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VERBOS DE ACCION PARA USAR CUANDO ESCRIBA SU RESUME

Recuérdese de usar estos verbos para describir sus habilidades y logros cuando escriba su

resume y sus cartas de presentacién - para aumentar la fuerza de lo que ha escribido y

agarrar la atencion de los empleadores prospectos.

Habilidades de comunicacion/ don de gentes/habilidades interpersonales:

* Addressed (dirigio)

* Advertised (promociond)

* Arbitrated (arbitrd)

* Arranged (arregl6)

* Articulated (articuld)

* Authored (redactd/ escribio)
* Clarified (clarific)

* Collaborated (colabord)

* Communicated (comunico)
* Composed (compuso)

* Condensed (concentro)

* Conferred (dialogo)

* Consulted (consulté)

* Contacted (contactd)

* Conveyed (comunico)

* Convinced (convencio)

* Corresponded (correspondio)
* Debated (debatio)

* Defined (definio)

* Developed (desarroll6)

* Directed (dirigio)

* Discussed (discutio)

* Drafted (redacto)

* Edited (edito)

* Elicited (obtuvo)

* Enlisted (enrold)

* Explained (explico)

* Expressed (expreso)

* Formulated (formulo)

* Furnished (prepard/ suplio)
* Incorporated (Incorpord)

* Influenced (influy6)

* Interacted (Interactud)

* Interpreted (interpretd)

* Interviewed (entrevisto)

* Involved (envolvio)
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Joined (Reunid)
Judged (Juzgd)
Lectured (Ensefid/ Educd/llustrd)
Listened (escuch0)
Marketed (comercializo)
Mediated (Intercedio)
Moderated (arbitrd)
Negotiated (negocio)
Observed (observo)
Outlined (List6)
Participated (particip0)
Persuaded (persuadio)
Presented (presento)
Promoted (promobio)
Proposed (propuso)
Publicized (anuncio)
Reconciled (reconcilid)
Recruited (recruto)
Referred (refirio)
Reinforced (reenforzo)
Reported (reportd)
Resolved (ha resuelto)
Responded (respondio)
Solicited (solicitd)
Specified (especifico)
Spoke (habld)
Suggested (sugerid)
Summarize (recapitular)
Synthesized (combind)
Translated (tradujo)
Wrote (escribid)






Habilidades creativas:

* Acted (actuado/ presento)
* Adapted (adaptado)
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Began (empez6)
Combined (combind)
Composed (compuso)
Conceptualized (conceptualizd)
Condensed (concentro)
Created (creo)
Customized (adaptd/personalizé)
Designed (disefio)
Developed (desarroll6)
Directed (dirigi6)
Displayed (ensefio)
Drew (dibujo)
Entertained (entretuvo)
Established (establecid)
Fashioned (disefi6)
Formulated (formuld)
Founded (fundé)
lllustrated (ilustro)
Initiated (inicid)
Instituted (instituyo)
Integrated (integro)
Introduced (presento)
Invented (inventd)
Modeled (modeld)
Modified (modifico)
Originated (origino)
Performed (presento)
Photographed (fotografi6)
Planned (planifico)
Revised (reviso)
Revitalized (revitalizd)
Shaped (molded)
Solved (resolvid)



Capacidad de manejo y liderazgo:

* Administered (administré)
* Analyzed (analiz6)

* Appointed (Apuntd)

* Approved (aprobo)

* Assigned (asignd)

* Attained (obtuvo) Reviewed (repaso) | o

* Authorized (autorizd) N Scheduled (Planificé/ Program6/ Coordind/ Hizo sitas)
* Chaired (presidio) Secured (aseguro)

* Considered (considero) : Selected (eligio)

* Consolidated (consolido) . Streamlined (agilizo) ,

* Contracted (contracto) . Strengthened (fortifico)
* Controlled (control6) , Supervised (superviso)
* Converted (converti6) Terminated (termino)

* Coordinated (coordin6)
Decided (decidid)
Delegated (delegd)
Developed (desarroll6)
Directed (dirigio)
Eliminated (elimind)
Emphasized (le puso énfasis)
Enforced (enfuerto)
Enhanced (avanzé)
Established (establecid)
Executed (ejecuto)
Generated (origind)
Handled (manejo)
Headed (dirigio)

Hired (contratd)

Hosted (auspicid)
Improved (mejord)
Incorporated (incorporo)
Increased (aumento)
Initiated (inicid)
Inspected (examind)
Instituted (instituyo)

Led (dirigi6)

Managed (manejo)
Merged (reunio)
Motivated (motivd/ animd)
Navigated (navego0)
Organized (organizo)
Originated (origind)
Overhauled (reformé/ revisé/ renové/ remozé)
Oversaw (superviso)

Planned (planifico)

Presided (presidio)

Prioritized (priorizo)

Produced (produjo)

Recommended (recomendd)
Reorganized (reorganizd)
Replaced (reemplazo)
Restored (restauro)
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Habilidades de organizar:

* Approved (aprobd)

* Arranged (organizo)

* Catalogued (catalogé)
* Categorized (categorizo)
* Charted (trazé/ exploré)
* Classified (clasifico)

* Coded (codifico)

* Collected (colectd)

* Compiled (compild)

* Corrected (corrigio)
Corresponded (correspondi6)
Distributed (distribuyd)
Executed (ejecuto)
Filed (archivé/ guardd)
Generated (genero)
Incorporated (incorporo)
Inspected (examindado)
Logged (registrg)
Maintained (mantenio)
Monitored (monitored)
Obtained (obtuvo)
Operated (opero)
Ordered (ordend)
Organized (organizé)
Prepared (preparo)
Processed (proceso)
Provided (Proveyo)
Purchased (compro)
Recorded (grabo)
Registered (registro)
Reserved (reservo)
Responded (respondié)
Reviewed (repaso)
Routed (encamind)
Scheduled (hizo cita)
Screened (selecciond)
Submitted (sometio)
Supplied (suplio)
Standardized (normalizg)
Systematized (sistematizar)
Updated (actualizé)

* validated (validé)

* Verified (verifico)
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Habilidades investigativas:

* Analyzed (analiz6)

* Clarified (clarifico)

* Collected (colecto)

* Compared (compard)

* Conducted (conduijo)

* Critiqued (critic6)
Detected (detectd)
Determined (determind)
Diagnosed (diagnostico)
Evaluated (evalu6)
Examined (examino)
Experimented (experimentd)
Explored (exploro)
Extracted (extracto)
Formulated (formuld)
Gathered (recopild)
Inspected (examind)
Interviewed (entrevisto)
Invented (invento)
Investigated (investigoé)
Located (localizo)
Measured (midi6)
Organized (organizé)
Researched (investigo)
Reviewed (repaso)

* Searched (busc6)

* Solved (resolvio)

* Summarized (recopilado)
* Surveyed (encuestado)
* Systematized (sistematizar)
* Tested (probo)
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Habilidades de instruir:

* Adapted (adaptd)

* Advised (aconsejo)

* Clarified (clarifico)

* Coached (entrend/ capacito)
* Communicated (comunicé)
* Conducted (condujo)

* Coordinated (coordiné)
Critiqued (critico)
Developed (desarrolld)
Enabled (permitid)
Encouraged (apoyo)
Evaluated (evalud)
Explained (explico)
Facilitated (facilitd)
Focused (enfoco)

Guided (guio)
Individualized (individualizo)
Informed (informo)

Instilled (instauro)
Instructed (instruyo)
Motivated (motivo)
Persuaded (persuadio)
Simulated (simuld)

* Stimulated (estimuld)

* Taught (ensefio)

* Tested (probd)

* Trained (entrend)

* Transmitted (transmiti6)

* Tutored (tutoro)
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Habilidades técnicas:

* Adapted (adaptd)
* Applied (aplico)
* Assembled (mont6)
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Built (construyd)
Calculated (calculd)
Computed (computd)
Conserved (conservo)
Constructed (construyo)
Converted (convirti6)
Debugged (depuro)
Designed (disefio)
Determined (determind)
Developed (desarrolld)
Engineered (disefid)
Fabricated (fabric)
Fortified (fortificG)
Installed (instalo)
Maintained (mantuvo)
Operated (opero)
Overhauled (renovo)
Printed (imprimi6)
Programmed (programaé)
Rectified (rectificd)
Regulated (reguld)
Remodeled (remodeld)
Repaired (repar6)
Replaced (reemplazo)
Restored (restauro)
Solved (resolvio)
Specialized (especializé)
Standardized (normalizo)
Studied (estudio)
Upgraded (actualizo)
Utilized (utilizo)
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