
How to Create an  
Un-Boring 

Professional Bio
WORKBOOK

Step-by-step instructions 
to create a unique, authentic, 

brand-building bio.



Hello!
HERE  IS  HOW  TO  USE  THIS  WORKBOOK

Maybe you've been meaning to refresh your professional bio for a while, or maybe

you need to create one.  

 

Either way, this workbook will walk you through a step-by-step approach to

building a three-paragraph professional bio that differentiates you from others and

showcases your unique expertise. 

 

Each section of this workbook will walk you through specific questions to answer

about yourself and your profession in order to build each paragraph of your bio.: 

 

Paragraph 1: Your introduction 

Paragraph 2: Your differentiators 

Paragraph 3: Your details 

 

Print out this workbook, or answer these questions in your notebook. There is

power in putting pen to paper. Set aside about an hour to go through this

worksheet, and another hour to actually compose your bio. I recommend sitting

with your drafted bio for a day or so, then reading through it again and making final

edits! 

 

And remember, ultimately this is YOUR bio, and YOU get to choose how to

structure it. This workbook and framework is intended to serve as a guideline, but

the sky is the limit in terms of your creativity! 

 

XO 
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-Leslie



Your Introduction
THE  FIRST  PARAGRAPH  OF  YOUR  BIO

The first paragraph of your bio is all about introducing yourself to your target audience.

Answer the questions below to build the first paragraph of your professional bio.

YOUR  INTRODUCTION
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How do you help them? What outcomes do you help them achieve? 

When a colleague asks you what you do, how do you answer them? Try to answer this in

one or two sentences. 

Who do you help? Be specific, try to avoid bucket terms like "people". 
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Leslie Douglas is a trained/certified/awarded... 

Leslie helps/supports [who you help] to achieve/increase/raise/develop [how you help them]. 



What did you do before you do what you do now? What is the most relevant part of your

career history 
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What do you want to be known for? If your target audience only remembered you for one

thing, what would you want it to be? Is that reflected in your responses to the previous

questions? 

Previously, she landed/secured/garnered/worked at/supported… 

Leslie is known for... 

Now it's time to put your first paragraph together. Take your responses to the previous

questions and build your introduction. Here is an example:

Leslie Douglas is an award-winning digital marketer, speaker, and executive visibility coach 
helping emerging companies and leaders increase their influence across the digital landscape. 
Before launching her own consulting practice, Leslie spent more than a decade at two of the 
world’s largest professional services firms, leading large-scale marketing, PR, and social media 
campaigns including the Academy Awards, SXSW, HeForShe, Lean In and more. 
 



Your Differentiators
THE  SECOND  PARAGRAPH  OF  YOUR  BIO

The second paragraph of your bio is where you get specific about what sets you apart from

others. Answer the questions below to build the second paragraph of your professional bio.

YOUR  DIFFERENTIATORS
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What do you know and believe about the work you do? For example, what do you know

achieves results for your clients? 

What makes you different from your peers? A surprising or unique fact, the way you deliver

your work, the way you connect with your clients, your work methodology, etc. 
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Leslie believes/knows... 

She delivers her work through... 



What drives you? What motivates you, what makes you excited about your work. 
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What are your top accomplishments? Awards, compelling experiences, wins, publications,

features. Make a list and narrow it down to the top 3 

Leslie is driven by...

She has achieved/accomplished... 

Now it's time to put your second paragraph together. Take your responses to the previous

questions and build your differentiating paragraph. Here is an example:

Leslie knows what it takes to build businesses, launch books, land speaking gigs, and win awards 
on the digital landscape - and it’s not buying followers, automating your efforts, or mastering the 
marketing flavor of the week. It’s the power of human-to-human connection: authentically 
showing up as your “whole” self to grow your audience and establish influence. 
 



Your Details
THE  THIRD  PARAGRAPH  OF  YOUR  BIO

The third paragraph of your bio is where you give additional relevant details. Answer the

questions below to build the last paragraph of your professional bio.

YOUR  DETAILS
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What do you like to do when you’re not working? 

What trainings and certifications do you have? List the things that are relevant to what you

want to be known for. 

Where did you go to school and what degree(s) do you have?  
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Leslie Douglas is a trained/certified/awarded... 

Leslie attended X with a degree in X… 

When she's not working, Leslie enjoys...

Now it's time to put your last paragraph together. Take your responses to the previous

questions and build your details paragraph. Here is an example:

Leslie has B.S. in Marketing from the University of Maryland, is a lead Digital Marketing 
instructor at General Assembly, and has been featured in various publications. She enjoys 
traveling with family, listening to audiobooks, petting cats, attempting to throw ceramics on the 
potter’s wheel à la Ghost, and wants to be friends with everyone. She’s currently living in Taiwan, 
but has San Francisco in her soul, and Ohio and DC in her heart. 



Putting it all together
YOUR  UN -BORING  PROFESSIONAL  BIO

Now that you've answered all the questions and drafted your bio paragraphs, put it all

together and ask yourself: Does this reflect what I want to be known for? Does this

capture my personal brand? 

HOW  TO  CREATE  AN  UN -BORING  PROFESSIONAL  BIO

LESLIEDOUGLASDIGITAL .COM  |  PAGE  7

WHAT  TO  AVOID

Fancy technical term overload 

Generic terms like “change agent” or “key enabler” or “connector” 

Writing an epic novel 

Simply listing your skills “Her skills include…” 

Trying to emulate someone else - be yourself! 

 

Sit with your bio for a day or two without making any edits, then read it again and tweak as

needed. Use smaller portions of your bio or cut it down as needed depending on how you

leverage it.  

 

Ultimately, this is YOUR professional bio, and it should represent YOU. You have the power

to choose what to include, what to leave out, and how to structure your bio! 



Putting it all together
YOUR  UN -BORING  PROFESSIONAL  BIO

MY  UN -BORING  BIO
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Here is my bio after building it with this worksheet... 

MY  GENERIC  BIO

Here is what I started with... 
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Leslie Douglas is an award-winning digital marketer, speaker, and executive visibility coach 
helping emerging companies and leaders increase their influence across the digital landscape. 
Before launching her own consulting practice, Leslie spent more than a decade at two of the 
world’s largest professional services firms, leading large-scale marketing, PR, and social media 
campaigns including the Academy Awards, SXSW, HeForShe, Lean In and more. 
 
Leslie knows what it takes to build businesses, launch books, land speaking gigs, and win awards 
on the digital landscape - and it’s not buying followers, automating your efforts, or mastering the 
marketing flavor of the week. It’s the power of human-to-human connection: authentically 
showing up as your “whole” self to grow your audience and establish influence. 
 
Leslie has B.S. in Marketing from the University of Maryland, is a lead Digital Marketing 
instructor at General Assembly, and has been featured in various publications. She enjoys 
traveling with family, listening to audiobooks, petting cats, attempting to throw ceramics on the 
potter’s wheel à la Ghost, and wants to be friends with everyone. She’s currently living in Taiwan, 
but has San Francisco in her soul, and Ohio and DC in her heart. 
 

Leslie Douglas is a digital marketing expert, executive visibility coach, and the founder of Leslie 
Douglas Digital. She helps increase the visibility of brands and people on the digital landscape. 
Previously, she led firmwide Social Media and Communications at PwC and held a Global 
Marketing role at Accenture. Leslie holds a B.S. in Marketing from the University of Maryland. 
She enjoys traveling and spending time with her family. 
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Be the first to hear about upcoming trainings, workshops, challenges, and opportunities to

work together on building your personal brand - earn the role, recognition, and revenue you

deserve! 

Want More Support?
JOIN  MY  FACEBOOK  COMMUNITY

CLICK HERE TO JOIN!

https://www.facebook.com/groups/personalbrandbuilders/
https://www.facebook.com/groups/personalbrandbuilders/

