Key Words For Resume and Cover Letter Construction
Action Verbs
	accelerated
	activated
	adapted
	administered
	analyzed

	approved
	assisted
	completed
	conceived
	conduced

	controlled
	coordinated
	created
	delegated
	developed

	directed
	eliminated
	established
	evaluated
	expanded

	expedited
	experienced
	expanded
	facilitated
	generated

	implemented
	improved
	increased
	influenced
	initiated

	interpreted
	launched
	lead
	lectured
	maintained

	managed
	mastered
	motivated
	organized
	originated

	participated
	performed
	pinpointed
	planned
	prepared

	programmed
	proposed
	proved
	recommended
	reduced

	reinforced
	revamped
	reviewed
	revised
	scheduled

	set-up
	simplified
	solved
	streamlined
	structured

	supervised
	supported
	taught
	trained
	worked

	removed
	reorganized
	repeated
	responsible
	 


 
Self-descriptive Words
	accurately
	active
	adaptable
	adept
	aggressive

	alert
	ambitious
	analytical
	assertive
	astute

	attentive
	aware
	broad-minded
	challenging
	competent

	conscientious
	consistent
	constructive
	contributor
	creative

	dependable
	determined
	diplomatic
	disciplined
	discreet

	diverse
	dynamic
	easily
	economical
	efficient

	energetic
	enterprising
	enthusiastic
	exceptional
	experienced

	expertise
	extensively
	extraverted
	facilitator
	fair

	forceful
	foresight
	high-level
	honest
	imaginative

	independent
	initiative
	innovative
	instrumental
	insightful

	leading
	logical
	loyal
	mature
	methodical

	objective
	optimistic
	participated
	perceptive
	personable

	pioneering
	pleasant
	positive
	practical
	productive

	readily
	realistic
	reliable
	repeatedly
	resourceful

	responsible
	responsive
	self-reliant
	sensitive
	sincere

	sophisticated
	strongly
	systematic
	tactful
	talented

	unique
	versatile
	vigorous
	will travel
	will relocated


 Adept
The words "skilled" and "proficient" are sorely overused in resumes and cover letters. Opt instead for the much stronger — and less common — "adept." Your letter will benefit from the removal of tired phrasing and be more likely to catch the attention of employers and recruiters.
Driven
Describe yourself to a potential employer as "motivated," and she will understand you to be a hard worker. Swap "motivated" for "driven," and you come off as a candidate who is uncommonly committed to excellence.
Related Reading: Parts of a Resume Cover Letter
Versatile
A versatile employee is a valuable employee; no matter the industry or position, possession of a diverse set of skills is always going to be an advantage.
Energetic
Injecting the word "energetic" into a cover letter is especially beneficial when applying for positions that are described as being "fast-paced," or indicate a heavy workload.
Experienced
"Experienced" is one of the most effective adjectives to use in a cover letter, for the simple reason that experience is exactly what employers are looking for. Sometimes, the best way to let employers know you have what they're seeking is to just come right out and say it.
Adaptable
Advances in technology have brought about a fast-paced, ever-changing business landscape. Companies are constantly evolving and reinventing themselves. An applicant who describes himself as "adaptable" indicates to employers that he understands the modern business environment, and is ready and willing to evolve along with the company.
Job-Specific Adjectives
Many large companies use resume-filtering software to pare down the applicant pool based on the presence of specific keywords in the application materials. Reinforcing your cover letter with two or three adjectives listed in the job description will not only help you avoid an automatic rejection, but will make you appear an even better match for the position.
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  Talented: Skilled. The talented pianist won the award at the concert.
  Talkative: Verbose, speaks a lot. The talkative girl barely paused to take a breath in between sentences.
  Tall: Having stature, height. The tall boy is able to get things out of high cabinets for me.
  Tantalizing: Interesting, exciting. The tantalizing movie previews made me want to see the film.
  Tasty: Pleasing to the taste, yummy. The tasty pie was finished before I even got a second piece.
  Tenacious: Persistent, stubborn. The tenacious boy did not give up studying until he had learned all the grammar rules.
  Tender: Soft or delicate. The skin on your wrists is tender, so you should be careful not to get a sunburn.
  Terrible: Unpleasant. We all cried when the terrible news reached home.
  Thankful: Grateful, pleased. I was thankful when I received good news.
  Thin: Skinny. The thin girl doesn't like to eat cakes or cookies.
  Thrilling: Exciting. The thrilling roller coaster took my breath away.
  Tight: Fitting closely. The tight lid kept the cookies fresh.
  Timid: Scared, shy. The timid girl did not like to approach strangers.
  Tiny: Very small. The tiny baby was too little to go outside without her mother.
  Tolerant: Accepting. The tolerant boy was very patient with all of the people surrounding him.
  Tortuous: Full of twists and turns, curvy. Everyone gets lost on the tortuous road.
  Tremendous: Extraordinary. It was tremendous news when I found out you were coming to visit.
  Trendy: Stylish, aware of the latest fashions. The trendy girl goes shopping for new clothes every season.
  Troublesome: Prone to mischief. The troublesome boy always found himself in detention.
  Twisted: Crooked, contorted. The twisted bed sheet needed to be smoothed and untangled.

