Action Verbs
The following list will assist you in selecting appropriate action verbs that best describe the activities involved in your job.  Some verbs may apply to more than one category, but are listed only once for brevity.
PLAN 
(to develop)
analyze
to separate into elements and critically examine
anticipate
to foresee and deal with in advance; to forecast
compose
to put or set down in writing
correlate
to establish a reciprocal relationship
create
to bring into existence; to produce through imaginative skill
define
to determine or identify the essential qualities or meanings of
design
to conceive, create, and execute according to plan
develop
to disclose, discover, perfect, or unfold a plan or idea
devise
to invent, to form new combinations or applications of ideas or principles
estimate
to forecast future requirements
evaluate
to determine or fix the value of
examine
to inspect closely
forecast
to calculate or predict a future condition
formulate
to develop
identify
to establish the identity of; to associate with some interest
organize
to arrange by systematic planning
plan
to devise or project the realization or achievement of a course of action
predict
to declare in advance; to foretell
research
to inquire specifically, using involved and critical investigations
DIRECT 
(to manage)
administer
to manage or direct the execution of affairs 
approve
to exercise final authority; to accept as satisfactory
authorize
to approve; to empower through vested authority
conduct
to carry on; to direct the execution of
confirm
to give approval to; to assure the validity of
control
to measure/interpret/evaluate actions to conform with plans/desired results
decide
to arrive at a solution; to bring to a definitive end
delegate
to commission another to perform tasks or duties
determine
to resolve; to fix conclusively or authoritatively
direct
to guide work operations through establishment of objectives, policies, etc.
guide
to direct or influence in a way or course
initiate
to start; to introduce; to originate
instruct
to teach
issue
to put forth or distribute officially
lead
to guide or channel others on a course or direction
manage
to handle, control; to succeed in accomplishing; to alter by manipulation
oversee
to watch; to supervise or superintend
schedule
to plan a timetable
supervise
to personally oversee, direct, inspect, or guide work of others
train
to teach, demonstrate, or guide others
transact
to carry out; to execute

SERVICE 
(to supply goods/services)
deliver
to convey; to send to an intended destination
disseminate
to spread or disperse information or ideas
distribute
to deliver to proper destination
expedite
to accelerate the process or progress of
forward
to send; to dispatch; to convey
inform
to make known
notify
to make known
provide
to supply what is needed
refer
to send or direct information or decision; to direct attention
report
to give an account of; to furnish information or data
send
to forward; to dispatch; to convey
service
to perform services for; to repair or provide maintenance for
submit
to yield or present for the discretion or judgment of others
supply
to provide what is needed
ADVISE 
(to counsel or recommend)
advise
to counsel or recommend; to give advice
appraise
to give an expert judgment of worth or merit
apprise
to inform; to make aware
confer
to compare views; to consult
consult
to give professional advice or services; to seek advice of others
contribute
to supply or furnish a part; to cooperate
counsel
to give advice
interpret
to give the meaning of; to explain to others
promote
to cultivate; to advance to a higher level; to elevate
recommend
to advise or counsel a course of action; to offer or suggest for adoption
INTERFACE 
(to interact with others)
answer
to speak or write in reply
arbitrate
to settle differences between two parties in controversy
assist
to help or aid others in the performance of work
communicate
to transmit verbal or written information
contact
to communicate with
cooperate
to work together in unison; to take part; to act jointly or in concert
coordinate
to regulate, adjust, or combine the actions of others to attain harmony
correspond
to communicate with
discuss
to exchange views for the purpose of arriving at a conclusion
enlist
to engage or secure the support and aid of others
interact
to act upon one another
interface
to interact or coordinate harmoniously
interview
to obtain facts or opinions through inquiry or examination
market
to sell; to expose for sale
mediate
to interpose with parties and reconcile differences
negotiate
to confer with others with a view of reaching agreement
participate
to take part in
persuade
to move by argument or entreaty to a belief, position, or course of action
respond
to give an answer
visit
to call upon
EXECUTE  
(to do personally)
allocate
to distribute; to apportion
arrange
to put in proper order; to prepare for an event
assemble
to collect or gather together in a predetermined order from various sources
audit
to examine officially with intent to verify
balance
to compute the difference between debits and credits
calculate
to make a mathematical calculation
check
to verify; to compare with a source
code
to put into words or symbols used to represent words
collect
to gather
compare
to examine for the purpose of discovering resemblances or differences
compile
to put together information; to collect from other documents
compute
to determine or calculate mathematically
consolidate
to bring together
correct
to make or set right; to alter or adjust to conform to a standard
draft
to prepare papers or documents in preliminary form
ensure
to make sure, certain, or safe; to guarantee
establish
to bring into existence
execute
to perform; to carry out
extract
to separate; to determine by calculation
facilitate
to make easier
file
to arrange in a methodical manner
finalize
to put in finished form
follow up
to pursue closely in order to check progress
furnish
to provide with what is needed; to supply
gather
to collect; to accumulate and place in order
generate
to bring into existence; to produce
implement
to carry out; to execute a plan or program
input
to enter into a database
inspect
to examine or determine; to critically examine for suitability
install
to place, establish, or set up
investigate
to observe or study by close examination and systematic inquiry
maintain
to keep in an existing state
monitor
to watch, observe or check for a specific purpose
obtain
to acquire or gain possession of
operate
to perform an activity or series of activities
perform
to fulfill or carry out some purpose
place
to locate and choose positions for
post
to transfer or carry from a book of original entry to a ledger
prepare
to make ready for a particular purpose
present
to introduce; to offer for view
process
to handle in accordance with prescribed procedure
produce
to make or yield something
proofread
to read and mark corrections
propose
to form or declare a plan or intention
receive
to acquire; to come into possession of
reconcile
to adjust; to restore to harmony; to make an agreement
record
to register
remit
to send money in payment of
represent
to act in the place of or for
retrieve
to regain 

review
to consider; to re-examine
revise
to rework; to correct or improve; to make an up-to-date version
secure
to gain possession of; to guarantee; to make safe
sell
to offer property/services for money or other valuable consideration
set up
to establish; to institute
sort
to arrange; to classify
survey
to examine as to condition, situation, or value
tabulate
to put into table form; to set up in columns, rows
transcribe
to transfer data from one form to another without changing nature of data
type
to typewrite
update
to bring current
verify
to confirm; to compare with a source
write
to set down letters or figures on paper; to author; to draft
CONDUCT 
(to administer)
assign
to specify or designate tasks or duties to be performed by others
discipline
to take corrective action against contrary individuals/groups
handle
to manage; to take hold of; to deal with
