
Only Your Stylist Will Know:
How to Let an Editor 

Make You Look Fabulous



“A really good editor is like a really good hair 
colorist. They make you look your best, but no 
one can tell you had anything done.”



What does an editor do?



What does an editor do?

• Catch blatant errors — spelling, punctuation, typos, 
grammar — to keep you from looking unprofessional







“Yesterday I couldn’t spell ‘engineer’; today I are one.”
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Negativity Bias

• Negative information is an attention magnet.
• The more attention you pay to anything, the more you’ll 

remember it.
• Therefore, negative information can damage a reputation 

far more easily than positive information can boost a 
reputation.



What does an editor do?

• Catch blatant errors — spelling, punctuation, typos, 
grammar — to keep you from looking unprofessional

• Correct awkward or unclear writing, to help you get 
your message across clearly and cleanly
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Awkward Writing = Harder to Read

• Due to the fact that our donors have donated so 
generously, we have more money we can use to defray 
the costs of scholarships.

• Better: The generous support of our donors has enabled 
us to increase funding for scholarships.
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Awkward Writing = Harder to Read

• All reading requires mental effort, otherwise known as 
cognitive load. 

• As cognitive load increases, persistence — a reader’s 
tendency to read a piece of writing all the way to the end 
— decreases.
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• When the executive committee launched the strategic 
plan review process, it needed a drastic overhaul.

• Better: When the executive committee began reviewing 
the strategic plan, it soon became apparent that the plan 
needed a drastic overhaul.

• Better but different — which is right? When the 
executive committee began reviewing the strategic plan, 
it soon became apparent that the committee needed a 
drastic overhaul.
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Unclear Writing = Harder to Understand

• All reading is an act of decoding a text to extract its 
meaning. 

• The harder it is to decode a text, comprehension —
the reader’s understanding of the text’s meaning —
decreases.



What does an editor do?

• Catch blatant errors — spelling, punctuation, typos, 
grammar — to keep you from looking unprofessional

• Correct awkward or unclear writing, to help you get your 
message across clearly and cleanly

• Enforce editorial style to ensure that your 
communications are consistent
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than one “correct” way to write something. 
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Editorial Style

• A set of rules that tell you what to do when there’s more 
than one “correct” way to write something. 
– Randy Woodson is chancellor of NC State. 

Randy Woodson is Chancellor of NC State.
– She gave ten million dollars to the university.

She gave $10 million to the university
– The U.S. flag is red, white, and blue.

The U.S. flag is red, white and blue.
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Editorial Style

• The main purpose of any editorial style is to enhance 
clarity and consistency. 

• Editorial styles come from editorial style guides, such as 
the AP Stylebook and the Chicago Manual of Style. 

• Organizations often use a known style guide as the 
foundation for their own style, with additions and 
modifications as needed.





What does an editor do?

• Catch blatant errors — spelling, punctuation, typos, 
grammar — to keep you from looking unprofessional

• Correct awkward or unclear writing, to help you get your 
message across clearly and cleanly

• Enforce editorial style to ensure that your 
communications are consistent

• Adhere to brand guidelines for voice and tone, so all 
your communications reinforce key messages and 
work to achieve strategic goals



The two meanings of “brand”:
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The two meanings of “brand”:

• The set of guidelines an entity uses to shape the way it 
communicates

• The way an entity is perceived by others
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• Voice: The characteristic qualities of your writing that 
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Voice and Tone

• Voice: The characteristic qualities of your writing that 
arise from who you are and generally do not change 

• Tone: The way you shape your writing to fit a specific 
occasion or purpose



NC State’s Brand Personality

• Courageous
• Innovative
• Intellectual
• Purposeful
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The Four Levels of Editing

1. Developmental editing
2. Substantive editing
3. Copy editing
4. Proofreading
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