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Why would you want to increase your visibility at work?
Why not just let your work speak for yourself?
You can’t expect to get ahead if people don’t notice you.

…and it’s never safe to assume that decision-makers are aware of your
accomplishments.
Increasing your visibility doesn’t require constant bragging and acting like you’re “selfpromoting.”
Here are six tips to make yourself more visible without being overbearing.
1.

Share your accomplishments through writing. With the ubiquity of email, it’s easy to write a
message updating your team members on a project, including how your work is affecting its
progress. Be sure to copy a supervisor on the message. Also, thank people in writing by explaining
how their work or suggestions have helped you do your job better. It makes them feel good about
their work and reflects well on you.

2.

Write out notes of what you want to say before meetings. If you know that you’ll be
speaking at a meeting or event, take the time to write out what you want to say beforehand. When
you have something prepared, it makes it more likely that you will speak, and that you say what
you mean.

3.

Think before you speak. When you can’t prepare remarks ahead of time, always give yourself
time to think before you speak at meetings. People listen to and respect others who can clearly
articulate their ideas. If you don’t want to miss an opportunity to say something, ask a question first
and then think through your statement while listening to the response.

4.

Master the art of small talk. Some people shy away from small talk, but it’s the glue that binds
an office together. Chatting with others gives you the opportunity to build stronger relationships and
discuss what you’ve been doing. If small talk is difficult, prepare a number of open-ended, workrelated questions that you can use to start conversations.

5.

Schedule one-on-one meetings. Especially if you have a difficult time being yourself in group
meetings, ask colleagues and supervisors if you can schedule private meetings with them. One-onones are a great opportunity to talk about your work and how it affects the company.

6.

Volunteer for committees and events. Many professionals are rightfully concerned about being
productive, but committees and events have their place. Participating in a committee or helping to
host a conference or charity event translates to an abundance of networking opportunities.
Committees and events give you the opportunity to meet new people, talk about your work, and put
your name and face in front of people who wouldn’t normally notice you.
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