





Good

2d to use first name)

®* Have pud essiona irst ord “Kindest regards,”

“Respectfully submité —

A ® Don't cc, reply all, or forward unless absolutely necessary — protect other people’s
/ privacy!




| a i'scoverable

* Assume e\ = d be ok with everyone seeing

®* Use a relevant subject line needed as the discussion progresses — this makes

it easier to find for you and ’rhe ieiinfldfer
@




ant — it’s
1 atty /client relationship

when |

* Keep a personal email address for personal e

(f ® Convert attachments to PDF so others can’t alter them and attribute their work to you
@







(f ~ Create a Google alert
O




picture, it will con ¢ s” if someone googles your name, j
O

even if you didn’t add it to your page!
&
/' Contact the source to remove inaccurate or unflattering things




results page

" The more you edit or add, the further up the results page it ;
O

.




NCS

unate enough to

share ’rhe name, regic _ ge with someone who has

(f serious negative press assocm’red with the name you share.)




@

® Pics you re e s dre € sly found in images when

people Google your name... untag yourself!
® In all likelihood, professional connections will see it: At least watch content,
/) spelling, and punctuation




an example

% Update it regularly

™



r you
s d d new jobs
* Join underg 1 grou o5 - AISROFESSIONAL groups

only T — j
* Don't solicit your contacts (9

/3' Be responsible, professional, respectful, ethical, and private



e

O




