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Revision of work documents is a constant obligation and process (Sweeney). Document corrections are generally document fixes. Revising career documents, specifically, the curriculum vitae (CV), or the resume is more important than creating the document itself. For example, if I have a new academic achievement, let’s say of a new course I undertook along my major course, on completing it I will have to add it to my career information. Updating it in my work documents will require what I have termed as a revision of my work documents. In revising the work documents, the following will be my revision processes;
i. Concentrate on the objectives of the documents from my point of view - here, in consideration of the targeted readers of the document, specifically the human resource interviewers or any other concerned parties I will think about what they will perceive when they read the document. As the writer, I will identify if the readers will ‘feel’ what I intended them to feel when they read my document.
ii. Examine the document from the employer’s point of view- I will consider what the employer will tend to think of my documents. Am I qualified as per the organisation's entry policy requirements? Will my career profession impact on the company positively?
iii. Let time pass and re-read my documents- I would re-read my documents maybe the next day, on a fresh mind so that I notice the parts that make no sense to me since such elements won’t even make sense to my readers.
iv. Lastly, I would read my document more than once, each time with a different focus. It will help me perfect the document.
During the revision, I would be looking for any grammar and punctuation errors. I would also identify any whether my sentence structures have a good flow. To do such revisions, I would use a computer to aid me in detecting any pending spellings and grammar errors.
Revision is a necessary step for it will allow me to rethink and re-write possible parts of my work documents. During revising, let’s say on the career profile of my CV, I will challenge my previous written career summary. Therefore, during the revision process, I will have the opportunity to rework on the career profile summary thus deepening and strengthening my career profile statement (Sweeney). Additionally, during the revision, I will have the chance to identify and fix any overlooked important element that needs inclusion in my work documents. 
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