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VERBOS DE ACCIÓN 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 presentación – para aumentar la fuerza de lo que ha escribido y agarrar la atención de los empleadores prospectos. 
Habilidades de comunicación/ don de gentes/habilidades interpersonales:
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Addressed (dirigió)
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Advertised (promocionó)
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Arbitrated (arbitró)
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Arranged (arregló)
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Articulated (articuló)
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Authored (redactó/ escribió)
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Clarified (clarificó)
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Collaborated (colaboró)
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Communicated (comunicó)
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Composed (compuso)
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Condensed  (concentró)
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Conferred (diálogo)
[image: image13.png]


Consulted (consultó)
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Contacted (contactó)
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Conveyed (comunicó)
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Convinced (convenció)
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Corresponded (correspondió)
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Debated (debatió)
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Defined (definió)
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Developed (desarrolló)
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Directed (dirigió)
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Discussed (discutió)
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Drafted (redactó)
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Edited (editó)
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Elicited (obtuvo)
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Enlisted (enroló)
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Explained (explicó)
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Expressed (expresó)
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Formulated (formuló)
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Furnished (preparó/ suplió)
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Incorporated (Incorporó)
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Influenced (influyó)
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Interacted (Interactuó)
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Interpreted (interpretó)
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Interviewed (entrevistó)
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Involved (envolvió)


Habilidades creativas:
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Acted (actuado/ presentó)
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Adapted (adaptado)
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Began (empezó)
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Combined (combinó)
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Composed (compuso)
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Conceptualized (conceptualizó)
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Condensed (concentró)
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Created (creó)
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Customized  (adaptó/personalizó)
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Designed (diseñó)
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Developed (desarrolló)
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Directed (dirigió)
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Displayed (enseño)
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Drew (dibujó)
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Entertained (entretuvo)
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Established (estableció)
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Fashioned (diseñó)
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Formulated (formuló)
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Founded (fundó)
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Illustrated (ilustró)
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Initiated (inició)
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Instituted (instituyó)
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Integrated (integró)
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Introduced (presentó)
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Invented (inventó)
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Modeled (modeló)
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Modified (modificó)
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Originated (originó)
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Performed (presentó)
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Photographed (fotografió)
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Planned (planificó)
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Revised (revisó)
[image: image69.png]


Revitalized (revitalizó)
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Shaped (moldeó)
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Solved (resolvió)
Capacidad de manejo y liderazgo:
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Administered (administró)
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Analyzed (analizó)
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Appointed (Apuntó)
[image: image75.png]


Approved (aprobó)
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Assigned (asignó)
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Attained (obtuvo)
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Authorized (autorizó)
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Chaired (presidió)
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Considered (consideró)
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Consolidated (consolidó)
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Contracted (contractó)
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Controlled (controló)
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Converted (convertió)
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Coordinated (coordinó)
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Decided (decidió)
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Delegated (delegó)
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Developed (desarrolló)
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Directed (dirigió)
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Eliminated (eliminó)
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Emphasized (le puso énfasis)
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Enforced (enfuertó)
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Enhanced (avanzó)
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Established (estableció)
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Executed (ejecutó)
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Generated (originó)
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Handled (manejó)
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Headed (dirigió)
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Hired (contrató)
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Hosted (auspició) 
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Improved (mejoró)
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Incorporated (incorporó)
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Increased (aumentó)
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Initiated (inició)
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Inspected (examinó)
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Instituted (instituyó)
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Led (dirigió)
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Managed (manejó)
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Merged (reunió)
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Motivated (motivó/ animó)
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Navigated (navegó)
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Organized (organizó)
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Originated (originó)
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Overhauled (reformó/ revisó/ renovó/ remozó)
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Oversaw (supervisó)
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Planned (planificó)
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Presided (presidió)
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Prioritized (priorizó)
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Produced (produjo)
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Habilidades de organizar:
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Approved (aprobó)
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Arranged (organizó)
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Catalogued (catalogó)
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Categorized (categorizó)
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Charted (trazó/ exploró)
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Classified (clasificó)
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Coded (codificó)
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Collected (colectó)
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Compiled (compiló)
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Corrected (corrigió)
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Corresponded (correspondió)
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Distributed (distribuyó)
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Executed (ejecutó)
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Filed (archivó/ guardó)
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Generated (generó)
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Incorporated (incorporó)
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Inspected (examindado)
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Logged (registró)
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Maintained (mantenió)
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Monitored (monitoreó)
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Obtained (obtuvo)
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Operated (operó)
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Ordered (ordenó)
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Organized (organizó)
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Prepared (preparó)
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Processed (procesó)
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Provided (Proveyó)
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Purchased (compró)
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Recorded (grabo)
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Registered (registró)
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Reserved (reservó)
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Responded (respondió)
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Reviewed (repasó)
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Routed (encaminó)
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Scheduled (hizo cita)
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Screened (seleccionó)
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Submitted (sometió)
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Supplied (suplió)
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Standardized (normalizó)
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Systematized (sistematizar)
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Updated (actualizó)
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Validated (validó)
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Verified (verificó)
Habilidades técnicas:
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Adapted (adaptó)
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Applied (aplicó)
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Assembled (montó)
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Built (construyó)
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Calculated (calculó)
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Computed (computó)
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Conserved  (conservó)
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Constructed (construyo)
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Converted (convirtió)
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Debugged (depuró)
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Designed (diseñó)
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Determined (determinó)
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Developed (desarrolló)
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Engineered (diseñó)
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Fabricated (fabricó)
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Fortified (fortificó)
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Installed (instaló)
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Maintained (mantuvo)
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Operated (operó)
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Overhauled (renovó)
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Printed  (imprimió)
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Programmed (programó)
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Rectified (rectificó)
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Regulated (reguló)
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Remodeled (remodeló)
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Repaired (reparó)
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Replaced (reemplazó)
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Restored (restauró)
[image: image191.png]


Solved (resolvió)
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Specialized (especializó)
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Standardized (normalizó)
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Studied (estudió)
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Upgraded (actualizó)
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Utilized (utilizó)
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Joined (Reunió)


Judged (Juzgó)


Lectured (Enseñó/ Educó/Ilustró)


Listened (escuchó)


Marketed (comercializó)


Mediated (Intercedió)


Moderated (arbitró)


Negotiated (negoció)


Observed (observó)


Outlined (Listó)


Participated (participó)


Persuaded (persuadió)


Presented (presentó)


Promoted (promobió)


Proposed (propuso)


Publicized (anunció)


Reconciled (reconcilió)


Recruited (recrutó)


Referred (refirió)


Reinforced (reenforzó)


Reported (reportó)


Resolved (ha resuelto)


Responded (respondió)


Solicited (solicitó)


Specified (especificó)


Spoke (habló)


Suggested (sugerió)


Summarize (recapitular)


Synthesized (combinó)


Translated (tradujo)


Wrote (escribió)











�Recommended (recomendó)


�Reorganized (reorganizó)��Replaced (reemplazó)��Restored (restauró)��Reviewed (repasó)��Scheduled (Planificó/ Programó/ Coordinó/ Hizo sitas) ��Secured (aseguró)��Selected (eligió)��Streamlined (agilizó)��Strengthened (fortificó)��Supervised (supervisó)��Terminated (terminó)





�





Habilidades de instruir:


�Adapted (adaptó)��Advised (aconsejó)��Clarified (clarificó)��Coached (entrenó/ capacitó)��Communicated (comunicó)��Conducted (condujo)��Coordinated (coordinó)��Critiqued (criticó)��Developed (desarrolló)��Enabled (permitió)��Encouraged (apoyó)��Evaluated (evaluó)��Explained (explicó)��Facilitated (facilitó)��Focused (enfocó)��Guided (guió)��Individualized (individualizó)��Informed (informó)��Instilled (instauró)��Instructed (instruyó)��Motivated (motivó)��Persuaded (persuadió)��Simulated (simuló)��Stimulated (estimuló)��Taught (enseño)��Tested (probó)��Trained (entrenó)��Transmitted (transmitió)��Tutored (tutoró)








Habilidades investigativas:


�Analyzed (analizó)��Clarified (clarificó)��Collected (colectó)��Compared (comparó)��Conducted (condujo)��Critiqued (criticó)��Detected (detectó)��Determined (determinó)��Diagnosed (diagnosticó)��Evaluated (evaluó)��Examined (examinó)��Experimented (experimentó)��Explored (exploró)��Extracted (extractó)��Formulated (formuló)��Gathered (recopiló)��Inspected (examinó)��Interviewed (entrevistó)��Invented (inventó)��Investigated (investigó)��Located (localizó)��Measured (midió)��Organized (organizó)��Researched (investigó)��Reviewed (repasó)��Searched (buscó)��Solved (resolvió)��Summarized (recopilado)��Surveyed (encuestado)��Systematized (sistematizar)��Tested (probó)
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