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Appendices

Appendix 1
Sharing that you’re a member of the ICE

ICE letters after your name are a true mark of excellence. On LinkedIn, add the following letters after your name to show
that you’re a member of the Institution of Civil Engineers:

Associate Member: AMICE
Fellow: FICE

Member: MICE

Technician Member: TMICE

Sharing that you’re a volunteer of the ICE on LinkedIn

While volunteering as part of the Institution of Civil Engineers, it is great to let everyone know by adding it to your LinkedIn
profile. Your voluntary role should be added to the volunteering section of your profile, not the experience section. Adding
your voluntary role to the incorrect section can pose a risk to the ICE as it may appear that you are an employee that
represents the institution and may inspire scammers to pose as volunteers.

Below is a step by step approach of how to ensure you have the information in the right place on your profile (see
appendix 2 for visual steps):

1. Visit your profile on LinkedIn, click “add profile section” and a window will appear.

2. Select: “additional” followed by “add volunteer experience”.

3. Here you will be able to add the details of your voluntary role. Please ensure that you input the “Institution of Civil
Engineers” as the organisation.

Taking part in conversations

Social media is a useful tool for connecting with others in the industry and engaging in debate. As a member of the ICE,
we encourage you to take part in conversations on posts and groups on social media, however, be cautious of who you
are engaging with. If you want to create a group of likeminded people on social media under the ICE brand, contact the
ICE communications team (comms@ice.org.uk) to check whether a group already exists. This includes the creation of any
social media accounts to represent the ICE within a region, special interest group or chapter (for example, early careers).

Sharing content on your LinkedIn

Posting content is a great way to stay connected, celebrate achievements and build your personal brand as well as
sharing updates from the ICE. LinkedIn is the professional social network with the highest usage globally therefore it is
recommended that you share updates there. Follow these tips for posting on LinkedIn:

e When should you share?

o According to SproutSocial, the best time of day to post on LinkedIn is between 9am and 3pm Monday-
Thursday.

o All audiences are unique, and the time of day your connections are active on LinkedIn may differ to the
data presented above. Test various times of day (for example, commuting times), and check to see how
your content performs to find out what'’s best for your audience.

¢ Reposting an ICE post (See appendix 3):

o Reposting the ICE’s content helps extend the reach to your connections. If you want to share a post the

ICE has posted on its LinkedIn profile, simply click the “repost” option. You'll be presented with two
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repost options:
= Repost with your thoughts: this gives you the opportunity to add your point of view. This is the
best way to repost content as it allows you to tell your connections why you're resharing it.
= Repost: this will repost the content immediately with no input from you. Reposts with no
additional text typically underperform in comparison to “repost with thoughts” as the post
presents itself as an ICE branded post rather than a post from you.
e Sharing your own content (See appendix 4):
o Posting your own content typically performs better than reposting as LinkedIn boosts organically
produced content.
o To share a post, head to linkedin.com and click “start a post”.
o When sharing content on LinkedIn, you have nine options:
=  Text-only post: This option allows you to share your thoughts with just text. If you want to
hyperlink to a website, you can paste the link in the open text box, which will generate a
preview of the link. All other post types compliment the text-only post option. Note: the LinkedIn
algorithm prefer its users to stay on LinkedIn, so using hyperlinks can negatively impact the
performance of your post. If you would like to link to an external site, it is suggest you add the
text “Click the link in comments” to your post, then, once you've shared the post, adding a
comment with the hyperlink.
= Media post: To compliment your text, you have the option to add photos or videos. If you are
using an image or video that doesn’t belong to you, check before posting that you are allowed
to share that content, and credit the creator in the text part of the post. When sharing an image,
the recommended size is 1200 x 627px. Note: video will automatically resize.
= Create an event: If you are organising an event, you have the ability to create an event and
invite people to it. Using this option will allow your connections to RSVP and receive reminders
to attend. Note: If you want to create an event on the behalf of the ICE, please speak to the
communications team.
= Celebrate an occasion: This quick and easy to use post type allows the user to give kudos to a
connection, celebrate a project launch, welcome colleagues and more. When selecting this
option, you'll be able to choose an image from a selection generated by LinkedIn. Note: it is
advised you still add text to compliment the celebration.
=  Share that you're hiring: This option allows you to announce a job in your team that you may be
hiring for. This will also send a natification to connections. Use the text box to describe what
you’re looking for.
= Create a poll: Want to learn more about your audience? Use the poll feature to ask for their
anonymous opinion. This type of post tends to generate a lot of engagement. Note: use this
feature sparingly. Too many polls will likely switch off your audience.
= Add a document: Got a PDF you want to share? For example, a whitepaper or report you've
read. This feature allows you to easily share PDFs and is a great alternative to create carousel
type content (where the user can swipe through). Note: Double check that you have the right to
share the report and that it doesn’t contain any information that shouldn’t be shared.
= Find an expert: If you're looking for support with a project and want to get the opinion of an
expert, this feature allows you to share what you're looking for. Note: this can be confused for
hiring posts, so make it clear that this is for an opinion only.
=  Write an article: The article feature opens a separate area of LinkedIn to write a blog-style
article. Articles allow you to share your knowledge in a long-form style, and you can embed
photos and videos as well. Note: to publish an article you must compliment it with a post,
otherwise it will not go live.
o Drafting your social content (appendix 5):
Many people are nervous to create their own content. When writing your content, ask yourself these
three questions:
=  Would you share this in an in person work setting? If the answer is “no”, then do not post it.
= Can you shorten it into a bitesize piece of content? Attention spans online are shorter, so try to
keep your social posts to 100 words or fewer.
» |s it easy to read? Big paragraphs can make the audience switch off or scroll past your post.
When drafting your content, keep paragraphs short (one or two sentences), and separate them
using the “enter” key.
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o Hashtags (appendix 6):
= Hashtags extend the reach of your post by grouping it with similar content. Any word can be a
hashtag, but they cannot include spaces or special characters (such as a full stop or
exclamation mark).
= Research your hashtag before selecting it. On LinkedIn, search your hashtag in the search box
and you'll see how many posts and followers a hashtag may have. Here are three tips to
choosing the right hashtag:

o It could be a hashtag, but it doesn’t mean it should be a hashtag: If a hashtag
has been used a few times, it probably won'’t be beneficial to your post.

o Bigger isn’t always better: If a hashtag has been used thousands of times,
it's unlikely it will extend the reach of your post. Think of it as being an a
stadium full of people, and hoping the player on the pitch can hear what
you'’ve got to say. If it's unlikely, then skip it.

o Less is more: using too many hashtags will negatively impact your reach.
Limit the amount you use to three or four hashtags.

= Consider screen readers: hashtags can be read by screen readers, but if you're using multiple
words, use camel caps (Capitalising The First Letter Of Each Word). This will make the
difference between a screen reader trying to read #civileningeering as one word or
#CivilEngineering as two.

= Accessibility is key (appendix 7):

o Many social media users do not use the accessibility features, which can
result in alienating your audience. Even if you’re unaware of anybody using
accessibility tools, you could be missing out on a potential audience.

o  When uploading an image to LinkedIn, you'll be given the option to add alt-
text. This feature allows you to describe what is in an image for anyone using
a screen reader. Try to be descriptive, but don’t write a novel. Express your
intended message and include any text that is on the image too.

o When uploading videos, you can enable the “auto captions” option, to allow
anyone to read subtitles of the people speaking.

o Don’t overuse emajis: screen readers read a description of an emoji, so limit
the amount you use to two per post.
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Appendix 2
Sharing that you’re a volunteer of the ICE on LinkedIn

While volunteering as part of the Institution of Civil Engineers, it is great to let everyone know by adding it to your LinkedIn
profile. Your voluntary role should be added to the volunteering section of your profile, not the experience section. Follow
these three simple steps to update your profile:

1. Visit your profile on LinkedIn, click “add profile section” and a window will appear.

.
‘ofile section /I ( Mone—)

2. Select: “additional” followed by “add volunteer experience”.

Select “add volunteer experience”

Core
Recommended

Additional

Add volunteer experience
Add publications
Add patents

Add he
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3. Here you will be able to add the details of your voluntary role. Please ensure that you input the “Institution of Civil

Engineers” as the organisation.

Please ensure that you input the
"Institution of Civil Engineers” as the organisation

[H Institution of Civil Engineers (ICE)

Rol
[ Volunteer

Cause

[ Please select - \
I am currently volunteering in this role
[‘;anuar; » ] I2024 -
nd e
- -
Description

Media

£ Rl nadis )

Add media like images, documents, sites or presentations. Learn more about media file types supported

Social Media Guidance - appendices

Institution of Civil Engineers is a Registered Charity in
England & Wales (no 210252) and Scotland (SC038629)




ICa

Institution of Civil Engineers

Appendix 3 — Reposting

Fellow the link te find out more: https://Inkd.in/ekyNC38E
When reposting, you have two options:

How can the Low Carbon . Repost with your thoughts
Concrete Routemap help you? . Repost

= It emphasises steps that can be taken . . .
now to make immediate carbon savings. Reposting with your thoughts will extend the reach of your post and allow

 Thir saukias dorts roly on carbior: your audience to understand why you're reposting it.

capture use or storage. . . s .
y 2 Repost immediately shares the post, however, it is not clear in the newsfeed

« The advice is expert and impartial. that you are the one reposting.

The example below shows how a repost appears in the newsfeed. ICE
admin has reposted, without adding thoughts, presenting itself like a post
from the ICE brand account.

@ ICE admin repost

= Insti

If you've been locking for ways to understand what good looks like in the drive
towards lower carbon concrete, this guide's for you.

Civil Engineers (ICE)

Reactions The Low Carbon Concrete Routemap features a carbon rating certificate that
operates in a similar way to the energy ratings system we use for electrical

i CIHT J 453 appliances at home. ¥
@-8@0Q%

Ci'”‘“‘ for ;’yam'.g.")C Very useful... )C — ) ( P )( 3 Follow the link to find out more: https://Inkd.in/ekyNC38E

e - & Like &) Comment I:'J Repost O’ Send
([ & ' [

I’"’J Rrejmstr -

eu How can the Low Carbon

Concrete Routemap help you?

= It emphasises steps that can be taken
now to make immediate carbon savings.

« The savings don't rely on carbon
capture use or storage.

« The advice is expert and impartial.
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o Reposting with thoughts enables you to add your
@ SE et """ point of view. In this image on the left, it is clear that
now s this post has been reposted by ICE admin.

Have you seen the Low Carbon Concrete Roadmap? . . . . .
e : This post will achieve a higher reach as it allows you

It provides objective advice on low carbon concrete, the actions that are necessary to add any relevant text and hashtags.
to get to a net zero future, and potential scenarios when they are implemented.

ﬁ Institution of Civil Engineers (ICE)

If you've been looking for ways to undersiand what good looks like in the drive
towards lower carbon concrete, this guide’s for you.

The Low Carbon Concrete Routemap features a carbon rating certificate that
operates in a similar way to the energy ratings system we use for electrica
appliances at home. ¥

Follow the link to find out more: https://Inkd.in/fekyNC38E

How can the Low Carbon
Concrete Routemap help you?

« It emphasises steps that can be taken
now to make immediate carbon savings.

« The savings don't rely on carbon
capture use or storage.

+ The advice is expert and impartial.
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Appendix 4
Sharing your own content that references ICE on LinkedIn on LinkedIn:

To share a post, head to linkedin.com and click “start a post”.

i
m Q Search L, | H - @ @ @ «
Home My Metwork Jobs Messaging  Motifications Mew For Business v Advertize
@ Linkedin News a
Start a post
= Northern Ireland: 170,000 to strike
&) Media Event WE Write article T

o ‘Staggering’ cost of NHS temp staff

ICE admin hago « 220 readers
. Sort by Recent w .
e o The UK's fastest-growing jobs
Climate Change - | care! e X 7h age
Profile viewers 8 qg‘ = e = Red Sea disruption may last ‘months
Past impressions 251 h ) 1hago « 166 readers
“It takes a lot of energy to melt 1tn tonnes of ice. So if we want very precise ._
e energy-balanced models for the Earth, this has to be accounted for.” ® Do pOW:E_ijLIl passports” matter?
i‘ﬁé;;fl;,-g T - Dr Chad Greene, Jet Propulsion Labaratory .SEE more 1haga « 458 readers

, 1 =L SR S Clmmine e

LinkedIn post types:

Text only:

ICE admin =
Post to Anyone

This is a text only post.
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Media post:

ICE admin ~
Postto Anyone

This is a media post - still add some text to compliment your media!

Inclusive leadership:
Do quotas work?

Create an event:

Create an event

Ll
N
Upload cover im:
Minimum width 480 pixels, 16

O crire () isenen

Event name™

l Add your event name!

Timezone®

[ (UTC+00:00) Coordinated Universal Time

Start gate Start time~

Back @
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Celebrate an occasion:

ICE admin ~
Bost to Anyone

Celebrating my work anniversary. Feeling thankful for this #workmilestone

Share that you’re hiring:

Tell us who you're hiring

lace type

l On-site

on @

I Lendon, England, United Kingdom

f you want help with your job description, we’ll use the informaticn above and Al to suggest cne
Learn more

Back
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Create a poll:

. X
ICE admin *
Post to Anyone
Add some text to this text box

Do you like polls?

Yes
\

i

,
-
[=]
5,

0 votes « 1w left « View results

Find an expert:

. X
ICE admin «
Post to Anyone

I'm looking for professionals who can help me with Public Relations. Does
anyone have a recommendation? #Marketing #PublicRelations #findapro

Public Relations

Lendon, England, United Kingdom : =

Looking for senvices
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Appendix 5

Drafting your social content:

When writing a social post for LinkedIn, big paragraphs are hard to read. It's likely that people will scroll past them as a big
chunk of text can be daunting to the reader. It is advised that you break up the text into bitesize chunks like mini
paragraphs, with a link break in between. Paragraphs on social media should be one or two sentences long. See the two
examples below to see the same paragraph presented two different ways:

@ ICE admin » You .
now « ()

When writing a social post for LinkedlIn, big paragraphs are hard to read, It's likely
that people will scroll past them as a big chunk of text can be daunting to the
reader. It is advised that you break up the text into bitesize chunks like mini
paragraphs, with a link break in between. Paragraphs on social media should be
one or two sentences long.

ike i epos e
@v & Lik &) Comment r{jlp st *f send

@ ICE admin » fou -
now « (8

When writing a social post for LinkedIn, big paragraphs are hard to read.

It's likely that people will scroll past them as a big chunk of text can be daunting to
the reader.

It is advised that you break up the text into bitesize chunks like mini paragraphs,
with a link break in between. Paragraphs on social media should be one or two
sentences long.

@ - é] Like {3 Comment r:J Repost “'fSer'u:I
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Appendix 6
Hashtags

Using camel caps (Capitalising The First Letter Of Each Word) makes hashtags easier to read and will also help screen
readers.

Don’t use special characters like punctuation in your hashtags as they will break.

See example below:

. X
ICE admin «
Past to Anyone

#civilengineering is hard to read by #CivilEngineering is much easier.

Hashtags break when using special characters, so don't use punctuation. #It's
not going to work.

Institution of Civil Engineers is a Registered Charity in
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Appendix 7

Accessibility is key

Alt-text:

Alt-text, also known as alternative text, allows screen readers to tell the audience the contents of an image.

When uploading an image to LinkedIn, you’ll be given the option to add alt-text. Click the “Alternative text” button shown in
the image below.

Editor b4

Inclusive leadership:
Do quotas work?

)
Richard Burleigh, leadership
development coach, offers his thoughts

Alternative text

s/ 8 ar e 1 (3
[\Back\]m

This feature allows you to describe what is in an image for anyone using a screen reader. Try to be descriptive, but don’t
write a novel. Express your intended message and include any text that is on the image too.
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Captions:

Captions allow users with hearing impairments to read what the audience is saying. Select the “Captions” button to allow
LinkedlIn to generate auto-captions.

Editor %

Captions

]
) - )
Emojis:

Don’t overuse emojis: screen readers read a description of an emoji, so limit the amount you use to two per post.

ICE admin ~ x
Post to Anyone

Limit your post to two emojis. Screen readers will read descriptions of the
emojis.

Too many emojis will make the post very long for people using screen readers.
See example below:
OO0

This group of emojis will be read as: "smiling face with sunglasses, slightly
frowning face, confounded face, rolling on floor laughing and winking face
with tongue’ |
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