
Professional Development Opportunities 

Link Up with LinkedIn 

Developing a professional online presence is becoming more necessary than ever in today’s job market. 

A well-done online resume can offer a variety of new opportunities.  

LinkedIn, a business-oriented social networking service, allows you to establish a professional online 

presence in which you can publicly showcase the exemplary work you do, connect and stay connected 

with others in your industry, and have your professional skills endorsed by those who know your work 

best. Check out these five tips for making the most of your LinkedIn profile.   

Toastmasters International 

Would you like to improve your public speaking and leadership skills? Toastmasters does just that and 

they have clubs all over country. 

With 313,000 members, Toastmasters International is a world leader in communication and leadership 

development. Members improve their speaking and leadership skills by attending one of the 14,650 

clubs in 126 countries that make up their global network of meeting locations. By regularly giving 

speeches, gaining feedback, leading teams and guiding others to achieve their goals in a supportive 

atmosphere, leaders emerge from the Toastmasters program. Find a Toastmasters club near you. 

iTunes 

Do you ever feel disorganized and unproductive? Do you wish for more hours in the day so you could 

get everything done? Good news – iTunes has 100 free podcasts to help you! 

Whether it’s organizing your goals, time management, or adjusting your mindset, iTunes can help. Hear 

from others about how they overcame their struggles. Making a few small changes in your routine may 

lead to a more success and less stress. Check out Beyond the To Do List | Personal Productivity 

Perspectives on iTunes. 

Maximizing Your Use of Excel 

Most of us use spreadsheets on a daily basis in our professional life, but do we use them efficiently? 

There are dozens of tricks to using Excel that can save you time and help you find the information you 

seek.  

The Excel-Easy Tutorial can help you with Excel basics like quickly adding or subtracting, but it can also 

teach you how to perform more detailed data analysis and programming.  

TED Talks 

Below we’ve listed a few inspirational Ted talks that may help guide you in your work. Listen on your 

commute or during your lunch hour. They are all less than 15 minutes and you never know, you might 

feel inspired! 

• Shawn Achor: The happy secret to better work 

• Susan Colantuono: The career advice you probably didn’t get 

• Tony Robbins: Why we do what we do 

http://www.linkedin.com/
https://www.linkedin.com/today/post/article/20140303213639-18431154-5-tips-on-how-to-be-successful-with-linkedin-5-is-the-most-important
http://www.toastmasters.org/Find-a-Club
https://itunes.apple.com/us/podcast/beyond-to-do-list-personal/id554734474
https://itunes.apple.com/us/podcast/beyond-to-do-list-personal/id554734474
http://www.excel-easy.com/
http://www.ted.com/talks/shawn_achor_the_happy_secret_to_better_work
https://www.ted.com/talks/susan_colantuono_the_career_advice_you_probably_didn_t_get
https://www.ted.com/talks/tony_robbins_asks_why_we_do_what_we_do


In addition to these three, you can find additional Ted talks that you might be interested in at 

https://www.ted.com/talks. 

Career Advancement Resources 

Expand your skillset – enroll in free or affordable online courses in a wide variety of specializations – 

Management, Business Analytics, Digital Marketing, Web Development, or even Positive Psychology!  

On these e-learning platforms, you can also find flexible courses to improve your English language skills, 

like “English for Business” or “English for Business Entrepreneurship.” 

• Coursera allows you to take courses at the best universities online: https://www.coursera.org/  

• SHAW Academy offers live and interactive online education: http://www.shawacademy.com/  

• Khan Academy believes “You Can Learn Anything:” https://www.khanacademy.org/  

The Muse on Twitter: @dailymuse is “helping people succeed at their careers, and find meaningful jobs 

at the best companies” – follow them for expert advice that will help answer your career questions 

Check out some of our favorite articles: 

• 7 Overlooked Signs that You’re Actually Already Successful  

• The 4 Big Mistakes Too Many People Make as They Climb the Ladder (Fixes Included!) 

• 3 Times You Are Allowed to Be Stubborn at Work (and 2 Times You’re Definitely in the Wrong) 

Improve your English  

The U.S. Department of State offers a variety of online courses (MOOCs) and webinars to help you 

improve your English language skills, whether it’s speaking or writing, professional life or personal life, 

you can find something for you! In addition to language skills, you can also learn more about U.S. life 

and culture.  

The Elevator Pitch 

Have you ever heard the term “Elevator Pitch”? It’s a 30 second to 1-minute speech (the time it takes to 

ride an elevator with someone) to sell or explain a product, a company, or even yourself. What would 

your elevator pitch be if you were applying for a job? What makes you perfect for the position? And how 

can you say it in 30 seconds to a minute? Here are a few tips. 

Understanding Sexual Harassment  

Sexual harassment inside and outside the workplace has been in the news a lot lately. How well do you 

understand which behaviors are considered sexual harassment? While some actions are obvious, others 

aren’t so clear-cut. It is important for men and women alike to understand and be knowledgeable this 

topic. Test your knowledge on this important workplace topic by taking this quiz created by our strategic 

affiliate, the Society for Human Resource Management (SHRM). 

Bridging Cultural Diversity for Competitive Advantage 

Get some tips and insight on how to bridge cultural diversity in the workplace. In these videos, instructor 

Lionel Laroche contrasts the way employees and leaders from diverse cultures were taught to think and 

communicate in order to analyze some of the key issues commonly observed in multicultural 

contexts.  Culturally different people do not just look different or speak a different language; they think 

and communicate differently because they were brought up in different ways. In many situations, the 

https://www.ted.com/talks
http://www.shawacademy.com/business-english/course-details.html
https://www.coursera.org/learn/business
https://www.coursera.org/
http://www.shawacademy.com/
https://www.khanacademy.org/
https://twitter.com/dailymuse
https://www.themuse.com/advice/7-overlooked-signs-that-youre-actually-already-successful
https://www.themuse.com/advice/the-4-big-mistakes-too-many-people-make-as-they-climb-the-ladder-fixes-included?ref=recently-published-1
https://www.themuse.com/advice/3-times-youre-allowed-to-be-stubborn-at-work-and-2-times-youre-definitely-in-the-wrong
https://americanenglish.state.gov/american-english-moocs
https://americanenglish.state.gov/ae-webinars
https://americanenglish.state.gov/culture-music-and-game-resources
https://americanenglish.state.gov/culture-music-and-game-resources
https://www.businessinsider.com/how-to-convince-someone-to-hire-you-elevator-pitch-2018-4
https://www.shrm.org/hr-today/news/hr-news/Pages/Is-It-Sexual-Harassment.aspx?utm_source=SHRM%20PublishThis_WorkplaceCompliance_10.17%20(5)&utm_medium=email&utm_content=December%2001,%202017&SPMID=01044368&SPJD=03/31/2011&SPED=03/31/2019&SPSEG=Career+Builder&SPCERT=&spMailingID=31982410&spUserID=NTE0NTkzNTM2NDg4S0&spJobID=1180103161&spReportId=MTE4MDEwMzE2MQS2
https://www.youtube.com/watch?v=qEXekT5MteU&index=1&list=PLAmRYplYAcE5IuqM0LQJISyJX80aJgvRs


differences in mental models that people use to guide their actions and decisions lead to major 

frustration, rework, lost opportunities, and unmet client expectations. Often, the people involved do not 

realize that cultural differences are playing a major role, because they are unaware of the extent to 

which our operating models can be different.  Participants will learn and discuss best practices to help 

individual employees/leaders and their organizations form a more inclusive culture so that cultural 

differences become a source of creativity and innovation. 

 

 


