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Why are strong position descriptions (bullet points) important? 
 
When describing your past experience on your resume, position description statements provide the most information in a 
way that is easy to read and understand quickly. It is critical to start your statements with action verbs that represent the 
relevant skills you gained in a given experience. Incorporate additional skills into your descriptions as well, not just tasks. 
Make your statements easy to read by listing them on your resume preceded by a bullet point.  
 
Use this three-part “formula” to create a strong bullet statement: 
 

Action Verb/Best Skill + Details/Skills + Results 

Start with your best skill. 
Communicated… Designed… 

Analyzed 

 Who? What? What skills did you 
use? Can you quantify? 

 What was the positive 
outcome of your effort? 

How did it help? 
 
Brainstorm information within each category and add the details and skills most relevant to the position you are applying 
to.  
 
Example 1: 

Action Verb/Best Skill + Details/Skills + Results 

Communicated  Students and staff (who)  
Dozen/daily (quantify) 

Appointments/questions (what) 
Professional/friendly (skills) Problem 

solved (skills) 

 Positive customer 
experience 

 
Before: Answered phones.  
After: Communicated with over a dozen students daily about appointment scheduling and problem solved issues in a 
professional manner to ensure a positive customer experience.  
 
Example 2:  

Action Verb/Best Skill + Details/Skills + Results 

Researched  Protein folding (what) 
 Faculty (who)  

Two (quantify) Collaboration (skills) 
Analyzing data (skills) 

 Presented results at 
research symposium 

 

 
Before: Assisted faculty with research.  
 After: Researched and analyzed protein DNA interactions in collaboration with two faculty 
 members and presented results at the Denver Research Symposium.  
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Effective Sentence Openers (Action Verbs & Skills)   




