          Position Description Action Words
	COMMUNICATIONS

	Acts as liaison
	Comments
	Edits
	Lectures
	Presents
	Refers

	Advises
	Corresponds
	Guides
	Markets
	Promotes
	Sells

	Advocates
	Counsels
	Instructs
	Mediates
	Publicizes
	Trains

	Arbitrates
	Demonstrates
	Interprets
	Negotiates
	Publishes
	Translates

	Authors
	Displays
	Interviews
	Notifies
	Recommends
	Writes

	ADMINISTRATION

	Administers
	Coordinates
	Executes
	Launches
	Overhauls
	Regulates

	Appoints
	Delegates
	Finds
	Manages
	Oversees
	Represents

	Arranges
	Determines
	Governs
	Motivates
	Prescribes
	Revamps

	Completes
	Directs
	Heads
	Obtains
	Presides
	Reviews

	Conducts
	Dispatches
	Implements
	Offers
	Provides
	Routes

	Consolidates
	Dispenses
	Initiates
	Opens
	Recruits
	Selects

	Contracts
	Distributes
	Institutes
	Orders
	Rectifies
	Supervises

	Controls
	Eliminates
	Issues
	Organizes
	Refers
	Supplies

	PLANNING and DEVELOPMENT

	Broadens
	Develops
	Drafts
	Initiates
	Modifies
	Prepares

	Creates
	Devises
	Estimates
	Invents
	Plans
	Produces

	Designs
	Discovers
	Improves
	
	
	

	ANALYSIS

	Amplifies
	Computes
	Evaluates
	Identifies
	Researches
	Systemizes

	Analyzes
	Detects
	Examines
	Investigates
	Solves
	Tests

	Calculates
	Diagnoses
	Forecasts
	Programs
	Studies
	

	Compiles
	Disapproves
	Formulates
	
	
	

	FINANCIAL/RECORDS MANAGEMENT

	Audits
	Charts
	Expedites
	Lists
	Monitors
	Records

	Allocates
	Collects
	Guarantees
	Logs
	Processes
	Schedules

	Balances
	Condenses
	Invests
	Maximizes
	Procures
	Tallies

	Catalogues
	Documents
	Inventories
	Minimizes
	Purchases
	Traces

	MANUAL

	Assembles
	Delivers
	Modernizes
	Repairs
	Restores
	Trims

	Builds
	Installs
	Navigates
	Replaces
	Rewires
	

	Constructs
	Maintains
	Operates
	
	
	

	GENERAL

	Accomplishes
	Completes
	Expands
	Initiates
	Provides
	Strengthens

	Achieves
	Contributes
	Handles
	Originates
	Serves
	Transforms

	Assists
	Delivers
	Increases
	Performs
	Services
	Utilizes


	CREATIVE BEHAVIORS

	Alters
	Develops
	Predicts 
	Regroups
	Restates
	Simplifies

	Asks
	Generalizes
	Questions
	Renames
	Restructures
	Synthesizes

	Changes 
	Listens
	Rearranges
	Reorganizes
	Retells
	Systematizes

	Creates
	Modifies
	Recombines
	Reorders
	Revises
	Varies

	Designs
	Paraphrases
	Reconstructs
	Rephrases
	Rewrites
	

	PROBLEM SOLVING BEHAVIORS

	Analyzes
	Contrasts
	Derives
	Explains
	Induces
	Relates

	Appraises
	Criticizes
	Determines
	Formulates
	Infers
	Structures

	Combines
	Decides
	Diagnoses
	Generalizes
	Interprets
	Substitutes

	Compares
	Deduces
	Evaluates
	Generates
	Plans
	Translates

	Concludes
	
	
	
	
	


