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EDITING CHECKLIST
Introduction 
· Is your introduction clear and the main idea concise? 
· Does the introduction create interest and make your audience want to read on?
· Is your tone and style appropriate for the audience and purpose? Is that tone and style maintained throughout?
Body 
· Is each paragraph clearly related to the main idea? 
· Is the main point of each paragraph clear? Is each point adequately and clearly defined in a topic sentence and supported with specific details?
· Is there a clear organizational structure? Does each paragraph develop logically from the previous one?
· Are there clear transitions from one paragraph to the next? Have key words and ideas been given proper emphasis in the sentences and paragraphs?
· Is each sentence clear and complete?
· Can any short, choppy sentences be improved by combining them? 
· Can any long, awkward sentences be improved by breaking them down into shorter units and recombining them? Can any run-on sentences be more effectively coordinated or subordinated?
· Can any wordy sentences be made more concise?
· Are the words clear and precise? Does the essay maintain a consistent tone? (Consult a dictionary if you do not know a word’s exact meaning. Don’t rely on your computer’s generated list of synonyms. Synonyms do not have the exact same meaning, and many words have a specific connotation—feelings or ideas associated with the word.) 
Conclusion
· Does the letter have an effective and memorable conclusion? 
· Do you summarize your main points and provide a sense of completeness?

PROOFREADING TIPS 
· Put it away before you proofread. You’re more likely to see what you’ve actually written (and any mistakes you’ve made) with fresh eyes. 

· Proofread on a hardcopy—mistakes are often hard to catch on-screen.
· Look for one problem at a time.
· Check the spelling of all names and places. 
· Use spellchecker, but NEVER rely on it—it will miss mistakes. Use a dictionary if you’re unsure of the correct spelling or word choice. 
· Check for all grammar and usage errors. (See “Most Common Errors,” and use it as a guide.)
· Create your own proofreading checklist with the errors you commonly make (we all make different ones).
· Read the text aloud for awkward phrasing and missing/extra punctuation. This is a great way to check your comma usage. If you naturally pause when saying it aloud, you probably need a comma, or if it’s confusing to read, you’re probably missing a comma (or have made some other error).   
· Ask a friend to read it. It’s often hard to catch your own mistakes. 


MOST COMMON ERRORS
Word Choice Many words sound the same. Be sure you’re using the correct word—consult a dictionary if you’re unsure.
· That vs. Which: That is used in restrictive clauses (essential to the meaning of the sentence). It is not set off with a comma(s). Which is used in nonrestrictive clauses (not essential to the meaning of the sentence). It is always set off with a comma(s).
NIU has excellent resources and great curriculum that can contribute to my development and goals.
NIU, which is in DeKalb, has excellent resources and great curriculum.
· That vs. Who: In a descriptive phrase, that never refers to a person. Use who when referring to a person.
· Its and It’s: Its is the possessive form of the neutral pronoun it. It’s is a contraction, meaning it is.
Each dining hall rotates its menu every week. It’s time to create a new menu.
· Their, They’re, and There: There is a definite pronoun indicating location. Their is a possessive pronoun. They’re is a contraction meaning they are.
The career fair is in the building over there. Students should bring their resumes. Mike and Jenna said they’re going to the career fair on Monday.
· Utilize and Use: Utilized is considered overblown and unnecessary; use the word use. 
· Your and You’re: Your is a possessive pronoun. You’re is a contraction meaning you are.
Tell all your friends about the career fair. You’re kind to help me with my resume.
· Affect and Effect: Affect is a verb that means “cause a change in; influence.” 
The recent assessment of the program affected our planning for next year.
Effect is most commonly used as a noun that means “result or conclusion.” Effect can also be a verb that means “bring about.” 
The effect of the conference was evident in the new initiatives.
The new vice president has effected many changes.
· Etc., e.g., and i.e: As a general rule, avoid abbreviations in writing; use phrases such as for example, including, that is, and the like, and so on, such as. If you feel you must use these phrases, use them in parentheses.
· Other Commonly Confused Words: lay/lie; advice/advise; altogether/all together; anyone/any one; to/too/two; then/than; who/whom; who’s/whose; good/well; fewer/less; further/farther;    





Grammar and Punctuation
· Commas: In academic writing, use a serial comma (comma before the conjunction). If the series consists of phrases that include commas, separate the series with semicolons. Use commas with nonrestrictive clauses, to avoid confusion, in direct address, and in dates (between date and year and after year). Avoid overusing commas though. For example, you do not need a comma before a clause that begins with because. If you’re unsure if you need a comma, read the sentence aloud—if you naturally pause, add a comma.
· Punctuating Compound and Complex Sentences: Compound sentences (two independent clauses—subject and verb—joined together) should be separated by a comma and conjunction (and, but, or). If either independent clause has several commas, use a semicolon to join the sentences. Use colons to join independent clauses sparingly, and only use a colon if the second independent clause closely relates or explains the first independent clause. Complex sentences consist of a dependent clause and one or more independent clauses. Use commas to separate the introductory dependent clauses or interrupting dependent clauses.
· Subject-Verb Agreement: Compound subject joined by or and subjects and verbs separated by prepositional phrases can cause agreement problems. When subjects are joined by or the verb agrees with the closest subject. Prepositional phrases do not affect subject-verb agreement. If you’re struggling with determining agreement, read the sentence without the phrase.
· Shift in Verb Tense: Avoid changing verb tense in the middle of a sentence. 
· Parallel Structure: A series of words, phrases, and clauses within a sentence must match in grammatical form—for example, all gerunds, all infinitive phrases, all adjectives, or all past-tense verbs. 
INCORRECT: As a CA, I help conduct informational programs, and served as a mentor for freshmen, and orchestrate strategies for first-year students.
CORRECT: As a CA, I help conduct informational programs, serve as a mentor for freshman, and orchestrate strategies for first-year students.

INCORRECT: My extracurricular activities include tutoring high school students, volunteering at an animal shelter, and to lead Outdoor Adventure trips. 
CORRECT: My extracurricular activities including tutoring high school students, volunteering at an animal shelter, and leading Outdoor Adventure trips. 
· Colons After Verbs and Prepositions: A colon can introduce a list, and appositive, or a quotation, but only when an independent clause does the introducing. Never use colons after a verb, preposition (such as to or for), or the lead-in words such as, including, like, and consists of to introduce a list. Either delete the colon or use the following or as follows before a colon. This rule holds true even if the list is bulleted.  
	INCORRECT: The event includes: a workshop, luncheon, and award ceremony.
	CORRECT: The event includes a workshop, luncheon, and award ceremony.

· Hyphens:  Do not use hyphens with –ly adverbs
	
· Use Active Voice: Whenever possible, revise passive voice (the subject is being acted upon) sentences to put them in the active voice (the subject performs the action). Only use the passive voice if writing in the active voice sounds awkward or for emphasis.   
· Dangling and Misplaced Modifiers: A dangling modifier doesn’t modify any word in the sentence. A misplaced modifier is positioned incorrectly in a sentence, usually too far from the word it modifies, resulting in a confusing sentence or changes the meaning of the sentence. 
INCORRECT: Always running late, his coworkers were annoyed with Bob.
CORRECT:  Always running late, Bob annoyed his coworkers.
· Introductory Phrases, Words, and Clauses: Use a comma after introductory words, clauses, or phrases. 
· Pronoun-Antecedent Agreement (including ambiguous or missing antecedent)
· Indefinite Pronouns (singular vs. plural): Each, any, anyone, every are all singular. The pronoun phrase he or she or his or her should be used with these indefinite pronouns. All, many, some, few are plural and take the plural pronoun they or their. To avoid overusing the phrase his or her revise the sentence to make the indefinite pronoun plural or to avoid using indefinite pronouns.   
INCORRECT: Everybody needs to bring their own book.
CORRECT: Everybody needs to bring his or her own book.
· Pronoun Usage (subject vs. object pronoun): I is a subject pronoun. It should not be used if it is the direct or indirect object or the object of the preposition. People often want to end a sentence with I or she to sound more proper. 
INCORRECT: Leslie is planning the program with George and I. She will be meeting with he and I today.
CORRECT: Leslie is planning the program with George and me. She will be meeting with him and me today.
· Italics vs. Quotation Marks: In text, titles of books, newspapers, magazines, journals, CDs, and other longer works should be italicized. Titles of articles, chapters, songs, or short poems should be in quotation marks.
· Dashes: Dashes are used to emphasize an idea, provide a description or contrast, or give examples or definitions. Dashes can also be used to add loosely related information and are preferable to parentheses. A dash is an unbroken line approximately the length of two hyphens joined together (to make a dash, hit the hyphen key twice). There should be no space before or after a dash. 
The Processing Unit and the Calling Center—two key components to the department—were reorganized last year.
In speaking with students, the staff learned that the term commuter—which was originally in the name of the department—deterred students from using the center.




















	Action Words

	abstracted
	confronted
	fortified
	oriented
	revised

	accelerated
	constructed
	founded
	originated
	rewrote

	achieved
	consulted
	gathered
	overhauled
	scheduled

	actively
	contracted
	generated
	participated
	selected

	adapted
	contributed
	guided
	performed
	sell

	administered
	contrived
	handled
	persuaded
	served

	advised
	controlled
	harmonized
	pinpointed
	set up

	aided
	coordinated
	headed
	planned
	simplified

	allocated
	corresponded
	imagined
	predicted
	sketched

	amplified
	counseled
	implemented
	prepared
	sold

	analyzed
	created
	improved
	presented
	solved

	answered
	delegated
	incorporated
	preserved
	specialized

	anticipated
	demonstrated
	increased
	printed
	spoke

	applied
	designed
	influenced
	processed
	streamlined

	appointed
	determined
	initiated
	produced
	structured

	appraised
	developed
	inspected
	proficient
	substituted

	approved
	devised 
	installed
	programmed
	succeed

	arbitrated
	devoted
	instituted
	promoted
	suggested

	arranged
	diagrammed
	instructed
	proposed
	supervised

	assembled
	directed
	interpreted
	protected
	supported

	assisted
	dispensed
	interviewed
	proved
	systematized

	assumed
	displayed
	introduced
	provided
	talked

	audited
	distributed
	invented
	questioned
	taught

	augmented
	dramatized
	investigate
	read
	teach

	awarded
	edited
	Launched
	received
	trained

	began
	effected
	lectured
	recommended
	trained

	bought
	eliminated
	led
	recorded
	translated

	broadened
	employed
	listed
	recruited
	trouble-shoot

	budgeted
	entertained
	listened
	reduced
	tutored

	built
	established
	located
	re-established
	utilized

	calculated
	estimated
	maintained
	regulated
	volunteered

	cared for
	evaluated
	managed
	rehearsed
	widened

	catalogued
	evaluated
	mapped
	reinforced
	worked

	chaired
	examined
	measured
	remembered
	wrote

	chaired
	exhibited
	mediated
	reorganized
	

	classified
	expanded
	met
	repaired
	

	coached
	expanded
	modified
	represented
	

	collected
	expedited
	monitored
	researched
	

	completed
	explained
	motivated
	reshaped
	

	complied
	expressed
	negotiated
	responsible
	

	conceived
	extended
	observed
	restituted
	

	conceptualized
	fabricated
	obtained
	restored
	

	conducted
	facilitate
	operated
	revamped
	

	conducted
	focused
	organized
	reviewed
	



What You Should Know

What Employers Really Want to Know
1. Can you do the job?
2. Do you have a good work attitude?  How motivated, team oriented, and conscientious an employee will you be?
3. How interested are you in this kind of work?  
4. Will you fit into the institution?  This is determined by a combination of your manner, background, and appearance.  Questions an interviewer might ask to decide your fit: what kinds of people do you feel comfortable with?  What kind of environment do you work best in?
5. Do you really want to work for this institution?  One of the biggest turn-offs for recruiters is students who aren’t sure why they want to work for their institution.

What Employers Look For
1. Communication and Interpersonal Skills-The ability to communicate effectively with others and get along with a variety of different types of personalities are two of the most desirable qualities in job candidates according to recruiters and employers.
2. Enthusiasm-It’s not enough to just have the right qualifications; an employer needs to know that you are willing to give 100% to your job.  Interviewers are impressed by candidates who are alert, responsive, and energetic.
3. Flexibility-Employers need to know that the people they hire can expand and change as their companies do.  Applicants who are receptive to new ideas and concepts are highly valued employees.
4. Leadership-Even in entry-level position, most employers look for evidence of leadership qualities.  Successful companies need self-starters who are not afraid to take responsibility for doing the best job possible.
5. A High Energy Level-A job candidate’s willingness to work hard matters a great deal.  Employers want to know that you are committed to devoting the prime hours of your day to the job.
6. Maturity-A quality that employers almost always mention in connection with first job hires, maturity essentially means knowing how to handle yourself in a business situation.  Misplaced humorous remarks, giggling at inappropriate moments or being indiscreet about institution information are tell-tale signs of immaturity.

Predictors for Success
1. Ambition and motivation
2. Related work experience
3. Creativity 
4. Teamwork capabilities
5. Personable
6. Initiative and Responsibility
7. Job “fit” (e.g. skill base, work environment, culture, personality)
8. Specific courses
9. Adaptability
10. Leadership Ability
11. Work habits
12. Positive attitude
13. Clarity of goals
14. Theory to practice (application of knowledge)

What the Interviewer Expects From You
1. A professional attitude and appearance
2. An indication that you know about the organization (e.g. use correct language, have relevant questions prepared)
3. A clear idea of what you want to do (clear and long term goals)
4. The ability to “sell yourself” and your ability to do the job
5. Understand students and current trends in student affairs

Sources
How to Get a Job Guide
For Your Action:  A Practical Job Search Guide for the Liberal Arts Student
Put Your Degree to Work

The Interview
Questions an Employer May Ask
Questions About Yourself
1. Tell me about yourself.
2. What are you major strengths?
3. What is a weakness that you have, and what are you doing to correct it?
4. What can you do that someone else can’t?
5. Why should I hire you over other candidates?
6. What qualifications do you have that make you feel that you will be successful in your field?
7. What were the three most important events/decisions of your life?
8. Are you a leader?  Give me examples.
9. What do you do in your leisure time?
10. Tell me about an accomplishment in which you take pride.
11. What magazines or books do you read?  Why?
12. What qualities to you admire in others?

Questions About Career Goals or Plans
1. Where do you hope to be in five/ten years?
2. How much money do you hope to earn at age 30? 35?
3. What does success mean to you?
4. What personal characteristics are necessary for success in your chosen field?
5. What are your career goals?

Questions About School/Education
1. How does your education relate to your needs?
2. What were your favorite and least favorite subjects in school?  Why?
3. What kinds of professors did you like?  Why?
4. What is your GPA?
5. Why did you go to 		 (school)?
6. Do you have plans to continue your education?
7. Are your grades an indication of your academic achievements?

Questions Specific to the Institution/Organization
1. What position in our institution/organization interests you the most?
2. Would you make a good 		 (hall director, assistant director)?
3. Why do you want to work for us?  Why are you interviewing with us?
4. Why should I hire you?
5. In addition to the literature we sent out, what other sources did you use to find out about our institution/organization?
6. Why are you interested in this field?
7. How long do you intend to stay with our 		 (institution/organization)?
8. What would be your greatest contribution to our operation?
9. Can you handle the responsibilities of this position?
10. In what area of the country would you prefer to work?
11. What qualifications do you have that would make you successful with us?
12. What are the disadvantages of this field?

Previous Work Experience Questions
1. What has annoyed you about people that you have worked with?
2. What have you learned from some of your past jobs?
3. Do you work well under pressure?  Give me examples.
4. Do you prefer a large or small company/organization?  Why?
5. What jobs have you enjoyed the most?  The least?  Why?
6. Do you like routine work?
7. How often, and in what way, did you communicate with your subordinates and superiors?
8. Do you like regular hours?
9. What specific skills acquired or used in previous jobs related to this position?
10. How did you handle criticism?
11. What do you think determines a person’s progress in a company?
12. Do you like to travel?
13. What kind of jobs have you held?  How were they obtained and why did you leave?
14. What kind of boss do you prefer?

Questions You May Ask an Employer
Caution: When employers have supplied you with literature about the company/organization before the interview, they expect you to read it, study it, and formulate questions from it.  Be sure to also review the website.  Asking questions that could have been answered by reading the brochures wastes the interviewer’s time and does not speak well of you.  If the literature does not give the answer, the following questions are fair game:
1. What kinds of people do you usually look for?  What sort of person are you looking for to fill this particular position?
2. Can you tell me about your own experience with the institution/organization?
3. What have you liked most and least about work for 		  (institution/organization)?
4. What happens during the training program?
5. What was your first job in your career?
6. What does it take to advance in your field?
7. What aspects of your job provide you with the most satisfaction?  The least?
8. What do you consider to be your institution’s three most important assets?
9. What do you see ahead for your institution/organization in the next ten year?
10. Is this a newly created position or is someone being replaced?
11. What percentage of higher positions are filled by promotion?
12. Is it possible to transfer between departments?
13. How will I be evaluated?
14. How would I spend a typical day?
15. Share some trends/hot topics on your campus.
16. Ask a question related to the mission statement.
17. What is your management style (to ask a supervisor)?
18. What are your goals and objectives for the year or position (to ask a supervisor)?
19. For a more complete list visit http://www.niu.edu/CareerServices/handouts/ApplicantsQuestions.pdf.  
Sources
For Your Action: A Practical Guide for the Liberal Arts Student
Making the Most of Your Job Interview
Sweaty Palms: The Neglected Art of Being Interviewed
Why Should I Hire You?

From the Candidate’s Perspective…What to Think About Before Saying Yes
· Will your personal/professional philosophy be congruent with your potential employer’s?
· What is the amount of institutional support (philosophically and financially) given to the potential role and the other services with which you will work (supervisor, colleagues, physical environment)?
· What is the overall financial condition of the institution?
· What are the economic conditions of the region as compared to the proposed salary level (food, housing, transportation)?  Do you have access to an online salary comparison?
· Are the salary and benefits equitable in comparison to others in the same institution or other comparable positions in the field? (Access various websites such as ACUI, ACUHO-I, NACE, NASAP, and/or ACPA.)
· What kind of funds are available for professional development?  What priority is placed on professional contributions development?
· Is a balanced life possible in the work setting?  Is wellness valued?
· How would this position contribute to your overall career goals?
· Are you comfortable with the size of the campus and department?
· What does the current level of organizational morale or climate indicate?  
· What are the students like?  What is the balance of socio-economic background, educational skills, developmental issues, typical behavioral patterns or problems?
· Is the geographical location agreeable to your lifestyle?
· Is the management style geared toward your professional development?
· What is the staff like who will report to you (number, level, administrative, professional?  What are their attitudes and how could you work with them?
· Are teaching/mentoring opportunities available?
· What is the match or mismatch of regional values and perspectives with your own (cultural programs, religious)?
· Are there specific things/perks you are looking for that would help you be successful (e.g. technology, office space, etc.)

Preparing for the Placement Exchange
NASPA Placement Exchange
March 9-13, 2011 Philadelphia, Pennsylvania
Oshkosh Placement Exchange (OPE)
March 3-6, 2011 University of Wisconsin Oshkosh

Before Placement
· Register for the conference and placement exchange
· Plan your job search budget
· Make hotel arrangements
· Make travel arrangements
· Prepare your resume and reference list and have multiple copies made (Your resume should include your candidate number, which you will be provided when you register.)
· Review pre-conference listings and identify positions that interest you
· Send letters of interest to employers with the request for a pre-arranged interview.
· Establish a tracking system or a file and begin using it.
· Plan your wardrobe (Bring separate outfits for each day because you many interview two times with the same employer.)
· Indentify three references and ensure they are willing to serve as such.  Be sure to continually communicate with your references and provide them with your resume and the job descriptions of all of the positions you apply for.
· Items to Pack
· Job Search Items
· Copies of resume (15-20)/copy on USB key and resume paper
· Thank you note cards
· Pens
· Small stapler and staples
· Note paper
· Small atlas
· Calendar or interview scheduling form
· Tracking system
· Personal Items
· Interview clothes/shoes
· Comfortable clothes/shoes
· Aspirin
· Travel iron (possibly…if staying in residence hall)
· Snack food/breakfast food
· Needle and thread/small sewing kit
· Spending money









At Placement Exchange
· Pick up registration materials
· Learn your mailbox number.  You may also want to write down the numbers of the other NIU candidates and personnel.
· Place your resume in Candidate Resume Book
· Become acquainted with the placement area/ Know where campus resources files are located and computer kiosks
· Wear your nametag
· Attend a placement orientation session
· Pick up supplemental listings as they become available and identify positions that interest you
· Check your mailbox regularly but do not become overly obsessed
· Leave pick-me up notes for friends in their mailboxes
After Placement Exchange
· Prepare a thank you note for employer and place in employer mailbox
· Express thank for the interviewer’s time
· Reiterate your interest in the job
· Refresh the interviewer’s memory about who you are be referring to a point or two disclosed in the interview
· Offer to provide additional information
· Express a desire to her from the institution soon
· Take notes regarding the interview (general impression, positive aspects, concerns, and salary/benefits-if mentioned)
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