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S A M P L E S

D E T A I L S

S K I L L S

C l i e n t  r e q u e s t e d  a

p r o o f r e a d  o f  a n  1 8

m o n t h  c a l e n d a r ,

J a n u a r y  2 0 2 5  -  J u n e

2 0 2 6 .  

H o l i d a y s  w e r e  l i s t e d

o n  a  s i n g l e  p a g e .  T h e

m o n t h l y  c a l e n d a r s  h a d

c o u n t  u p  a n d

c o u n t d o w n  d a y s  ( e . g . ,

2 / 3 6 3 ) .  B e h i n d  e a c h

m o n t h  w a s  s e t  o f

w e e k l y  p a g e s .   

S o l u t i o n I m p a c t

P r o o f r e a d  t h e  c a l e n d a r

f o r  s p e l l i n g  a n d  a c c u r a c y .

C o n f i r m e d  f o r m a t t i n g

c o n s i s t e n c y  a n d  p r o v i d e d

s u g g e s t i o n s  t o  e n h a n c e

l a y o u t .  V e r i f i e d  c o u n t

u p / c o u n t d o w n  w a s

a c c u r a t e .  V e r i f i e d  a l l

h o l i d a y  d a t e s .

C r e a t e d  s t a n d a r d

f o r m a t  f o r  t h e  y e a r l y

p a g e  t h a t  c a n  b e  u s e d

i n  f u t u r e  p l a n n e r s .  

D e l i v e r e d  a n n o t a t e d

P D F  f i l e  w i t h i n  4 8

h o u r s  o f  s t a r t i n g

p r o j e c t ,  e n a b l i n g  t h e

p l a n n e r  t o  l a u n c h  o n

t i m e .    

P r o o f r e a d i n g  

A t t e n t i o n  t o  D e t a i l

C o n s i s t e n c y  

G r a m m a r

U S  E n g l i s h

P r o j e c t  M a n a g e m e n t

“ R o b y n  d i d  a  t h o r o u g h  a n d  f a n t a s t i c

j o b  p r o o f r e a d i n g  m y  p l a n n e r .  I  w a s

i m p r e s s e d  b y  t h e  l e v e l  o f  d e t a i l

R o b y n  w e n t  t h r o u g h  t h e  d o c u m e n t

w i t h .  I  a m  e x t r e m e l y  s a t i s f i e d  w i t h

t h e  w o r k  c o m p l e t e d . ”

T E S T I M O N I A L

P D F

T E C H N O L O G Y
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	Issue
	Solution
	Impact
	Client requested a proofread of an 18 month calendar, January 2025 - June 2026.
	Holidays were listed on a single page. The monthly calendars had count up and countdown days (e.g., 2/363). Behind each month was set of weekly pages.
	Proofread the calendar for spelling and accuracy. Confirmed formatting consistency and provided suggestions to enhance layout. Verified count up/countdown was accurate. Verified all holiday dates.
	Created standard format for the yearly page that can be used in future planners.
	Delivered annotated PDF file within 48 hours of starting project, enabling the planner to launch on time.

	DETAILS
	SKILLS
	Proofreading
	Attention to Detail
	Consistency
	Grammar
	US English
	Project Management

	TECHNOLOGY
	PDF

	TESTIMONIAL
	“Robyn did a thorough and fantastic job proofreading my planner. I was impressed by the level of detail Robyn went through the document with. I am extremely satisfied with the work completed.”
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