E-Professionalism Dos and Don’ts

by Tracy Evans and Amy E. Gerwitz

Because businesses have entered the world of
e-commerce — and government has entered the
world of e-government — “‘e-professionalism”
seems like a natural title for the professionalism
challenges career services and recruiting adminis-
trators are facing today. Electronic professional-
ism encompasses so many different areas it is al-
most overwhelming at first. The signs of the rapid
expansion of the role of electronics in our lives
over the past decade include e-mail, cell phones,
texting, BlackBerrys, Bluetooth, iPods, Portable
Play Stations, web search engines, websites,
blogs, and, the most colossal of them all, social
networking sites.

These new gadgets and websites offer such cre-
ative ingenuity they are hard to pass up. E-mail
and the Internet give us immediate access to infor-
mation and communication; social networking
sites allow us to meet new people without leaving
our home; and cell phones speak for themselves.
The latest in technology brings much pleasure and
gratification to students and professionals alike,
but comes with consequences as well. We teach
our students how to be professional in interviews,
at social functions, and in an office setting. How-
ever, what happens in cyber space and beyond is
spinning out of control and so is our ability to
manage it.

These e-professionalism dos and don’ts offer
some basic guiding principles to maintaining pro-
fessionalism in the electronic and information age.
Save them, read them regularly, and suggest that
your students do the same.

Top Ten E-Professionalism Dos

1. Do aregular online search of your name
(Google, Yahoo, Ask). If necessary, con-
sider hiring a company to “clean up” your
online image.

2. Keep your online profiles private, letting in
only those you trust and know personally.
Check friends’ profiles on a regular basis
to monitor what pictures and comments are
being posted about you.

3. Record a professional voicemail message at
home and on your cell phone. Employers
may think you have a beautiful voice if you
choose to sing your message, but they won’t
be impressed with your professionalism.
This includes using a professional sounding
ringtone on your phone.

4. Treat your e-mails like professional corre-
spondence or conversations, using correct
grammar and only saying those things you
would say to someone face to face. Avoid
using slang or abbreviations in your e-mail
communications.

5. Professional online networks such as
LinkedIn are a great way to market yourself
in a professional manner.

6. Personal web pages are a great way to
market yourself, but be sure they stay clean
and safe.

7. Do use the Internet to research potential
employers or professionals you’ll be inter-
acting with so that you are informed about
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10.

them professionally and personally when
you meet them.

Always follow up on electronic communi-
cations. As convenient as they may be, they
are sometimes unreliable.

Check your e-mails and voicemails on a
regular basis — especially if you set some
aside hoping to spend more time on them
later, as these are easy to forget.

Use your work computer for professional
purposes only; save online shopping and
playing games for home.

Top Ten E-Professionalism Don'ts

L.

Don’t risk putting inappropriate content on
the Internet, including on social networking
sites, blogs, message boards, YouTube, etc.
Don’t assume that just because you don’t
put inappropriate content online, others
can’t or won’t do so, and their content may
include your name or pictures, etc.

Don’t assume that even though your profile
settings are private, employers and others
may not see them.

Don’t assume that employers are not con-
ducting electronic background checks on
you; they are and will continue to do so.

Don’t over blog unless the content is profes-
sional. In particular, don’t put anything
about your employer in a blog; employees
have been fired for this.

5. Don’t put inappropriate content in your
home or business e-mail; messages may be
circulated to others.

6. Don’t have an inappropriate e-mail address
such as hotmama@aol.com, and don’t use
the same e-mail address on your résumé that
you use for your online presence unless the
online presence is completely appropriate
and positive.

7. Don’t click “send” on an e-mail without
double-checking to make sure you are send-
ing it to the correct recipient and without
rereading the content, especially for “reply
to all” messages.

8.  Don’t wear a Bluetooth accessory in a meet-
ing, at a lunch, or in other business settings.
Not only is it unattractive, it is also distract-
ing and rude.

9. Don’t text in the middle of meetings,
lunches, etc. If communicating with some-
one is that important, excuse yourself
from the conversation and text in private.

10. Don’t wear your iPod while working; leave
it at home or save it for personal time.

Tracy Evans is Director of Career Services
at Louisiana State University Law Center.
Amy Gerwitz is Associate Director, Alumni
Counseling and Relations, at Pace
University School of Law. This article was
submitted on behalf of the NALP Student
Professional Development Section.

Reprinted from NALP Bulletin, September 2008.
© NALP 2008. All rights reserved. This article may be printed for personal use only. Any reproduction, retransmission
or republication of all or part of this material is expressly prohibited unless NALP or the copyright owner has granted
prior written consent. For reprint permission contact the NALP office at (202) 835-1001 or www.nalp.org.




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Gray Gamma 2.2)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails true
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments true
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts false
  /TransferFunctionInfo /Preserve
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile (Color Management Off)
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages false
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages false
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages false
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile (None)
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /ConvertToCMYK
      /DestinationProfileName ()
      /DestinationProfileSelector /DocumentCMYK
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles false
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /DocumentCMYK
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /UseDocumentProfile
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


