M I C HAE L « San Francisco, CA
AN D E RSO N « (555) 234-5678

» michael.anderson@email.com
Corporate Proofreader

Experienced proofreader with a strong background in corporate communications, dedicated to ensuring clarity and
professionalism in internal and external communications. Possesses comprehensive knowledge of corporate language and
branding standards, facilitating the effective review of reports, presentations, and promotional materials. Proven ability to
collaborate with executives and communication teams to enhance the impact of written messages.

WORK EXPERIENCE

Corporate Proofreader | Global Enterprises Ltd. Jan 2022 - Present

» Proofread corporate communications for grammatical accuracy and brand alignment.

» Collaborated with senior executives to refine key messages and enhance presentation quality.
» Reviewed internal reports to ensure clarity and adherence to corporate standards.

* Maintained a centralized style guide for corporate documentation.

» Conducted training sessions for staff on effective communication practices.

» Provided timely feedback on promotional materials to ensure alignment with corporate strategy.

Editorial Associate | Communications Agency Jul 2019 - Dec 2021

» Reviewed editorial content for accuracy and adherence to brand standards.

o Collaborated with writers and designers to enhance the quality of marketing materials.
* Implemented a content review process that improved efficiency by 20%.

» Coordinated with cross-functional teams to ensure cohesive messaging.

» Conducted workshops on best practices for corporate writing.

* Monitored feedback to continually improve communication strategies.

SKILLS

corporate proofreading editing communication strategies attention to detail project management collaboration
EDUCATION
Bachelor of Arts in Communication 2014

University of Michigan

ACHIEVEMENTS

» Achieved a 30% reduction in communication errors through enhanced proofreading practices.
* Recognized with the 'Outstanding Service Award' for contributions to corporate communications.

» Successfully led a project that revamped the corporate style guide, improving consistency across all documents.

LANGUAGES

English Spanish French



