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How you are seen by others and the credibility you build is imperative to your role as 
an Administrative Support Professional. Once you become aware of and shape your 
personal and professional image to be a true reflection of yourself, you will have more 
control over how people treat you and the impression they form about you. 

Build Your Brand
Peter Montoya and Tim Vandehey, in their book The Brand Called You, call a personal 
brand a clear, powerful, compelling public image. The question is no longer if you 
have a personal brand, but whether you choose to guide and cultivate it, or to let it  
be defined on your behalf. 

Your brand is made up of:

1)  Your Physical Appearance. What do you want people to see from the outside? 
Is your external presentation representative of who you are? If it’s not, it’s time 
to make some changes. It doesn’t have to cost a lot of money in order to have 
an appearance that is reflective of you as a person. This is not an effort to 
police your clothing, hairstyle, or makeup. Whatever way you choose to present 
yourself to the world, is it true to who you are? That is the most important 
question to ask yourself. 

2)  Your Personality & Behaviour. Do your actions, how you speak and relate to 
others reflect the very best of who you are? We are human and not perfect, 
and that’s okay, however, what we say should reflect what we do. People will 
judge us by that. Are you showing up unapologetically you? The world is waiting 
for you. Don’t shortchange it by not being your full self. Be sure and take a 
Personality Test such as Myers Briggs or the Enneagram so you are clear on 
how you are built.

3)  Your Strengths. You need to know what your competencies, skills, and talents 
are, or at least be in the process of figuring that out. As we grow into our 
strengths, they will become something that people recognize in us. According 
to the book, Soar With Your Strengths, “if you develop your strengths to the 
maximum, the strength becomes so great it overwhelms the weaknesses.”  
So, spend more time on your strengths and don’t dwell on your weaknesses.

4)  Your Unique Offering. What is the thing that differentiates you from others? 
What makes you stand out? There are unique gifts and abilities that we all have. 
Invest some time into figuring out which skills you have and those that people 
notice in you. Focus your energy on improving those offerings. 
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Share Your Brand
To be considered for special assignments, upcoming promotions and to ensure that 
your performance evaluation and raises will be reflective of who you are and your 
contributions, here are some ways to present your brand and position yourself for 
success:

1) Biography and Professional Resume

2) Networking and Professional Organizations

3) Volunteer Efforts

4) Public Speaking Events

5) Social Media

Commit to Your Brand
Ensure you have some core accountability partners, inside or outside of work whose 
opinion you respect, to guide and regularly assess your brand. Remember, it’s not 
whether you have a brand or not; you are your brand. Now it’s up to you to determine 
how you will build your brand, share it with the world, and maintain and perfect it for 
years to come.
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