Planning 10
Peer Editing Instructions

1. Each student gets a different coloured pen/pencil (use pencil crayons or coloured pens).  Start by having students use the coloured pen/pencil to comment on their own resume (positives and negatives).

2. Arrange desks in groups of 4 or simply have all students stay in usual seating arrangement and pass resumes clockwise.  Students print their name on the bottom of their partner’s resume, using the coloured pen/pencil.  Students imagine they are a personnel director and read over the resume making comments.  Include at least one positive comment!  Make corrections and suggestions. (about 2 min)
3. Students than pass the resumes clockwise again and repeat the process with a new person’s resume. (2 min)

4. Keep passing resumes as time permits (at least 3-4 times).

5. Students return resumes to original owners.  Students then review comments and ask questions of the editors as needed, and make additional changes that may have been missed.  After having seen other resumes, they may have more ideas.

Things to suggest students look for on own and others’ resumes:

· Does each point make sense?

· Is more information needed such as specific examples?

· At least 6 bullet points in “Skills” section

· “Relevant course work” or “Courses of interest” in education section

· Spelling errors (ex. Westminster, interests, qualifications, references, etc.)

· Capitals on names, job titles, business/school names, city, street, course names

· Capitals at beginning of each bullet point

· No periods at the end of bullet points

· BC or B.C.

· Proper format for writing postal codes and phone numbers

· All have written “References available on request” at bottom

· Headings are consistently formatted and spaced

· Name at top is large and bold

· Use of tab key to create white space and to line up information

· Verb tense consistent within sections (past tense if past job, present tense for “skills/highlights” section and current experience)

· Spacing around dashes, commas, colons

· Use bullet points, not dashes

· Add creative elements

