GLOSSARY OF ACTION VERBS
(1992)

The following list of action words is valuable for describing the activities of a job.  The list is intended to be used as a resource to position description writers.  It is not a complete listing and other suitable words may be found.  As with any form of communication, the use of concise terms keeps misunderstandings to a minimum.  Avoid vague words such as prepares, assists, handles, coordinates, acts for, helps, cooperates, troubleshoots, works with, etc.

	ACCESSES
	To gain access to (as in computers).

	ACCOUNTS
	To furnish a justifying analysis or explanation.

	ACQUIRES
	To buy or take possession of.

	ADAPTS
	To adjust to a specified use or situation.

	ADDS
	To affix or attach; to perform mathematical addition of figures.

	ADJUSTS
	To change so as to fit or match; to make a correction.

	ADMINISTERS
	To apply as a medical remedy; as in performing religious rites.

	ADOPTS
	To take and apply to put into practice; to accept, as a report.

	ADVISES
	To give advice to; to recommend a course of action.

	ADVOCATES
	To endorse in an assertive and deliberate manner.

	AFFIRMS
	To confirm or ratify.

	AIDS
	To give help or physical assistance to patients.

	ALERTS
	To notify of approaching danger; to warn.

	ALIGNS
	To arrange or form in a line.

	ALLOCATES
	To set apart; to designate for a purpose.

	ALLOTS
	To distribute a share or portion for a specific purpose.

	ALTERS
	To make different without changing into something else.

	AMENDS
	To change or modify.

	ANALYZES
	To study the factors of a situation or problem in order to determine the solution or outcome; to break into components, examine separately to determine characteristics so they can be related to other parts.

	ANNOTATES
	To furnish a literary work with explanatory notes.

	ANSWERS
	To respond or reply to; to correspond with.

	ANTICIPATES
	To foresee events, trends, consequences, or problems.

	APPEALS
	To make an urgent request; to transfer to a higher authority.

	APPLIES
	To adjust or direct; to put in use, as a rule.

	APPOINTS
	To officially designate.

	APPRAISES
	To evaluate as to quality, status, effectiveness.

	APPRISES
	To inform; to give notice to.

	APPROVES
	To sanction officially; to accept as satisfactory; to ratify.

	ARBITRATES
	To judge or decide; to submit to settlement.

	ARRANGES
	To place in proper order.

	ARRESTS
	To seize and hold under authority of law.

	ASCERTAINS
	To find out or learn for a certainty.

	ASSEMBLES
	To collect or gather together in a predetermined order; to fit together the parts of.

	ASSESSES
	To determine the exact value or extent prior to judging it or using it as the ground for a decision.

	ASSIGNS
	To designate, specify, or delegate.

	ASSUMES
	To take to or upon oneself; to undertake.

	ASSURES
	To confirm; to make certain of; to state confidently.

	ATTACHES
	To bind, fasten, tie, or connect.

	ATTENDS
	To be present for the purpose of making a contribution.

	AUDITS
	To make an examination of accounts or records for compliance.

	AUTHORIZES
	To empower; to permit; to establish by authority.

	AWARDS
	To confer or bestow for performance or quality.

	BALANCES
	To arrange or prove so that the sum of one group equals the sum of another.

	BARGAINS
	To negotiate the terms of a sale, exchange, or other agreement.

	BATCHES
	To group into a quantity for one operation.

	BILLS
	To present a statement of costs or charges.

	BUDGETS
	To plan a summary of probable expenditures and income for a given period.

	BUYS
	To acquire by purchase.

	CALCULATES
	To ascertain by computation.

	CALIBRATES
	To check, adjust, or systematically standardize.

	CANCELS
	To strike out or cross out.

	CARRIES
	To convey through the use of hands.

	CATALOGUES
	To list in or make a catalogue.

	CENTERS
	To place or fix in or at the center.

	CERTIFIES
	To officially endorse something in conformance with set standards.

	CHANGES
	To cause to be different; to alter or give different form.

	CHARTS
	To draw or exhibit in a chart or graph.

	CHECKS
	To examine; to compare for verification.

	CHOOSES
	To select from alternatives; to make a choice.

	CIRCULATES
	To disseminate; to distribute in accordance with a plan.

	CLAIMS
	To demand or ask for one’s due; to state to be true.

	CLARIFIES
	To make clear or easier to understand.

	CLASSIFIES
	To separate into groups having systematic relations.

	CLEANS
	To remove dirt or impurities on a personal, caring basis.

	CLEARS
	To obtain the concurrence, dissent, or agreement of others prior to signature.

	CLIMBS
	To move progressively upward.

	CLOSES
	To end or terminate.

	COACHES
	To befriend and encourage individuals on a personal, caring basis.

	CODES
	To transpose words or figures into symbols, letters, or numbers.

	COLLABORATES
	To work or act jointly with others.

	COLLATES
	To bring together in a predetermined order.

	COLLECTS
	To gather facts or data; to assemble or accumulate.

	COMBINES
	To bring to a state of harmony; to join.

	COMFORTS
	To soothe or console, to relieve.

	COMPARES
	To examine in order to note similarities or differences; to represent as similar.

	COMPILES
	To put together or compose.

	COMPOSES
	To make up; to arrange.

	COMPUTES
	To determine by mathematics; to use a computer.

	CONDENSES
	To shorten material without altering its meaning.

	CONFERS
	To seek and compare view, opinions, and judgments with others through discussion.

	CONFIRMS
	To assure the accuracy, consistency, or completeness of.

	CONSOLIDATES
	To combine into a single whole.

	CONSTRUCTS
	To set in order mentally; to arrange or build from materials.

	CONTRACTS
	To seek the advice of another, to confer, to refer to.

	CONTROLS
	To enter in by contact, to establish or settle by formal agreement.

	CONVERTS
	To alter the physical or chemical nature of something.

	CONVEYS
	To transfer by legal means ownership or property from one individual to another.

	COPIES
	To make a copy or copies of; to transfer or reproduce information.

	CORRECTS
	To rectify; to make right.

	CORRELATES
	To establish a mutual or reciprocal relation.

	CORRESPONDS
	To communicate by letter; to be similar or equivalent.

	COUNSELS
	To give advice or guidance.

	COUNTS
	To name or list one by one in order to determine a total.

	CREATES
	To cause to exist; to produce through creative effort.

	DEBATES
	To discuss and argue a question formally, and usually in public.

	DECIDES
	To conclude or settle; to pronounce a judgment.

	DECIPHERS
	To convert from code to plain text; to interpret.

	DEFENDS
	To protect or guard against; to support or justify.

	DEFINES
	To state the precise meaning of; to specify distinctly.

	DELEGATES
	To entrust to the care or management of another.

	DELETES
	To erase; to remove.

	DELIVERS
	To take to the intended recipient; to secure something.

	DEMONSTRATES
	To explain or make clear by using examples/experiments or showing the operations of.

	DEMOTES
	To lower in rank or grade.

	DEPLOYS
	To station systematically.

	DESCRIBES
	To give verbal or written account of.

	DESIGNATES
	To choose an incumbent or to detail a persons to a certain post.

	DESIGNS
	To conceive and plan out; to devise for a specific function or to purpose; to make a drawing, patterns, or sketch; to draw the plans for.

	DESTROYS
	To completely tear down, do away with, or bring to an end.

	DETAINS
	To keep in custody or confinement; to keep from proceeding.

	DETECTS
	To take notice of something by physical means.

	DETERMINES
	To fix conclusively or authoritatively; to decide, to make a decision.

	DEVELOPS
	To evolve, to make apparent or bring to light; to make more available or usable.

	DEVISES
	To form or arrange in the mind.

	DIAGNOSES
	To identify a physical, mental, or equipment condition.

	DIGS
	To break and turn over or remove with a tool.

	DIRECTS
	To regulate the activities or course of; to govern or control; to give guidance to.

	DISBURSES
	To pay out or expend.

	DISCIPLINES
	To penalize individuals or groups, whose behavior is contrary to existing regulations; to establish habits of self-control.

	DISCOVERS
	To intentionally search for and acquire or find something that already exists but is new to the discoverer.

	DISCUSSES
	To exchange views for the purpose of arriving at a conclusion.

	DISINFECTS
	To cleanse of harmful microorganisms.

	DISMANTLES
	To take apart.

	DISPATCHES
	To send off or out.

	DISPENSES
	To give a carefully weighted or measured portion to each of a group as a right or as to need.

	DISPLAYS
	To show; to place before the view of others.

	DISSEMINATES
	To spread information or ideas.

	DISTRIBUTES
	To divide and dispense in portions; to deliver or pass out.

	DIVIDES
	To separate into classes or parts, subject to mathematical division.

	DOCUMENTS
	To support with written references or citations as in annotating medical records or as in documenting computer programs.

	DRAFTS
	To write or compose papers or documents in rough, preliminary form.

	DRAWS
	To draft or sketch a picture, line, or figure; to cause to flow as to draw blood.

	DRIVES
	To start, stop, and control the movement or action of machines.

	DUMPS
	To empty out or unload in a heap or mass.

	DUPLICATES
	To make a copy or reproduction through the use of machinery.

	EDITS
	To revise and prepare as for publication.

	ELIMINATES
	To get rid of; to set aside as unimportant.

	EMPLOYS
	To put to use or service; to engage the services of.

	ENFORCES
	To compel obedience to or observance of laws, regulations, etc.

	ENTERS
	To go into; to place formally in records, to enroll.

	ENTERTAINS
	To provide some activity or attraction that will give pleasure to relieve monotony or boredom.

	ESCORTS
	To accompany another or others to give protection or to watch over; to accompany as a courtesy or honor.

	ESTIMATES
	To calculate the approximate amount of; to form an opinion about.

	EVALUATES
	To appraise; to ascertain the value of.

	EXAMINES
	To investigate; to scrutinize; to subject to inquiry by inspection or test.

	EXCHANGES
	To talk to or converse with people to obtain information, or to clarify/work out details of an assignment.

	EXECUTES
	To give effect; to follow through to the end; to complete.

	EXERCISES
	To bring to bear or employ actively, as exercise authority or influence.

	EXHIBITS
	To put forward prominently or openly, either with express intention or with the results of attracting others’ attention or inspection.

	EXPANDS
	To increase in size.

	EXPIDITES
	To hasten the movement or progress of; to remove obstacles; to accelerate.

	EXPERIMENTS
	To undertake an action to discover something not yet known or to demonstrate something known.

	EXPLAINS
	To make plain or comprehensible; to give an explanation.

	EXTENDS
	To stretch or spread out.

	EXTRACTS
	To pull out by effort; to make a selection of; to determine by calculation.

	FABRICATES
	To make or construct by combining or assembling.

	FASTENS
	To make secure by locking, shutting, buttoning; to fix firmly in place.

	FEEDS
	To supply material to a machine.

	FIGURES
	To compute.

	FILES
	To lay away papers, etc.; to arrange in a methodical manner.

	FILLS IN
	To enter information on a form.

	FINDS
	To locate by search.

	FINGERPRINTS
	To take fingerprints of.

	FLAGS
	To mark in some distinctive manner.

	FORECASTS
	To estimate or calculate in advance.

	FORMULATES
	To put in a systemized statement; to develop or devise a plan, policy, or procedure.

	FORWARDS
	To send on to a subsequent destination.

	FRAMES
	To construct or put together a skeletal structure or border/frame.

	FURNISHES
	To provide furniture for.

	GATHERS
	To collect data, information, or numbers.

	GAUGES
	To assess a thing as authentic, good, or adequate or the degree it is so in relation to a standard measure or scale.

	GOVERNS
	To exercise continuous sovereign authority over.

	GRADES
	To divide into groups based on ascending or descending order.

	GUIDES
	To direct the course of; to exert influence over.

	HAULS
	To move by pulling or drawing; to transport by vehicle.

	HIRES
	To engage the services of for a set sum.

	IDENTIFIES
	To ascertain the origin or nature of.

	ILLUSTRATES
	To make clear something which is difficult, abstract, or remote from experience—especially to use picture or sketches to make vivid or real what is being explained.

	IMPLEMENTS
	To carry out; to perform acts essential to the execution of a plan or program.

	IMPORTS
	To bring in from a foreign or external source.

	IMPOSES
	To force upon others as in imposing a quarantine.

	IMPROVISES
	To invent, compose, or recite something offhand, without preparation.

	INDEXES
	To enter in an index; to signal or indicate.

	INDICTS
	To bring legal charges against an individual or organization.

	INDICATES
	To point out; to state or express briefly.

	INFORMS
	To instruct; to communicate knowledge of.

	INNOVATES
	To exercise creativity in introducing something new or in making changes.

	INOCULATES
	To immunize or cure by introducing a virus or other antigenic substances into something.

	INSERTS
	To put or place in; to introduce as a word in a sentence.

	INSPECTS
	To examine carefully and critically.

	INSTALLS
	To set in position or adjust.

	INSTRUCTS
	To impart knowledge to; to supply direction to; to teach subject matter to others.

	INTERPRETS
	To explain the meaning of; to translate; to elucidate.

	INTERVIEWS
	To question in order to obtain facts or opinions.

	INVENTORIES
	To count and make a list of items.

	INVENTS
	To create; to think up or imagine.

	INVESTIGATES
	To inquire into systematically.

	INVOICES
	To tender an invoice to.

	ISSUES
	To distribute formally.

	ITEMIZES
	To state in terms or by particulars; to set or note down in detail.

	JOINS
	To bring or put together.

	JUDGES
	To investigate, compare the evidence and merits of all issues in a case, and make a decision.

	JUSTIFIES
	To prove to be just, right, or valid; to adjust to proper length; to substantiate a position.

	LAYS OUT
	To plan or arrange something.

	LEADS
	To guide or direct others on a course or in the direction of without final responsibility for results achieved.

	LIFTS
	To use effort to overcome the force of gravity.

	LINES
	To cover the inside surface; to rule.

	LISTS
	To itemize.

	LISTENS
	To pay attention; give heed.

	LOADS
	To place in or on a means of conveyance.

	LOCATES
	To search for and find; to position.

	LOGS
	To record an event.

	LUBRICATES
	To apply a substance to machinery to reduce friction in operation.

	MACHINES
	To cut, shape, or finish by machine.

	MAILS
	To send by mail.

	MANIPULATES
	To move, guide, or place objects or materials with skill and dexterity.

	MANUFACTURES
	To make or process raw material into a finished product.

	MAPS
	To make a survey of for the purpose of representation.

	MATCHES
	To pair up or put into a set those items possessing equal or conforming attributes.

	MATS
	To protect or decorate with a mat.

	MEASURES
	To determine length or quantity of.

	MEDIATES
	To resolve or settle differences by acting as intermediary; to intervene in a dispute.

	MEDICATES
	To administer medications; to treat water with chemicals.

	MENDS
	To interpose with parties to reconcile them; to reconcile differences.

	MERGES
	To combine.

	MIXES
	To unite or blend into one group or mass.

	MODIFIES
	To limit or restrict the meaning of; to make changes in.

	MONITORS
	To scrutinize or check systematically.

	MOUNTS
	To affix to for display or use as in mounting a picture; to prepare a slide for a microscope.

	MOVES
	To go or transport from one point to another.

	MULTIPLIES
	To perform the operation of multiplication.

	NEGOTIATES
	To confer with another so as to arrive at the settlement of some matter; to deal with; to bargain with another.

	NOTES
	To observe, notice, heed.

	NOTIFIES
	To give notice to; to inform.

	NULLIFIES
	To make of no value or consequence; to cancel out.

	OBSERVES
	To perceive or notice, watch.

	OBTAINS
	To gain possession of; to acquire.

	OPENS
	To enter upon, to spread out; to make assessable.

	OPERATES
	To conduct or perform activity; to start, stop, control or adjust a machine or equipment.

	ORDERS
	To request to be supplied with.

	ORGANIZES
	To arrange in interdependent parts; to systemize.

	ORIGINATES
	To produce as new.

	OUTLINES
	To make a summary of the significant features of a subject.

	OVERHAULS
	To make repairs, adjustments needed to restore to good working order.

	OVERSEES
	To watch over and direct.

	PACKAGES
	To wrap or box an item or group of items.

	PAINTS
	To coat to decorate with paint; to apply cosmetics to; to make a picture.

	PASTES UP
	To arrange printed materials in standard formats ready for reproduction.

	PATROLS
	To engage in a patrol of as in law enforcement.

	PAYS
	To give money.

	PERSUADES
	To influence others in favor of a point of view by talks or demonstrations.

	PHOTOGRAPHS
	To make a photograph of.

	PICKS UP
	To collect or lift an object or material.

	PLACES
	To put in a particular position.

	PLANS
	To devise or project a method or a course of action.

	POSTS
	To transfer or carry information from one record to another.

	PREDICTS
	To foretell on the basis of observation, experience, or scientific reason.

	PRESCRIBES
	To set down as a rule; to order a drug or treatment.

	PRESENTS
	To pay as a charge before the court; to offer for view.

	PRESERVES
	To keep safe; to protect; to keep free from decay.

	PREVENTS
	To stop something from occurring; to take advance measures against.

	PRINTS
	To produce an impression or image; to produce by pressed type.

	PROCURES
	To obtain, acquire; to bring about, effect.

	PRODUCES
	To grow; to make, bear, or yield something.

	PROGRAMS
	To write a set of instructions for computers to execute which includes tasks such as source coding, compiling, debugging, etc.

	PROMOTES
	To attempt to sell or popularize by advertising/marketing.

	PROOFREADS
  (PROOFS)
	To read and make corrections.

	PROPOSES
	To suggest for consideration.

	PROTECTS
	To keep from harm, attack, or injury.

	PULLS
	To cause to move in the direction toward the source of the force.

	PURCHASES
	To buy or procure.

	PUSHES
	To urge insistently to do something; to exert outward force.

	QUANTIFIES
	To determine or express the amount of.

	QUESTIONS
	To interrogate; to inquire.

	QUOTES
	To repeat the words of others; to cite or refer to.

	RANKS
	To determine or assign the relative importance of data, people, or things.

	RATES
	To apprise or assess; to settle the rank or quality.

	READS
	To learn or be informed of by reading.

	REBUILDS
	To make extensive structural/mechanical repairs.

	RECEIVES
	To take something in: as in supply or library operations; to accept, unpack, note damages or missing items, and provide a written receipt.

	RECOMMENDS
	To advise a course of action.

	RECONCILES
	To make compatible or consistent; to settle or resolve.

	RECONSTRUCTS
	To construct again; to restore.

	RECORDS
	To register; to make a record of.

	REDUCES
	To narrow down; to diminish in size or amount.

	REFERS
	To direct attention; to make reference as in referring to records.

	REFINES
	To free from impurities or imperfections; to make more polished.

	REGISTERS
	To enter in a record, lsit.

	REGULATES
	To control according to a rule.

	REINFORCES
	To strengthen with additional forces.

	REJECTS
	To refuse to accept or recognize.

	RELEASES
	To permit the publication or dissemination of, at a specified date.

	REMITS
	To transmit or send money in payment.

	REPAIRS
	To restore to sound condition.

	REPLACES
	To provide a substitute for something now lost, gone or worn out.

	REPORTS
	To furnish information or date.

	REPRESENTS
	To take the place of.

	REQUISITIONS
	To make a request for, usually records.

	RESCINDS
	To make void; to repeal.

	RESCUES
	To free a person or animal from imminent danger by prompt or vigorous action.

	RESEARCHES
	To engage in or perform research.

	RESOLVES
	To effect a positive solution.

	RESTORES
	To bring back to an original condition: as in restoring an artifact.

	RESTRAINS
	To control or restrict; to deprive of freedom.

	RETAINS
	To keep or hold in a position.

	RETRIEVES
	To recover from a location where previously placed, set, or thrown.

	RETURNS
	To go back as in an earlier condition; to give or send back.

	REVIEWS
	To go over or examine deliberately or critically; to analyze results for the purpose of giving an opinion.

	REVISES
	To make a new, improved, or up-to-date version of.

	REWARDS
	To give something in compensation for worthy behavior.

	ROUTES
	To prearrange and direct location to which an article is to be sent.

	SALVAGES
	To rescue or save: as from wreckage or ruin.

	SAMPLES
	To test or examine by example.

	SCANS
	To examine point by point; to scrutinize.

	SCHEDULES
	To plan a time table; to set specific times for.

	SCORES
	To assign a numerical evaluation.

	SCREENS
	To examine closely, generally so as to separate one group or class from another.

	SEALS
	To secure the contents of by closing with adhesive or by mechanical means.

	SEARCHES
	To look over and through for the purpose of finding something.

	SECURES
	To get possession of or acquire for legal/physical safekeeping: as in law enforcement officer securing evidence.

	SELECTS
	To choose from a number of items.

	SELLS
	To exchange or deliver for money.

	SENDS
	To dispatch; to direct a person to a source of information.

	SEPARATES
	To set apart for others for special sue; to keep apart.

	SERVES
	To place food before someone; to provide goods or services to customers; to present a legal warrant or summons.

	SERVICES
	To make fit for use by providing maintenance, supplies, repairs, or installation.

	SHARPENS
	To make sharp.

	SHIPS
	To send or cause to be transported.

	SHOWS
	To point out or demonstrate; to cause to be seen or viewed.

	SIGNS
	To affix a signature to.

	SORTS
	To put in a definite place or rank according to kind, class, etc.

	SPECIFIES
	To state explicitly.

	SPELLS
	To form a word or words by means of letters.

	SPLICES
	To join.

	SOLICITS
	To approach with a request or plea.

	SOLVES
	To answer a question or work out a problem.

	STACKS
	To pile up.

	STAMPS
	To affix an adhesive stampl to make a mark or note on.

	STERILIZES
	To render sterile or free from bacteria or other microorganisms.

	STIMULATES
	To rouse or accelerate physiological activity: as in a therapeutic setting.

	STORES
	To put away for future use; to deposit or receive for safekeeping.

	STUDIES
	To consider attentively; to ponder or fix the mind closely upon a subject.

	SUBDUES
	To quiet or bring under control; to tone down.

	SUBMITS
	To present for decision, information, or judgment of others.

	SUBTOTALS
	To take an interim total.

	SUBTRACTS
	To deduct one number from another.

	SUGGESTS
	To offer for consideration; to propose.

	SUMMARIZES
	To make an abstract; to brief.

	SUPERVISES
	To oversee the work performance and conduct of others where there is opportunity for personal control and inspection of work performed.

	SUPPLIES
	To make available for sue; to furnish or equip.

	SURVEYS
	To determine the form, extent, position, etc., of a situation, usually in connection with gathering information.

	SYSTEMATIZES
	To arrange or make by the use of a method or orderly planning.

	TABULATES
	To form into a table by listing.

	TEACHES
	To impart knowledge or skill to; to cause to learn by example.

	TENDS
	To start, stop, and monitor the functioning of machinery and equipment.

	TERMINATES
	To bring to an end or halt.

	TESTIFIES
	To provide oral or written testimony on facts known.

	TESTS
	To determine the presence of properties; to administer a test.

	TOTALS
	To determine the sum of.

	TRACES
	To record the transfer of an application or document; to copy as a drawing.

	TRADES
	To give in exchange for another commodity; to make a purchase.

	TRAINS
	To increase skill or knowledge by instruction.

	TRANSACTS
	To carry on or handle business in accordance with prescribed procedure.

	TRANSCRIBES
	To make a typewritten copy from shorthand notes; to write a copy of.

	TRANSFERS
	To convey or shift to another; to make over a title or possession to another.

	TRANSLATES
	To explain or put in simpler terms; to convert to another form.

	TRANSMITS
	To transfer, relay, or send from one person or place to another; to send out a signal either by radio waves or over a wire, such as in dispatching.

	TRANSPOSES
	To transfer, to change the usual place of order.

	TREATS
	To give medical or surgical care; to subject to chemical action.

	TURNS
	To make to rotate or revolve; to cause to move around so as to effect a desired end.

	TUTORS
	To instruct on an individual basis and in a special subject or for a particular occasion or purpose.

	TYPES
	To typewrite.

	UNDERLINES
	To emphasis or identify by drawing a line under.

	UPDATES
	To make current with the most recent facts, methods, or ideas.

	UNLOADS
	To remove a load or cargo from.

	URGES
	To entreat or exhort; to advocate persistently.

	USHERS
	To guide to a particular place.

	VERIFIES
	To confirm or check the accuracy of.

	WASHES
	To clean by means of water and/or other substances by dipping, tumbling, or scrubbing.

	WAXES
	To rub, polish, cover, smear, or treat with a sealing substance.

	WEIGHTS
	To determine the weight of; to balance in one’s mind.

	WRITES
	To form characters, letters, or words with pen or pencil.
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