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hen writing bullet statements for your resume, start each description with an
action verb. Avoid verbs ending in “ing” and beginning with, “Responsible for...”
Also, avoid repeataing the same verb if at all possible. The following are some
alternative verbs you might find useful. FACT: The most common error on resumes is verb
tense. While all the following action verbs are past tense, remember the rule:
Present jobs — present tense ¢ Past jobs — past tense
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