CAREER ACTION 6-3
Resume Power Words and Keywords

Directions:
1.
Prepare a comprehensive list of appropriate power words (action verbs) and keywords to use in your resumes. (Consider industry terms; acronyms; and terms describing your job positions, experience, education, skills, and so on).

2.
Use the list on page 104 and the Internet as a primary resource in your research.

3.
Print a report that includes your lists of power words and keywords and a list of the resources you used to identify them.

4.
File your summary report in your Career Management Files Binder for future reference.

Resources for identifying power words and keywords for your resume:

· Your Career: How to Make it Happen web site
· Job advertisements and descriptions for positions you are considering (print or online)

· Web sites of employers you are considering

· Government publications such as the Occupational Outlook Handbook (print or online)

· Professional associations in your field (check their web sites, publications, and meetings)

· Internet searches on “resume keywords,” “resume power words,” and “action verbs”

· Online encyclopedias and dictionaries
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