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1. INTRODUCTION 

Selecting the most appropriate verb to describe a job responsibility helps avoid ambiguity and misunderstandings. The following verbs are commonly used to describe job responsibilities, objectives and accountabilities. 
2. HOW TO USE THIS GUIDE

This list of common verbs has been drawn from the NSW Public Service Capability framework and is a useful tool to assist agencies and authorities in the development of Statements of Duties for senior executive roles. 

3. CONTACT

SSMO is interested in your feedback on the ‘Glossary of common verbs’. 

Please direct any feedback or questions on the glossary to Viv Burgess at the State Service Management Office – email viv.burgess@dpac.tas.gov.au or phone 6232 7140. 
GLOSSARY OF COMMON VERBS
	Administer
	To manage, conduct or direct the execution, application or conduct of affairs 

	Advise
	To give counsel, make recommendations, offer informed opinions based on specialised knowledge and experience 

	Allocate
	To assign resources for a particular purpose 

	Approve
	To officially sanction, accept as satisfactory, or exercise final authority 

	Arrange
	To make plans or preparations for an event; To place in proper order 

	Ascertain
	To find out with certainty and assurance 

	Assess
	To evaluate or determine the value or character of something 

	Assist
	To give support or help to others in the performance of work for which they have the prime responsibility 

	Audit
	To officially examine and verify something in order to evaluate its effectiveness, appropriateness or validity 

	Budget
	To plan the allotment of something (usually funds) 

	Build
	To establish, increase or strengthen something 

	Calculate
	To determine or ascertain something, usually through mathematical methods 

	Check
	To investigate or verify the correctness of something 

	Coach
	To give instruction or advice to someone 

	Code
	To translate something into a defined code 

	Collaborate
	To work jointly with others on something when having shared responsibilities 

	Collect
	To gather together, assemble or accumulate something 

	Communicate
	To transmit information or knowledge 

	Compile
	To put documents or other materials from various sources together in a single piece of work 

	Conduct
	To direct, lead or manage an action or course of actions 

	Confer
	To consult together, compare opinions and carry on a discussion or deliberation about something 

	Consolidate
	To bring separate parts together into a single and unified whole 

	Consult
	To seek advice, information or opinion about something 

	Contact
	To communicate with someone 

	Contribute
	To provide something to a common purpose or effort 

	Control
	To exercise direction over something to ensure conformance with plans or desired results by measuring and evaluating actions against prescribed policy or procedures 

	Cooperate
	To work together with a group for a common purpose or effort 

	Coordinate
	To combine, regulate and adjust the work of others to attain a common goal 

	Correct
	To make something true or accurate; To remove the errors from something 

	Correspond
	To communicate, usually by the exchange of written documents 

	Counsel
	To give advice, opinion or instruction to direct the judgement or conduct of another person 

	Create
	To cause something unique to come into being that would not have otherwise evolved, usually through an imaginative process 

	Demonstrate
	To illustrate or explain something with arguments or reasoning, usually with examples and experiments 

	Design
	To plan and fashion the form and structure of something that is intended for a definite purpose 

	Determine
	To settle or decide on something following a process of reasoning, observation or investigation 

	Develop
	To generate, evolve or bring something to a more advanced or effective state in order to enhance capabilities or possibilities 

	Devise
	To invent something from existing principles or ideas 

	Direct
	To give authoritative instruction and guide people’s work through the establishment of objectives, policies, rules, practices, methods, and standards 

	Discuss
	To consider or examine something through argument or comment, especially to explore solutions or debate it 

	Disseminate
	To spread or disperse information or ideas to a wide range of people 

	Distribute
	To pass out or deliver something to its intended recipients 

	Draft
	To prepare papers or documents in a preliminary form for review or approval 

	Employ
	To use something or engage the services of someone 

	Encourage
	To promote, advance or foster something or someone through assistance, approval or inspiration 

	Ensure
	To secure, guarantee or make certain 

	Establish
	To build or set up something at a stable and firm level of operation 

	Estimate
	To form a judgement or opinion regarding the qualities or quantities of a person or thing, usually for planning purposes 

	Evaluate
	To appraise or otherwise determine the value, significance or quality of something 

	Examine
	To inspect, investigate, test or scrutinise carefully 

	Facilitate
	To assist in the accomplishment of something by making circumstances easier or less difficult 

	File
	To arrange documents or records in a methodical manner convenient for storage 

	Follow up
	To pursue something in order to check progress or increase effectiveness 

	Forge
	To form or make something by concentrated effort 

	Formulate
	To devise or develop a method or system 

	Foster
	To promote the growth and development of or further encourage something 

	Gather
	To collect or accumulate something from various places or sources into one collection, usually gradually 

	Generate
	To produce or otherwise bring into existence through a process 

	Guide
	To assist someone by giving direction and advice so that they follow a certain path or take a certain action 

	Help
	To give, contribute, cooperate or otherwise render assistance to provide what is necessary to accomplish a task or satisfy some other need 

	Identify
	To recognise or establish something or someone as being a particular person or thing 

	Implement
	To carry out or execute a particular plan or program 

	Improve
	To bring something into a more desirable condition through revision, addition or change 

	Inform
	To tell, make known or otherwise impart knowledge of a matter or subject 

	Initiate
	To introduce or originate something 

	Input
	To enter data into a computer for processing 

	Inspect
	To look carefully and critically over something formally or officially, usually to determine suitability or compliance 

	Institute
	To establish, organise or otherwise set up in operation or bring into use 

	Instruct
	To provide someone with knowledge, skills or information; To direct, order or command someone 

	Interpret
	To explain or bring out the meaning of something in a particular way 

	Investigate
	To examine, study or inquire into something systematically in detail, usually in an attempt to discover the facts about something unique, hidden or complex 

	Lead
	To inspire willing commitment, influence or otherwise cause a particular direction, course, action or opinion 

	Liaise
	To develop and maintain contact or connection by facilitating communication between various groups of people or organisations to ensure coordinated action and cooperation 

	Maintain
	To preserve or otherwise keep something in appropriate condition, operation or capability in order to retain the existing state 

	Manage
	To take charge or care of things or people in order to direct or control their actions, activities or use 

	Mediate
	To bring about agreement as in intermediary between parties by compromise, reconciliation or removal of misunderstanding 

	Modify
	To change, amend or partially alter the form or qualities of something 

	Monitor
	To observe, supervise or regulate something for the purposes of control or surveillance in order to notice deviations 

	Negotiate
	To deal or bargain with others in order to reach agreement 

	Notify
	To give notice, inform or make known 

	Obtain
	To acquire, procure or otherwise gain possession of something through an effort or request 

	Operate
	To work or use a machine or apparatus in order to perform some process of work 

	Oversee
	To direct, supervise or manage work or workers 

	Participate
	To take part or share in something with others 

	Perform
	To carry out, execute or do something 

	Persuade
	To advise or urge someone to do something by appealing to reason or understanding 

	Plan
	To arrange a method or scheme prior to and for any work or course of action 

	Predict
	To declare or tell in advance on the basis of observation, experience or reason 

	Prepare
	To make something ready for a particular purpose 

	Process
	To handle something through systematic organisation, recording or notation followed up by appropriate action 

	Procure
	To bring about or obtain possession of something 

	Produce
	To bring into existence through intellectual or creative process or manufacturing 

	Program
	To schedule or plan events as part of a sequence of operations or work to be performed 

	Promote
	To help or encourage something to exist or flourish 

	Propose
	To offer or suggest something for consideration, acceptance or action 

	Provide
	To make something available when required 

	Purchase
	To acquire something through the payment of money or its equivalent 

	Quantify
	To determine, indicate or otherwise express the amount of something 

	Receive
	To accept something that is offered or delivered; To greet or welcome someone upon arrival 

	Recommend
	To represent, suggest or urge something as worthy of confidence, acceptance or use 

	Reconcile
	To bring into agreement or harmony through making something compatible and consistent 

	Record
	To set something down in writing for the purposes of preserving or registering it 

	Refer
	To direct the attention or thoughts of someone for the purposes of information or anything required 

	Report
	To give an account of something by providing information or data 

	Represent
	To act in the place of or for someone or something 

	Research
	To inquire or investigate into something in order to discover or revise facts, theories or opinions 

	Respond
	To make an answer or reaction 

	Review
	To critically inspect or look over something (usually retrospectively) 

	Revise
	To amend or alter something in order to correct, improve or update it 

	Schedule
	To plan a timetable or fix a time for something 

	Secure
	To procure, obtain or otherwise get hold or possession of something; To lock, protect, or otherwise make fast to ensure protection or security 

	Select
	To choose or pick out something with preference to another or others 

	Shape
	To give definite form, organisation or character to something 

	Solve
	To clear up, explain or otherwise find the answer for something 

	Specify
	To state in detail or otherwise mention or name specifically 

	Stimulate
	To incite action or effect through encouragement 

	Submit
	To present something for approval, consideration or decision of another 

	Supervise
	To oversee something during execution where the person has immediate responsibility for the activities being conducted 

	Support
	To preserve or sustain something by supplying whatever is necessary to maintain, aid or assist 

	Survey
	To ascertain the general condition of something in order to inspect, examine or appraise it 

	Tender
	To formally present an offer or bid for acceptance 

	Track
	To observe or follow the course or progress of something 

	Train
	To develop or form the proficiency or behaviour of someone by instruction and practice 

	Translate
	To interpret from one language to another 

	Understand
	To be thoroughly familiar with the character, nature and subtleties of something; To grasp the significance, implications or importance or something 

	Undertake
	To take in charge or assume the duty of something as a task or obligation 

	Update
	To bring current by adding new information or making corrections 

	Use
	To employ or put into service for some kind of purpose 

	Verify
	To confirm or establish authenticity or accuracy through research, examination or comparison 

	Write
	To express or communicate something in characters, words or figures 


Acknowledgement: Adapted from the NSW Public Service Capability framework.
Writing Statements of Duties 
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