
N e t i que t t e
BUILD

IN
G

 Y
O

U
R

 W
E

B
 P

R
E

S
E

N

C E  •  D O  Y O U R  R E S E A R C H

 •  E
M

A
I L

 E
T

IQ
U

E
T

T
E

 • O

THER PLATFORMS • 

A N  O N L I N E  N E T W O R K I N G  G U I D E



B U I L D I N G  Y O U R  W E B  P R E S E N C E

D O I N G  Y O U R  R E S E A R C H

E M A I L  E T I Q U E T T E

O T H E R  W A Y S  T O  N E T W O R K



Do’s 

Don’ts

1 .  P OS T  YOUR  H OME  ADDRES S

2.  WRI TE  ANY THING YOU WOULD REGRE T  ABOU T  A 

PRE VIOUS  EMPLOYER

3.  AVOID  P OS T ING  TOO  MAN Y  IMAGES,  I C ON S,  AND 

T E X T:  KEEP  I T  S IMPL E

4.  HAVE  ADS  ON  YOUR  PERSON AL  P ORT F OL I O

5.  HAVE  AN Y  BROKEN  L INKS  OR  BUG S  T HAT  MAKE  I T 

DIFF I C ULT  TO  N AVI G AT E  YOUR  S I T E

6.  E X PEC T  A  K IL L ER  WEB SI T E  OVERNI GH T.  I T  TAKES 

T IME  AND  PAT IENCE  TO  BUIL D  A  S T RONG  P ORT F OL I O

1.  BU Y  A  D OMAIN  N AME  T HAT  IS  YOUR  OWN

2.  F ILL  YOUR SI TE  WI TH  WELL  DOCUMENTED WORK THAT 

YOU ARE  PROUD OF  AND SPE AKS  TO YOUR ABIL I T Y

3.  KEEP  YOUR  S I T E  CLU T T ER - FREE

4.  USE  CL E AR  IMAGES  T HAT  HI GHL I GH T  YOUR  WORK

5.  P I CK  C OLORS  T HAT  WORK  WEL L  TOGE T HER  AND 

REINF ORCE  YOUR  PERSON AL  BR AND

6.  CH OOSE  A  PROFES S I ON AL  EMAIL  AND  INCLUDE  I T  ON 

YOUR  WEB SI T E

www.portfolios.mica.edu

www.behance.net

www.prosite.com

www.cargocollective.com

www.carbonmade.com

www.coroflot.com

www.foliolink.com

www.icompendium.com

www.imcreator.com

www.indexhibit.com

www.4mat.com

www.otherpeoplespixels.com

www.tumblr.com

www.virb.com

www.wordpress.com

Do you have an 
online portfolio, 
website, or blog? 

An online presence is extremely important for all artists to showcase 

their work and network within their field. Unless you are planning to 

work in the web design industry, you don’t necessarily have to build 

your own site, however, if you are tech savvy, consider building a 

website to display your work. Not only is it a great way to present 

your work, but the website itself will speak for your design skills and 

technical abilities. 

If you come from a more fine art background, or do not yet have the 

skills to build a website, consider starting a blog with a user-friendly 

site (free), or use a paid service to host your domain name and provide 

easy, user-friendly templates. Some suggestions are:

B UIL D IN G  YO UR  WEB  P RE SEN C E



Do’s 

Don’ts

1 .  CLOSE  T HE  DOOR  ON  ORG ANI Z AT I ON S  JUS T  BEC AUSE 

T HE Y  DIDN’ T  P OS T  A  JOB  L IS T ING

2.  SEND  WINKS,  P OKES,  IN VI TAT I ON S  F OR  ONL INE 

G AMES  V IA  FACEBOOK

3.  F ORGE T  TO  USE  SPEL L  CHECK

4.  BE  AFR AID  OF  RE ACHING  OU T  TO  PEOPL E :  YOU 

NE VER  KNOW  WHERE  I T  MI GH T  L E AD  YOU

5.  SE ARCH  F OR  JOB S  WHIL E  YOU  ARE  AT  WORK

6.  USE  A  WORK  EMAIL  ADDRES S  WHEN  YOU  RE ACH  OU T

7.  APPLY  F OR  MULT IPL E  JOB  OPENING S  AT  T HE  S AME 

C OMPAN Y

1.  KEEP  AN  ONG OING  F OL DER  OF  ORG ANI Z AT I ON S  OR 

INDIV IDUAL S  YOU  WAN T  TO  WORK  F OR

2.  SEE  IF  YOU  HAVE  AN Y  C ONNEC T I ON S   OR  “ MIDDL E 

PEOPL E ”  YOU  C AN  RE ACH  OU T  TO  F IRS T  T HROUGH 

S I T ES  L IKE  L INKEDIN

3.  T RY  AND  F IND  A  N AME  YOU  C AN  ADDRES S  YOUR 

C OVER  L E T T ER  TO

4.  RE AD  T HE  “ABOU T, ”  “ MIS S I ON , ”  OR  “ B I O ”  PAGE  TO 

F IND  OU T  MORE  INF ORMAT I ON

5.  SH OW  YOUR  IN T ERES T  IN  T HE  ORG ANI Z AT I ON  BY 

F OL LOWING  OR  L IK ING  T HEIR  PAGE  ON  SOCIAL 

MEDIA  S I T ES  L IKE  T WI T T ER  OR  FACEBOOK

6.  N ARROW  D OWN  YOUR  SE ARCH  BY  C I T Y,  EMPLOYMEN T 

T YPE,  OR  P OS T ED  DAT E

When starting, research organizations where you don’t have an actual 

person to contact. This may mean searching LinkedIn for possible 

alumni contacts, friends of friends, etc. A great way to network is by 

contacting any “middle people” between you and the organization you 

are interested in. Ask your connections if there is anywhere or anyone 

else they suggest you research or contact. 

Another great way to meet people and professionals is through 

professional associations related to the art and design world. Most 

professional associations and trade organizations have student 

memberships and there is an extensive list of organizations on the 

career development website. Make the most of your membership by 

becoming active, serving on committees, and becoming a valuable part 

of the organization. Consider volunteering for built-in networking and 

free access to conferences and events. 

It’s important not to close yourself off from researching organizations or 

individuals who haven’t yet put out a job listing. Keep an ongoing folder 

of people or groups you could see yourself working for and don’t be 

afraid of reaching out. 

D OIN G  YO UR  RE SE A RC H

Research before 
reaching out.



When reaching out to an organization or individual who has not posted 

a job listing, make it personal. Try to find a specific name and email 

address so that you know your information will be sent to the correct 

person. See if you have any mutual contacts through resources like 

LinkedIn and Twitter. Be courteous and concise, not overbearing and 

aggressive. 

You can also ask for an informational interview if you would like to find 

out more about a company or individual. By doing so, you can form a 

contact before directly asking about a position. For more information 

about informational interviews, be sure to look at the Career Resources 

page. 

E M A IL  E T I Q UE T T E

What should you 
write in your email?

S U B J E C T  L I N E 

KEEP  I T  S T R A I GH T F ORWARD

USE  T HE  P OSI T I ON  T I T L E 

YOU  C AN  INCLUDE  YOUR  N AME

“ R e q u e s t  f o r  A d v i c e ”
“ I n f o r m a t i o n a l  I n t e r v i e w ”
“ G r a p h i c  D e s i g n  I n t e r n s h i p ”

G R E E T I N G  O R  O P E N I N G 

“ D e a r  C a m i l l e , ”
“ D e a r  D i r e c t o r  o f  C o m m u n i c a t i o n s , ”
“ H e l l o  D a v i d , ” 

B O D Y  T E X T

S AMPL E  S TAT EMEN T

“ M y  n a m e  i s  J a n e  M i c a  a n d  I ’ m  f i n i s h i n g  u p  m y  l a s t 
s e m e s t e r  a s  a n  A n i m a t i o n  m a j o r  a t  t h e  M a r y l a n d 
I n s t i t u t e  C o l l e g e  o f  A r t  ( M I C A )  i n  B a l t i m o r e .  I  a m  v e r y 
i n t e r e s t e d  i n  t h e  i n t e r n s h i p  p o s i t i o n  s t a r t i n g  t h i s  m o n t h 
t h r o u g h  M a y  o f  t h i s  y e a r. 

I  a m  e f f i c i e n t  i n  3 D S  M a x ,  M a y a ,  B l e n d e r,  A d o b e 
C r e a t i v e  S u i t e ,  F i n a l  C u t  P r o ,  a n d  a  m u l t i t u d e  o f  o t h e r 
a p p l i c a t i o n s  b u t  b e y o n d  t h e  t e c h n i c a l s ,  I  a m  a n  o u t g o i n g , 
o u t d o o r s y,  l i f e - l i v i n g ,  v i s u a l / a u d i b l e  p r o b l e m  s o l v e r  t h a t 
w o u l d  l o v e  t o  m e e t  y o u .

M y  r e e l  c a n  b e  v i e w e d  a t  w w w. j a n e m i c a . c o m  a n d  I  h a v e 
a l s o  a t t a c h e d  m y  r e s u m e  t o  t h i s  e m a i l . ” 

C L O S I N G  L I N E S 

T HANK  T HEM  F OR  T HEIR  T IME  AND  C ON SIDER AT I ON

“ T h a n k  y o u , ”
“ B e s t ,  ”
“ S i n c e r e l y, ”
“ I  l o o k  f o r w a r d  t o  h e a r i n g  f r o m  y o u  s o o n , ”

R E M E M B E R 

INCLUDE ALL  WORKING L INKS AND PDFS THAT YOU MENTION

RE AD  T HROUGH  T HE  EMAIL  BEF ORE  PRES S ING  SEND

INCLUDE  YOUR  N AME  AND  WHERE  YOU  C AN  BE  RE ACHED



E M A IL  E T I Q UE T T E

Do’s Don’ts

1 .  KEEP  T HE  SUB JEC T  L INE  PROFES S I ON AL  AND  REL E VAN T  ( D ON’ T  USE  AL L 

C AP S )

2.  KEEP  I T  C ONCISE  AND  NOT  TOO  LONG

3.  BRE AK  UP  YOUR  T E X T  IN TO  PAR AGR APHS  SO  T HAT  YOUR  EMAIL  DOESN’ T 

C OME  ACROS S  A S  DEN SE  OR  OVERWHEL MING

4.  BE  WARM  AND  FRIENDLY

5.  INCLUDE  A  L INK  TO  YOUR  WEB SI T E

6.  INCLUDE  YOUR  PERSON AL  INF ORMAT I ON  AT  T HE  END

1.  BE  INF ORMAL  IN  YOUR  GREE T ING ,  ESPECIAL LY  IF  YOU  D O  NOT  KNOW  T HE 

PERSON

2.  F ORGE T  TO  WRI T E  OU T  MARYL AND  IN S T I T U T E  C OL L EGE  OF  ART

3.  INCLUDE  IRREL E VAN T  INF ORMAT I ON :  IF  YOU  D ON’ T  PU T  I T  ON  YOUR  RESUME, 

WHY  INCLUDE  I T  IN  T HE  EMAIL ?

4 .  INCLUDE  EMOT I C ON S /  T X T  ABBRE VIAT I ON S /  E X CES SIVE  PUNC T UAT I ON

5.  F ORGE T  TO  T HANK  T HE  PERSON  F OR  T HEIR  T IME
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Do’s 

Don’ts

1 .  F ORGE T  TO  ADD  YOUR  WEB SI T E  TO  YOUR  ONL INE 

PROFIL ES

2.  F ORGE T  TO  USE  SPEL L  CHECK

3.  SHARE  TOO  MUCH  PERSON AL  INF ORMAT I ON

4.  BE  RUDE,  OVERBE ARING .  OR  CREEP Y

5.  USE  A  SLOPP Y  PROFIL E  P I C T URE

6.  F ORGE T  YOUR  AUDIENCE  OR  BE  IN SEN SI T IVE  WI T H 

T HE  TOP I C S  YOU  P OS T  ABOU T

1.  KEEP  YOUR  PROFIL E  UP  TO  DAT E 

2.  P OS T  ONLY  YOUR  BES T  WORK

3.  KEEP  YOUR  REPU TAT I ON  PROFES S I ON AL  BY  F ILT ERING 

WHAT  YOU  S AY  ONL INE

4.  L IKE ,  F OL LOW ,  RE T WEE T,  OR  REBLOG  INDIV IDUAL S 

AND  WORK  T HAT  YOU  ADMIRE. . . . I T ’S  L IKE  A  T IP  OF 

T HE  HAT  TO  T HAT  PERSON !

5.  DIREC T  MES S AGING  IS  A  GRE AT  WAY  TO  IN T RODUCE 

YOURSEL F,  A S  LONG  A S  YOU  F OL LOW  T HE 

NE T I QUE T T E  GUIDEL INES 

Online networking services, especially those for fine art and design, can 

be great tools to get connected with other individuals in your field. Not 

only do these platforms offer the potential to get your work out there 

and noticed, but you will be exposed to the best talent (and hopefully 

inspired to work even harder!). 

Remember not to post anything (especially on Twitter) that you wouldn’t 

want your boss, work colleagues, family, or friends to see. If you find 

someone you’d like to personally connect with, don’t hesitate to use the 

“Netiquette” guidelines and send them a direct, personal message. 

Many of these platforms offer a feature to see mutual contacts. Use this 

to your advantage! LinkedIn is a great way to see your second and third- 

degree connections to individuals: it’s always a great starting point when 

reaching out to someone!

To learn more about Linkedin, go to university.linkedin.com/linkedin-

for-students.html. 

OT HER  WAY S  T O  NE T W ORK

Twitter, LinkedIn, 
Flickr, Behance, 
and more!



An informational interview is a way to gain first-hand information on a 

career or particular organization. It is not a way to gain employment, 

rather it is a networking strategy. Internships can be one of the best 

resources for meeting people who were in your position at one point in 

time, and have progressed through various paths to make their dreams 

happen. Additionally, consider reaching out to MICA alumni and/or 

professionals in your desired field. 

THE PROCESS

A r r a n g e  M e e t i n g s  Always be professional and polite in your 

interview requests. People are busy, so it is appropriate to request a  

30-minute meeting. The time will go quickly, so be prepared with your 

questions. 

B e  a  P r o f e s s i o n a l  Make sure to bring a resume, note pad and a pen 

for notes. Your style of dress can be more casual than a real interview, 

nevertheless you should look professional.

H o w  t o  B e g i n  Start by introducing yourself and why you set up the 

interview. Then mention that you have some questions that you would 

like to ask. The questions will dictate the flow of conversation.

F o l l o w  T h r o u g h  At the end of the conversation, make sure to ask if 

there are any other people and/or organizations they can recommend 

for future informational interviews. If so, ask for their contact 

information and if you may use their name to connect with them.

E x h i b i t  P r o f e s s i o n a l  E t i q u e t t e  Follow-up by sending a thank you 

letter or email.

OT HER  WAY S  T O  NE T W ORK

Informational 
Interviews

Q U E S I O N S  T O  C O N S I D E R

1 .  F irs t  de s cr ib e  y our  c ur re n t  ro le  and  w ha t 

e x p er ie nc e  was  ne c e ssar y  to  s e c ure  y our  p os i t ion .

2.  Whe n  y ou  were  in  c o l le g e,  w ha t  d id  y ou  th ink  y our 

c are er  was  g o ing  to  b e ?

3.  D e s cr ib e  a  t yp ic a l  wor k  da y  ( we ek ) .

4 .  Wha t  do  y ou  f ind  most  rewarding  ab ou t  the  wor k ? 

Wha t  are  y our  b ig g e s t  c ha l le ng e s ?

5.  How  do  y ou  f ind  ou t  ab ou t  jobs  in  y our  f ie ld ? 

6.  Wha t  o ther  t yp e s  of  jobs  c ould  y ou  a p p l y  to  wi th 

y our  e x p er ie nc e ?

7.  How  we l l  sui te d  is  m y  b a ck g round  for  m y  k ind  of 

c are er ?

8.  Wha t  c ould  I  e x p e c t  m y  e n t r y - le ve l  sa l ar y  to  b e 

l ike ?  Wha t  mig ht  an  a vera g e  sa l ar y  b e  wi th  s e vera l 

y e ars  of  e x p er ie nc e ?

9.  I f  y ou  c ould  g i ve  me  s ome  a d v ic e  ab ou t  e n ter ing 

th is  f ie ld,  w ha t  would  i t  b e ?

10.  B as e d  on  our  c on versa t ion ,  i s  there  any one  e l s e 

y ou  would  re c om me nd  I  sp e ak  to ?  I f  s o,  ma y  I  us e 

y our  name  w he n  I  c on t a c t  the m ?

11 .  A re  there  any  o ther  or g an iz a t ions  or  c omp anie s  y ou 

th ink  I  should  in ve s t ig a te ?
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