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This handout provides some tips and strategies for revising your writing. To give you a chance to practice proofreading, we have left seven errors (three spelling errors, two punctuation errors, and two grammatical errors) in the text of this handout. See if you can spot them!Is editing the same thing as proofreading?Not exactly. Although many people
use the terms interchangeably, editing and proofreading are two different stages of the revision process. Both demand close and careful reading, but they focus on different aspects of the writing and employ different techniques.Some tips that apply to both editing and proofreadingGet some distance from the text! Its hard to edit or proofread a paper
that youve just finished writingits still to familiar, and you tend to skip over a lot of errors. Put the paper aside for a few hours, days, or weeks. Go for a run. Take a trip to the beach. Clear your head of what youve written so you can take a fresh look at the paper and see what is really on the page. Better yet, give the paper to a friendyou cant get much
more distance than that. Someone who is reading the paper for the first time, comes to it with completely fresh eyes.Decide which medium lets you proofread most carefully. Some people like to work right at the computer, while others like to sit back with a printed copy that they can mark up as they read.Try changing the look of your document.
Altering the size, spacing, color, or style of the text may trick your brain into thinking its seeing an unfamiliar document, and that can help you get a different perspective on what youve written.Find a quiet place to work. Dont try to do your proofreading in front of the TV or while youre chugging away on the treadmill. Find a place where you can
concentrate and avoid distractions.If possible, do your editing and proofreading in several short blocks of time. Your concentration may start to wane if you try to proofread the entire text at one time.If youre short on time, you may wish to prioritize. Make sure that you complete the most important editing and proofreading tasks.EditingEditing is
what you begin doing as soon as you finish your first draft. You reread your draft to see, for example, whether the paper is well-organized, the transitions between paragraphs are smooth, and your evidence really backs up your argument. You can edit on several levels:ContentHave you done everything the assignment requires? Are the claims you
make accurate? If it is required to do so, does your paper make an argument? Is the argument complete? Are all of your claims consistent? Have you supported each point with adequate evidence? Is all of the information in your paper relevant to the assignment and/or your overall writing goal? (For additional tips, see our handouts on understanding
assignments and developing an argument.)Overall structureDoes your paper have an appropriate introduction and conclusion? Is your thesis clearly stated in your introduction? Is it clear how each paragraph in the body of your paper is related to your thesis? Are the paragraphs arranged in a logical sequence? Have you made clear transitions
between paragraphs? One way to check the structure of your paper is to make a reverse outline of the paper after you have written the first draft. (See our handouts on introductions, conclusions, thesis statements, and transitions.)Structure within paragraphsDoes each paragraph have a clear topic sentence? Does each paragraph stick to one main
idea? Are there any extraneous or missing sentences in any of your paragraphs? (See our handout on paragraph development.)ClarityHave you defined any important terms that might be unclear to your reader? Is the meaning of each sentence clear? (One way to answer this question is to read your paper one sentence at a time, starting at the end
and working backwards so that you will not unconsciously fill in content from previous sentences.) Is it clear what each pronoun (he, she, it, they, which, who, this, etc.) refers to? Have you chosen the proper words to express your ideas? Avoid using words you find in the thesaurus that arent part of your normal vocabulary; you may misuse
them.StyleHave you used an appropriate tone (formal, informal, persuasive, etc.)? Is your use of gendered language (masculine and feminine pronouns like he or she, words like fireman that contain man, and words that some people incorrectly assume apply to only one genderfor example, some people assume nurse must refer to a woman)
appropriate? Have you varied the length and structure of your sentences? Do you tends to use the passive voice too often? Does your writing contain a lot of unnecessary phrases like there is, there are, due to the fact that, etc.? Do you repeat a strong word (for example, a vivid main verb) unnecessarily? (For tips, see our handouts on style and
gender-inclusive language.)CitationsHave you appropriately cited quotes, paraphrases, and ideas you got from sources? Are your citations in the correct format? (See the UNC Libraries citation tutorial for more information.)As you edit at all of these levels, you will usually make significant revisions to the content and wording of your paper. Keep an
eye out for patterns of error; knowing what kinds of problems you tend to have will be helpful, especially if you are editing a large document like a thesis or dissertation. Once you have identified a pattern, you can develop techniques for spotting and correcting future instances of that pattern. For example, if you notice that you often discuss several
distinct topics in each paragraph, you can go through your paper and underline the key words in each paragraph, then break the paragraphs up so that each one focuses on just one main idea.ProofreadingProofreading is the final stage of the editing process, focusing on surface errors such as misspellings and mistakes in grammar and punctuation.
You should proofread only after you have finished all of your other editing revisions.Why proofread? Its the content that really matters, right?Content is important. But like it or not, the way a paper looks affects the way others judge it. When youve worked hard to develop and present your ideas, you dont want careless errors distracting your reader
from what you have to say. Its worth paying attention to the details that help you to make a good impression.Most people devote only a few minutes to proofreading, hoping to catch any glaring errors that jump out from the page. But a quick and cursory reading, especially after youve been working long and hard on a paper, usually misses a lot. Its
better to work with a definite plan that helps you to search systematically for specific kinds of errors.Sure, this takes a little extra time, but it pays off in the end. If you know that you have an effective way to catch errors when the paper is almost finished, you can worry less about editing while you are writing your first drafts. This makes the entire
writing proccess more efficient.Try to keep the editing and proofreading processes separate. When you are editing an early draft, you dont want to be bothered with thinking about punctuation, grammar, and spelling. If your worrying about the spelling of a word or the placement of a comma, youre not focusing on the more important task of
developing and connecting ideas.The proofreading processYou probably already use some of the strategies discussed below. Experiment with different tactics until you find a system that works well for you. The important thing is to make the process systematic and focused so that you catch as many errors as possible in the least amount of time.Dont
rely entirely on spelling checkers. These can be useful tools but they are far from foolproof. Spell checkers have a limited dictionary, so some words that show up as misspelled may really just not be in their memory. In addition, spell checkers will not catch misspellings that form another valid word. For example, if you type your instead of youre, to
instead of too, or there instead of their, the spell checker wont catch the error.Grammar checkers can be even more problematic. These programs work with a limited number of rules, so they cant identify every error and often make mistakes. They also fail to give thorough explanations to help you understand why a sentence should be revised. You
may want to use a grammar checker to help you identify potential run-on sentences or too-frequent use of the passive voice, but you need to be able to evaluate the feedback it provides.Proofread for only one kind of error at a time. If you try to identify and revise too many things at once, you risk losing focus, and your proofreading will be less
effective. Its easier to catch grammar errors if you arent checking punctuation and spelling at the same time. In addition, some of the techniques that work well for spotting one kind of mistake wont catch others.Read slow, and read every word. Try reading out loud, which forces you to say each word and also lets you hear how the words sound
together. When you read silently or too quickly, you may skip over errors or make unconscious corrections.Separate the text into individual sentences. This is another technique to help you to read every sentence carefully. Simply press the return key after every period so that every line begins a new sentence. Then read each sentence separately,
looking for grammar, punctuation, or spelling errors. If youre working with a printed copy, try using an opaque object like a ruler or a piece of paper to isolate the line youre working on.Circle every punctuation mark. This forces you to look at each one. As you circle, ask yourself if the punctuation is correct.Read the paper backwards. This technique
is helpful for checking spelling. Start with the last word on the last page and work your way back to the beginning, reading each word separately. Because content, punctuation, and grammar wont make any sense, your focus will be entirely on the spelling of each word. You can also read backwards sentence by sentence to check grammar; this will
help you avoid becoming distracted by content issues.Proofreading is a learning process. Youre not just looking for errors that you recognize; youre also learning to recognize and correct new errors. This is where handbooks and dictionaries come in. Keep the ones you find helpful close at hand as you proofread.Ignorance may be bliss, but it wont
make you a better proofreader. Youll often find things that dont seem quite right to you, but you may not be quite sure whats wrong either. A word looks like it might be misspelled, but the spell checker didnt catch it. You think you need a comma between two words, but youre not sure why. Should you use that instead of which? If youre not sure
about something, look it up.The proofreading process becomes more efficient as you develop and practice a systematic strategy. Youll learn to identify the specific areas of your own writing that need careful attention, and knowing that you have a sound method for finding errors will help you to focus more on developing your ideas while you are
drafting the paper.Think youve got it?Then give it a try, if you havent already! This handout contains seven errors our proofreader should have caught: three spelling errors, two punctuation errors, and two grammatical errors. Try to find them, and then check a version of this page with the errors marked in red to see if youre a proofreading
star.Works consultedWe consulted these works while writing this handout. This is not a comprehensive list of resources on the handouts topic, and we encourage you to do your own research to find additional publications. Please do not use this list as a model for the format of your own reference list, as it may not match the citation style you are
using. For guidance on formatting citations, please see the UNC Libraries citation tutorial. We revise these tips periodically and welcome feedback.Especially for non-native speakers of English:Ascher, Allen. 2006. Think About Editing: An ESL Guide for the Harbrace Handbooks. Boston: Wadsworth Cengage Learning.Lane, Janet, and Ellen Lange.
2012. Writing Clearly: Grammar for Editing, 3rd ed. Boston: Heinle.For everyone:Einsohn, Amy. 2011. The Copyeditors Handbook: A Guide for Book Publishing and Corporate Communications, 3rd ed. Berkeley: University of California Press.Lanham, Richard A. 2006. Revising Prose, 5th ed. New York: Pearson Longman.Tarshis, Barry. 1998. How to
Be Your Own Best Editor: The Toolkit for Everyone Who Writes. New York: Three Rivers Press. This work is licensed under CC BY-NC-ND 4.0You may reproduce it for non-commercial use if you use the entire handout and attribute the source: The Writing Center, University of North Carolina at Chapel HillMake a Gift Editing necessitates rereading
your work to check for more serious faults such as organization, paragraph structure, and substance.When you proofread, though, you are looking for fixing problems in writing, grammar, and language.What is Editing?Editing is the process of selecting and arranging textual, photographic, visual, auditory, or cinematic material for use by a person or
entity to communicate a message or information. The editing process may include correction, simplification, categorization, and a variety of other changes conducted to generate a correct, consistent, accurate, and full piece of work.Editing is a difficult process, but it must be learned. There are numerous facets to developing this skill, but the points
listed below are a great beginning to start. Editing requires proactive editor suggestions and adjustments to improve the quality of your writing, especially in terms of the use of language and emotion.Your language will be sharp and consistent after editing, your expression will be clear, and the general readability of your writing will be improved.
Editing should guarantee that your work creates the idea of your language skills.Recommended Read: 4 Types of Writing Styles and ExamplesOrganizationThere must be a distinct introduction and conclusion.Paragraph StructureThere must be distinct transitions between paragraphs.To introduce the major idea of each paragraph, a topic phrase is
required.The Big IdeaA thesis statement that is clear and focused is required.The major ideas must be supported by solid evidence.ClarityWhen necessary, providing definitions and proof can help to improve the clarity of your work and thoughts.Look for word repetition, sentence structure, and proper usage of technical terms.When editing a piece of
writing, an editor shall consider the following important questions:Have you chosen appropriate words to explain your thoughts? An editor will notice if you appear to have used a thesaurus throughout the document.Have you ever used the passive voice? An aggressive voice is not always suitable, yet overly passive writing is boring to read.Is the tone
suitable for the audience?Do you overuse words? Using needless and frivolous words is a typical feature in many writers, and it is an editors pet peeve.Have you utilized proper gendered language? Editing TechniquesReduce the number of prepositions in a statement (for example, at the time of or at the bus stop).It should be rewritten.Look for a noun
ending in -ion (e.g. customization).Turn it into a verb (e.g. customize).Find an expletive phrase (for example, It is expected that).Revise the sentence to make the subject and verb more distinct.Find the longest sentence you can. Before the verb, how many words are there?Make the subject of that phrase simpler.If your sentence is more than three
lines, consider breaking it up.Find two brief sentences that are sequential.Put them together.Look for a passive verb (is, are, was).Substitute an active verb for it.L.ook for a cliche (Since the dawn of time).Make your statement more specific.L.ook for qualifiers (very, often, really, a lot).Determine whether they are required. Is it possible for them to be
more specific?Look for a spot where you can combine two words that mean the same thing (for example, hopes and dreams).Choose one to replace it with.Find a standard phrase (for example, the fact that or in the case that) and use it.What are the Different Kinds of Editing?Editing may appear to be a solitary task. If you Google editing types, youll
find a lot of information that can be confusing. Editing is not as difficult to learn as the information on the internet may lead you to believe.Editing can be thought of as a sort of proofreading. It is, after all, a component of the same procedure. There are, however, various forms of editing to be aware of.Understanding the different types of editing goes
beyond assisting you in selecting the best editing or proofreading service. These are the procedures you should take to protect yourself when writing.Editing in the Developmental StageDevelopmental editing considers the big picture, encompassing the documents structure and content. In the editing process, this is also the initial step. The document
is reviewed by a competent editor from a broad perspective.The editor can suggest changes to the contents consistency, organization, and structure. They may even point up inconsistencies or faults with the contents subjective components.During developmental editing, editors do not focus on correcting minor spelling and punctuation issues.
Whether its a novel or a long-form blog piece, the focus is on strengthening the document as a whole.Lets say youve authored a long blog post. Organize all of the information and fine-tune the contents focus throughout developmental editing. It will assist you in deciding which facts to include as well as what to amend or omit.Copy editing and line
editing are two different types of editing. Copy editing focuses on making the content more readable and consistent in its wording. A line editor concentrates on single sentences and paragraphs rather than the full document.Among the Things the Editor can Search for are:Word choice and sentence structure that is incorrect or inadequateContent
that could be conveyed in a more concise mannerFact-checking to ensure that the stuff written is accurateInconsistencies in writing tone or styleSections of the text that could be made shorterPossible enhancements to the contents presentationLine editors can make direct changes to the material or recommend changes to the author. Line editings
objective is to assist the author in refining the material.Copy editing is not a comprehensive examination of the text. It also doesnt subject your material to scrutiny. It might be someplace in the middle. Depending on how much or how little copy editing is required, it may overlap with developmental editing or proofreading.Heavy copy editing may
indicate that the material is good from a developmental standpoint but that the sentences, paragraphs, and word choices arent up to grade. It may be necessary to completely rewrite sentences in some cases. Light copy editing could just indicate that the writing could be improved slightly.When Editing is Required:In the first instance, rather than
proofreading, a book author should seek editing. Book editing can be quite beneficial in terms of improving the general quality of the books language and ensuring that it meets publishable standards.Because the self-publishing and e-book marketplaces, let alone traditional publishing, are so competitive, you can bet that the writers youre up against
have used a professional book editing service, putting you at a major disadvantage.When Editing is a Good Idea:Editing is generally chosen by native English speakers who require scholarly publishing. Even if some academics and students are experienced writers, professional editing can be extremely beneficial.Editing, as previously said, improves
writing quality, ensuring that your ideas and original insights, which you spent significant time and effort building, are communicated clearly and persuasively.An academic editor will also examine your adherence to style and formatting guidelines. Successful academic publishing is built on two pillars: excellent writing and strict respect for academic
conventions.Depending on the document and its level of importance, a company may opt for editing or proofreading. Quality writing denotes expertise and professionalism, and the standard of communication establishes a companys identity. If the documents author isnt a strong writer, or if numerous authors have contributed (often conflicting) ideas,
editing is a must.Editing and proofreading are required while writing articles, blogs, or any kind of specific content. The Content Writing Course at IIM Skills helps you to write flawlessly for different kinds of content for digital pltforms. Sign up for a free demo.What is Proofreading?Proofreading is examining the written work and marking out any
faults if any. The most typical errors are in spelling, grammar, punctuation, and consistency. Before publication, the final step in the editorial cycle is proofreading.Whether youre a mechanic, a doctor, a student, or a professional writer, youve undoubtedly encountered proofreading in some form or another even if youre not aware of it.So much of
what individuals do these days focus on the printed word. Mistakes in their writing can have a significant impact on their achievement, which is where proofreading comes in!What Exactly is Proof?The term proofreader is derived from a publishing phrase that describes an early printed copy. However, before printing thousands of copies, a proof
version was given to the publisher for final approval. Proofreading is now mainly done on a computer with modern digital publishing and computerized printing technologies. However, some proofreaders lean on marking up physical copies.A manuscript packed with typos, typographical problems, or anomalies in context will jar the reader out of the
picture the book is intended to convey.Instead of being engrossed in the narrative or argument, readers are immediately compelled to consciously fix the works glitches. So proofreading is vital in part because it allows your narrative to shine through without interruption.Proofreading TechniquesWhile editing is to be followed throughout the writing
and revision process, proofreading is a process to be done at the end and focuses on more sentence-level issues.Youre looking for things like misspelled words, typos, improper or missing punctuation, and anything else that doesnt look or sound right.A Few Pointers:Take a break from your paper and focus on one mistake or issue at a time.Make a
copy of it.Every punctuation mark should be circled.Backward reading.Read it out loud.Use a different typeface.Change your address. Following your editing, proofreading it with a more focused eye will help you spot flaws and make the required modifications to improve the work. Proofreading, like editing, necessitates a methodical approach.Allow
Yourself Plenty of TimeYou are mistaken if you believe you will identify all faults on the first read.Reading the manuscript aloud can help you slow down the process and focus better.Separate the Manuscript into Sections.This will help you focus and reduce the overwhelming feeling of reading the full manuscript in one sitting.What is the Difference
Between Editing and Proofreading?Is editing the finest service for your research paper, or would proofreading suffice to make your work ready for journal submission?Is your book in need of a comprehensive edit and criticism before it can be published? The processes of editing and proofreading are substantially the same. However, depending on the
type of content, the two can give different results.Knowing the distinctions can assist you in making the best decision possible when it comes to concluding your material, whether it is academic, novelistic, business-related, or any other type of written content. To refine their work, all authors can profit from the editing services.Editing and
proofreading are often combined in the process of preparing a written work for publication. You can also use the two processes separately, depending on your requirements.When it comes to editing vs. proofreading, its important to remember that editing improves your writing while proofreading perfects it. After all of the contextual and linguistic
modifications have been completed, you must edit your work. It can then be proofread after that process is completed.When selecting editing or proofreading services, there are a few things to keep in mind. To get the greatest results for your writing, I recommend that you use professional editing and proofreading services in that order. However, I
recognize that not every writer has the time or financial means to use both services.When picking between editing and proofreading services, the most crucial thing to ask yourself is if you believe you are a skilled writer.Consider the Following Points:Am I well-versed in the fundamentals of English writing?In terms of how I talk and write, do I have a
solid command of the language?For most readers, is my writing style as natural as that of a native speaker?Do I make a lot of grammatical mistakes? Do I believe my writing to be very good? (This does not cover typos, but rather errors caused by a lack of comprehension of the norms of writing.)If you answered yes to all of these questions, its likely
that you only require proofreading. If youre aware that some aspects of your writing may be improved, using expert editing services may be a better option. After all, even native English speakers require a guarantor.Who Needs Proofreading and Editing Services?English-as-a-Second-Language AuthorsIf you are not a native English speaker, you may
struggle to understand some of the nuances of writing in English. You may get into difficulties if you dont use the correct phrase all of the time. Unless youve been speaking, reading, learning, and writing in English for a long time.Those who Write Long Books or ManuscriptsNovelists, nonfiction writers, autobiography authors, and other writers with
lengthy manuscripts should always have their work edited and proofread before publishing. Even if you have ten pages, you will probably require editing and proofreading. For example, writing a book, a long blog, article, journal publication, or other long-form work can benefit from editing.There may just be a few modifications that need to be made
in terms of editing, but they can accumulate in such a long document. After the editing phase, proofreading will still be required.Frequently Asked Questionsl. What is the aim of proofreading and editing?A proofreader will look for typographical errors, improper punctuation, errors (textual and numerical), and other faults. Editing, on the other hand,
corrects faults like sentence structure and linguistic clarity that are at the heart of writing.2. What do editing and proofreading entail?Proofreading focuses on minor issues like spelling, grammatical and punctuation errors. After youve completed all of your other editing modifications, you should proofread.3. Is proofreading included in the editing
process?Editing also entails proofreading, or the removal of spelling, punctuation, and other linguistic mistakes from your work.4. What should a normal writer choose?In our experience, there are certain sorts of writers who should go for editing, while others should opt for proofreading. The following examples are not hard-and-fast rules, but rather
a general overview of the needs of different types of writers5. When is proofreading necessary?Students and academics who are experienced writers and have self-edited may just need proofreading to catch minor mistakes. Proofreading ensures that typos, inconsistencies, and academic-specific irregularities that can detract from the final result are
removed.Other Courses at IIM SKILLSTechnical Writing CourseSEO CourseGST CourseDigital Marketing CourseBefore You GoPutting an End to the Debate Over Editing vs. ProofreadingWhen it comes to editing, proofreading, and complete revisions, there are numerous ways in which they differ and overlap. All of these factors add up to one thing:
publishing high-quality material that ensures your contents success by removing any or all errors.Qualified editors and experienced proofreaders can help you if you already know how to write content but need some editing and proofreading to make sure its ready to publish. This article may contain affiliate links. Please see our affiliate disclaimer in
the footer menu for more information. Thank you for your support! You need a specific set of skills to be a proofreader. If you were your friends go-to proofreader in high school or college, thats probably an indication that you have the potential to do well in this profession. However, it doesnt mean you can start right away. Becoming a professional
proofreader requires hard work and more than just a strong command of English grammar and mechanics. Lets discover the specific skills that every proofreader needs in their repertoire. Grammar is the study of words, how they function relative to context, and how they come together to make sentences. Words can be broken down into categories
called parts of speech, depending on their role in a sentence. The English language contains eight parts of speech: nouns, pronouns, verbs, adjectives, adverbs, prepositions, conjunctions, and interjections. Some words can serve as multiple parts of speech, depending on their role in a sentence. Proofreaders need to correctly identify the parts of
speech so they can fix mistakes within a document. For example, the proper capitalization of titles depends on correctly identifying parts of speech. If youd like to boost your grammar game, check out my article 15 Tried-and-True Tips to Improve Your Grammar. When considering capitalization, proofreaders often have to differentiate between
common nouns and proper nouns. Furthermore, they watch out for writers who mistakenly capitalize certain words because they think those words are particularly important. Authors tend to do this with words related to religion (if theyre religious) or terms associated with their profession. Capitalization rules can be surprisingly specific. Who knew
that such little marks could cause such big blunders? Many people have seen the meme with the first sentence that reads, Lets eat Grandma. Then, some compassionate soul decided to put a comma after the word eat, so the second sentence says, Lets eat, Grandma. It concludes with this nugget of wisdom: Punctuation saves lives! Proofreaders need
to be familiar with the proper use of punctuation marks. Commas, hyphens, and apostrophes tend to be the most complicated marks to master. To gain more confidence with commas, you can check out Grammar Lions free comma mini course. Spelling errors need to be plucked out of a document like weeds out of a garden. Its a proofreaders job to
find misspelled words that have made their way past spellcheckers. The common culprits are homophones (e.g., their vs. theyre vs. there). I published an article called 20+ Difficult Homophones (+ Example Sentences and a Quiz) if youd like some practice in this area. Spellcheckers fail to flag these words that are spelled correctly but used
inappropriately in a given context. Speaking of spelling, lets go off on a mini tangent. When I was young, my dad taught me how to spell the word coffee phonetically without using any of the letters in the word coffee. He got out a sheet of paper and wrote kauphy. I thought that was neat! And, yes, I do love my kauphy! 5) Finesse with Fixing
Formatting Fumbles Proofreaders need to hone their eagle eyes to pick up on formatting faux pas like incorrect font type or size. They also have to be on the lookout for inconsistent spacing between elements in a document (e.g., headers, paragraphs, sentences). Furthermore, theyll want to ensure that features like headings, subheadings, and
paragraphs are appropriately aligned and that any numbers appear in the correct sequence. How certain documents are formatted depends on the style guide the proofreader uses. Your style guide will be your number one on-the-job companion. In your early proofreading jobs, youll refer to it constantly. If you proofread in US English, your go-to
guide will probably be The Chicago Manual of Style. Other widely used style guides include The Associated Press Stylebook, the MLA (Modern Language Association) Handbook, and the Publication Manual of the American Psychological Association. I created an article that explains these style guides and how to use them if youre interested. Finally, if
you fancy proofreading UK English, youll probably follow New Harts Rules: The Oxford Style Guide. Proofreading requires a lot of research, some of which will take place in a dictionary. The dictionary you use will be dictated by the style guide youre following. Youll often look up words not to check their meaning but to verify how theyre spelled, if
theyre one word or two, if they need to be hyphenated, and what part of speech they are. In terms of writing a word as one word or two, pick up is a verb, but pickup can serve as a noun or an adjective. Also, I would need to use a couple of hyphens in this sentence: I use coffee as a morning pick-me-up. Very true, by the way. Finally, an example of
when the part of speech matters is deciding whether to capitalize a word in a title. Youll also do a lot of research using Google. I use Google to check the spelling of industry-specific terms that have yet to be included in my spellcheckers dictionary. I also refer to Google if I need to know something about an unfamiliar subject. Finally, youll spend a
substantial amount of time doing research in the style guide youre using. In addition to knowing how to get what you need from Google, youll need to understand how to use specific software. As a freelance proofreader, its necessary to be familiar with Track Changes in Microsoft Word. Track Changes is a function in Word that allows you to make
easy-to-see corrections and comments in a document. Your client can then review each revision to decide whether to keep or reject it. Theyll also read the comments youve made in the margins. Although most freelance proofreaders prefer to work with Track Changes in Word (and most clients send Word documents), a few clients would rather work
in Google Docs. Google Docs has a feature thats a lot like MS Word Track Changes: the Suggesting feature. Youll undoubtedly be able to land more jobs if youre familiar with the Suggesting feature in Google Docs. Some freelancers even learn to work with PDFs. Now and then, I (as a freelancer) come across a client with a PDF. However, PDF
markup software will likely be the norm if you work for a publishing company. If youd like to learn more about Track Changes in MS Word, the Suggesting feature in Google Docs, and PDF markup tools in Adobe PDF editor, please see my post What Software Do Proofreaders Use? Proofreading requires a high degree of focus. Although youll be taking
frequent breaks, youll need to maintain concentration for several hours if proofreading is your full-time job. If youre constantly distracted, getting through projects will take a long time. So, youre going to have to be able to hocus-pocus focus! Perfectionistic and punctilious are two of the best adjectives to describe proofreaders. They tend to have a
natural knack for spotting errors since they look closely at the little things. Proofreaders go through texts with a fine-tooth comb to find errors, much like Sherlock Holmes carefully combed through crime cases for clues. Youll be the detective on a mission to spot the teeny-weeny mistakes. Brevity is key in rsums and PowerPoint presentations.
Therefore, these texts contain fewer words, and any mistakes tend to stand out. When every little detail counts, youll be the one who makes sure these pieces of writing are on point. Even if you work at a company, proofreading is done solo. If you plan on becoming a freelancer and feel a bit iffy about this, you can work at a coffee shop or bookstore so
that youll be surrounded by people. I love going to my local Barnes & Noble caf to sip on some delicious coffee while Im on error patrol. That way, I dont get too lonely. If you work as a freelancer, no one will be around to keep you on track and motivated except yourself. Of course, youll be accountable to your clients, but they wont be there looking
over your shoulder to ensure you get the work done. Having a high level of self-control is essential. Itll enable you to keep your focus on your clients document instead of on your friends latest Facebook posts (or any other time suck). Youll make all the decisions in your proofreading work. You have to decide to take that comma out or leave it in. If this
sounds intimidating, dont worryit gets better! Youll build more confidence in your proofreading abilities as you hone your skills. You just have to be willing to research what you dont know and come to your own conclusion when making the final call on that comma. 14) A Knack for Staying Organized While Juggling Multiple Jobs Proofreaders typically
take on more than one assignment at a time. This means theyll have different deadlines to meet. They need to know exactly how much work they have to get done each day to complete their jobs on time. They must plan well in advance if they take on long projects (books, e-books, etc.). Its essential not to take on more work than you can manage.
Sacrificing quality for quantity is a surefire way to lose clients and tarnish your reputation. Meeting tight deadlines is one of the most challenging aspects of being a proofreader. Om Proofreading discusses the benefits and drawbacks of proofreading work if youd like to delve into this topic. This one is fairly obvious. As we all know, proofreading
involves a lot of reading. If you dont enjoy reading, it will be a ginormous challenge to enjoy proofreading. Il be honest. I dont like reading fiction. Gasp! I know. I wish I did, but I dont. I feel like Im one of the few people who couldnt make it past the first chapter of the first book in the Harry Potter series. My mom and sister devour fiction, but my dad
and I keep it at a distance. I also dont proofread fiction. Its just not my thing, and thats okay. I am, however, a voracious reader of nonfiction. Just make sure you love to read in general, and you should be good to go! When you start proofreading, youll probably be working on a variety of texts. This is because youll need to take the jobs you can get to
gain experience. Therefore, its helpful to have a wide range of knowledge. After youve gotten some experience, its beneficial to market your proofreading services to a niche where youll have less competition. You can do this while working on a wide array of texts until youre sure you can maintain a steady stream of clients who provide you with jobs in
your niche. For example, if you fancy financial texts, marketing materials, and management matters, your niche could be proofreading business documents. I wrote an article about choosing a proofreading niche if youre interested. Language is continually evolving. According to The Chicago Manual of Style, With frequent use, open or hyphenated
compounds tend to become closed (on line to on-line to online). Style guides themselves are occasionally updated as well. Dictionaries are also regularly adding new words. For example, hashtag and fist pump were a couple of additions to the eleventh edition of Merriam-Websters Collegiate Dictionary. Finally, new industry-specific terms pop up from
time to time. Proofreaders need to be up to date with these kinds of changes. Proofreaders need to be able to communicate clearly and effectively in writing. If youre working in a publishing house, your written communication will probably be in the form of emails with other publishing team members. However, if youre doing freelance work, youll
communicate directly with your clients in writing via email or some other platform. Considering youll be responsible for correcting errors in their written work, theyll expect you to have excellent written communication skills. As a freelancer, youll need to keep track of your businesss income and expenses and prepare your taxes. Knowing how to
market yourself (whether through social media platforms, cold emailing, or distributing business cards) is also a necessary skill. Youll have to be proactive to develop a client base. The Freelancers Bible is a fabulous resource for freelancers of all kinds. It was written by Sara Horowitz, who founded Freelancers Union. This book provides a wealth of
helpful knowledge for starting, managing, and growing your business. In a nutshell, its your guide to success as a freelancer. I hope this post has helped you gain insight into the skills you need to become a proofreader. If your goal is to work on error patrol , I published a piece about becoming a proofreader, even if you dont have any experience. Do I
need a degree to be a proofreader? You do not need a degree to be a proofreader. Nowadays, many jobs in the proofreading industry are freelance and dont require a degree. As long as you have a firm grasp of grammar and mechanics coupled with excellent proofreading skills, you can be a proofreader. Postsecondary education undoubtedly helps
improve your reading and writing abilities. However, plenty of high school graduates are avid readers and wonderful writers. Although many companies prefer to hire someone with a degree (especially in English or journalism), this is not always a requirement. Of course, some companies wont even consider you for a job unless you hold a masters
degree or a PhD. If youd like to learn where to find jobs as a new proofreader without a degree, Om Proofreading talks about online proofreading jobs for beginners in this in-depth article. In sum, if you (degree or no degree) have a strong command of English and are willing to put time and effort into learning the art of proofreading, youll be well on
your way to becoming a proofreader extraordinaire! I authored an article about the qualifications proofreaders need if youre curious about what you do and dont need to know for various proofreading jobs. How do I get a job if I dont have proof of my proficiency as a proofreader? You need experience to get the job, but you need a job to get the
experience. Doesnt this sound familiar? Its the ol catch-22. Frustrating. I know. But there are ways around it! You can start by displaying any certificate of completion youve earned in a proofreading course to show youve received formal training. This can be posted on your business website or in the profile youve set up on a freelancing website. Om
Proofreading has an article about how to obtain a proofreading certificate if youd like to know more. Another way to prove your skills to a potential client is by offering to proofread a small portion of their document. In the industry, this is known as a sample edit. Ive seen proofreaders provide sample edits ranging from 250 to 1,000 words. Some do
this for free, while others charge a fee. Either way, this lets potential clients see how youd be able to help them. You can also demonstrate your proficiency by passing the proofreading test required by some companies as an entry requirement. These businesses make applicants take a test so they can quickly weed out those who dont yet have the
skills for the job. Finally, another option is to have lots of positive reviews on a freelancing site like Fiverr, Upwork, or Freelancer. Youll likely have to start by charging a low price to attract clients, but at least this will get the ball rolling. If you deliver excellent service at an affordable price, its a safe bet that youll start accumulating glowing reviews.
Eventually, you can increase your fees as you see fit. How do I become a good proofreader? To become a good proofreader, you need to take a comprehensive course and practice what youve learned. In addition to the practice you get in a course, you can practice by taking proofreading tests, reading relevant books and blogs, and listening to
podcasts that deal with proofreading matters (grammar, punctuation, etc.). If youd like pointers for improving your proofreading proficiency, please peruse my post 15 Guaranteed Ways to Become a Better Proofreader. Best wishes to you! I never lose. I either win or learn. Nelson Mandela Proofreading and editing are crucial steps in the writing
process, ensuring that your documents are clear, concise, and error-free. Whether you are working on a commercial report or an academic paper, mastering these skills can significantly enhance the quality of your work. Explore the seven essential skills for proofreading and editing, and provide tips on how to improve your proofreading and editing
skills. 1. Attention to Detail One of the most critical skills for proofreading is a keen attention to detail. Proofreaders need to catch even the smallest errors, such as typos, misspellings, and punctuation mistakes. This skill ensures that no error, however minor, goes unnoticed. How to Improve: Practice: Regularly proofread a variety of texts to hone
your ability to spot errors. Use Checklists: Create a checklist of common errors to refer to while proofreading. Take Breaks: Give your eyes and mind a rest to avoid overlooking mistakes due to fatigue. 2. Understanding of Grammar and Punctuation A thorough understanding of grammar and punctuation is fundamental for any proofreader. This
includes knowing the rules of syntax, sentence structure, and the correct usage of punctuation marks. How to Improve: Study Guides: Invest in good grammar guides and reference books. Online Resources: Use online resources and quizzes to test and improve your grammar knowledge. Write Regularly: Practice writing to better understand how
grammar and punctuation work in context. 3. Strong Vocabulary Having a robust vocabulary is essential for identifying incorrect word usage and suggesting appropriate alternatives. This skill helps in enhancing the readability and precision of the text. How to Improve: Read Widely: Reading a variety of materials exposes you to new words and
phrases. Use a Thesaurus: Consult a thesaurus to find synonyms and expand your vocabulary. Word Games: Engage in word games and puzzles to make learning new words enjoyable. 4. Familiarity with Style Guides Different types of documents often require adherence to specific style guides, such as APA, MLA, or Chicago. Familiarity with these
guides ensures that the document meets the required formatting and style standards. How to Improve: Study Style Guides: Review the most commonly used style guides in your field. Compare Documents: Look at examples of documents formatted according to different style guides. Practice: Apply style guide rules to sample texts to gain proficiency.
5. Critical Thinking Critical thinking skills enable proofreaders to evaluate the clarity and coherence of a text. This involves assessing whether the arguments are logically structured and the information presented is accurate and relevant. How to Improve: Ask Questions: While proofreading, ask yourself questions about the texts clarity and logic.
Analyse Texts: Critically analyse a variety of texts to understand different writing styles and logical structures. Discuss: Engage in discussions about texts to gain different perspectives and insights. 6. Time Management Efficient time management is crucial for meeting deadlines without compromising on the quality of work. This skill helps
proofreaders allocate sufficient time for each task and manage their workload effectively. How to Improve: Create Schedules: Develop a proofreading schedule with specific time slots for each document. Set Deadlines: Establish personal deadlines ahead of the actual ones to ensure timely completion. Use Tools: Utilise time management tools and
apps to track your progress and stay organised. 7. Patience and Persistence Proofreading and editing require a great deal of patience and persistence, especially when dealing with lengthy or complex documents. This skill ensures thoroughness and a meticulous approach to every task. How to Improve: Stay Focused: Minimise distractions to maintain
concentration during proofreading sessions. Be Persistent: Keep working through challenging texts without getting discouraged. Take Breaks: Regular breaks can help maintain your patience and persistence over long periods. How to Improve Your Proofreading and Editing Skills Improving your proofreading and editing skills takes time and
consistent effort. Here are some practical tips to help you enhance these abilities: Join a Course Consider enrolling in a proofreading and editing course to gain structured learning and expert guidance. Practise Regularly The more you proofread and edit, the better you will become. Make a habit of regularly practising these skills. Seek Feedback Get
feedback from peers or mentors to identify areas for improvement and learn from your mistakes. Use Technology Leverage proofreading tools and software to catch errors you might miss and learn from the suggestions they provide. Read Aloud Reading the text aloud can help you catch errors and awkward phrasings that you might not notice when
reading silently. Stay Updated Keep yourself updated with the latest trends and rules in grammar, punctuation, and style guides. Conclusion Mastering the essential skills for proofreading and editing can significantly enhance the quality of your writing. By focusing on attention to detail, understanding grammar and punctuation, expanding your
vocabulary, familiarising yourself with style guides, developing critical thinking, managing your time efficiently, and cultivating patience and persistence, you can become a proficient proofreader and editor. This, however, takes time. If you need immediate professional assistance choose our quick online proofreading and editing services for all types
of documents, both commercial and academic. Our expert team can ensure your work is polished and error-free, making it ready for publication or submission. Fill out the form and get a bespoke quote based on your proofreading and editing needs.
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