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Enter your NAME as you wish to be called.  First name and surname. Many people add qualifications
after their name or icons.  This can confuse the algorithms in LinkedIn so save your qualifications
for your headline and job titles in the work experience section.

You have 220 character to maximise your HEADLINE. Think about what you want to be known for
professionally.  Brand your headline for the job you want rather than what you did before. Sum up
your speciality and approach succinctly and ensure it supports the professional brand you are
cultivating.  Include keywords/job titles to make it easier to find you and a branding message.

For example: Senior Marketing Manager I SAAS Product Marketing I Digital Transformation CRM I
B2B & B2C Experience – Injecting creativity into digital, telling stories that add value to people’s lives

Ensure you take a PROFESSIONAL HEAD AND SHOULDER SHOT in good lighting.  Remember to smile
so you come across as approachable. You will receive 21x more profile views and 9x more
connection requests with a photo according to LinkedIn and a photo helps to build trust with your
network.  Min 200 x 200 pixels.



4 Create an eye-catching BANNER.  Just like a billboard, it's great to strategically market your
personal brand.  Your banner is an image so the words within it won't be searchable, it can though
make your profile 'pop' to viewers. Combine it with a personal mission statement, it can instantly
and powerfully tell someone what you stand for, whetting their appetite to want to find our
more.

Use Canva.com to help you create your banner. 



5 Customise your URL to tidy it up for your CV.  

A traditional URL will look like this http://www.linkedin.com/in/name-surname-99ru49Un9430nbK.  
Amend it to http://linkedin.com/in/name-surname.  



6 Ensure your target employers & recruiters can reach you by showing your contact information in
your intro box.  You can edit yours by pressing the pen in the 'EDIT INTRO' function.  You can include
3 x website links, contact phone number & your email address used when logging in.  I would advise
against including your address so that your personal data does not get into the hands of
unscrupulous people.



7 (1). Adjust your Public Profile SETTINGS.  You can customise your settings to show which sections of
your profile are visible.   

(2). Don't forget to edit your JOB PREFERENCES too, so that Recruiters know you are 'OPEN TO
WORK'.

(1)

(2)
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Select the right SKILLS.  The options seem limitless as you can choose up to 50 skills but be careful
to choose the right skills relevant to the job role you are seeking and relevant to your specialism.

ENDORSEMENTS are sometimes overlooked as they are easy to give. According to LinkedIn, people
with at least five skills receive up to 17x more profile views.  They are also a great way to
start networking and building dialogue with your endorser by saying thank you.   Not only that,
because the keywords are used to find applicants, SKILLS and ENDORSEMENTS eclipse
recommendations when Recruiters are initially sourcing for candidates.



Download Grammarly to help to help you construct your Bio 
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WRITE A CAPTIVATING BIO/ABOUT SECTION

Include personal
information and life

experiences which have
shaped who you are

Capture their attention
immediately by

starting with your
branding statement

Avoid cliches and
buzzwords.  Prove your

capability with data

Write with your target
audience in mind

Make your paragraphs
easy to read.  Use

bullet points where
necessary

What do you want to
be known for?  Tell

your story and show
your value proposition

You have 2000
Characters.  363 are the
initial characters shown

make them count

Add a 'Specialities'
section to incorporate

your keywords



EXAMPLES
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Use the FREE version of                                                  to highlight initial improvements

Headline - This is a great place to
introduce critical areas of expertise.
Remember to separate each word so
that they are easy to search.

Job Titles - You are allowed 100
characters.  Always use standard job
titles to make it easier to find you.

About/Bio - Consider keywords you
wish to be found for and filter them
through your narrative.

Work Experience - Ensure you include
information about the company you
work for to show relatability.

Also, show your capabilities and your
expertise validating your successes by
using supporting data to prove your
accomplishments. Use bullet points to
make it easier to read.

Skills  & Endorsements- You can
shamelessly plug relevant skills in this
section. Ensure you order your most
relevant skills first so that important
skills are endorsed by others first.

WHERE YOU NEED TO OPTIMISE YOUR
KEYWORDS
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13 Ensure that your INDUSTRY and LOCATION are updated on your profile.  Not only is this important
to being found it also helps you achieve your ALL STAR rating.  With your location, THIS IS REALLY
IMPORTANT - Recruiters will use this to source for people.  i.e.  If you are an L&D professional living
in Halifax, they aren't going to look for L&D people in that area so adjust to the nearest major city
instead.

ALIGN your profile data with your CV.  Many employers review your CV along with your LinkedIn
Profile so you need to ensure that one relates to the other in terms of dates, job titles
and companies to avoid any red flags. 
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Complete other sections, including Education (highest level), Certifications and Accomplishments (if
appropriate).   Be conscious about the overall impact of your personal brand and ensure you are
including information to make your brand stronger.
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Add media, documents and video into the experience section of your profile to showcase relevant
work, projects and education. 
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Showcase your 'evergreen' work in the FEATURED section.  If you haven’t considered writing an
article yet, I would strongly suggest that it’s a consideration to showcase your capability, You can
also feature websites you may have and other examples of your work which will increase your
credibility. 

Check your profile on your mobile too.  With 57% of LinkedIn traffic being mobile.  Do not forget to
check your profile on your phone.  Your 'About' section will only feature the first 42 characters.   Is it
immediately impactful?
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What if you are currently unemployed? If you are seeking a new role, I would personally leave your
last role open ended (particularly, if you are seeking a similar role).  Or you could, include a new job
entry if you are unemployed.  It’s important to know that many recruiters will use the 'current title'
to search for candidates to find those with the most recent and relevant experience they are
seeking.    If you have only listed your past positions but show nothing current, you may get missed
on searches.  So, if you are unemployed and are seeking a different role create a dummy job which
includes the job title you are targeting.  i.e. Operations Directors (seeking new employment) and list
the skills and value you have to offer too

Have you seen the microphone symbol?  A relatively new feature of LinkedIn to help us share how
our names are pronounced. However, many are using it for a 10 second message for those observing
their profile.   If you decide to use it will appear by the side of your name as a microphone symbol.
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Use video to introduce your work.  LinkedIn doesn't allow you to upload a video
directly so you will need to place it on a host site such as YouTube or Vimeo

Build your credibility through your recommendations.   Don't forget to ask :-) 



Industry & Location 'About'  - Your Bio

Your current position and
the last two positions

Your Headline
Y

List a minimum of five
skills

Education Network Connections

ALL-STAR  LINKEDIN  USERS  ARE  40X

MORE  LIKELY  TO  GET  CONTACTED  

A professional head and
shoulder shot taken with
good lighting.  Remember

to smile and look
welcoming.  

Source: LinkedIn



FINAL WORDS
Brevity - Write less, say more.  Write enough to be retained but
not too much for it to be read again.

Clarity - When the meaning is unclear, there is no meaning.  Limit
your options, and it will promote purpose and intention.

Sincerity - Think about what your audience needs to read.  Use
your words to reassure, motivate and inspire.

Job seeker guides can be accessed via my website
here www.positivecareeradvice.com


