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Introduction  

 

Thank you for joining me for Facebook Personal Profiles for Business!  I cannot tell 
you how excited I am about the possibilities that lie ahead for businesses like yours 
using new media. While TV, radio and newspapers are still viable means of 
communication for business, new media is stampeding its way to mainstream with 
channels like Twitter, Facebook and YouTube.  Outlook (the email program) is 
looking at Facebook (the social site) as its main competitor in the coming year.  And, 
the up-and-coming Google Wave is looking to sweep over Twitter in the coming 
months.  The rapid expansion of web 2.0 and social media really is changing the way 
we do business.  While understanding the technology is essential, it is still the 
relational skills applied virtually that lead to success. Whether you are an independent 
business owner, a manager in a medium-sized organization or an executive tasked 
with the job of providing thought leadership for your organization, social media can 
open new channels for business growth and should be part of your overall strategic 
plan. We couldnõt be doing business at a more exciting time in internet history! The 
power of global communications is at literally at our fingertips! 
 
Youõve made the right decision to invest in social media education. It is my privilege 
to share in your journey!   
 
Warm Regards, 
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A Review of  The Essentials  

hat is social media? 
The new generation of web applications that allow anyone to publish anything, 
anytime, anywhere.  
 

From Wikipedia.org Social media is content created by people using highly accessible and 
scalable publishing technologies intended to facilitate communications, influence and 
interaction with peers and with public audiences, typically via the Internet and mobile 
communications networks. 

The term "Web 2.0" refers to a perceived second generation of web development and 
design, that aims to facilitate communication, secure information sharing, interoperability, 
and collaboration on the World Wide Web. 
 
Why invest in social media? 
 

¶ It is a primary communication channel. 

Social sites are another communication tool like 

email and mobile phones. 

¶ Leading online requires being Googleable.  

It is good for SEO (Search Engine Optimization.) 

¶ It will expand your social capital, an essential asset 

for individuals and organizations. 

W  
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Facebook:  

Personal Profiles  

The essentials of  building a following, a group and a fan base on 
Facebook.com    

 Your colleagues' successes are your Successes. Period. 
  Tom Peters 

 
 
With Facebook, you can: 

1. Strengthen relationships with clients  
2. Develop relationships with leaders in industry 
3. Collaborate with those in your industry or company  
4. Build a following with target niche markets 
5. Build relationships with prospects 
6. Create a sense of community around your brand 
7. Research best practices 
8. Test marketing campaigns 
9. Expand reach into global markets 
10. Recruit employees/job search 

 

  

Facebook  

1 
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Facebook for You ð The Personal Profile  

Essentials 
 

Connecting with friends and logging time with people on Facebook is intuitive for 
many people. It is a relaxed, casual environment where conversations flow with ease. 
A Facebook profile will not read like a resume. It more closely resembles a personal 
scrapbook. On Facebook, most people donõt ask òNow What?ó What they may ask is 
òHow can I possibly use this for business?ó  

Facebook can be used for: 
 

¶ Collaboration   

Join Facebook Professional Groups like The Human Resources Group 

(9,000+ members) or the Investment Banking Professionals Group 

(6,200+ members) 

OR Become a fan of Associations that have a Facebook page like the South 

Carolina Hospital Association 

¶ Networking  ð Meet individuals  

¶ Identify influential people in your industry that you may not have the 

opportunity to meet in person. Send them a friend request letting them know 

why you want to connect with them. Communicate clearly that you respect 

their time.  

¶ Connect with people in your city and region. Join local groups virtually. If 

the Chamber is on Facebook, invite other members to be your friend. Then, 

ask questions to get acquainted like you would at a Chamber event. Be 

personable. 

¶ Hiring/Recruiting  

¶ Join Corporate Alumni Groups ð Corporations are creating facebook 

groups to nurture relationships between former and current employees. These 

groups are also good for recruiting and job hunting. If you are looking for a 

job change and a former colleague is a hiring manager, the relationship could 

open the door to new opportunity. 

¶ Join University Alumni groups to look for new hires or expand your job 

search. 

Facebook Tools  

 

¶ Profiles-the personal presence 

¶ Pages ð the organizational presence 

¶ Groups ð the topical or cause presence 
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¶ Causes ð the grassroots awareness/micro-donation application available on 

Facebook 

¶ Events ðan application on Facebook for promoting events (live or virtual) on 

Facebook 

 
 

 

Profiles -the personal presence  

Your profile will likely be the first impression many people have of you. Invest in 
it like the resume for your dream job. Expect to spend several hours to complete 
it. Be interesting and even entertaining. Highlight your achievements and do not 
include irrelevant information. This isnõt the time to be shy. Highlight your 
strengths. Do include a professional photo. On Facebook, casual photos are fine 
as long as they are appropriate for all audiences. 
 
Here you will connect with friends, associate with groups, join causes, send 
messages (like email), post video images, etc.   This is an opportunity for personal 
branding and professional networking. Donõt miss it!  
 
TIP: Utilize the Friend List feature for maximum productivity. Segment 
your list. 
 
Categorize your family, business, church, relationships into Friend Lists so 
reading updates is more meaningful and communicating with groups MUCH 
easier. 
 
Best Practices: Be a GIVER. Online relationships are REAL relationships. 
 

Inviting Friends  

Social Networking is all about making connections with people. Before you begin 
inviting friends, take a few minutes to review your objectives for Facebook. Who 
do you want to connect with? What do you want to accomplish with this tool? 
Who would make a good partner in a joint venture? If youõre looking for advice 
or mentoring, what benefit can you offer someone who invests in you? What 
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strategic alliances do you need to create? Let the answers to these questions guide 
you as you invite people to connect with you on Facebook.   
To start inviting, login to your profile and click the Friends to view the 2 options 
available for connecting with friends. 
 
Invite Friends allows you to send email invitations to one or many contacts to 

invite them to join Facebook and become your Friend. If 
Facebook determines that a friend is already on 
Facebook, a Friend request is sent instead of the email. 

 
Find Friends allows you to search your email lists for friends who are already on 
Facebook. You will see a listing of people on Facebook who are also on your 
email list and you are able to select which ones to invite to connect as friends. 
  
Best Practices: 

¶ Before inviting the contacts in your email lists, remove old or duplicate 

email addresses.  

¶ With your written objectives in mind, identify who you will invite. 

¶ Craft a unique message for each person.  

¶ If you want to re-establish an out of touch relationship, consider investing 

time using Facebook chat, direct messaging, an in-person visit or a phone 

call to reconnect and revive the relationship. 

To get started, click the Invite Friends menu button and do one of the 
following: 
 

¶ Type in the email addresses, a personal message and Click Invite OR 

¶ Click the Import Email Addresses link and import contacts from web-

based mail services or 

from your email 

software. After Facebook 

imports your contacts, 

you will be able to select 

which contacts you want 

to send Facebook 

invitations too.  
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Choose the Find Friends menu button to discover 4 ways to find people on Facebook: 

 

To Find Friends in your web-based email contact list, enter your email address 
and password then click the Find Friends button.  
 

 
 
Facebook will display current Facebook users who are also on your contact list. 
You may select the ones you wish to connect with. 
 

 
 

To Find Friends in Outlook (or other software),  click Upload Contact File to 
toggle it to this one: 
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When the import completes, scroll through the list and carefully select which 
contacts to invite as Friends. By-pass the Select All option and strategically 
choose who to bring in to your Facebook network remembering that the quality 
of your network is as important as the quantity of friends you are connected to. 
 
 
Discover people you may know  
Facebook will suggest people for you to connect with 
based on your profile info and current friends. The images 
will be displayed along with Select the ones that meet your 
objectives and invite them. These warm leads many times 
are friends of friends and can be quality connections. 
 
Search for People/Find People You IM 
Name or email address 
Find classmates who attended 
your college (or even high 
school) if they meet your 
objectives. 
Find colleagues listed on your 
AOL or Windows IM contact list that you regularly collaborate with using IM. 
 
Other Ways to Connect with Friends 
 
With Facebook Search, you can filter by networks (your city, for example), 
People, Pages, Groups, Events, Applications and the Web to find influential 
professionals that you would like to connect with.  When you find someone you 
want to invite, click the Add as Friend link on the right side of the page and send 
a personal message inviting the person to join your network. You can enter a 
search term and filter results. 
 
You can search your local geographic network to find new friends. 

 
 
For more filtering options, click the Profile Search link on the Facebook Search 
page. With this tool, you can search by most of the fields in the database.  For 
example, you can search for a particular company or other profile fields and find 
all the records that match in your region or network. When you locate someone 
to invite, click the Add as a Friend button and send a personalized message. 
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Add a Facebook Badge to your website, blog or email signature so people can 
easily find you and connect with you on Facebook.  
 

 
 
TIP: You can get the badge at the bottom left of your Facebook Home 
Page. 
 
Join Groups and invite other members to become friends.  
 
Best Practices: Donõt send too many invitations in one day. Some people have 
been tagged as spammers and had their account deactivated by sending too many 
duplicate messages out at once. On Facebook, you will find opportunities to 
connect with influential people in your industry. Before sending an invitation, 
consider your words to make them memorable, polite and succinct. Be sure to 
offer value back to the person. Be creative and polite. 
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Remember that quality relationships offer more benefit (typically) than 
quantity.  
 
 
Friend Lists 
Facebook allows you to categorize your friends into meaningful lists. You can 
have up to 100 Friend lists and up to 1500 friends on each list. Friends can be 
included on more than 1 list. Click Friends (on main menu). Click Create New 
List.  
 
You can create your own lists like these: Clients-Tier1, Clients-Tier2, Providers, 
Family, Church, Associations, and Colleagues.  Placing your Friends on Lists will 
enable you to message the group with highly targeted content that is unique for 
the friends on that list.  For example, Client-Tier1 is a list of your most valuable 
clients. Use the messaging option to keep in communication on a regular basis or 
as one channel of communication. 
 
TIP: Setting up Friends Lists is one of the best ways to save time on 
Facebook.  
 
The Settings on Facebook 
Facebook developers are continually upgrading the control options available to 
users allowing information to be channeled to the desired audience.  Under 
Facebook Settings, you will find 3 menu options: Account Settings, Privacy 
Settings and Application Settings. These pages allow Facebook users to 
exercise control over profiles, application data and other types of communication.  
It is best to give careful consideration to the options available! Not doing so can 
limit the effectiveness of your profile for reaching your target audience or effect 
your professional reputation when personal communications are blasted open to 
everyone or the wrong audience. Opening your settings can expand your 
influence or reach allowing you to grow your prospect list and eventually your 
business. However, if you use your Facebook account for personal relationships 
as well as professional relationships, you may unintentionally send 
communications meant for friends to your business audience and produce a 
negative effect.  Letõs examine the settings options so you can configure your 
settings to match your strategy! 
 
Account Settings 
 
Under Account Settings, there are 5 
tabs: 

¶ Settings 

¶ Networks 

¶ Notifications 

¶ Mobile 
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¶ Language 

 
On the  Settings page, you may change your Name, Contact Email, Password, 
Privacy, Credit Cards, and Deactivate Account.  If you click to change your 
Name, you may edit your display name and you can add a former name.  
 
This is particularly helpful for females to list their maiden or a former married 
name. The former name field isnõt displayed becomes searchable.   
 
Your profile will be displayed in the results list when the former name is searched 
on Facebook. 
 
Your Contact Email and Password may be changed on this page.  To add a 
layer of protection to your Facebook account, use different passwords for the 
Contact Email account and your Facebook account. You donõt want a Facebook 
hacker to take over your email account as well. 
Privacy (manage) allows you to control the information you share with others.  

On the Networks page, you may define one geographical network to be 
associated with and you may add other networks: city, workplace, school or 
region. Some networks will require a valid email address to join.  You can only be 
in one regional network at a time. You can only change regional networks twice 
every 60 days.   

 
On the Notifications Page, you are able to tell Facebook when to send you an 
email notification about an action that has taken place.  The screen shot below 
shows sample settings for Facebook, Photos and Groups. You can set Email 
notifications to off or on for many different actions not displayed including 
actions related to: events, pages, applications, videos, gifts, wall comments, links 
and more.  Careful thought to these settings will help you stay informed about 
important communications involving you while filtering out the large volume of 
content delivered on Facebook a lot of which has nothing to do with business. 
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Under the Mobile  tab, you can configure your phone to use Facebook Mobile. 
Facebook mobile enables you to do almost everything you can do on Facebook 
on your phone. 
 
Under the Language tab, you can set your native Language and you can link to 
and install Translations, an application that enables your account to allow 
translation to other languages on Facebook. 
 
Privacy Settings 
In the Privacy Settings section, you can control who views your Profile and 
personal info, who can search for you and how you can be contacted, what 
information is visible on your profile and in your friendsõ home pages, and what 
information flows  to the applications you use.  The settings here are critical to 
safe use and effective business use. It is best to evaluate how you will use the 
different tools on Facebook to determine who the audience should be for the 
content that flows from each tool.   Letõs take a look at the settings available for 
Profile, Search, Newsfeed and Wall and Applications. If there is a person that you 
wish to block from your profile, you may do so on this page. 
  
 
 
Privacy Profile 
Under Privacy Profile Settings there are 2 very important tabs/pages to configure:  
Basic and Contact Information.  

  

 
The Basic pageé 
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Examine each option carefully. If you are using this strictly business, you may 
desire to open up most of the channels to the broadest audience. However, if you 
use Facebook for personal and business communications, you will likely want to 
limit your information to a smaller audience and select Everybody or My 
Network and Friends only for those tools that are valid business channels of 
communication.  For example, if you have a lot of family comments on your wall 
but you use status updates for business purposes, you may want to set wall 
comments to  Only me and Status Updates to Everyone.  Each Facebook users 
will determine what is best since each person has a unique strategy and uses tools 
differently. 
 
The Contact Page allows you to control who will be allowed to access each piece 
of your personal contact information.  Website only has the Everyone option 
(this means it is viewable by ALL Facebook members). All of the other 
information (IM, email, phone, mobile phone, etc.) have some or all of these 
options:  My Network and Friends, Friends of 
Friends, Friends Only, No one or Customize.  The 

See how a friend sees your profile option on this 
page allows you to get a better understanding of how these features work.    
  
 
 
Privacy Search 
On the Search Discovery page, you 
can control who can find you through 
Facebook search. Your Friends will 
always be able to find you.  You can 
also open or hide other information to 
a variety of audiences.  If you are 
under the age of 18 then you will not 
have a public search listing. When you 
turn 18, please make sure to review 
your public search listing privacy 
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settings. 

BEST PRA CTICES TO  BE F IN D A BLE A S A  BUSIN E SS 
PRO FESSIO N A L:   

¶ Use the Public Search Listing option to create a public search listing and 
submit it for search engine indexing 

¶ Set your Search Visibility to Everyone 

 

Privacy News Feed and Wall 

Your settings will depend on how you use each tool.  For example, if you typically 

comment only on photos of family members, then you would want to leave the 

photo unchecked so that your business friends arenõt notified about your 

comments. However, if you typically comment on business videos and these 

videos would benefit your friends, then you would select Show Comments on 

video.  Examine the available settings in the picture below and determine how 

you are or will use the tool and make the selection that fits your strategy and 

common practices. 
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Privacy Applications 
 
Since applications of friends are sometimes given the same permissions as the 
friend, careful consideration should be given to these settings. This setting is for 
applications that you do not use.  

 
On this page, Facebook offers this overview on how Applications interact with 
your information. An expanded version with clickable links is available online. 
 
Unless an application has been authorized by you or your friends, whenever you 
or your friends visit an application, Facebook allows it to access only the 
information that is available in your public search listing (your name, networks, 
profile picture, and friend list). When you authorize an application, it will be able 
to access any information associated with your account that it requires to work.  
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When a friend of yours visits an application or authorizes it, the information that 
the application can access includes your friend's friend list and information about 
the people on that list.   
 
If you interact with an application that has been restricted to users of a certain age 
and/or country without explicitly authorizing the application, the application 
might be able to infer your approximate birth date or location because you were 
able to access the application.  

Please note:  

Facebook does not sell your information 
Your contact information is not exposed by the Facebook Platform 
 
 
Application Settings   
This is a listing of all the applications available to your profile by default or by 
choice. 
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Getting Down to Business On Facebook 
 
Hereõs howé  
In October of 2007, Facebook introduced 
Pages, a feature that provides businesses the 
equivalent of a personal profile. Instead of 
adding Friends, businesses connect with fans.  
On Facebook pages, businesses showcase their 
products and services, lead in conversations 
with and between Fans and expand their 
marketing reach naturally through newsfeeds. 
Facebook enables a business to take its 
message directly and personally to the people. 
Just like a profile, a business page supports 
wall comments, notes, video, photos, RSS blog feeds, the ability to use the many 
applications available for Facebook, and more. Now 
you can see the value of a corporate presence.  
 
Is there professional value in having a personal 
presence on Facebook? Absolutely.  
 
Think about this question: Is the phone a productivity 
tool or a time waster?  
 
The answer: It depends. 
 
Facebook, like all social networking sites, is simply a tool. To make Facebook--or 
any communication tool--professionally beneficial requires planning and 
discipline. Set your goals, define your tasks, schedule the time and stick to the 
plan. These same rules serve us well when applied to email, phone and texting 
communications.   
 
Developing a Content Rich Company Page 
 
Just like a profile, a business page supports wall comments, notes, video, photos, 
RSS blog feeds, the ability to use the many applications available for Facebook, 
and more. 

On Facebook, businesses have the opportunity to reach people who may never visit 
their corporate website.  In essence, they take the web content to the audience.  What 
is the cost to host a Facebook Page for your business? $0   

Is that appealing in this economy? You bet. 

 

This is at&tõs Corporate 

Communications Facebook 

page. It links to at&tõs 

Corporate: 

YouTube Channel 

Twitter Presence  

Flickr Album 


