What are the typical major responsibilities of your position?  Consider the variety of tasks you normally perform, and list your major job duties and responsibilities.  Here are some key action words that may assist you to describe your responsibilities.

acquire
control
file
operate
schedule
administer
counsel
hire
order
screen
advise
deliver
implement
organize
search
analyze
design
inform
perform
sell
answer
develop
initiate
plan
supervise
approve
direct
inspect
prepare
teach
assess
disseminate
instruct
process
test
assign
distribute
interpret
program
train
calculate
edit
interview
purchase
type
check
ensure
maintain
recommend
visit
coach
enter
make
recruit
word process
compile
establish
manage
repair
write
compose
estimate
mediate
represent

conduct
evaluate
negotiate
research

consult
extract
notify
review

Try to start each line with an action word, and imagine that you are describing your work to someone who is unfamiliar with it (e.g. schedule meetings as required or directed, control budget costs, design a course).
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