Business Communication at Work	Chapter 17

   

Proofreading/Editing Review:  The following sentences contain errors.  These errors may be typographical and/or may include errors in grammar, number usage, punctuation, or capitalization. Make the necessary corrections in each sentence and rewrite each sentence correctly.



1.�In describing your expereince in a résumé point out specifically what you did how well you did it and how your employer benifitted.�����������2.�Potential employers frequently recieve hundreds’ of résumés for positions they have open.�����������3.�When you prepare a résumé for the computer to read you want it to be “scannable”.�����������4.�Reserching a company is offen one of the most benificial exercises of a job search.�����������5.�The closer you match your career job to your personality the greater success you will have.�����������6.�Every résumé is a unique comunication it should be approppriate to your situasion and function as you want it to.�����������7.�When seeking specific information or a answer to a résumé question talk to your career counscelor.�����������8.�A résumé should present you positivly; and stimmulate interest in meeting you and learning more about you.�����������9.�Write your résumé to establesh youself as a professional with high standards.�����������10.�Most people right an résumé, because the majority of employers reqiuire one before scheduling an interview.��������


