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1.
Important Skills
i.e., the basics you should 
have in your toolbelt, plus the 
things that can be taught



So, what are some skills I should have and work on?

You should...
1. Be a strong copy editor (via edit test)
2. Know how to edit various types of stories
3. Spend a lot of time reading (not 

necessarily writing!)
4. Be able to communicate clearly, 

concisely, and effectively
5. Have good people skills



What else?

A few secondary skills:
1. CMS and Google Analytics
2. Basic HTML
3. Basic fact-checking/sourcing 
4. Knowledge of/presence on social media
5. A solid grasp of ~webspeak~ and the internet
6. Awareness of global audience

*These are all things you can learn!



2.
Networking & Your 
Personal Brand
i.e., making and maintaining 
contacts, and presenting your 
best self



Don’t let networking scare you!

It’s just socializing with the people you 
want to work with.
● Be yourself, and let your personality shine.
● Be truthful and sincere, and really try to get 

to know people beyond helping you with an 
“in” somewhere.

● It’s OK to reach out to people in the 
absence of a job listing — in fact, you 
probably should!



How do I build my network?

Use the tools you probably already use 
every day.

● Sign up for meetups 
via local professional 
groups, your alma 
mater, ACES, 
LinkedIn, Meetup, etc.

● Check your social 
networks.



Meeting with a contact — IRL and virtually.

Do your research and be prepared.
● If you ask someone to meet with you (or to spend 

time answering an email), do your research, 
know the company basics, and have specific 
questions.
○ YES: “What went into the decision to make the 

BuzzFeed style guide public?”
○ NO: “Tell me about BuzzFeed.”

● Be sure to send a thank-you note/email.



Maintain your contacts.

Follow up.
● Remind them that you exist!

○ A simple one- or two-line email — to say 
hello, to tell them what you’ve been up 
to, or to share a link — can go a long way.

● Take them to coffee the next time they’re in 
town.



Create your personal brand.

Think about how you look to someone who 
might hire you. 
● Follow editors and organizations that you admire; 

emulate them.
● Craft your bio to show employers what you’re 

passionate about.
● Share your thoughts on ~word stuff~, and be 

consistent in what you post.
○ Remember: 70% professional, 30% personal.

● Have a complete, up-to-date LinkedIn profile — with 
a professional-looking headshot.



LinkedIn 
(more professional 
and straightforward)

Twitter 
(room for more 
personality and fun)



3.
Job Hunting
i.e., crafting your résumé, 
writing a cover letter, and 
following up



What should my résumé look like? 

Break down your relevant experience and 
skills clearly and concisely.
● Tailor your résumé — it’s OK (and probably 

necessary) to have more than one version!
● Use plain language 

and keywords; mirror 
the language you see 
in the job posting.

● Keep it to one page.



And what about my cover letter? 

What it should NOT be is a carbon copy of your résumé.
● Answer: Why are you the right person for this position at this 

company?
● Be brief and enticing, and show off your personality.
● DO YOUR RESEARCH; address your letter to a human.

● Any connection to the 
company? Talk about it.

● Be specific about your 
availability.

● No typos, inaccuracies, or 
inconsistencies. 



Find a person. Use an anecdote — 
and humor where 
it’s appropriate.

}
Show off your 
personality.

State your 
purpose.

Expand 
your résumé. 

Mirror language 
from the job 
posting.

Tout non-
résumé 

achievements.  

“I know how 
this publication 
works!”

Use your 
connection to 
the company.  

“I want to work 
here because...”

Use a simple, 
straightforward 
closing line.

Sample Cover Letter

Using a PDF? 
Link to your 

work.



What if I don’t get a response?

Try not to worry too much.
● DO:

○ Send a follow-up email to the hiring editor/manager.

○ Find a specific email address rather than just HR or 
via a contact form. Do a little sleuthing!

○ Send a (handwritten!) thank-you note to everyone 
you spoke with (after your interview).

● DON’T: 
○ Contact someone via their personal email. 
○ Email more than once if you haven’t heard back. 



What about when I get the interview? 

Most of all, make sure you’re prepared.
● Do some background research on the company and 

make sure you have a few questions to ask.
● Be humble — even if you know you’ve got this.
● Be ready to answer questions about 

your editing style, how you deal with 
other editors, and what you enjoy 
about copyediting and language. 

● Dress the part — even if you’re 
interviewing on the phone or via 
Skype.



4.
Increasing Your 
Chances
i.e., enhancing your skills and 
acing your copy test



I don’t have much experience — what can I do?

There are a few things.
1. Consider volunteering some 

of your time.
2. Ask if you can help keep 

mistakes from the copy at 
your favorite local 
publication or website. 

3. Offer your services to friends 
or colleagues.

4. Enroll in a copyediting class 
or certificate program. 



How else can I increase my chances?

Do...

○ Familiarize yourself with doing basic HTML, using 
a CMS, and understanding sourcing standards.

○ Know your grammar rules and copyediting basics.
○ Familiarize yourself with common style manuals.

Don’t...

○ Include any typos or inconsistencies in formatting 
and style in your résumé/cover letter.

○ Point out how many errors/typos you’ve noticed 
on the site you’re applying to.



So what’s the copy test like?

Copy tests can take a variety of forms.
● In-person paper tests:

○ Typically an hour in length.
○ May include a combination of sentences/stories to edit, 

an InDesign component, and a headline-writing exercise.
○ You’ll usually have the necessary resources: an in-house 

style guide, a style manual, and a dictionary.
● On the web:

○ Format here depends on the publication.
○ Often, you’ll edit and track changes (with instructions 

for style manuals/dictionaries to use) in a Word doc on a 
set of sentences and stories and return it in a fixed time.



And what about headlines?

Headlines compel readers to click — it’s an 
invitation to read.
● Many writers and section editors write their own 

web headlines (and lines for Twitter, Facebook, 
etc.), but copy editors are often asked to weigh in.

● Simple and straightforward is best.
● Many online news organizations optimize 

headlines to see what performs best (traffic-wise), 
and simple tweaks can make a big difference.



Take these examples.

Original hed:
“I Dressed Up And 
Dressed Down For A 
Week As A Black Man 
And This Is What 
Happened”

Original hed:
“27 Hilarious Modern 
Collective Nouns That 
Actually Exist”



So, to get that job you want, you should...

Work on your skills.
Fine-tune the core skills you already have 
(editing, communication, reading) and pick 
up a few others you might not (HTML/CMS, 
sourcing, web stuff).

Network with people 
whose jobs you want.
They’ll have the best advice to help you get 
where they are.

Build your brand.
Be active on social media; follow the 
editors and organizations you admire, 
participate in conversations, and share 
your thoughts.

Do your research and be 
prepared.
This goes for networking, applying to jobs, 
and interviews — show you cared enough 
to go the extra mile and learn a little more.

Be yourself.
Network genuinely. Tailor your résumé and 
cover letter to each position to let your 
personality shine.

Avoid typos and 
inconsistencies.
Most hiring editors will immediately 
disqualify any potential copy editors who 
have these.



Thanks!
Any questions?

Find us:
         @em_dash3     @meganpaolone

emmy.favilla@buzzfeed.com     megan.paolone@buzzfeed.com

@styleguide 
BuzzFeed Style Guide


