
 
 

 

Creating Bullets/Action Statements 

One of the most important parts of your resume, are the job descriptions you write for each leadership, volunteer or 

work experience.  Try to stay away from many short phrase-y bullets, it would be better to have a few bullets that tell a 

story.  Well written bullets or action statements tell employers what you’ve done, how you’ve done it, and if you did it 

well. Think about this:  did you just show up for work and do what you were told?  Or did you go above and beyond? 

What happened as a result of your efforts?  Did you accomplish anything?  Try to make these personal to your efforts. 

 

 Don’t use personal pronouns in a resume.  Change “I” and “My” to action verbs.  Your action statements 

should never start with “I” or “My,” instead use action verbs to bring attention to the skills and 

accomplishments your action statement will exemplify. 

 

 It’s all about the verbs:  To show that you took initiative in your past positions, begin your bullets with 

Implemented, Improved, Changed, Invented, Created, Developed, Suggested, etc.  These and many more 

amazing verbs/bullet openers can be found below. 

 

 Actions and Results:  Try to write a bullet that shows your action, then the result, all in one bullet.  (What 

did you do and how did it end?  Did anyone use the report you created?  Did it help?  Did it work?  Did it 

decrease man hours and increase revenue? Did you generate 50 leads, 3 of which became new clients?) If there 

are no results of your efforts, (some jobs don’t have results) try to at least show the size and scope of your 

responsibility.  “Assisted over 300 customers at the busiest location in Colorado in a 5 hour shift.”   

 

 Quantify Whenever Possible:  Employers are always looking for quantitative evidence to back-up your 

statements. For example, “Increased B2B sales by 25%,” has a greater impact than simply stating, “Increased B2B 

sales.”  Numbers don’t lie and paint a better picture of what you’ve done.  If you are referencing the size and 

scope of your job, simply state “Ensured the safety of over 150 swimmers” or “Taught group swimming lessons 

to 10 swimmers, ages 4-6.” 

 

 Order:  Order your bullets from most impressive to least impressive.  Just as your resume is from most 

important to least important, so are the action statements under each job.  Try to have at least 2 bullets for 

every entry. 

 

 Length:  Bullets/action statements CAN wrap down to the next line and should if the space is needed.  Your 

bullets can be longer and include more than one piece of information about a certain topic, just separate with a 

semi-colon and keep going. 

 

 

 

 

 

 

 

 

 

 Do:  Send your document to others as a PDF attachment.  Use key words in your 

resume that apply to job criteria.  Use present tense if you are still doing the job, past 

tense if not. 

 

 Don’t:  Do not use a picture of yourself.  Do not use “Objectives” or “References 

Available Upon Request”.  Do not have a personal strengths section, use those words in 

your job bullets.  Skills are different and are taught and tangible, i.e, language and 

computer skills – include these. 

 


