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8 Tips
for Managing Your Online Reputation

Centuries before the advent of the Internet, Benjamin Franklin 
quipped, “It takes many good deeds to build a good reputation, 
and only one bad one to lose it.”

Today, those words are truer than ever. With the Internet and social 
media, our “bad deeds” are broadcast widely and may remain visible 
for eternity. It’s particularly important to manage and safeguard 
your reputation when searching for a new job, and this task involves 
planning, monitoring, and taking action.

Why Is Online Reputation 
Management So Important? 
Whether you’re a student entering the workforce for the first 
time or a professional with decades of experience, your online 
reputation will have a tremendous impact on your career 
prospects. 

Employers, recruiters, and admissions officers place a huge 
emphasis on your online reputation, and digging into candidates’ 
online and social media presence is standard practice. Research 
from Microsoft has shown that more than 70 percent of recruiters 
have denied candidates because of information discovered online 
and more than 75 percent of businesses encourage hiring staff to 
thoroughly vet a candidate’s online reputation. 

By rifling through search engines, websites, and your social media 
accounts, hiring representatives hope to get a better idea of who 
you are and how you present yourself. What they discover can 
determine whether they make an employment offer.
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Keep in mind that building a good online reputation goes beyond 
simply concealing compromising photographs and overly revealing 
status updates. To optimize your online reputation, you’ll need to 
project a professional, confident, and authoritative image. 

So how can your online reputation put you in the best possible 
position to get the job? This guide to online reputation 
management includes eight essential tips for taking control of and 
transforming your Internet image.

Managing your online reputation is a lot simpler if you’re always 
cautious about the things you post, from photos to status updates 
to offhand comments. The things you publicize online are captured 
and stored in public servers, meaning they’re accessible to all and 
incredibly difficult to maintain complete control over.

Before you post a frustrated rant or silly video, remember that 
such posts may live online for the rest of your life for your family, 
friends, and prospective employers to see. You should also think 
twice before using social media accounts to engage in arguments, 
since digital clashes rarely show anyone in a positive light.

As well, while you should certainly adjust your privacy settings for 
your online accounts, don’t rely on those settings to protect your 
information. Social media sites are forever updating and altering 
their rules about what content you can protect and how you can 
protect it. There’s a chance that the photo you thought could 
only be seen by your Facebook friends could be made publicly 
accessible at some point in the future without you realizing it, and 
an image can always be downloaded and shared in a more public 
setting without your permission or knowledge.

1. Remember—the internet never forgets
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With that important rule of thumb in mind, let’s move on to our 
first actionable strategy. Doing a Google search of your own 
name is the simplest way to see a picture of your existing online 
reputation. You should try to view your online image in the same 
critical light that prospective employers, colleagues, and clients will 
when they search for information about you. 

Also, check out what results surface when you search for your 
name on Google Images. They could reveal things you don’t 
expect. 

Set up a Google Alert on your name to receive regular email 
notifications on where your name is turning up in searches and to 
stay updated on new content.

Through a Google search of your name, you may find sites, 
posts, and photos you need to delete or address. If you find 
compromising pictures or mentions of your name on Facebook, 
un-tag yourself. Then politely request that users remove the 
photos from their social media accounts and other online outlets.

If you encounter incorrect or mistaken information, you can email 
the site manager or editor to have that information corrected. You 
may also be able to file an online defamation lawsuit against the 
website for posting false or unprivileged information harmful to 
your reputation, although this is generally a last resort.

2. Google yourself (potential employers will)

3. Clean up unwanted content
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For other serious issues, such as true information on a previous 
legal problem or an unflattering news article, a good tactic is 
to push down search engine rankings for the negative content 
by providing more positive content in the form of professional 
personal websites, blogs, and social media posts. We’ll talk more 
about this process in tips four, five, and seven. 

If you are a conscientious objector to Facebook and social media, 
we have some bad news for you: it’s incredibly important to have 
accounts on major social media platforms, even if you don’t like 
the idea or don’t feel you have enough time to use them. The 
lack of an online presence can be just as damaging as a negative 
online presence, as it may appear suspicious and will rob you of an 
opportunity to display your credentials.

At the very least, create accounts on Facebook and LinkedIn, 
and invest effort in constructing a profile that presents you 
professionally and positively. Think of the profiles as extensions of 
your resume.

Try to update content once a month, whether that means linking 
to an interesting article, making a thoughtful status update, or 
publishing a blog post. Make sure the content is clean, professional, 
and something you’d be okay having evaluated by a potential boss 
or HR staffer. Whenever possible, link to your social media pages 
from other sites to provide more avenues for people and search 
engines to find you.

4. Optimize your social media accounts
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If you’re searching for a job, you should pay special attention to 
your LinkedIn profile. This professional social network is where 
recruiters and prospective employers often look to find new hires. 

Market yourself with a memorable headline and add information 
on the industry you want to work in. If you’re seeking a job while 
unemployed, include a current job entry with the job title you’re 
targeting—for example, “Content Writer in Training” with “Seeking 
New Opportunities” as the company name. List your skills with the 
most important ones on top. 

Be detailed and precise when filling out your summary and 
experience, including a mix of text and media. While your content 
should be of high quality and free of errors, try to inject your 
personality and let users know your passions and values. Market 
yourself as a high performer by including as much information as 
possible about your accomplishments, special projects, and other 
achievements. 

To make yourself more visible to searchers, mention your name 
and target keywords in the content as often as you can without 
seeming inorganic, and simplify the URL to your first and last name 
(e.g., www.linkedin.com/in/firstnamelastname).

5. Pay special attention to LinkedIn
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Your social media accounts don’t have to be all about you—
they can also be wonderful avenues to connect with potential 
employers and colleagues. Here are suggestions on using three 
major sites for networking. 

 LinkedIn. LinkedIn in particular is a highly effective tool for 
growing your network, enabling you to join professional 
networking groups in your industry and exchange ideas 
with authorities in your field. When submitting a request to 
make connections with people you know or are interested in 
forming a professional relationship with, include a personal 
note that introduces you and explains why you think the two 
of you should join forces. 

 Twitter. When using Twitter, you should keep an eye out for 
opportunities to share your thoughts, advice, and questions 
with people in your industry that you admire. Retweet posts 
you find interesting or relevant. You can catch the attention 
of desired contacts by mentioning their usernames in 
your tweets, replying to their tweets, or tweeting at them 
directly. 

 Facebook. In some instances, joining a Facebook group can 
be a good way to connect with the right people. Facebook 
groups are often smaller and more intimate than those on 
LinkedIn, so conversations are more honest and open, and 
members are often more willing to help and advise other 
members. Use the Facebook search function to find groups 
made up of people in your area from your industry.
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6. Start networking
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This is one of the best ways to present yourself as an expert 
on the Internet. The process of creating a blog can be relatively 
simple and cost effective, too. 

Start by purchasing your own domain name: FirstNameLastName.
com. Then find a hosting solution, such as HostGator or BlueHost, 
and install WordPress software. From there, you can easily 
create an attractive and professional blog where you can write 
about topics relating to your industry expertise and post images, 
infographics, and videos applicable to your field. 

Keep your blog fresh by staying on top of new sites related to your 
field and by using Google Alerts to find new content on important 
topics in your industry. Remain consistent on your topic area and 
blog format.

To put your blog in front of professionals and leaders in your 
industry, incorporate important keywords throughout your 
content. Always add main keywords to your blog title and subtitles. 
This will make it easier for search engines like Google to learn what 
your blog is about and will translate to higher rankings in their 
search results.

If writing isn’t your thing, however, sticking with a professional 
Twitter account may be a better way to build your online 
authority. By sharing thoughtful articles about your field, discussing 
important industry-related topics with other Twitter users, and 
building a following on Twitter, you can still project an image of 
someone who is active, engaged, and always learning about your 
industry.

7. Start a blog
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Of course, you can’t optimize your online reputation in one fell 
swoop. Rather, you should continue to invest time and attention to 
doing so throughout the rest of your professional life. Keep a close 
watch on your online reputation, and take measures to update 
it to align with your changing goals, ideal audiences, and target 
industries. 

Check out some of these handy tools for monitoring your 
reputation online: 

Google Alerts. As we’ve mentioned, Google Alerts is an 
invaluable tool for monitoring how your name appears in 
searches and keeping track of new content. You can set up 
alerts for any search keywords or phrases you choose, such 
as your name or the name of your company. You even have 
the option of receiving alerts as mentions occur in real time. 
Google Alerts automatically sends you notification emails 
based on the criteria and frequency you set, meaning 
the work on your end is minimal once the alert is up and 
running.

Image Raider. Image Raider lets you keep track of your 
images by regularly searching for websites that feature 
them. You can upload your headshots or any compromising 
images to monitor where they appear and then address 
them accordingly.  

8. Monitor your online reputation 
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Trackur. This useful tool monitors all your social media 
accounts and instantly notifies you when your name 
or business is mentioned. You can respond quickly and 
appropriately to all comments and posts about you without 
being stuck at your computer 24/7.  

Online ID Calculator. With Online ID Calculator, you can learn 
more about your Google results and assess your current 
online identity. From there, the tool will give you advice 
on improving your reputation to better align it with your 
personal brand. 

Klout. Klout analyzes data from your social media accounts 
and gives you a score from 1 to 100 based on your 
“overall influence online.” To determine your score, Klout 
incorporates data such as follower count and retweets 
and provides you with content you can share to boost your 
rating. 

While managing your online reputation may be a complex, 
challenging, and never-ending endeavor, your efforts will 
determine the success of your job hunt. With a careful and 
strategic approach to online reputation management, you can 
present yourself well to employers and have job recruiters come 
running to you.

© 2015 ProofreadingServices.com
9

http://www.trackur.com/
http://www.onlineidcalculator.com/index.php
http://klout.com/

