
 

SETTING UP & OPTIMIZING YOUR GOOGLE BUSINESS 
PROFILE 

The Village Workspace will help make your business discoverable, professional, and 
local — even if you work from home! 

WHY YOU NEED THIS 

A Google Business Profile (GBP) makes your business: 

●​ Appear in local search results (e.g. “marketing consultant near me”)​
 

●​ Show up on Google Maps​
 

●​ Display reviews, business hours, services, and contact info​
 

●​ Look legit (even if you work in yoga pants at your kitchen table)​
 

●​ Show up as  VERIFIED with Google (it takes more than a code sent on a postcard these 
days)​
 

Using The Village Workspace’s professional address ensures your profile gets maximum 
visibility — without listing your personal home (You do know Google Earth can allow people to 
zoom right in on your house.). 

 

STEP-BY-STEP SETUP 

https://thevillageworkspace.com
https://thevillageworkspace.com


STEP 1: Go to the Setup Page 

Visit: https://www.google.com/business ​
 Click “Start Now.”  

 

STEP 2: Enter Your Business Name 

Use your official business name as it appears on your website or legal documents. Google is 
all about CONSISTENCY so when it comes to your business name and address, make sure it is 
all written out the same. Don’t abbreviate anything unless you are going to stay consistent 
across all platforms, listing it that way. ​
 • Example: Bright Ideas Marketing Co. versus Bright Ideas Marketing Company 

 

STEP 3: Choose Your Business Category 

Start typing your industry and choose the closest match.​
 • Example: Marketing Consultant, Graphic Designer, Real Estate Agent, etc. 

💡 Tip: You can add more categories later under "Business Information." 

 

STEP 4: Add a Business Address 

Use the address from your Village Workspace Virtual Mail Membership:​
 7173 S. Havana Street, Suite 600- (your unique and specific suite number given to you) 
Centennial, CO 80112 ​
Having the unique and specific suite number is important. Google doesn’t want to see that you 
have the same suite number as another business (including our main suite number #600)​
​
Again… consistency matters here. Don’t spell out STREET on Google and then on your website 
you have ST.  

●​ If you do not want customers popping in to ask for you, you must check the box: 

“I deliver goods and services to my customers”​
 Then select:​
 “Hide my address (it’s not a store)”​
 This lets you show up in search but keeps your office as appointment-only. Unless 

https://www.google.com/business


of course you have an office here at The Village, then you may want customers 
coming in to see you.  

 

STEP 5: Choose Your Service Area (Optional) 

This tells Google where your clients are.​
 You can list up to 20 cities or ZIP codes. Use as many as you want to service or reach people 
from. ​
 •  Example: Centennial, Denver, Highlands Ranch, Lone Tree, Parker, Aurora, Lone Tree, 
Castle Pines, Englewood 

 

STEP 6: Enter Contact Info 

●​ Website (optional but HIGHLY recommended)​
 

●​ Phone number​
 

●​ Business hours ​
 

●​ Use call tracking or a Google Voice number if you're using your cell. This allows you to 
publicize your phone number and have it forward to your cell.   

 

STEP 7: Verify Your Business 

Google will ask to verify your business: 

●​ Google used to simply mail a postcard with a code on it but 99% of businesses today 
require a VIDEO verification to show you have an actual mailing address that is a 
business.​
 

●​ Our team at The Village can help you prep for the  video call if you have our VIRTUAL 
OFFICE PLUS membership. ​
 

 

STEP 8: Optimize Your Profile 

https://thevillageworkspace.com/virtual-office-and-mailbox-services/
https://thevillageworkspace.com/virtual-office-and-mailbox-services/


Once verified, let’s go back and BEEF UP your listing. You want to utilize every space you can. 
Most Google profiles are anemic and lacking enough information to help Google Help You! 

Add Photos: 

●​ Add your logo​
 

●​ Headshot or professional team photo​
 

●​ Office space or product/service visuals​
 

●​ Photos of events you attend, or host​
 

●​ Conitue adding new photos as you get them. There is no limit to the number of photos 
and when you continue adding them over time it keeps a FRESHNESS to your profile.​
 

Add Services & Description: 

●​ Describe what you offer (keep it clear & keyword-rich). ​
 

●​ Add all your services — this improves search visibility. Break out each service you offer 
so you take up lots of space here. ​
 

●​ Continue to add new services as you develop them. ​
 

Get Reviews! 

●​ This easy SEO-booster is often overlooked. Ask happy clients to leave a 5-star review 
for your business. ​
 

●​ Add this to your signature line in your email, put signs out on your counters if you have a 
brick and morter store. Send requests for reviews after every customer interaction.​
 

●​ Make it easy for your customers to leave you a review by Including a review link in your 
request.​
 

●​ Get the link from your Google profile for MORE REVIEWS and turn it in to a QR code 
that people can scan.​
 

●​ When someone sends you a nice card or email telling you how fabulous you are, simply 
send a request asking if they would mind putting that on Google for you. Let them know 
how much it helps your business. 



Don’t load up reviews only when you first create your Google profile. Keep them coming in 
consistently. Google wants to see that your greatness didn’t fall off after your first two weeks in 
business. Remind yourself and your team to ask for reviews all the time. A great business will 
have reviews over the long haul. 

 

GOOGLE PROFILE MAINTENANCE CHECKLIST 
Task Frequency 

Respond to reviews Immediately or at least 
weekly 

Post updates or promos Bi-weekly- share a 
promo you are running, 
or a new post (think 
about what you post on 
social media… post one 
here on your Google 
profile. 

Update hours or services Monthly or as needed. 
If you are closed for a 
holiday, come in and 
update your hours in 
Google. 

Add new photos 
 
 
 

Monthly or as you snap 
them.  

Ask for more reviews! 
 

Don’t forget to keep 
these coming in 

 

Need Help? 

If you're a member of our awesome community  at The Village Workspace, know that we are 
here to help you! Come in and chat with us. We can help you: 

●​ Get that profile set up ​
 



●​ Craft a keyword-rich description​
 

●​ Build a review request message to send to clients​
 

We hold FREE Lunch-n-Learn events weekly and our Google Profile Optimization class is 
repeated every couple of months– be sure to get our mailing list to stay in the loop on these 
important and fun classes.  

 

https://mailchi.mp/86ffbe29cae6/villageintheloop
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