

Prof Burnett 
Personal Website Planning Worksheet


Once you understand your website goals, it is easier to figure out the right strategies and tactics for achieving them through the content, structure, and design of your website.

Your Name: ____________________________________________

General Personal Information

1) Purpose of creating or re-designing your website: ______________________________________________________
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2) Describe what you want the site to do: ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3) What are your goals for creating or revamping a website? __________________________________________________________________________________________________________________________________________________________________

4) Qualities you want to convey: List at least five adjectives that describe you: 

1. ______________________________
2. ______________________________
3. ______________________________
4. ______________________________
5. ______________________________







5) Favorite Sites: Please list five websites you like (include their Web addresses). Say why you like them and how they could be improved. These do not have to be in your field of expertise.

	Site Name
	Site Address

	1. 
	

	2. 
	

	3. 
	

	4. 
	

	5. 
	


 
6) Least favorite sites: List five websites you don’t like (including the Web addresses). Say why you don’t like them, but what you also think is appealing.

	Site Name
	Site Address

	1. 
	

	2. 
	

	3. 
	

	4. 
	

	5. 
	



7) Experience: List your professional experience by starting with your most recent position:

	Position Title:
	

	Employment Type:
(Full-time, Part-time, Freelance Self-Employed, Contract, Apprenticeship, Intern, Volunteer)
	

	Company or Organization:
	

	Start Date:
	

	End Date:
	

	Location:
	

	Position Description:
	








	Position Title:
	

	Employment Type:
(Full-time, Part-time, Freelance Self-Employed, Contract, Apprenticeship, Intern, Volunteer)
	

	Company or Organization:
	

	Start Date:
	

	End Date:
	

	Location:
	

	Position Description:
	






	Position Title:
	

	Employment Type:
(Full-time, Part-time, Freelance Self-Employed, Contract, Apprenticeship, Intern, Volunteer)
	

	Company or Organization:
	

	Start Date:
	

	End Date:
	

	Location:
	

	Position Description:
	






	Position Title:
	

	Employment Type:
(Full-time, Part-time, Freelance Self-Employed, Contract, Apprenticeship, Intern, Volunteer)
	

	Company or Organization:
	

	Start Date:
	

	End Date:
	

	Location:
	

	Position Description:
	







	Position Title:
	

	Employment Type:
(Full-time, Part-time, Freelance Self-Employed, Contract, Apprenticeship, Intern, Volunteer)
	

	Company or Organization:
	

	Start Date:
	

	End Date:
	

	Location:
	

	Position Description:
	






	Position Title:
	

	Employment Type:
(Full-time, Part-time, Freelance Self-Employed, Contract, Apprenticeship, Intern, Volunteer)
	

	Company or Organization:
	

	Start Date:
	

	End Date:
	

	Location:
	

	Position Description:
	






	Position Title:
	

	Employment Type:
(Full-time, Part-time, Freelance Self-Employed, Contract, Apprenticeship, Intern, Volunteer)
	

	Company or Organization:
	

	Start Date:
	

	End Date:
	

	Location:
	

	Position Description:
	








8) Education: List your educational background starting from the most recent educational attainment:  

	School:
	

	Degree / Diploma:
	

	Field of Study:
	

	Start Date:
	

	End Date (or expected):
	

	GPA:
	



	School:
	

	Degree / Diploma:
	

	Field of Study:
	

	Start Date:
	

	End Date (or expected):
	

	GPA:
	



	School:
	

	Degree / Diploma:
	

	Field of Study:
	

	Start Date:
	

	End Date (or expected):
	

	GPA:
	



	School:
	

	Degree / Diploma:
	

	Field of Study:
	

	Start Date:
	

	End Date (or expected):
	

	GPA:
	



	School:
	

	Degree / Diploma:
	

	Field of Study:
	

	Start Date:
	

	End Date (or expected):
	

	GPA:
	





	School:
	

	Degree / Diploma:
	

	Field of Study:
	

	Start Date:
	

	End Date (or expected):
	

	GPA:
	



9) Licenses and Certifications: List any professional licenses or certifications granted from the newest to oldest: 

	Name of License or Certification:
	

	Issuing Organization:
	

	Issue Date:
	

	Credential ID:
	

	Credential URL: 
	

	Skills associated with License or Credential: 
	



	Name of License or Certification:
	

	Issuing Organization:
	

	Issue Date:
	

	Credential ID:
	

	Credential URL: 
	

	Skills associated with License or Credential: 
	



	Name of License or Certification:
	

	Issuing Organization:
	

	Issue Date:
	

	Credential ID:
	

	Credential URL: 
	

	Skills associated with License or Credential: 
	



	Name of License or Certification:
	

	Issuing Organization:
	

	Issue Date:
	

	Credential ID:
	

	Credential URL: 
	

	Skills associated with License or Credential: 
	



10) Projects: List any professional projects you have been involved in. List the newest to oldest:

	Project Name:
	

	Project URL:
	

	Date Started: 
	

	Date Finished:
	

	Description:


	

	Skills associated with Project:  
	



	Project Name:
	

	Project URL:
	

	Date Started: 
	

	Date Finished:
	

	Description:


	

	Skills associated with Project:  
	



	Project Name:
	

	Project URL:
	

	Date Started: 
	

	Date Finished:
	

	Description:


	

	Skills associated with Project:  
	



	Project Name:
	

	Project URL:
	

	Date Started: 
	

	Date Finished:
	

	Description:


	

	Skills associated with Project:  
	





10) Skills: List the skills you have acquired: been involved in. List the newest to oldest:


	Skill:
	

	Reference URL:
	

	Organization: 
	

	Project Associated:
	



	Skill:
	

	Reference URL:
	

	Organization: 
	

	Project Associated:
	



	Skill:
	

	Reference URL:
	

	Organization: 
	

	Project Associated:
	



	Skill:
	

	Reference URL:
	

	Organization: 
	

	Project Associated:
	



	Skill:
	

	Reference URL:
	

	Organization: 
	

	Project Associated:
	



	Skill:
	

	Reference URL:
	

	Organization: 
	

	Project Associated:
	



	Skill:
	

	Reference URL:
	

	Organization: 
	

	Project Associated:
	





11) Primary Audience: What other people may visit your site?

· Age Group
a. Young 
b. Young Adult
c. Adults 
d. Seniors
· Educational Level 
a. Grade school
b. High school
c. College
d. Professional
· Job status
a. Employed
b. Retired
· Economic Status
a. Poor
b. Lower-Middle
c. Middle
d. Upper-Middle
e. Wealthy
· Community Involvement
a. Volunteer
b. Helper
c. Organizer
d. Leader
· Targeted Geographic Area or Region

12) Secondary Audience: What other people may visit your site?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

GET A WEBSITE ADDRESS

Choose your website address carefully. Deciding on a domain name is important. This is your identity on the Web. You want a name to be as close to your real name. Consider getting a web address using an alternative Top Level Domain (TLd) like .net, first.lastname;  

Steps to Getting Your Website Address

Brainstorm & Select Your Domain Name: Think of something memorable, relevant to your brand, short, and easy to type, avoiding hyphens or numbers if possible.

Choose a Domain Registrar: Pick a company that sells domain names (e.g., Namecheap, GoDaddy, Google Domains). Consider customer support, pricing, and privacy options.

Check Availability: Use the registrar's search tool to see if your desired name (e.g., yourname.com) is free.

Purchase & Register: Add the available domain to your cart, choose a registration length (1-10 years), enter your contact info (consider Whois privacy), and complete the purchase.

Verify Ownership: You'll need to confirm your email address to activate the domain.

Connect to Your Website: Point your domain to your web hosting provider or website builder (like Shopify, Wix) so people can find your site when they type your address.

Build Your Site: Create your actual website using a builder or developer, then publish it.




Site Features

Please keep in mind the following Best Web Practices guidelines:

· White backgrounds for text areas provide greatest readability for all ages and eyesight capacity.

· Colors should be used as accents not bold backgrounds.

· Animated graphics can be fun but since they slow down page loading and can be distracting, they should always be used sparingly and set up so they can be bypassed for speed. 

· Visual clutter can dilute your message. It’s best if you focus on one graphic, one logo, one page element, rather than trying to crowd too much onto any one page.

Navigation - Menu of pages: 

a. Landing page

A landing page is a standalone webpage designed for a single goal, where visitors "land" after clicking an ad, email link, or search result, focusing on a specific conversion like a signup, download, or purchase, unlike a website's homepage which offers general navigation. Key elements include a benefit-driven headline, concise text, visuals, a strong call-to-action (CTA), and often a form, all designed with minimal distractions to convert clicks into leads or sales efficiently. For a personal website a video introduction can also be useful. 

Benefits of Landing Pages 
· Higher Conversions: Focused messaging reduces distractions, guiding users toward one action.

· Lead Generation: Collects visitor info in exchange for valuable content (e.g., ebooks, offers). 

· Campaign Focus: Tailored content perfectly matches the ad or email, increasing relevance. 
· Trackable Results: Easier to measure success for specific campaigns (e.g., PPC, email). 

Key Components 
· Headline: Clear, benefit-oriented statement. 
· Subheadline: Expands on the headline's promise. 
· Visuals: Images or videos that support the offer. 
· Body Copy: Concise text explaining the value. 
· Call-to-Action (CTA): A button or link (e.g., "Download Now," "Sign Up"). 
· Form: Collects visitor information (name, email). 
· Social Proof: Testimonials, ratings, or trust badges to build credibility. 

b. Home page

On your home page, you want to include the top things visitors need to know about you. Listing your experience, education, Licenses & certifications, project you have been associated with, and skills you possess should be included.  

Describe yourself in a short introduction. 

___________________________________________________________________

Describe your goals and plans in just a few sentences. 	

___________________________________________________________________

___________________________________________________________________

c. About Me Page

If you include this page or section on your website this provides visitors with information about your background. Get personal, get passionate.

__________________________________________________________

__________________________________________________________

Other things to consider:
· Photos of yourself
· A biography on your expertise

d. Contact Page 

How do you want customers to contact your business?

· Phone number 	 
· Email - Make sure your email address matches your website address.
· Use a contact form. What information do you need to collect? 
Tip: The less information you require, the more contacts you’ll get.

e. Call-to-Action. (Optional) 

What is the one, most important thing you want your visitors to do before they leave your site? Be clear, concise and tell them what you want them to do: 

· Contact you
· Watch your video
· Email you

f. Other Web pages (Optional) 

· Events / News
· Calendar of events
· Site search box
· Request or response forms
· Guest book for comments
· other web pages




Technical and Site Analytics

1) Technical: How technically savvy will your average visitor be?

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


2) Usability: Will your visitors be likely to browse or hit the high points?

__________________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________

3) Site Analytics: Web analytics is the process of collecting, measuring, analyzing, and reporting website data to understand and optimize user behavior, improving website effectiveness and achieving business goals like increased traffic, conversions, and sales. It provides insights into visitor demographics, traffic sources (search, social, referrals), content performance, and user journeys (pages visited, time spent, drop-off points) through tools like Google Analytics.  

Key Aspects & Metrics

User Behavior: How visitors navigate, what they click, scroll, or watch. 

Traffic Sources: Where users come from (organic search, paid ads, social media). 

Content Performance: Which pages are popular and which need improvement. 

Conversions: Tracking goal completions (purchases, sign-ups). 

Key Metrics: Pageviews, unique visitors, bounce rate, time on site, conversion rate, referral sources.
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