers take notice of your accomplishments and skills!

We have organized our list of action verbs by general skill categories.

Communication/
People Skills

addressed
advertised
arbitrated
arranged
articulated
authored
clarified
collaborated
communicated
composed
condensed
conferred
consulted
contacted
conveyed
convinced
corresponded
debated
defined
developed
directed
discussed
drafted
edited
elicited
enlisted
explained
expressed
formulated
furnished
incorporated
influenced
interacted
interpreted
interviewed
involved
joined
judged
lectured
listened
marketed

mediated
moderated
negotiated
observed
outlined
participated
persuaded
presented
promoted
proposed
publicized
reconciled
recruited
referred
reinforced
reported
resolved
responded
solicited
specified
spoke
suggested
summarized
synthesized
translated
wrote

Creative Skills

acted
adapted
began
combined
composed
conceptualized
condensed
created
customized
designed
developed
directed
displaced
drew
entertained

established
fashioned
formulated
founded
illustrated
initiated
instituted
integrated
introduced
invented
modeled
modified
originated
performed
photographed
planned
revised
revitalized
shaped
solved

Date/Financial 
Skills

administered
adjusted
allocated
analyzed
appraised
assessed
audited
balanced
budgeted
calculated
computed
conserved
corrected
determined
developed
estimated
forecasted
managed
marketed
measured

netted
planned
prepared
programmed
projected
qualified
reconciled
reduced
researched
retrieved

Helping Skills

adapted
advocated
aided
answered
arranged
assessed
assisted
clarified
coached
collaborated
contributed
cooperated
counseled
demonstrated
diagnosed
educated
encouraged
ensured
expedited
facilitated
familiarized
furthered
guided
helped

Transferable Skills Sets for Job-Seekers (continued)

insured
intervened
motivated
prevented
provided
referred
rehabilitated
represented
resolved
simplified
supplied
supported
volunteered

Management/
Leadership Skills

administrated
analyzed
appointed
assigned
attained
authorized
chaired
considered
consolidated
contracted
controlled
converted
coordinated
decided
delegated
directed
eliminated
emphasized
enforced
enhanced


