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YOU

• Team of learning professionals from the Rhode Island and Southern 
Massachusetts areas

• Investing in yourself and career management tools to be more visible 
as a personal brand 

ME
• Help professionals tell their stories and showcase their skills

• Increase the understanding of personal branding as a tool in 
promoting yourself and your accomplishments 
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Agenda-Tools for a Professional Brand

• Resume: Create/re-create an 
effective resume or improve 
the one you already have. 
Transform your resume into a 
powerful tool that will make 
the most of your work 
experience, skills, and 
successes.

• Cover Letter: Learn how to tell 
your story and demonstrate 
your accomplishments for a 
new opportunity.

• LinkedIn: Create, optimize, and 
promote your LinkedIn profile 
learning how to better build 
your visibility as well as explore 
which LinkedIn features can 
help you grow your network 
and expand your professional 
online presence.
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Resume-What Does It Do?



Common Resume Mistakes 

• Including a resume objective instead of a 
professional profile

• Unrelated work experience

• Not providing enough detail or quantifiable 
results

• Irrelevant skills to the job role

• Using the same resume for all your 
applications

• Outdated or missing contact information

• Describing job duties rather than 
professional accomplishments

• Resume is too long or too short

• Grammatical and formatting errors

• Using an unprofessional email address

• Including salary requirements

• Overly used vocabulary or jargon

• Listing hobbies unrelated to the job

• Attaching a photo of yourself



What You Did & How Well You Did It MATTER

• Think about a problem that existed that you helped support a solution.

• What action did you take to resolve the problem.

• What were the beneficial results of your action? 

• Can you quantify them?



Which are Good Action Statement Examples?



Resume Formatting
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Resume Top Fold
Name

• (401) 123-4567 - name@usa.net - https://www.linkedin.com/in

VICE PRESIDENT, RESEARCH & INSIGHT

Strategic Planning - Change Management - Market Insight & User Research
Data Literacy - Operations Management - Process Optimization

Experienced senior level executive with over fifteen years of success. Enhances business processes and optimizes operations by
researching and leading continuous improvement initiatives. Maximizes human capital performance and data collection/analytics by
developing best practices, compliance metrics, and professional development systems and structure. Achieves consistent and
timely project and program success by leveraging resources and results-focused priorities, objectives and timetables.

Serves as a trusted advisor and confidante to key stakeholders, management, colleagues, clients and staff. Consistently improves
human capital effectiveness and productivity, by collaborating cross-functionally to create and implement innovative training,
strategic planning and programs across all levels of staff. Quickly transforms underperforming individuals and groups into dedicated
teams driven to achieve unprecedented results. Competencies include:

- Program Development & Leadership - Mixed-Method, Qualitative & Quantitative Market Research
- Facilitating & Public Speaking - Project Management & Implementation
- Executive Coaching & Management Consulting - Communication of Direction, Mission & Focus
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Career Synopsis-Work Experience

CAREER SYNOPSIS

Independent Consultant, United States 1992-Present
MANAGEMENT & MARKET RESEARCH CONSULTANT
Established two management consulting firms and several small businesses. Conducted surveys, focus groups, and market
research analyses. Provided statistical analyses and research reports for academic colleagues and corporate decision
makers.
•
▪ Evaluated processes & systems for optimization and coached executive level leaders in business efficiency.
▪ Co-authored a book on mentoring.
▪ Wrote proposals for new programs and grant funding.
▪ Provided background research, peer comparisons, and environmental scans for decision support.
▪ Presented business proposals and results to C-suite stakeholders and staff.
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Resume Bottom Half

EDUCATION, TRAINING, & CERTIFICATION

State University of New York at Stony Brook
Ph.D. Sociology

TECHNICAL SKILLS

SPSS, Qualtrics, Various Academic Software, Databases and Retrieval Tools

ASSOCIATIONS, AWARDS & COMMUNITY

American Sociological Association, Section on Emotions, Newsletter Editor
Society for the Study of Symbolic Interaction, Treasurer
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Cover letters should highlight your academic, professional, 

and personal qualifications for the position to which you are 

applying.

It should not be a restatement of your resume.

Instead, you should select certain experiences to highlight to 

the employer. You might weave experiences together, telling 

how one experience led to another. 

You might tell a story from one or two experiences that bring 

depth and detail not covered in your resume. 

The Cover Letter



TOPICS

Why you?
Why them?

Highlight your 
experiences to
showcase you as the
best candidate and 
emphasize your 
interest in their 
organization. 

STYLE

Should be narrative in
style. Match tone of 
organization and always 
be professional. 

FONT

Use same font as 
resume for consistency 
across your 
documents.

CUSTOMIZE

Tailor and customize
your cover letter to 
each position.

LENGTH

No longer than 1 page and 
around 3-5 paragraphs.

Cover Letter Things to Remember



Cover Letter Example
Date

Career Education Center, Providence College

Joe McCarthy recommended that I apply for PC’s Graduate Student Advisor position in the Career Education Center. Joe and I ha d the pleasure of working together 

at MetLife for many years. I am very excited about your open position and know I can add an immediate impact in support of th e Career Education Center’s focus 

on helping the PC Friar graduate students be successful and make a contribution to work and society. As I review the qualific ations for the role, I am confident that 

my years of business experience, proven track record in engaging audiences and building relationships will provide the tools and preparation needed to assist the 

graduate students to confidently engage in finding internships, jobs, and ultimately starting a meaningful career.

The most rewarding aspect in any of my higher education roles has been working directly with the students. It is an awesome r esponsibility and honor to share in a 

students’ journey and support their academic goals. Whether it is through a career counseling appointment, classroom presenta tion, graduate student career 

change marketing plan, or assisting a student explore academic degrees, I know as Student Success Coach I will successfully e ncourage, support, and assist 

graduate and professional students in their efforts to graduate.  

Through my experience in recruiting and working one-on-one with potential MBA candidates I have helped advise students on their degree requirements and map 

out deadline plans to meet academic requirements. At Providence College, I worked with many faculty on their classroom and ce rtificate programming needs and 

enjoy working as part of a community that assists students to be their personal best and achieve academic success.

Through years of work in servicing customers, I have learned how using creative solutions to solve problems supports delivery of an exceptional customer 

experience. It would be my absolute pleasure to work with NEIT students again and I welcome the opportunity to be your Studen t Success Coach. I would like to 

further discuss this position with you and can be reached at (401) or by email at. Thank you for your consideration.

Regards, Name and contact information



Build Your Professional Brand



What is the Brand?
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What does your Brand say about You?
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In Creating a Brand Statement Consider This..

• What problems do my 
clients/audience have and 
how can I solve them?

• Who is solving this problem 
and how is my solution 
different?

• What do I do extraordinarily 
well with very little effort—
what’s your super power?
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STAR Method 
Situation, Task, Action, Result
Situation:

• Think of a situation that had a successful outcome. It doesn’t necessarily have to be work related 
as long as it’s relevant. Remember to include the who, what, where, when and how.

Task:

• Describe the task you were responsible for in that situation. Keep it specific but concise. Make 
sure to highlight any specific challenges you faced.

Action:

• This is the part where you describe exactly what you did. How did you complete the task you were 
assigned? Remember to focus on what you did and highlight traits (qualities) that a hiring 
manager will find desirable (initiative, teamwork, leadership, dedication, etc.)

Result:

• This is where you get to be introspective. Share what the outcome of the situation was and how 
you specifically contributed to that outcome. What did you accomplish? What did you learn? 
What were the results of your actions?
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Personal Branding Statement Examples
• Results-driven Audit and Risk 

Management leader with 
expertise in customizing audit 
and strategic business 
improvement solutions 

• Proven leader with experience 
managing complex change 
initiatives to improve 
operational performance

• Passionate leader skilled in  
identifying opportunities to 
enhance business operations 
while maintaining an effective 
internal control environment
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Tell Me About Yourself
Personal Branding Exercise

Share three 
strengths, skills, 
accomplishments 
that can answer 
“Tell me about 
yourself”
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Let’s Connect Your Brand to LinkedIn
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LinkedIn Facts

• 650 million members

• Executives from all Fortune 
500 companies are members

• 2 new users join every 
second!

• 25 million LinkedIn profiles 
are viewed every day

• The average number of 
connections on LinkedIn is 
930

• 56% of members are male

• 44% of members are female
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Make Your Headline Unique!
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About: Clear Concise Content
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Follow Companies

Be in the know on 
employers you want to 

work for

Follow Influencers

Learn from leaders you 
admire and the big 
guns in industries 

you’re interested in

Follow Industries

Become an expert 
by staying on top of 

trends and news

Demonstrate you are a Lifelong Learner



Find the Right Groups to Connect to

• Join groups focused on 
specific topics or industries 

• Align with your area of 
expertise

• Share your experience 
and build authority around 
your personal brand

annelipsitz.com



3-2-1 LinkedIn Posting 

• Post 3 pieces of industry related content

• Post 2 pieces of proud moment content

• Post  1 piece of product or services offering content

• Use Start a post to share posts.

• Use the Camera icon to share photos.

• Use the Video icon to share videos.

• Use the Document icon to share documents.

• Use Write article to publish articles.
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Engagement Tools
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Ask Questions

• Questions spark 
engagement and 
improve the visibility 
for your brand

• A response from one 
follower could lead to 
a burning question 
from another that 
could fuel great 
conversation
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Jump into Discussions

• Add your voice and make yourself visible in a discussion 

• Your unique insights add value 
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Ask for Recommendations
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This Photo by Unknown Author is licensed under CC BY-NC-ND
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