A Special Report From Giraffe CVs

§

Master LinkedIn And Use It To Your Advantage

v GiraffeCVs



LinkedIn Explained | Master LinkedIn and Use It to Your Advantage
A special report by Giraffe CVs.
This document and its content is copyright of Giraffe CVs - © 2020.

All rights reserved.

Giraffe CVs
5A School Lane
Maidstone
Kent
ME15 8DU

07840 918980
www.giraffecvs.co.uk

Any redistribution or reproduction of part or all of the contents in any form is prohibited other
than you may print or download to a local hard disk extracts for your personal and non-
commercial use only.

You may not, except with our express written permission, distribute or commercially exploit
the content. Nor may you transmit it or store it in any other website or other form of
electronic retrieval system.

Note: This guide was completely updated in May 2020; however, LinkedIn is constantly
updating its site, changing features and moving things around. If the website looks different

for you, please let me know or check out LinkedIn.com/help.



http://www.giraffecvs.co.uk/
http://www.linkedin.com/help

Table of Contents

oo 18T ox 1o o [ 5
1. Why USE LINKEAINZ... ..ot ee et e e e e e e e e e bme e e e aaeees 5
2. LinkedIn @nd YOUE CM.... oottt e e e e e e e e eeeea e eeees 6

2.1 Why Yaorr CV and LinkedIn Profile MUst Tally...........ooiiiiiiiiiie e §
2.2 Should You Upload Your CV t0 LINKEAIN2.........coiiiiiieieee ettt 1.
2.3 Referencing your LinkedIn AddreSs 0N YOUL.CV........uuuiiiiaiiiiiieieee et e e eineeeeea e e 8
3. Before You Get Started on LINKedIN...........oovuiiiiiiiiiiieie e 8

Chapter 1: Setting Up Your LinkedIn ACCOUNL............oieiiiiiiiiiee e 10

Chapter 2: PrivaCy SETHNGS ... .uuuuuueueuiiie ittt e e et e e e eeeeeeeeeannnee 15
1. How others see your LinkedIn activity: Share job changes, education changes, and work
anniversaries from Profile............. i ——— 16
2. How others see your profile and network information: Microsoft Word....................... 16
3. How others see your LinkedIn activity: Profile viewing options.................cevvveviieennnns 16

...................................................................................................................................................... 17
4. How others see your profilerad network information: Edit your public profile.............. 17

Chapter 3: Putting Together or Editing Your Profile.............cccooooviiiiiciii i, 19

I 1 0 {0 R P TP PT PR 21
I = =Tt o o 1U ] o N = T (o WO PSPPI 21
2 o 0] 71T = T ] (o R 23
IR B =T PO PP OT PP PPPPPRPPI 26
1= o |11 TP 27
ISR @0 101 Y/ = {To [0 o SRS PSSRR 33
G T o 1U 13 4 R 33
A OTo] o - Tod A [ o} {0 TP PO PP PP PUPPPUPPPTTN 33

2 A o o 11 | SRR 33
2.1 Tips for Writing Your ADOUL SECTION ..o 33
2.2 Questions to Shape Your ADOUL SECTION ......coiiiiiiiiiiiiei e 34
2.3 Adding YOUIr ADOUL SECTION ..couiiiiiiiiiiee ettt et nre e e 36

3. BACKGIOUNG.. ..o 37
N TV o T T T 1= A T=T o o = PP 37
2 o [ o3 1 (o] o [P RO PTPRPPTPPRR 39

A, SKIllS ettt e e e e e e e e e e e e e e e e e e e e e e e et e et ettt et e et ee et eeeeeeeeees 40
o Ao Lo LT g Yo ] G =PSRRI 40
B =l gL Fo ] =Y=T0 0 1=] o | €SP RR TP 42
4.3 Managing SKills & ENUOISEMENTS ......ccviiiiiiiiiiiiiieieieeeeeeeee e ee e e e e e e e e eeeeeeeeeeeeeereeeeeeeeeeeees 43

5. ACCOMPLISNMENTS ... 44

6. Additional Information (ReCOMMENALIONS)..........uuvrrrririiiiiiiiiinne e 45

7. Customising Your LINKedIN URL.........uiiiiiiiiiiiee e 46

. JR ] 1] 1 o o PP a7

Chapter 4: Making CONNECLIONS .......uuiiiiiiiie ettt eeeeeeeeennnnes 48
Y AV [0 [ 19T [ @10 ] o] = Tt - J PP 48

I o o oo 1 Lo RO o] | €= T £ PSSP PPSRRY” o



1.2 PEOPIE YOU MAY KNOW ...uviiiiiieiiiiiiiiie e e e escitte e e e e e s st e e e e e e s e s st e e e e e e e e s st ara e e e e e e e e s snnnrnnneeaens 49

2. Levels Of CONNECHIONS. ......ooouiiiiie ettt e e et e e e e e e e eeeeanme s 50

3. Finding People t0 CONNECT WIth........uuiiiiiiiiiiiiiiii e 50

4.  Conducting Company SEaArChES..........ccoiviiiiiii e eanrer e e e e e eaaan 51

5. UsINg INMaIlS @nd INVItES .......oiiiiiiieeie e ere et 54

5.1Using INMails TO CONNECT......covviiiiiiiiiieeeeee e, 54

5.2 Making Inroads With INVIteS ... 55

6. Making Connections Through LinkedIn GroUPS.........coeviiiiiiiieie e 55

Chapter 5: How to Give and Gett Linkedln Recommendations...............ccccccceeeeens 58

1. Securing and Managing YolRecommendationsS...........ccccevveveeiiiieierieeceieeeeeeein e e eeennn 58

1.1 Who Should You Ask for LinkedIn RecommendationS?...........ueevieiiiiiiiiiieenieeeeiiieeeen 58
1.2 When Should and Shouldndét You Ask..f.ar..838i nkedln

1.3 How Many LinkedIn Recommendations Should You Aim FOr? .......ccccooiiiiiiiiiiinniiiinen, 59

1.4 What Should You Say When Requesting a Linkedln Recommendation? ....................... 59

1.5 How to Request Recommendations on LinkedIN ........cccveoiiiiiiiie e 59

2. GIVING RECOMMENUALIONS .....uuuuuiiiiiiiiiiiiiiiitine e e e e e e e e e e e e e e e s e e s e e s et e e e e e e e e e e e e e e e eeeeeees 68

2.1 Writing a LinkedIn ReECOMMENAAtION .....cocuviiiiiiiiii et 68

2.2 How to Make a ReCOMMENAALION ....ccoceiiiiiiiee ettt e e e e e e s e e e e e e 72

3. FINAI TROUGNLS. ..cueii e eere s e e e e e e e e aes e e e eaaaeaanes 77

Chapter 6: Using LinkedIn To FINd JODS.........coooiiiiiii e 78

1. Getting Started with LinkedIn Settings for Jobseekers..........ccccccovviiiiiimiiiiiiiiiiiininnd 80

NN (o] o AN o] o] o= 11 o] g IS T=1 1 1] o =3RS 83

3. Letting Recruiters KNOW YOU Are OPEN.....c.uuiiiiiiiii e ceei i eeeeie e e e seann e e seennsmeaaeeeees 86

4. Creating JOD AlBITS.......coo i 87

5.  Managing Your Saved Job Application Information...............ceeuvviiiiiceiiiiiiin e, 89

6. Letting Recruiters Know Your Career INterestS...........viviiiiieeiiieii e 91

7. Additional Tips for JODSEEKEIS.......coun i 93

8. Applying to Openings 0N LINKEALN.........ooooiiiiiiiiii e 95

9. Helping Prospective Employers Connect With YOU..............oovviiiiiviciiiin e, 97

Chapter 7: Maintaining Your LinkedIn ACCOUNL..............ccoiiiiiiiiiieiii e, 99

Chapter 8: Maintaining and Maximising Your LinkedIn Presence..........cccccccceeeeeens 108

1. LinkedIn Status UPAates.........coiiiieiiiiiiiiiiiee et e e e e e e e eeaaaaaans 109

A N 4 o =T SPPPRSRTR 110

A I o To )YV (o 1= ] = L (=T o PR SS 110

2.2 TIPS L0 ACE YOUF POST ...iiiiiiiiieiiitiie ettt ettt et e et e e e snnrn e e e s snneeeeaas 111

2.3 What t0 Wt ADOUL ... e ee e e e e e s eneeee 111

2.4 Dondt For get..t.o..Shal. e L.t 112

l LIWSYRAE 'Y a[AYy]1SRLY ..28..6KS.. .bdzY.60.5.NR.413/ KS I {



Introduction

1. Why Use LinkedIn?

Setting up and managing a LinkedIn profile is one of the most important things you can do for
your career.

Linkedln describe
connect t he worl d

itself as the o&édworl dds | arge

S
6s professionals to make them n

The platform allows you to leverage the power of your network 8 the people you know, and
the people those people know & to support your career development and growth.

Linkedin has almost 690+ million

& ‘1 users in more than 200 countries and

R sl - territories worldwide (May 2020). With
' | so0 many members, the rate at which

i GJ your network expands on LinkedIn
I could make th ; case th = can be truly amazing.
w Facebook is for show, -
54
I

A hundred strategic contacts could
mean access to millions of people in a
short amount of ti me. Y
attend dozens 8 or hundreds d ofin-
person networking events to equal the
reach you can get on LinkedIn. Reid
Hoffman, co-founder of LinkedIn, put
it this way: Linkedin is about
fifconnecting talent with opportunity on a massive

/and LinkedIn is for doug
_ Guy Kawasaki ?,‘;‘

L

4 ’P/ s - PR

LinkedIn is also the place to find jobs. Millions of recruiters and companies are on LinkedIn.
The platform offers multiple opportunities for jobseekers, enabling them to find job
opportunities through active and passive activities.

As a LinkedIn member using the platform to the full, you can:
1 Engage with and advance your bond with your existing professional network.

1 Present a clear and conscious representation of your offering, perhaps even repositioning
yourself with members of your existing network.

9 Identify, contact, and forge relationships with hew connections who can support your
career goals (recruiters, hiring managers, ofr

Research and follow one of 20 million+ companies who have a profile page.
Find and apply for jobs.
Be discovered by employers/recruiters looking for your particular skills and expertise.

Research hiring managers to understand who they are and what they need.

=A =/ =4 =4 =4

Enable recruiters and target employers to verify the information presented on your CV,
and build a better picture of your offering.

9 Build your reputation through Recommendations, Endorsements, and by publishing your
thoughts on industry trends and events.



91 Increase your chances of beingfound on Googl e. Linkedln states
typically appear among the top search result
maintaining a LinkedIn profile that is clearly about you is key to return a positive match.

Keep up to date with breaking industry news and emerging trends.
Discover insights that can advance your professional knowledge and career.

Maintain a database of your contacts in one place.

= =_ =4 =4

Do all of the above without even leaving your desk!

2. Linkedinand YouCV

LinkedIn is a personal branding page i it can be thought of as a CV, business card, and
elevator speech all rolled up into one.

You need both a CV and a LinkedIn profile, and they should be in sync with one another, but

not be exact copies. The information on your CV should match your profile (in terms of
positions youbve held, your educational credent.i
LinkedIn profile may be different or wider than what is included on your CV.

2.1Why Your CV and LinkedIn Profile Must Tally

One of the very first things | wi || do when wri
Linkedln. I do this with the hope that | wil/]l u
and professional focus, bringing their story to life.

I 6m n ot onebpplying this tactic. In2 016, Jobviteds Recruiter Nat
87% of recruiters use Linkedint o source and vet potential candic
on LinkedIn in the first place, the person looking at your CV will no doubt search for you on

the platform to verify your career history and discover more about your potential fit.

Unfortunately, the person | am lookingfori snot al ways easily identifie
results. | 6m happy t o pereshutwesruiters wook fof @mplayersny c | i e
not jobseekers, and thetime-pr essured task of sourcing the righ
the same luxury. They may give up, spelling bad news for your application.

It doesnoét have t o prifile useshd dear winkedin Heaflliney and is
complemented with an up-to-date photo, it should be quick and easy for others to identify and
select your profile.

Even when | find the right profile, the information presented hardly ever tallies with that on the
persondés CV. Al though there should be some diff
profile, the differences | see most often are not the ones | would recommend.

The main culprit? Inconsistency in career timelines. As | scan between a CV and the
comesponding Linkedln profile, I 611 often notice
difficult to understand the career timeline.

An inconsistent career timeline is not the only distraction. Here are some of the differences,
small and large, that frequently crop up:

9 Differences in the months and years of employment.

M Omissions of roles included on the CV.



9 Addition of roles not included on the CV.

1 AHeadline that conveys a different career specialism or target (no Headline is even
worse).

1 An About section that conveys a different career specialism or target (no About section is
even worse).

These things have to tally between your CV and L
the person trying to marry the two. | suspect that these differences occur because the
i ndividual hasndédt created their CV and Linkedln

they may not even have had their CV to hand when populating their LinkedIn profile, and never
got round to making sure the content was aligned.

There may not seem much harm in estimating dates and so on when filling out your LinkedIn
profile for the first time but, for someone looking at your CV and LinkedIn side by side, it can
be a confusing experience. | t éligned. mportant to ens

2.2 ShouldYou Upload Yo Vto LinkedIr?

Browsing Linkedl n, | 6ve noticed S 0me Linkedln
downloadable file on their profile. | do advocate adding rich media on LinkedIn to brighten your
profile and engage your target reader, but is it a good idea to upload your CV to LinkedIn?

Hereds my personal Vi ew: Featuring your CV as a
profile eliminates a recruiterds needthinkathexal | yo
need to make a snap decision about your suitability for a role you know nothing about.
Untailored to this particular opportunity, your
more, if your uploaded CV is outdated or misrepresents you, it could potentially talk you out

of the running. If you set it and forget it, you could regretit. Woul dnét you 1| i ke a
control?

Inviting interested parties to call you for a brief telephone call can help you understand their

interest and give you the opportunity to position yourself for the opportunity at hand. Once

youbve warmed up the connection, and set out yc
sending a targeted CV.

Before uploading your CV to LinkedIn, consider the following:

1 Are you happy for anyone who views your profile to be able to download your CV? Or
would you like to be asked first?

1 Is everything you share on your CV okay to share in the public domain? Either from your
personal perspective (address, contact details

91 Are you happy for an interested party to read a static version of your CV without knowing
their specific interest in you? Or would you like the opportunity to understand the
opportunity, assess if relevant, and tailor your CV to suit?

1 Are you confident that your uploaded CV does and will continue to represent an up-to-date
and accurate picture of your offering and goals? Are these set in stone? Or are you
committed to refreshing your CV and re-uploading it as often as necessary?

As you can pr otbhalbuplygadingedurdCV to LinkddinmgHa downloadable file is

a good idea. Saying thateée | d o -tordate; binkedle prafile t hat y
that makes best use of all available sections. Consider what your target reader needs to see

to call or message you, then include that.



2.3 Referencing your Linkedin Address on Your CV

If you have an up-to-date CV and powerful LinkedIn profile, it makes absolute sense to
leverage the combined power of both assets. By referencing your Linkedin URL on your CV,
you acknowledge that the recruiter is likely to check you out on this, and other online platforms.
Rather than taking a passive role in this process, you can proactively present a direct link,
straight to the good stuff which supports and strengthens your job application.

3. Before You Get Started dinkedin

In the following pages, I 61 | guide you through |
profile that verifies and enhances the information already presented on your CV. Before you

get started with populating your profile, take a moment to think about who you want your profile

to speak to (your target audience) and keep them front of mind as you create your profile.

You might also want to do some research. Look at other LinkedIn profiles for people who have
your same job title ordowhatyoudo.Seewh at t heyére including in the
them ranked highly wusing Linkedlnds search al gor

A Google search is a fast way to retrieve similar profiles:
1 Go to Google.com
T Type in this sBeaktichksdrnngomdSfiyour job titleo

1T Replace the phrase fiyour | ob linkedtolycurgob/imdustp. your |


http://www.google.com/

Site:LinkedIn.com Communications Manager Q

2 Al B News ] Images {J Shopping &9 Maps i More Setlings Tools

About 173,000,000 results (0.64 seconds)

498 Corporate Communications Manager jobs in ... - LinkedIn
https://www.linkedin.com » jobs » corporate-communications-manager-jobs-...
Today's top 498 Corporate Communications Manager jobs in New York, United ... New
Corporate Communications Manager jobs added daily. ... Solomon Page.

Corporate Communications Manager Jobs in New ... - LinkedIn
https://www.linkedin.com » jobs » corporate-communications-manager-job... ~
Today's top 611 Corporate Communications Manager jobs in New York, United ... New
Corporate Communications Manager jobs added daily. ... Solomon Page.

Corporate Communications Manager Jobs, Careers ... - LinkedIn
https://www.linkedin.com » jobs » corporate-communications-manager-jobs ~

Today's top 10000+ Corporate Communications Manager jobs in United States. Leverage your
professional network, and get hired. New Corporate ...

Missing: She:

Communications Manager Jobs, Careers in United ... - LinkedIn
https://www.linkedin.com » jobs » communications-manager-jobs ~

Today's top 43000+ Communications Manager jobs in United States. Leverage your
professional network, and get hired. New Communications Manager jobs ...

Missing: She:

Initially you can focus on the top 10 search results (some of them will be job postings; some
will be individual profiles; others will lead you to a category of professionals). Visit each of the
top-listed profiles and take note of how they are representing themselves 8 in particular, the
headline they use to describe themselves, the keywords they include, and their Featured Skills
& Endorsements.

Dondt c o pdyinsteadnusectimetprofiles for inspiration.



Chapter 1: Setting Up Your Linkedin Account

Setting up a LinkedIn account is a quick and easy process. You can create a basic profile in

around five minutes. However, speed is not the objective if you want to use LinkedIn to

facilitate your job search. Rushing could lead to a sloppy profile that doe sn 6t r epresent
well 8 or may even prevent you from getting called for an interview.

Basic LinkedIn memberships are free. For most jobseekers, the free option is adequate. (If
you find you need the paid functionality, you can always upgrade your account later.) If you
want to sample a premium (paid) membership option, LinkedIn usually offers a month free
trial.

To get started, go to LinkedIn.com.

Fill in an email address and create a password. Then clickthei Agr ee & Joino butto

Linked )
Make the most of your professional life

Password (6 or more characters)

You agree 1o the Linkedin User Agreement, Privacy Policy, and
Cookie Policy.

Agree & Join

or

f Continue with Facebook

Already on LinkedIn? Sign in

LinkedIn Corporation ©® 2020

Next, youdll see a screen to enter your name.

Linked [
Make the most of your professional life

1C


http://www.linkedin.com/

Users are now required to validate their identity through a security check by adding a phone
number and then providing a security code that is issued to that phone number.

Security verification

Just a quick security check

As an extra security step, we'll need to give you a verification
code to register. Learn more

How do you want to get the code?

© Text my phone Call my phone

Enter your phone number below

- (1)

This number will only be used to finish registration and won' be added to your account

Once youdbve entered the phone number, youdll re
sent , and youol |l see a field to enter the code.

Security verification

Just a quick security check
To finish registering, please enter the verification code we gave
you.
It might take a few minutes to receive your code.

Didn rec Send again

11



Once you enter the code, youodl | be taken to a w
enter your country/region and your postal (zip) code.

Linked [
Welcome, Sean!
Let’s start your profile, connect to people you know, and engage with them
on topics you care about

j_‘c.."'.", Region .
United States -

Postal code
68124 |

Unl i ke other soci al medi a sites, itds not enougt

create a profile that you can complete later. LinkedIn requires you to input details related to
your career right away.

The next screen provides a place to enter your job title and company. Both of these are
required fields. You can also indicate if you are a student.

Linked ]}

Your profile helps you discover the
right people and ocpportunities

I'm a student

12



When you enter the job title and company, a third field will pop up, asking you to select an
industry. This is also a required field.

Linked 3

Your profile helps you discover the
right people and opportunities

Most recent job title *

Communications Manager ‘

Most recent company *

Team CycleProSports ‘

Industry *

*y There are 2326208 members in the same
I Sports A l Q

" industry on Linkedin

I'm a student

Next, LinkedIn will ask you to confirm your email address.

Linked [}

Let's confirm your email
Type in the code we sent to I

@ Your privacy is important

Agree & Confirm

Didn't receive the code? Send again

13



You should receive an email from LinkedIn with the confirmation code:
Next, Linkedln will ask you to set up a Job Al er

Linked [}

Set up an alert to never miss out on
the right job opportunity

Job Title

Communications Manager

Location *

‘ Omaha Metropolitan Area

T

LinkedIn will then take you to your home page and provide some suggested steps to take.

Sean, complete these steps to get the most out of Linkedin: -

EEI Build your network

i i Start with people you know, like colleagues, .
When dldé:;:::;;::‘:;:g atTeam friends, and family = aim for 30 to start, Subscribe to newsletters

Find connections

Stay in the know on all the things you care about.

m Start a post - o D
O,

(=]

Write an article on Linkedin
Sean Jobseeker
Sort by: Top w
Communications Manager at
Team CycleProSports
Jobs recommended for yo

Connections 2

Assistant Director of Development Communications.
Grow your network ﬁ S

University of Nebraska Foundation « Omaha, NE, Ut

Access exelusive tools & insights
@ Try Premium Free for 1 Month

o~ Data Center Facilities Manager, Global Data Centers
[ saveditems \J Google - Council Bluffs, IA, US

Next,we 6 r e g amtinug warkmn setting up your profile.

14



Chapter 2: Privacy Settings

Before populating your profile with information, you should adjust your privacy settings. On
the main menu, click on your photo, and when the drop-d o wn menu appear s, cl
& Privacy. o

Sean Jobseeker
Communications Manager at

Team CycleProSports

View profile

ACCOUNT

Settings & Privacy ‘—

Language

NEED HELP?
Open Quick Help
MANAGE

Posts & Activity

Job posting account

Sign out

On the fiSettings & Privacyo page, click on the

Sean, you’re the boss of your account.

Sean Jobseeker 0 connections
Communications Manager at Team CycleProSports

Member since January 1, 2020

Account Ads Communications

I How others see your profieand How others see your profile and network information

network information

How others see your Linkedin Edit your public profile Change
activity Choose how your profile appears to non-logged in members via search

engines or permitted services
How Linkedin uses your data
Who can see your email address Change
Choose who can see your email address on your profile

Job seeking preferences

Blocking and hiding
Who can see your connections Change

Connections

Choose who can see your list of connections

Once on the Privacy page, review all settings. Here are some settings that warrant specific
attention:

15



1. How others see your LinkedIn activity: Share job changes, education changes, and
work anniversaries from profile

If this settingis s wi t ¢ h e d, ydumocondextors Will receive notifications when you add

information to your profile or change the content. As you build your LinkedIn profile, this can
trigger many notifications. And, if youdbre condu
attention to your LinkedIn profile. If you decide to turn off notifications when updating your
profile,thensl i de t he s eYbutcanrtugn natificatiGnil lmackdn later if you wish.

éShare job changes, education changes, and work Close
ianniversaries from profile es
%Choose whether your network is notified

Do you want your network to be notified of your work anniversaries and
changes to your profile? Learn more

Yes(:) A

2. How others see your profile and network information: Microsoft Word

Microsoft Word Close

Choose whether work experience descriptions from your LinkedIn profile can No

be shown in Resume Assistant, a feature within Microsoft Word.

Allow Microsoft Word to display work experience descriptions from your
profile to users of Resume Assistant. Learn more

No
N

Microsoft and LinkedIn have launched a feature in Microsoft Word called Resume Assistant.
It helps Microsoft Word users to write their own CVs by viewing LinkedIn profiles from people
in similar roles. This could result in others reusing your carefully developed content, and dilute
the impact of your own profile.

To avoid this situation, adjust your setting to indicate that you do not allow Microsoft Word to
display work experience descriptions from your profile to users of Resume Assistant by sliding
themar ker to O6Nob6.

3. How others see your LinkedIn activity: Profile viewing options
The options here are:

1 Your name and headline

1 Private profile characteristics

1 Anonymous LinkedIn member

Like other privacy settings, this comes down to personal choice, however, if you are not ready
for others to know you have visited their profile, you may wish to amend this privacy setting to
OPrivate profile characteristicso-topshapgwithanr, once

16



engaging photo and compelling Headli ne, you <could reselect the 06Y
option, so that the people you search for can see who you are and what you can offer them.

1. How others see your profile and network information: Viewers of this profile
also viewed

If you are actively job seeking, you may wish to disable this fun:q
it harder for recruiters to find and view the pr
be the only profile they look at, but make it less easy for someone to click off your profile and

onto the next i f they are given the option right
the AViewers of this profile also viewedo box do
Viewers of this profile also viewed Close

Choose whether or not this feature appears when people view your profile No

Should we display “Viewers of this profile also viewed” box on your Profile
page?

No (, —'7“

4. How others see your profile and netwonkormation: Edit your public profile

LinkedIn allows you to customise how your profile is viewed by specific audiences, and how

search engines (like Google) will show your profile. Sel ecting O6Edi t wifopanr publ i
up a new tab that will allow you to customise your public profile (what is visible to everyone

when people search for you on search engines like Google). You can choose which items to

show, or hide them individually.

to Linkedin.com 0

Sean, you’re the boss of your account.

Sean Jobseeker 0 connections
“The Pro Cycling Industry’s Top Crisis Communications Specialist”

Member since January 1, 2020

Account Privacy Ads Communications

[ How others see yourprofileand— Hawy others see your profile and network information

network information

How others see your Linkedin Edit your public profile _’ Change

activity Choose how your profile appears to non-logged in members via search
engines or permitted services

How Linkedin uses your data

Who can see your email address Change
Choose who can see your email address on your profile

Job seeking preferences

Blocking and hiding
Who can see your connections Change

Connections

Choose who can see your list of connections

17



Click 6Changedé to edit your public profile
All of the options are listed on the right hand side of this screen.

Making your profile

exactly what will be visible on a public level.

Your profile's public On ()
visibility

Basic (required)

° MName, number of connections, and
reqion

Profile Photo

Only 1st-degree connections
Linkedin members directly connected te

you.
Your network
Your connactions, up to three degrees

away from you.

All LinkedIn members

Q Fublic
All Linkedin members on ar off Linkedin.
Your content could be visible in search

results (Google, Bing, etc.).
Background Photo Show (:I

Headline Show D
Summary Show D
Current Experience Show D
Details Show D
Fast Experience Show D
Details show @)
Education show @)
Details Show (:l

opti o

public wildl i ncredmeedtoyour | i
balance this with your own privacy requirements. Check and uncheck sub-options to clarify

Certain parts of your LinkedIn profile can be
restricted from public view. When you are in
active job search mode, you may want your
privacy settings to be as open as possible, to
encourage more profile views and connections.

LinkedIn profiles are indexed by Google, so
having an open profile can get you additional
visibility through Google. A public profile on
LinkedIn ensures your professional skills are
presented to everyone who wants to know
more about you.

Note: For maximum exposure as an
unemployed job seeker, make your public
profile visible to everyone. When your job
search is complete, you can then adjust your
privacy settings and decide if there is
information you want to control more closely.

Check your privacy settings regularly, as your
circumstances change. LinkedIn is always

making changes, so i to0s a good i de

out what 6s new

18



Chapter 3: Putting Together EditingYour Profile

A well-written and complete LinkedIn profile is essential to maximising value from LinkedIn.

If you are looking foranewjobandy oudéd | i ke to keep your

sear ch

to your LinkedIn profile gradually over a couple of weeks. A complete overhaul in a short
timeframe can attract attention to your job search intentions. However, if your employer does
ask about your new profile, you can simply state that you are striving to present yourself and

your company in the best professional light. A win-win!

Your LinkedIn profile is organised into the following sections:

1 Intro: This is where you can edit your background photo, profile photo, name, headline,

country/region, industry, and contact info.

1 Featured: Add post, articles, links, or media that best illustrate your work.

1 About: This appears under the Intro section and is where you can summarise your

professional offering.

1 Background: This is where you can edit your work experience, education, licences &

certifications, volunteer experience.

9 Skills: This is where you can add, flag, or reorder skills that you would like to be known

for and others to endorse you for.

1 Accomplishments: This is where you can add/edit any publications, patents, courses,

projects, honors & awards, test scores, languages, or organizations.
1 Additional information: This is where you can seek recommendations.

I Supported languages: Thi s i s where you can i
be featured in another language.
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Home My Network Jobs Messaging Notifications  Me v

CV Writer & Founder at Giraffe
CVs | Career Guidance
Practitioner | Registered
Career Development
Professional (RCDP)

Issue 4 out now - Sharpen your superpowers with Sophistica ﬁ Lis McGuire RCDP

View profile
ACCOUNT
N & A Settings & Privacy
& Add profile section v JEEUFEEED
. . o NEED HELP?

Lis McGuire RCDP ) CiraffeC

CV Writer & Founder at Giraffe CVs | Career Guidance & Canterbu Open Quick Help

Practitioner | Registered Career Development Professional

(RCDP) MANAGE

United Kingdom - See 500+ connections - See contact info Posts & Activity
Job posting account
Company: Giraffe CVs - CV Writing S...
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file & URL
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| sections can be

added

or

tabd i

ted from

Add profile section ¥ V

Intro

Lis McGuire RCDP

CV Writer at Giraffe CVs | Careers Advisor | Registere
Career Development Professional (RCDP)

United Kingdom - 500+ connections - Contact info

Open to job opportunities
Career Consultant, Career Counselor and Career Advisor roles
See all details

® Only recruiters

About

+ Do you need an interview-winning CV? | can help.

| help individuals to create a CV they are proud to share, enabling

Li

Featured

nkedln wil|

Profile Strength: Intermediate

—— (e —
34

Add 5 skills to showcase what you are great at

di spl ay

About

Featured

Background

=]

=
=
@

Work experience
6 positions on your profile

Education
3 schools on your profile

Licenses & Certifications
1 entry on your profile

Volunteer experience
3 volunteer experiences on
your profile

Skills

Accomplishments

Additional information

Supported languages

Members with more than 5 skills are 27X more likely to be discovered in searches by recruiters

a fAProfi

Add 5 skills

e

Strengtho
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1. Intro

Click on the blue pencil icon in the top right corner, parallel with your photo. This will allow you
to edit your Intro section.

Ready For A Big, Bold
Career Move?
Aim High, Stand Tall, and

Get Spotted

www.giraffecvs.co.uk

( F 4 Add profile section ¥ Vi

Lis McGuire RCDP i/ Giraffe CVs

CV Writer & Founder at Giraffe CVs | Career Guidance & Canterbury Christ Church ...
Practitioner | Registered Career Development Professional

(RCDP)

United Kingdom - See 500+ connections - See contact info

1.1Background Photo

One of Linkedlnds underused features is the bacl
your profile, behind your Intro section. Adding a background photo is a quick job that can bring

immediate visual appeal to your profile, providing an engaging point of interest. The right

image can convey an instant message about you, that will be reinforced by your profile

content. Not everyone has taken up the opportunity, so adding a background photo offers

further opportunity to stand out from the crowd.

You may now be wondering what kind of image you should choose.
Six Ideas for Your Background Photo

1 Your Product or Service in The Making: If you are involved in producing or selling a
product or service (and want to stay in that industry), why not use an image of your offering
in the making? People love to see behind the scenes and it will give those viewing your
profile a handle on what you do.

1 Your Product or Service in Action: Showing the product or service that you or your
company delivers in action is another option. Using your own images can add a personal
touch, so take your camera with you as you work, and see what you can capture. It goes
without saying, but be sure not to share anything sensitive or confidential.

1 The Skyline of Your Current or Target City: If you are working in a well-known
commercial district or a recognisable landscape, why not use that vista as your
background photo?

1 A Map: You could use a map of your current or target work location. Old, modern, hand-
drawn, or designed; there are lots of options to choose from.
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1 Design Your Own: It is quick and easy to design your own banner using sites like Canva
or PicMonkey. Alternatively, why not use a competitively-priced online service via fiverr or
fivesquids. Check out the reviews before ordering to avoid disappointment. Your bespoke
banner could include your logo or picture, contact information, and spell out what you can
do for your target audience. Reflect your personal brand colour, if you have one, ensuring
consistency with your CV.

1 A Personal Image: You could opt to bring personality to your profile with an image chosen
to reflect your personal characteristics and interests. If you have an interesting hobby that
gives a visual clue about your personal attributes, this could provide a powerful image for
your LinkedIn profile.

Use your own image, or source a royalty-free image from a free image site, such as Pixabay

or Unsplash, or from a paid site such https://depositphotos.com/.
How to Add a Background Photo

To add a background i mage, click on AUpdate Back
you can browse to upload an image. The recommended dimensions for the background

image are 1584 by 396 pixels. The image can be a .JPG, .GIF, or .PNG format, with an 8

MB size limit.

& Background photo X

Drag to reposition photo

1 Straighten

Change photo ’ Apply

You can drag the photo to reposition it, zoom in or out, and even straighten it. You can also

crop the photo using the photo editororapply a f i |l t er . You can al so cl i
and adjust the brightness, contrast, saturation, or vignette. Once it has been positioned where

you want it, cl i ck Sanhyechetklhawat lodks gn@miother debiae beforen .

finalising, just to check that what you think is visible is actually visible.
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https://www.canva.com/
http://www.picmonkey.com/
https://uk.fiverr.com/
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http://pixabay.com/
https://unsplash.com/
https://depositphotos.com/

1.2 Profile Photo

Linkedln has described your profile photo as 0Oy
you Oupload an approachable profile photo that

good advice, as your photo follows you everywhere on LinkedIn. It shows up in search results,

itoés prominent on your profile, and accompani e
interaction. Donét be tempted to | eave it blank.

Visitors to your profile will naturally be interested in your photo, and make associations based
onwhattheysee.Li nked | n dMemberewith a& pnoéilé phaio receive up to 21x more
profile views and 9x more connection requestso .

Hereds how to ace your profile photo:

1 Select a head-and-shoulders image, that makes it easy for the viewer to see your face.

T Aim to |l ook alert, happy, and engaging; someon
1 Make eye contact. After all, the eyes are said to be the windows to the soul.
)l

Choose professional attire that suits you, in terms of colour, style, and fit. If you have a
signature colour that you use consistently across your career branding, you can reflect it
in your LinkedIn photo, in your choice of garment, accessories, or background.

1 Use a professional photographer, if you can. It might not be as expensive as you think and
the results can boost your confidence and how others see you.

1 Make sure your photo reflects what you look like now. Updating your photo regularly will
give visitors a realistic and current view of your appearance, and will mean they are more
likely to recognise you when you meet.

1 Select a photo that shows you and only you. A group shot, or one where others have been
cropped out of view can be confusing and distracting.

1 Canvass opinion before selecting your final photo.

1 Experiment with LinkedIn filters. When you upload your photo to LinkedIn, you can apply
different filters. See which one you like best. You can also adjust brightness and contrast
in the photo uploader.

LinkedIn shares tips here: Picture Perfect: Make A Great First Impression with Your LinkedIn
Profile  Photo: , ' ' ' i ' ' '

To be really confident about your image choice, check out PhotoFeeler

(https:/www.photofeeler.com/). The site allows you to seek constructive, unbiased feedback

on potential images, along with trait-based ratings from the carefully-moderated community.

ltdés a free service, in that you earn credits by
by seeking feedback on your one photo.

What to Avoid

9 Poor Quality Images: Gr ai ny, bl urry, and pixelated i mage
LinkedIn. Your image needs to be clear, sharp, and high quality, so that your network and
new connections can tell that this really is you.
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https://business.linkedin.com/sales-solutions/blog/best-practices--linkedin-profile/2018/picture-perfect--make-a-great-first-impression-with-your-linkedi
https://business.linkedin.com/sales-solutions/blog/best-practices--linkedin-profile/2018/picture-perfect--make-a-great-first-impression-with-your-linkedi
https://business.linkedin.com/talent-solutions/blog/2014/12/5-tips-for-picking-the-right-linkedin-profile-picture
https://business.linkedin.com/talent-solutions/blog/2014/12/5-tips-for-picking-the-right-linkedin-profile-picture
https://www.photofeeler.com/
https://www.photofeeler.com/

9 Bad Lighting: Bad lighting is a no-no. It can obscure the clarity of the image, and create
a dull and dingy, rather than positive, impression.

M Selfies:The sel fie doesnot bel ong on Linkedl n. Ar n
eyes struggling to focus on t he dteaprefessiomald wei r
i mpression. | f you really canodot find someone t
resort to a selfie, then make sure itbés not so

1 Inappropriate Backgrounds: If the background to your LinkedIn profile image is weird or
wonderful, it may get more attention than the actual subject, you. Choose your background
carefully to make sure you dondt reveal more t|
situations that are best kept off LinkedIn.

1 Inappropriate Contexts: Images of you captured in a social, rather than professional,
context can stick out like a sore thumb on LinkedIn. Similarly, images that are too personal
(e.g. wedding photos) can look odd. Keep the context in mind, a professional network, and
you shoul dmonyt go f ar

1 Obscured Features:Don 6t present an i mage where your f a
hands, clothing, or other people. The point of uploading a LinkedIn profile photo is to help
others to recognise you.

1 Too Far Away: Some LinkedIn images have far too much space above and around them,
the subject is really far away, and you find vy
be a pinhead, make it easy for your network and new contacts to recognise your face. A
head and shoulders shot is best.

1 Which One Are You? When more than one person appears in a photo, it can be hard to
tell which person the profile relates to. Your photo should be of you and only you.

1 Inappropriate Attire: Your clothing should support the impression you are striving to
make, so make sure your outfit is appropriate and professional.

i TheFacelessPerson:l f you donét upload a profile pictur
as a faceless person. This appears far too often on LinkedIn, so make sure you claim your
image and make your mark.

Adding Your Photo

To add or change your profile photo, follow the steps outlined at:

The recommended size for your photo is between 400 pixels by 400 pixels and 7680 (w) X
4320 (h) pixels. You can use a .GIF, or .PNG format, and the file size limit is 8MB.
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https://www.linkedin.com/help/linkedin/answer/1615?query=photo&hcppcid=search

m .

Edit public profile & URL (6]

Add profile in another language (©]

Add profile section ¥ ‘ More ‘ Va
Sean Jobseeker Team CycleProSports

Communications Manager at Team CycleProSports
Greater Omaha Area - Contact info

Show recruiters you're open to job opportunities—you control who sees this.
Get started

Profile Strength: Beginner ~

e =]

When did you work at Team CycleProSports?

earches are done by years of experience every week

When you click on the camera in the circle, it will open a popup window. Clicktheblu e A Upl oad
Photoo button and select a photo from your comp
photo:

Edit photo

Drag to reposition photo

11 Straighten 0
s Control who can see your profile photo X

©

Visibility

Change photo Save photo

You can use the onscreen tools to reposition the photo and make it larger or smaller (to
emphasise your head and shoulders, for example, while cropping out the rest of your body).
You can drag to centre it (using your mouse) and zoom in. Make sure the photo looks the way
you want before clicking ASave Photo. o

You can also review the privacy settings for your photo. In the bottom right-hand corner,
LinkedIn allows you to select the visibility of your photo.
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Visibility

Edit photo

Choose who can see your profile photo

_ Your connections
) Only people directly connected to you on
Linkedin will be able to see this.

_ Your network
) Only people connected up to three
degrees away from you will be able to see
this.

(") Al Linkedin members

Public

People who are not signed in and find you
through search engines (e.g. Google,
Bing).

Change photo ’ Save photo

Next, click on the eye icon to select who can see your image.

Once youbve wuploaded the photo (and made adjust
settings, click tuiten. bl ue ASave Phot oo

. Visibility X
Edit photo

Choose who can see your profile photo

( 7; Your connections
Only people directly connected to you on
Linkedin will be able to see this.

() Your network
Only people connected up to three degrees
away from you will be able to see this.

() All Linkedin members
© Public

People who are not signed in and find you
through search engines (e.g. Google, Bing).

Straighten

©

Visibility

Delete photo Change photo Save photo

1.3Name

The name you present should tally with your CV al
monitors profiles for compliance, and your account is subject to restrictions and/or removal if

you do not comply withthes i t eds t er ms Saned Lcionnkdeidtlinobnss .advi ce r
name field here.
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https://www.linkedin.com/help/linkedin/answer/28422?query=name%20field

1.4Headline

When a search is conducted on LinkedIn, a search box returns a listing displaying photos,

names, and Headlines. Viewers will make the decision to read your full LinkedIn profile based

on just these things, so ités vital to get them
your value proposition to potential employers or customers, enticing the reader to click through

and discover more.

I f you donobt consciously popul ate your Headl i ne
current job title (at) your current engrdstmger . Th
reading. Il f your Headline is your job title anc
change.

Appearing in internal LinkedIn and external internet searches, your Headline is your hook. |
recommend fully and consciously using the 120 available characters to present the fullest
possible picture of your offering.

Think about the following points before you start writing:
1 Who is your target audience for your LinkedIn profile?
1 What are they most likely to care about?

1 What problem can you solve for them? Can you make them money? Save them time or
money? Forge and develop client relationships? Unify their teams?

Can you add quantified results to prove your expertise?
Why should they be interested in you ahead of other similar candidates?

What is your area of specialism?

= =_ =4 =4

What keywords will people use to find you (job titles, functional skills, customer/brand
names, industry specialisations, qualifications, location etc.)?

=

What is your unique selling point (USP)?

1 How can you show your creativity through wordplay, if appropriate? This kind of Headline
can be powerful and memorable if you get it right.

Q_ public relations Structuring your search Search

Top People Jobs Companies Groups Schools

Your MBA in 16 Months - Earn your MBA In just 16 short months with Omaha’s only hybrid MBA. | Ad

Filter People by

Linkedin Member f———— Connections
1 3 Ve —— Connect
Public Relations Manager, Servant Leader, Wellness Advocate o

Public Relations
Locations s

. Linkedin Member C Current companies 2
3 Director of Philanthropy Communications at University of Kentucky e s =

Public Relations, t ) ) Past companies SNE

Industries 52

Linkedin Member ‘

Public Relations at Vanilla Latte LLC af— Connect

Profile language =

iblic Relations at

LinkedIn Member
Artist Relations Director & Public Relations EXeCUtiVe s ——

Public Relations a Want to better focus your search?

Nonprofit interests N~

Connect Schools ~

Function

27



Tips for Writing Your Headline

9 Think like a recruiter when writing your Headline. What keywords would they look for? Use
target job adverts to find the right keywords, and use them to optimise your chances of
being found. Dondét overdo it. A few keywords,

i Can you instantly prove your worth by citing a major achievement or quantified result?
Numbers will lend credibility to your statement.

Capitalising the first letter of each word can optimise scanability and impact.
LinkedIn allocates 120 characters to the Headline, use them.

Check the Headline predicts and supports the rest of your LinkedIn content.

=A =_ = =4

Ask yourself 6So what?6éd when reading the Heac
understand who you are, where your experience lies, and what you can do for them.

t 120 characters available to play wit

T With jus
t hat donot add value and remove t hem, or

wor ds
Plug-And-Go LinkedIn Headlines You Can Use Right Away

Browsing LinkedIn and taking a quick straw poll of Headlines, the vast majority of those |
clicked on used one of these fairly uninspiring formulas:

1 <<job title>>
1 <<job title>> at <<employer name>>

As previously mentioned, if you leave your Headline blank, LinkedIn will autofill it to the second
of those formulas.

Here are some other options that you can play aroundwitht o find a Headline yol
share:

<<job title>> | <<area of expertise>> | <<benefit you deliver>>

<<job title>> | <<career achievement>> | <<career achievement>>

<<job title>> | <<variation on job title>> | <<variation on job title>>

<<job title>> | <<third party accolade, award, endorsement, or media quote>>
Specialist in <<area of expertise>> | <<job title>> at <<employer name>>

<<job title>> managing <<add description of project types>>

<<job title>> | <<accreditation>> | <<area of expertise>> | <<company name>>
<<job title>> | <<key skill>> | <<key skill>> | <<career-relevant Twitter handle>>
<<job title>> | <<area of expertise>> | <<relevant qualifications>>

<<job title>> helping <<add target audience>> to <<solution you can offer>>

Helping over <<number>> <<who>> to <<add result>> to date

=A =4 =4 =4 =4 -4 -4 -4 -4 -4 -4 9

Making it easy for <<add target audience>> to <<benefit you deliver>>
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<<job title>> helping <<who you help>> to <<do what>> by <<what you offer>>
Known for | <<differentiator>>, <<area of expertise>>, and <<area of expertise>>
<<job title>> with <<number>> yearsb6 experienc

<<job title>> that delivers <<add results>> | <<add function>> specialist

=A =A =4 =4 =4

Transforming <<target customer e.g. first time buyers>> into <<aspired state e.g. home
owners>> since <<add year>>

Whi chever formula you use, | 6d recommend draftir
word count feature to check you are within the 120-character limit.

Here are some examples | have used on my own profile:

Professional CV Writer Who Can Help You to Aim High, Stand Tall, Get
Spotted with an InterviewVinning CV

Professional CV Writer providing interviginning CVs for professionals
at all levels, from graduate to executive

Positioning You for a Big, BdCareer Move | Aim High, Stand Tall, Get
Spotted with a Credible CV and LinkedIn Profile

Ace Your CV, Elevate Your Career by Reading My Book or by Ordering
Personalised CV Writing and LinkedIn Profile Services

This descriptive style of Headline, tells the reader who you are, what you do, and what you
offer them. | have also used a keyword-focused approach:

CV Writel] Founder, Giraffe C\{¥sCareers BloggdrPodcasterOCV
Confidence CoadhAim High, Stand Tall, Get Spotted

CV Writer & Founder, Giraffe CVs | Author of Ace Your CV, Elevate Your
Career | Host, The CV Confidence Coach Podcast

If you choose this approach, you could insert a vertical bar to separate keywords or terms.

Should You Mention Your Job Search in Your Headline?

When you are openly job-searching, LinkedIn is a fantastic platform to set out your stall. Your
network is there and recruiters too, actively searching for talent in your field.

Your Headline is key to this, as it appears in search results alongside your name, photo, and
location. At its best, this 120-character descriptive field will entice the reader to visit your profile
and find out more. At its worst, it will tell them nothing, or nothing of interest, and they may
scroll on by.

You should make the most of the opportunity your Headline presents to nail your first
impression but should you use it to indicate your availability for opportunities?

Some LinkedIin members do use their Headline to state exactly this. They use phrases like:
1 Looking for / open to / available for / seeking / considering new opportunities / roles

1 Actively seeking work / employment / a new role / the next challenge
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Currently in transition
Exploring new options

Looking for work / a new role / a job

=A = =4 =4

Available for work / employment / permanent and contract opportunities

Let me present some arguments for and against this approach.

In support of this tactic:

T I'f you dondét tell your network anyknow?ecr uiters

T Some recruiters do search for active candidat e:
relevant keywords as a way to source available talent.

On the other hand:

1 Using these phrases eats into your 120-character Headline allocation, space you can use
to present keywords or to share the benefit you can deliver, if hired.

As | see it, the main problem with these phrases is that, in isolation, without any context, they

just arendét meaningful to your tar gee tf arceta dyeoru dTohr
currently have a job. You may think that your About and Background sections give the required

cont ext but, remember, they doné6ét show up in sea
your target, these sections will never get seen.

Going back to the stall anal ogy, ités the equival
over your produce. 6Available today! 6, the ©plac
Woul dnot a more effective sal es toafcfteirci nbge? téadvo fu
watering juicy peaches! d O6Sweet cherries here!d
status (Unemployed/ Available), shoul dndét you use

your next employer?

To be effective, these words should be paired with phrasing that tells who you are, where you
are heading, and what you plan to do there. The following 120-character Headlines combine
both, telling the reader more about the candidate and what they want to do:

PRINCEZ2 Project Manager Seelegy Challenge | Keen to Support
Timely, Quality Delivery of IT Transformation Programmes

Executive MBA Graduate, XYZ Business School | Seeking a Challenging
Internship with a Leading Financial Services Company

These formulas may help to get you started:

1 <<add target role title>> ready to <<add benefit you deliver>> for <<company or client
descriptor>>

1 <<add target role title>> now ready for my next <<add functions / skills>> role

1 <<add target role title>> who <<solves what problem>> for <<who>> | Seeking new
opportunities

9 Career Target: XXXX | <<keywords>>

Of course, you dondét have to advertise your ava
every one of those 120 characters to promote your offering.
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Alternatives to Announcing Your Job Search in Your Headline
A Call-To-Action in Your About Section

An alternative (or suppl ement) to the d6availabi
section, indicating your readiness for new opportunities. For example, | could write:

| would beinterested to connect if you are a career changer in need of an
interviewwinning CV. Call me on <<add number>> to find out more.

Your Current Position

When your last role has ended, you may feel the need to add a new role to Linkedin, to
maintain your profile and/or to communicate your availability.

If your last job ended recently, you could simply add an end date and leave your recent
employment history as that, without raising too many eyebrows. Being in-between jobs is part
of life, it happens. However, as time progresses you may wish to fill the gap.

You can add a current job entry to Linkedln ever
such. If you are freelancing, working on a consultancy basis, or completing a series of short-

term contracts whilst job-seeking, you can group recent experiences under a single role entry.

Assuming that your work reflects your target, use the space to highlight your suitability for your

target job, using relevant keywords and demonstrating the kind of results you hope to deliver

in a more permanent role.

Even if you are not currently in any kind of employment, you can add a new entry under
experience to explain your current status. It 6s
6Linkedl n membersi whnshreoergntuposd 5X more conn

Avoid lengthy explanations that highlight the negative or words like unemployed or redundant,
for example. Instead, use your current position to increase your LinkedIn searchability. Use
the space to pitch your offering in terms of your target.

In your title field, you could use one of the following approaches:
Seeking <<add role title>>

Career Target: <<add role title>>

Aspiring <<add role title>>

Freelance <<add role title>>

<<add role title>> in transition

=A =4 =4 =4 =4 =4

Seeking a position with a <<add descriptor of target company>>

In your company name field, you could use one of the following approaches:
1 Freelance

1 Self-Employed

1 Seeking New Opportunities

Beware of filling both company name and title fi
forget to amend your Headline, Linkedln would t
seeking oppwoottermbly indpiring.dndact, make sure not to present an auto-filled

Linkedln Headline, it i snot best use of this pre
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| 6d recommend keeping a tab on how |l ong your

privacy settings to avoid LinkedIn congratulating you on your one-year work anniversary at
6Seeking new opportunitiesdé, for exampl e.

Whether you share your employment status in your LinkedIn Headline is a personal choice,
and you have to do what feels right to you.

Whatever you decide, make the most of this 120-character opportunity to share who you are,
where you are heading, and the benefit you can deliver once in that role. Your Headline can
project you forward, showcasing you for your next role when it has yet to materialise.

How to Edit Your Headline

To edit your Headline,cl i ck on fAMeo in the menu bar,
the blue pencil in the right-hand corner.

m Q —

Sean, complete these steps to get the most out of Linkedin: Find connections Follow hashtags +/ Profile started A

Edit public profile & URL ®

Add profile in another language @

=
Add profile section v BV ‘ Vi
Sean Jobseeker Team CycleProSports
“The Pro Cycling Industry’s Top Crisis Communications . Grinnell College
Specialist”

Greater Omaha Area - Contact info

It will open a pop-up box that you can use to edit your Headline. You can also edit your
Headline in the. 6Edit I ntrod section
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1.5 Country/Region

Still in the O6Edit I ntrod secti on, next add a co
location or planned target location, positioning you as a stronger match for a desired role.

Li nkedl n dntlainhgethe city Wwhere yod are based makes you stand out up to 23x in
searcheso .

1.6 Industry

Again in the OEdit I n tdowm fist of iedudtriesofrom whichywuw ean i s a d
select your current or target industry. If you are unsure, take a look at what other LinkedIn
members working in your field use, and work out what feels right to you.

1.7 Contact Info

Still in the O6Edit I ntrod section, add your cont
profile to get in touch. If visitors need to dig around for this information, they may be inclined
not to bother, so make it as pain-free as possible.

Details should be current and aligned with the information presented on your CV. The contact
information you share should be for you, not your employer, unless you are using LinkedIn to
promote a business.

Note: There is an option to add your birthday, althou g h | woul dnot personall
adding this to LinkedIn.

2. About

Once your name, Headline, and photo have done their job in enticing your target to view your
profile, theyo6l!l want to find out more about you
share this information is in your About section.

The About section on LinkedIn is similar to your CV Profile, but allowing more depth, more
detail, and more personality. LinkedIn allocates 2,600 characters to the About section,
enabling you to tell the world who you are, and explain what you can do for them.

Pay particular attention to the first couple of lines of this section as this is what will be visible
in the initial view before the r eadl®&%chacatterc ks on
are visible on LiamkXeodthenniobilegitee skt op si t e

2.1 Tips for Writing Your About Section

9 This section needs to grab attention from the get-go, so spend time ensuring your first few
lines generate interest and leave your reader wanting to know more.

1 Write in the first person, and adopt an informal tone, as if you are speaking directly to your
target reader. Don6t be afraid to use 061, me ,
6youbred, so that your A b tywibe. Aire foit fiieadly aida s a n
personable, not wooden and cold.
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1 Your About section needs to flow naturally, logically leading the reader through who you
are and what you can offer.

1 Use the 2,600-character space if you can.

9 Edit out fluffy phrasing to ensure your content packs a punch.

T Avoid buzzwords, they make your About secti

unique. Google LinkedIn global or UK buzzwords and check none have crept in.

91 Include the right keywords to increase your likelihood of being found, using target job
adverts to locate the right terms.

T Check and double check spelling, grammar
checker or Grammarly to identify writing mistakes, and read your words aloud to see if any
j a rs.alwdyg abgood idea to have someone else read it before you hit publish.

91 Avoid big chunks of densely-formatted text, which can be off-putting for the reader. Break
your content up, using paragraph returns to create white space. You could even insert
subheadings and lines to draw the eye to key areas.

1 To make it easy for interested parties to contact you, add contact info at the end of your
About section. You can combine this with a call to action so readers know exactly why and
how they should contact you.

LinkedIn shares some examples of great About sections here.
2.2 Questions to Shape Your About Section

Here are 12 questions to help shape or improve your About section. Answer these honestly
and openly, and you should have the bare bones of a compelling and unique introduction.

Who are you, professionally?

Write down the first thing that comes into your head below.

Once you have answered the other questions, you can elaborate and improve this statement.
If you use a certain term to describe your position, add detail about your level and function,
and also consider if there is a more popular job title that LinkedIn users may use to search for
someone like you.

Who would you love to read your LinkedIn profile?

Do you have an ideal audience in mind? Then write your profile as if speaking directly to them.

Consider what youdd | ike to t etofacetmheting, andfwhay o u

they need to know about you to take your relationship further.

Perhaps youdre already doing for someone
reader. If so, clearly and precisely explain the benefits and outcomes you can deliver.

Where are you headed next in your career?

What would you like your next move to be? When writing your About section, keep your eyes
on the prize, ens uholeyogselyioyourcuwentdole. Igeally eudime how
you meet some, if not all, of the requirements of your next coveted challenge.

What gets you out of bed in the morning?
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What excites you about your work? Is there a specific task or outcome that energises and
thrills you? If so, how are you pursuing that passion in your current role? What specifically
keeps you in this job or industry, aside from your benefits package or job security?

What problem do you consistently solve for others?

What are you best known for at work? I f youdbve a
may be able to spot a trend in the transactions between yourself and others in your

professional life. What is it that they consistently need from you? What do you do that makes

those around you exhale with relief?

What solution do you offer your employer? Or, what solution can you offer your target
employer?

What solution can you offer that validates your employment? Do you convert sales leads into
firm contracts? Do you manage a high-profile client relationship to retain valued business? Do
you train teams to enhance their performance? How many? How much? Add numbers,
wherever possible, to the action and to the outcome. If you can pinpoint and communicate the
benefit you bring, your About section will work harder for you than ever before.

What are your top strengths? How do they make you successful?

Think about what comes naturally to you, that has always come naturally to you, even as a
chil d. For me, into Ppasterns.n cpa remesben pdayirg with fpégs, ordering
them by size, shape, and colour, and making patterns on the carpet. There will be something
that you have always been good at, that you have brought to your work, and that has been
developed and enhanced through your professional life. | now use my skills to understand and
communicate career stories through clear, compelling CVs and LinkedIn profiles.

What do others say about you?

What are you known for? Are you often described in the same terms by loved ones, friends,
and colleagues? Perhaps you are complimented on a specific skillset or approach, in a range
of scenarios. If the same words come up over and over, there is probably more than a grain
of truth in them.

Aside from the verbal feedback, how about your appraisals or other performance data? What
does that tell you? Can you spot any trends? It may be that you have been profiled in industry
news. If so, how did the article sum you up?

What makes you better at your job than your peers?

Al t hough you wouldndét want to state this aloud,
from others in the same role at the same level. Everyone brings something different to the

party, so work out what your unique gift is and note it down. Imagine you are applying for the

same role as five of your peers, all of whom have the same background and qualifications.

What makes you different?

What are you proudest of in your career to date?

Looking back, over your career, what is the one accomplishment that swells your chest with
pride? What is the biggest problem you have solved? How did you do it? What were the
measurable results?

What skills have you learned or developed that have positively impacted your career?

Commitment to ongoing professional development is a desirable trait, so highlight how you
have attained the skills and knowledge to drive your career forward. Learning is never done,
so how are you evolving now to stay ahead of the game?
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What would the reader be surprised to know about you, if you told them?

The professional and personal you are linked and one persona can bring depth to the other.
Jot down a personal fact or two that will pique interest without raising too many eyebrows.
Whether you have a surprising interest, or have followed the road less travelled, mentioning it
can build rapport and make your profile one to remember.

One popular format for the Aboutsectioni s t he fAWho/ What/ Goal so6 struct
you outline Who you are, What you have to offer or add (what is unique about you or your
experience), and what are your Goals for being on LinkedIn & or your career.

2.3 Adding Your About Section

To create your Aboutsecton, go to fAMedo in the main menu and c

m Q —

Sean, complete these steps to get the most out of Linkedin: Add work details ’ Sean Jobseeker

Communications Manager at

Team CycleProSports
View profile

ACCOUNT

Settings & Privacy

Language
NEED HELP?
- Open Quick Help
Add profile section v EVIYYYcl3
Sean Jobseeker Team Cyc Posts & Activity
Communications Manager at Team CycleProSports Job posting account
Greater Omaha Area - Contact info
Sign out
Show recruiters you're open to job opportunities—you control who sees this. x
Get started
Once on your profile page, c¢click on the blue niAd

m Q e

Edit public profile & URL @

Add profile in another language @

Add profile section ¥ | More... ‘

Sean Jobseeker Intro ~

Communications Manager at Team CycleProSports
Greater Omaha Area - Contact info

IAbout ~ I

~
Show recruiters you're open 1o job opportunities—you control \ Background

Qat stactad = Work experience
1 position on your profile

Education —
@ Get 11x more profile views by (+

Profile Strength: Beginner adding your school

Licenses & Certifications
L] ¢ [E showcase your expertise with  (+)
your credentials

Volunteer experience o
siahlioh RS g

When did you work at Team CycleProSports? I
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3. Background

3.1 Work Experience

Your Experience section needs to be aligned with the information presented on your CV. Dates
need to stack up, employer names, and job titles. Be consistent in how you describe your
achievements and results. You can lift this information from your CV, although you may want
to be a little briefer and avoid sharing anything confidential or controversial. Consider that the
information you share will be accessible to your network, including those you work (or have
worked) with.

How to Add Work Experience
Select O6Add profile sectiond then éBackground?d
Lis McGuire RCDP

Freelance Careers Advisor, Sunrise Career Guidance

Professional CV Writer, Giraffe CVs

' 4 ‘ " K "
L ‘ o ’ ] " ’
ol 1! “ % ’
"' ) Pie ¥ . PN,
- e £ |y
g . \ " % ‘ % }, 4
- ' - . w !y YN
Add profile section ¥ Va

Lis McGuire RCDP Intro ~
Professional CV Writer & Registered Careers Advisor
Committed to Supporting Your Career Development ¢ About v
Growth
United Kingdom - 500+ connections - Contact info Featured v

Open to job opportunities Background

Career Consultant, Career Counselor and Career Advisor roles 3

: Work experience
See all details =]

6 positions on your profile

® Only recruiters

1 entry on your profile

About

Volunteer experience
4 volunteer experiences on

-~
Education @
3 schools on your profile

Licenses & Certifications
=
&

+ Do you need an interview-winning CV? | can help.

your profile
| help individuals to create a CV they are proud to share, enabling 1 .
Skills ~
Accomplishments ~
>
Featured Additional information ~

: Supported languages
N\ 8 Q g
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Linkedl n i nMembeastwehscurrertt positions are discovered up to 16x more in
recruiter searcheso .

For existing Work Experience listed on your profile, click on the blue pencil to editit. To add a
new position, click the + symbol on the far right at the top of the Experience heading.

Experience

N O+

y Professional CV Writer
4‘ Giraffe CVs
Oct 2003 - Present - 15 yrs 8 mos

Supported 2,000+ clients in 37 countries to communicate their career story and goals through
interview-winning CVs, cover letters, and LinkedIn profiles.

Delivered a highly personalised service to school leavers, graduates, professionals, and
individuals returning to work or seeking a career change.

Launched The CV Confidence Coach Podcast on iTunes, achieving 77,000+ downloads and
featuring in iTunes’ top 200 careers podcasts since May 2014.... See more

S ' ELEVAIE
- VOUR CAREER
) Guardun l +2

Registered Career Guidance Practitioner

Freelance

Oct 2017 - Present - 1 yr 8 mos
Maidstone, Kent

Provided client-focused career guidance services including personal career guidance
interviews and group-based career-related learning activities to secondary school students
across South East London and Kent.

... See more

Lower Sixth CV Year 12 CV Workshop
g Workshop at.. at Eltham College,...

You cannot move work experience around, so start with your current/most recent position,
moving backwards to your older experience. You can however select the order of concurrent
ongoing positions using the four-line icon in the top right corner of the screenshot above.

Note that when adding or editing Work Experience, you can also adjust your privacy settings
for that information. I n general, |l eave the fASha
want to broadcast a new position to your LinkedIn connections.

Edit experience

Novemoer -

Update my industry
Update my headline

Description
L . T LI S T ALEUGUR P E U e i S s
6,000 fans (2016). Engaged with more than 12 million fans online during tenure with team.

Conduct media relations with cycling industry publications as well as major media outlets. Pitched
and secured stories in cycling industry trade outlets and consumer-facing publications, including
PraCycling Monthly* “Biking News," “Two-Wheeler,” and “Provalo,
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Media

You can use media to bring your work to life. LinkedIn allows users to upload various media
types including documents, photos, videos, presentations, and other project materials with
the relevant Work Experience. You can upload files or link to URLS.

Find out more at: h

3.2 Education

Your profile can receive 11 times more profile views by adding a school.

e dvcation ., Click the fA+0 sign next to
Cantorbury Christ Chorch University box will open to add details about your

& Blaata™ Do, A Coruar AaTges s, Ditiection Education. You can move Education sections
around if you need to, but as a starting point,

development (CLD) programme with and for clients of a mental health charity

add your current/most recent position first and
work backwards.

%

Canterbury Christ Church University
& Postgraduate Diploma (PGDip) Career Management & Qualification in Career

Guidance (QCG) Level 7, Distinction
2016 - 2018

:&cuvi(iesand Societies: Student Programme Representative 2016/17 YOU dO nOt need tO Include Secondary/hlgh
rgaging it school in your list of schools.

2 assessed group-work sessions)
) (passed 6 1:1 Career Interviews)

Exploring T
Transforming

University of Liverpool
§ Bachelor of Arts (BA), Ancient History & Archaeology, 2:1

1994 - 1997
Add education X
Senoe!
Degree
Field of study
Start Year End Year {or expected)
Year - Yea -
Grade

Activities and societies

Share with network

ours, Learn what's shared
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4. Skills

One of the best things you can do to boost your

Skills & Endorsements Addanewskil &

g visibility on Linkedlni s t o _i d e_nt i fy and
LTl and 1 connations v gvenanererent for s s on your profile. Combined with Li nkedl nds
inkedin Profiies ¢ Endorsements feature (which allows people to
L o 7 compmctos e g rcrseress b 1 Avalidateo the Skills you &
Gareor Guidance create keywords for searches within LinkedIn. If
sy Kndae someone searches for particular Skills, and you
cosumo g sossing. - have them I|listed on your pr
Sacial Media Marketing - 27 Marketing Communications - 30 I|ke|y to be found.
Marketing - 37 Copywriting - 21
Brand Develapment. 7 Aczount Management. 5 You can list up to 50 Skills on your profile.
AT Marketing Strategy 0 Linkedin writest hat fAmembers with mo
Frostreadng =1 e five Skills are 27 times more likely to be
di scovered in searches by re
Training - 55 Team Leadership - 16
‘Communication - 6
Other Skills &
Cover Letters - | Career Management
Linkedin Marketing - 2 Podcasting - 4
New Business Development - 12

4.1 Adding Skills

Click on fASkKil |l so suencdieironfioAddo naedwl pSkoflills€lick Then c|

on the blue pencil to the right if this section to add a new skill.

Add profile section ¥ Vi

Intro ~

|
About ~
Background ~
Skills ~
Skills —
' ﬁ Showcase your strengths as a i\+/ﬁ'
' professional -
| Accomplishments ~
Additional information ~
Supported languages ~
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You will add Skills one at a time.

Add Skills X
Q, crisis ®

Crisis

Crisis

Crisis Intervention
Crisis Management

Crisis Communications

BIOYUEr

As you type in words, LinkedIn will suggest relevant terms. This is a great way to include more
keywords in your profile.

Add Skills X

|Q Skill (ex: Data Analysis)

You can add 50 more skills

Suggested skills based off your profile:

Media Relations + Journalism + Crisis Communications + Social Media +

Facebook + Broadcasting + Instagram + Linkedin + Twitter +

Blogger +
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You can re-order the Skills in the screen captured below. Click on the four line icon to drag

and drop skills into the right place.

Reorder Skills & Endorsements (23)

Reorder your skills within a category or choose up to 3 skills to feature in your top skills.

Top Skills

X
X
X

CV Writing

LinkedIn Profiles

Career Guidance

Industry Knowledge

z

X
e
X
&

= 4+ 4H #H A

Resume Writing

Blogging

Social Media Marketing

Marketing Communications

Marketing

Copywriting

Brand Development

Account Management

Project Management

Marketing Strategy

Adjust endorsement settings

X
8 =
8 =
5 =
g5 =
B =
5 =
B =
8 =
B =
B =
B =
85 =
85 =
| save

Remember to choose up to 3 skills to feature in your top skills and select them by highlighting

the pin on the left-hand side next to each skill.

4.2 Endorsements

Your first-level connections can endorse you for specific skills in your list, giving you their
public vote of confidence. Rather like a show of hands, the thumbnail photos that appear
next to each skill tell people viewing your profile that, according to these individuals, you

have the skills you say you do.

Endorsements add credibility to your profile and show that your professional network
recognises your skills and is willing to vouch for you.
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By endorsing others, you can help build the strength of their profile. Endorsing your contacts
is a good way of building relationships; i1ités a
and opening up a conversation.

4.3 Managing Skills & Endorsements
Skills & Endorsements need to be managed properly to have the greatest impact.

The skills you want to prioritise and be recognised for will change over time, depending on

what 6s happening in your career and the directio
when you created your LinkedIn profile may not reflect the strongest skills you have today,

or they may not be the skills highlighted in an advert for your ideal job.

Keep an eye on your Skills list to ensure it reflects the skills you want to promote. Highly-

endorsed Skills will edge theirwaytothetop, but what i f your most end
ones you want to showcase? The good news is that you can manually reorder your Skills,

placing those you want to be recognised for first on your list.

I'tds absolutely fine tarseapedficSkibsuSimplygletyaure ct i on
connections know what Endorsements would he
two successful approaches to this on LinkedIn, first a contact who approached me by direct
message, and another by distant contact who used a status update to ask his network to
endorse him.

]
—
o

Add New Skills

As you learn new skills, be sure to add them to LinkedIn so that they can begin to generate
Endorsements and gain more visibility on your profile. It reflects well on you to have a
growing and evolving skill set.

Delete Endorsements That No Longer Serve Your Career Goal

The 50-skill capacity can result in an overwhelming list that is too long for people to read and

that draws attention away from the skills you wa
Endorsements to reflect those yowpmodictveden t o hig
del ete skills, especially if they have a | arge n
for you to remove skills that no |l onger serve a
looking to take the next step on your currentpath,] 6 d definitely recommend ¢
Skills that wondt move you forwards.

Secure Endorsements from Across Your Network

Itds no good though just having Endorsements for
other half. People will be able to spot that the same people are endorsing you for every skill

and, if you share a surname or obvious personal connection, it may come across as an
irrelevant or biased vote of confidence, because
great! Worse still, itcan lookfakei as t hough youdve asked someone t
endorse every skill for you.

Check for Duplicate Skills

As your connections can suggest and endorse new skills based on their experiences of
working with you, it is possible to end up with duplicate or interconnected skills i e.g. event
planning, event management i or even silly, irrelevant skills.

Having lots of similar skills with slightly differing names can make your profile looked
unfocused and call your attention to detail into question. It can also weaken the impact of
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Endorsements by giving you a couple against each skill instead of consolidating
Endorsements against a single skill. Take time to make sure that your skills are focused,
targeted, and free from duplication (or practical jokes).

Check Endorsements Settings

You can check the settings for your Endor semen
Settingso Ilink on the bottomumf the ASkills & En
Endorsements X
Manage how you receive and give endorsements
| want to be endorsed Yes
Include me in endorsement suggestions to my connections Yes ()
Show me suggestions to endorse my connections Yes ()

5. Accomplishments

The accomplishments section includes publications, patents, courses, projects, honors &
awards, test scores, languages, or organizations. Please go through this section by section
and add relevant content.

For example, you can use the Project section to highlight your experience and

accomplish me nt s . Under AAdd Profile Sections, 0 revi e
of them have a drop-down menu with additional choices). Click on the plus sign to add a

new section.

{3 @ search

Add profile section v [IEVETINS Va

Sean Jobseeker Intro ~
“The Pro Cycling Industry’s Top Crisis Communicatio|
Specialist” About ~
Greater Omaha Area - Contact info
Background ~
Skills ~
Profile Strength: Intermediate
Accomplishments ~
——
Publications —~
List your published work and ~ ( + )
Which university or school did you attend? be found 7x more
Add your school so that classmates and alumni can ed Patents _
[F] showcase yourinnovationand ( +
expertise =
Next >
Courses e
[ List coursework from your (+
prior or continuing education =
Projects -~
About [=] Add compeliing projects to (+)

demonstrate your experience

lothe swocld of ling the s

This will open up a Project box:
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Add project x

Project name *

[ ] I am currently working on this project

Start date End date
| Month - | | Manth - |
i Year hd ] ’ Year hd ]

Creator
a Sean Jobseeker

Add creator

Associated with
- -]

Project URL

We no longer share changes to projects with your network. Learn what's shared

Save

The advantage of the Project data field is that you can provide much more detail about a
specific initiative, including tagging others who worked on the project with you.

6. Additional Information (Recommendations)

You can request a recommendation bydowhmeaki ng on
and selecting O60Additional information6é then O6Req
this screenshot.

. . . o _—— ™ [ I O
Find out more about Recommendations in

Chapter 5: How to Give 8 and Getd LinkedIn Y

Recommendations.
Intro N2
s0r
nté¢ About ~
Featured ~
Background ~
s
Skills ~
Accomplishments ~
Additional information ~
14
Request a Recommendation
['_,f Ask your connections to write @
you a recommendation
ing 1

Supported languages v
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7. Customising Your Linkedin URL

When youdre finished popul at i nsedLinkedir URp.rYouf i | e, S

public LinkedIn URL is the address you can share to direct others to your LinkedIn profile.

By default, LinkedIn assigns you a URL with random numbers and letters. These default
addresses are not easy to read, share, or
You should always create a unique URL. An easy-to-read website address increases the
chance of people being able to remember and find you on LinkedIn. You can also promote
your custom signature link on your blog, Facebook page, and through email signatures.

I'tdéds a very gqui ck | olhearnhowtodustensse your URLsh&reor follow g

instructions below.

At the top right of the page, click on AEdI
takentoapagetoreview your HAPubl i clInbe upper rigt-haBdecorner, yog s .

can AEdit Your Custom URL. O

Public profile settings +# Edit your custom URL

You control your profile and can limit what is shown on search engines and other off-LinkedIn services. Personalize the URL for your profile.
Viewers who aren't signed in to LinkedIn will see all or some portions of the profile view displayed
www.linkedin.com/in/sean-jobseeker-41a00a19b
below.
0
= Edit Content

This is your public profile. To edit its sections,
update your profile.

Edit contents

@ Edit Visibility

You control your profile’s appearance for people
who are not signed in to LinkedIn. The limits you
set here affect how your profile appears on search
engines, profile badges, and permitted services

Sean Jobseeker Team CycleProSports like Outlook.
“The Pro Cycling Industry’s Top Crisis Leam more

. Grinnell College
Communications Specialist”
Your profile's public on @

visibility
Basic (required)

2 Name number of connections and reaion

Greater Omaha Area - 0 connections

Click the blue pencil under the AEddit Your
All LinkedIn website addresses begin with
# Edit your custom URL http://www.linkedin.com/in/.  You can use
between 3-100 letters or numbers to build your
Personalize the URL for your profile. custom URL. (You cannot use spaces,
www.linkedin.com/in/| symbols, or special characters in your profile
— URL.)

Note: Your custom URL must contain 3-100 letters
or numbers. Please do not use spaces, symbols, It may seem obvious, but make sure you
or special characters. include your name in your profile URL. If you

have a common name, you may not be able to
use just your name, so consider adding a
middle initial, reversing your surname and first
name, or adding an area of expertise e.g. lismcguirecvwriter.

Cancel Save
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Once you have customised your LinkedIn address, you can link to it from your email signature,
share it on your business cards, and even share it from your company bio, personal website,
and other social profiles.

8. Finishing Up

Before finalising your profile, be sure to proofread carefully. Reading your profile aloud is a
good way to pick up on any clunky language, bad spelling, or grammatical errors.

Once you have completed your profile updates, be sure to download a PDF copy. On your
profile page, click 6Mored then O6Save to pdf o:

VUMIISULEITU WEI NEIE © MIVE JUMISEH O WINTIGHE NI INSLVHIVE Wi WA IS NGUIY. 11Sau ui

Ready For A Big, Bold
Career Move? ’
Aim High, Stand Tall, and

Get Spotted

www.giraffecvs.co.uk

y 4 Add profile section ¥ Y &

Lis McGuire RCDP %) GiraffeC! &> Share Profile

CV Writer & Founder at Giraffe CVs | Career Guidance & Canterbu Y, savetoPDF
Practitioner | Registered Career Development Professional P
(RCDP)

United Kingdom - See 500+ connections - See contact info
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Chapter 4: Making Connections

1. AddingContacts

Now that youbve popul at ed vy ouBynmaking €Eohneaignsant 6 s t i |
LinkedIn with people you already know & either in real life, from social media, or through

email correspondence 8 you can build your network, which will help you realise your job

search objectives.

You could use Linkedlndés sear ch obLimkedintpoovidesoc at e p
several ways to streamline this process.

1.1 Importing Contacts

If you would like to import your existing contacts, chooset he A My Net wor ko menu
navigation bar.

-
Q Search L,
in (R

LinkedIn will prompt you to import contacts.

x
] E h Add personal contacts
We'll pericdically import and store your contacts to help you and others connect. You choose who to connect to and who to
invite. Learn more
‘ e gmail.com
Continue
More options
I f you click on the AMore Optionso |ink at the

your contacts.
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(3] © See who you already know on LinkedIn
o\

Syncing your contacts is the fastest way to grow your network

We'll periodically import and store your contacts to suggest connections and show you relevant updates.
You control who you connect to, and you can manage your contacts anytime. Learn more

i @gmail.com |

-
Or use one of these: 1™ gs Aol. = T

LinkedIn will ask you to connect with the service (for example, sign into Gmail). You will have
the opportunity to approve and decline the additions of emails as LinkedIn searches the
designated online email box.

Note: Importing information does not automatically connect you with people. After importing,
you will still need to send an invite to join your network on LinkedIn. If the contact accepts the
i nvitation, then youdll be connected.

1.2 People You May Know

Linkedln wildl al so suggest possible connections
AMy Networko page that suggests connections bas:¢
criteria.

People you may know from Grinnell College See all

F’ 3
/ DMAHZL
Mikayla Findlay Josie Bircher Steven Lisco Mary Talen
Program Analyst at Student Research at Mryna Newland, MD Community
Nebraska Dept. of... Grinnell College Endowed Professor a... Partnerships Manage...
Based on your profile Based on your profile Based on your profile Based on your profile
Connect Connect Connect Connect
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On the AMy Networko page, y 0 u . Wheselare potenit@l see p
connections who have reached out to request to connect with you. You can either Ignore or
Accept these invitations.

2. Levels ofConnections

After opening an account, creating a profile, an
build a larger network. LinkedIn works for you based on the people who you already know.
People you know 8 and who acknowledge knowing you 6 are bridges to new connections.

LinkedIn employs a tier-based system for organising your relationships with other LinkedIn
members. A personb6s position in relation to your
have to take to add them to your network.

Linkedlnds hierarchy of connections is primarily
aremarkedas sillevel , 0 and the contacts of your first
are desi gmalével.dThird-degrde Zonnections are connected to your 2nd degree

connections. If their full first and last names are displayed, you can send them an invitation by
clicking AConnect.o I f only the first |l etter of
InMail. Those who are not 1st, 2nd, 0r3dd e gr ee connections are consi de
for you and you must use an InMail to contact them.

Also, all of the contacts of your 1st level connections are visible to you on LinkedIn if your
connection has allowed it. LinkedIn even reveals the number of shared connections you have
with a person, and the identity of the shared connections.

3. Firding People to Connect With

Next to the navigation toolbar in the upper left-hand corner is a search box. Click on the
magnifying glass in that box.

o 1
. =
Tyl @ search ‘_ T j 13 [S] L
Home My Network Jobs Messaging Notifications

Clicking on the magnifying glass wil!/l open a ne
Jobs, Content, Compani es, Schools, and Groups. o0
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I( People :H Jobs ) ( Content ) ( Companies ) ( Schools ) IZ: Groups :ZI 4——- I

Recent Clear

Q Public Relations

Try searching for

Q marketing

Q communications

Q public relations intern

Q social media

Q pr

Search is one of the biggest areas where Linkedin has made changes in recent years.
LinkedIn has restricted the search capabilities available to Free account members.

4. Conducting Company Searches

You can also research companies on LinkedIn. Use the same search box to locate a company.
You can type the company name directly in the box.

o
continuum sports Q (] B

G--“- Continuum Sports LLC / BMC Racing Team Company = Sports
Continuum Sports Company

Continuum Sports Belgium Company = Performing Arts

See all results for "continuum sports”

By clicking on a company name, you can view all of their details.
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. ° -

(CONTINUUM SPORTS

Continuum Sports LLC / BMC Racing Team

Sports - Santa Rosa, CA - 256 followers

+ Follow Visit website 2 See all 24 employees on Linkedin -

The companyds profil e padagthecaempary,inglidnge you an over
A Company profile and contact information

Posts by the company (includes images, documents, and videos)

How many of the companyds employees are on Lin

I f youbre already connected to employees at th

o T T I»

Jobs they have posted

For example, this is the AAboutd page for USA Cy

‘/ USA Cycling

Sports - Colorado Springs, CO - 6,042 followers

+ Follow Visit website 2 See all 270 employees on Linkedin >

Home Overview
I ABoit USA Cycling is the national governing body for the sport of cycling in the United
States and oversees the disciplines of road, track, mountain bike, cyclocross,
and BMX. With a mission to develop the sport of cycling in the United States at
Jobs all levels and to achieve sustained international racing success, USA Cycling
supports cyclists from enthusiasts just beginning in the sport to seasoned
People professionals. We may be best known for the identification, development, and

selection of cyclists to represent the United States in international competition,
but equally important is our support of amateur bike racing through grassroots
development programs and the provision of critical infrastructure to run
organized racing. Recently, we have broadened our mission to support
enthusiasts and the events in which they participate like gran fondos and fun
rides.

Ads

l ink to v

Click on t 0
y who you K

he
Linkedln. Thi
researching.

6x06 employees
can help you identif
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People = USA Cycling v ‘ Connections ¥ | ‘ Locations All Filters Clear @

Showing 274 results

Linkedin Member
a Professional BMX Rider. racing Bmx, Pump Track, & MTBs

Dallas/Fort Worth Area

LinkedIn Member

Vice President MArketing at USA Cycling ‘-—_

Colorado Springs, Colorado Area

Linkedin Member

retired
United States

Linkedin Member
Former Western Regional Coordinator at USA Cycling ‘—

United States

Linkedin Member

Management Committee Member at Union Cycliste Internationale
San Luis Obispo, California Area

Linkedin Member

VP of Membership Services at USA Cycling ‘_

Colorado Springs, Colorado Area

You can also use the AFoll ow Companyo feature t
AFol |l owd button.) When you follow a company,
notifications when the company loses, gains, or promotes staff (which can be useful to see

which companies have a lot of turnover).

USA Cycling

Sports - Colorado Springs, CO - 6,042 followers

+ Follow Visit website 2 See all 270 employees on LinkedIn =
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5. Using InMails and Invites

As you come across profiles on Linkedln, youdll
your network. Regardl ess i f ryeviewihg ealistidgiofpeofilasl vy on
from a search, these are two options usually offered to initiate contact:

A Send InMail

A Add to your network (AConnectod)

When you are already connected to the person, you will have different options than when they
are not currently part of your network. When someone is already a connection, you will see a
AMessageo button.

(e

Jane Jobseeker - st " Acme Corporation
. Grinnell College

Social Media Specialist Focusing on Professional Cycling
A A Connecting Fans, Cyclists, Teams, and Sponsors A A

Omaha, Nebraska - 2 connections - Contact info

5.1 Using InMails To Connect

On the other hand, InMails are a paid feature of Linkedln that enable you to send emails
directly to al npenrasiolnbdosx ,Lirnekgeadr dl ess of whether o
Only paid LinkedIln accounts receive InMail credits. Depending on your paid account level,

youdll receive a credit for a certain number of

Although InMails require paymentd andyou 6r e running a risk by cont
doesndt know § dheycanebe ancffeetivelwpy to connect with someone who

you dondét know directly. Using InMails to meet a
about your job search and willing to invest to make the right connections.
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5.2 Making Inroads with Invites

Technically, you can send a Linkedln fAiConnect 0

use discretion with this met hod. Reci pients can
preventing you from ever sending another invitat
persono responses, Linkedln may restrict you fro
Al ways click the AAdd a Noteo button when inviti
Your invitation is on its way X

() Your invitation to Jane Jobseeker is on its way. You can add a
note to personalize your invitation.

When vyou <c¢lick ndAdd
Add a note to your invitation X youdll have up to 300
to customise the connection
reqguest. (For e xamp
LinkedIn members are more likely to accept invitations that include a enjoyed meeting you at the

workshop yesterday. I
connect with you on LinkedIn to
keep in touch. 0)

personal note.

Ex: We know each other from...

Cancel

6. Making Connections Through LinkedIin Groups

Joining a LinkedIn Group allows you the opportunity to strengthen connections with like-
minded individuals in an exclusive forum. The Groups function provides a private space to
interact with Linkedin members who share common skills, experiences, industry affiliations,
and goals. You can easily find Groups within your industry to join, as well as local Groups.
Being a member of the same Group also allows you to connect with someone without using
an InMail message.
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You can find LinkedIn Groups here: http://Awww.linkedin.com/groups

Your groups Requested Create a new group

Discover groups

Find other trusted communities that share
and support your goals.

—> Discover

Once you find a Group that you would like to join, click on the name of the Group. That will
take you to the Groupds page. Click on the ARequ

@LmkedSellmg

P @ ([~}

SocialMediopolis.com - kd New Home of Social

Media Marketing Group

& Listed group

Join the conversation with the 1,957,890 professionals in . .
this group | Request to join |

If you are joining a Group to develop relationships with influencers, participate in the Group to
gain visibility before you invite them to connect with you on LinkedIn. Ask questions, give
advice, and be helpful to others, as this will help you become known to these folks. You can
also have Group notifications emailed to you.
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http://www.linkedin.com/groups

A useful feature of LinkedIn Groups is you can message other group members without being
connected, even if they are a 3rd degree connection (as long as the recipient has not turned
the setting off for receiving messages from group members who are not connections):

_ Aziza Albou Traore - in|
@ CEO, AZ Media
S Communications Aziza Albou Traorf « 3rd+ e
| CEO, AZ Media Commtmigations

1. A PR Officer to handle the media outreach for our upcoming globa ...see more

dia Communications is recruiting for 2020: Jobs to start asap.

MEDIA

XY R AMNALINLLOSAT IILONNLEC
A-Z Media Communications - Delivering PR, communications and content that
cut across time-zones

azmediacommunications.com

N Like =] comment

Be the first to react

Normally, you would have to use an InMail message to send a message to a 2nd degree
connection; however, because you are both members of the same Group, you can send a
LinkedIn message directly.

Checklist for Maximising Your Use of Groups

A Research featured Groups in your niche or areas of interest you might like to join;

A Join Groups based on keywords, categories, languages, or other Groups on your profile;
A Review Groups youdre currently a member

A Create a Group of your own to attract followers.

One of the most powerful uses of LinkedIn is making and maintaining relationships with
connections. Continue to grow your connections over time.
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Chapter 5: How to Give and Getr Linkedin Recommendations

1. Securing and Managing Your Recommendations

Featuring Recommendations on your LinkedIn profile enables those visiting your profile to
understand what others in your professional network think of you. They act as a kind of case
study of a particular relationship, outlining the circumstances of your mutual connection and
the reputation you have earned within that relationship.

This kind of social proof is massive, evidencing that you are who you say you are, and that
you do know what you say you know. A recommendation speaks volumes aboutaper sonos
character, and carries more weight than what the individual may write about themselves.

1.1 Who Should You Ask for LinkedIn Recommendations?

Before requesting Recommendations, consider your career objectives carefully. If your next
move is going to be based on the experience and skills you have gained through your
current role, then there is little point requesting a host of non-related Recommendations for
work you carried out at the start of your career. Instead, focus on securing
Recommendations that support achievement of that goal.

With your target firmly in mind, go ahead and seek Linkedin Recommendations from peers
at all levels to build and enhance your reputation.

Dondt feel compelled to just ask p@ogcortaets you r epo
from inside or outside your current organisation, from previous employers, business

partners, suppliers, client organisations, educational institutions, or those related to

conferences or events you have attended. Displaying diverse Recommendations can place

you at an advantage, showing that you are a great person to work with regardless of the

scenario. If a supplier recommends you, this can demonstrate your flair for partnership

working; if one of your direct reports recommends you, it can show that you are a respected

manager; and if someone who manages or has managed your performance recommends

you, then it shows your ability to deliver as an employee; and so on.

Whil st itds always a good idea to mgtobekaddr a bal a
for being recommended by someone who is well-regarded in their organisation or industry. If
the CEO wants to give you a recommendation,t hat 6 s gr eat .

Something to bear in mind 7 if your profile features a high proportion of Recommendations
that are very obviously written by your friends and family, this could suggest that you were
unable to secure Recommendations through your professional network.

Before you ask for a Recommendation, check the i
writ t en any other Recommendati ons. Do the other F
unique detail ? See how many Reandseeifeacd @ae sagsns t h ey
basically the same thing. I f they arendthevery s
person with a rough draft of a Recommendation yo

12When Should and Shoul dnot You Ask for Linkedln

Stri ke while the ironés hot and ask for Recommen
Linkedl n contact, or shortly after your ©project or
seek Recommendations whilst the glow of the aftermath is still warm and smiles are still on

the faces of those who have been irmlumkédned. As to
recommendati on, I woul dndt advise requesting Rec
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only had peripheral dealings with, those who are
really know that well. Wait until the relationship has developed and pick your moment.

1.3 How Many LinkedIn Recommendations Should You Aim For?

Although your focus needs to be on securing Linkedin Recommendations that will help you
to achieve your career target, ideally, over a period of time, you should strive to include a
minimum of two to three Recommendations for each role. This would suggest to anyone
viewing your profile that your performance has been consistent throughout your career and
that you are, and have always been, a good person to work with.

Because Recommendati ons have a date attached to them,

Recommendations at once. Donét write and send yo
Recommendations are date-stamped, so the reader will be able to see when they were
addedtoyour page. |l tds best i f they are added gradue

Recommendations are displayed in reverse-chronological order on your profile, so that the
latest recommendation you receive will be the one presented first on your LinkedIn profile.

1.4 What Should You Say When Requesting a LinkedIln Recommendation?

Sometimes, members of your LinkedIn network will write you a Recommendation
unprompted. However, there will be occasions where you need to ask for a LinkedIn
recommendation.

Recommendations Ask for a recommendation V4

Received (15) Given (12)

In this case, write a personal and friendly message that draws out your connection and
politely ask if your contact would be kind enough to write you a Recommendation, perhaps
based on a specific project or experience of working together.

Make it easy for your contact to act quickly by offering to put a few lines together. If you have
already received a glowing recommendation from that person by email, in a memo, or even
as part of a performance review, you could send this to the individual asking if they would be
willing to share it as a recommendation. This will cut down the legwork for the individual in
question.

Once someone has written a recommendation and submitted it to LinkedIn, you will receive

an email notification from LinkedIn enabling you to review what has been written and request

any changes. Whether you publish the Recommendations you receive on your LinkedIn

profile is up to you, so if for any reason you d

Remember to thank anyone who is good enough to recommend you. Their time and
generosity of spirit is to be valued, especially when you consider the positive impact their
actions could have on your future career.

1.5 How to Request Recommendations on LinkedIn

Using the menu bar at the top of the pag e , click AMe. o0 Click on the 0
drop-down menu.
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m q SeaTCh

| Sean Jobseeker
g “The Pro Cycling Industry’'s
Top Crisis Communications
Specialist”

View profile

ACCOUNT

Settings & Privacy

Language
NEED HELP?
Open Quick Help
Add profile section ¥
MANAGE
Sean Jobseeker Team Cyc -
) = o Posts & Activity
“The Pro Cycling Industry’s Top Crisis Communications . Grinnell C
Specialist” Job posting account
Greater Omaha Area - Contact info :
Sign out
Show recruiters you're open to job opportunities—you control who sees this. X

Get started

This will take you to your profile page. If you already have Recommendations, you can scroll
down to the ARecommendationso section on your pr

If you do not, you will need to add a Recommendation section.

On your ©profile page, click on the blue AAdd Pr
I nformation. 6ddwm mme mhat dhopse fARequest a Recomm
A+0 button
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Add profile section ¥

Sean Jobseeker Intro ~
"The Pro Cycling Industry’s Top Crisis Communicatiol
Specialist” About ~
Greater Omaha Area - Contact info
Background ~
Show recruiters you're open to job opportunities—you control \
Get started Skills ~
- Accomplishments ~ -
Additional information ~

[& Ask your connections to write

Request a Recommendation
®
you a recommendation

Supported languages e

]
Thiswillopenapop-up box, AAsk for a recommendation. o CIi
want to ask?0 and type in the name of the person

Ask for a recommendation

Help us our request

Who do you want to ask?
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It wil |l pop up a box: fAAsk [ Name] to Recommend Y

Ask Jon to recommend you

Help us personal

How do you know Jon?

Relationship
Select relationship v

Position at the time

Select your position at the time hd

You wi ||l select how vy ou nkforthevRecommengaton. Slieseargou 6r e
the same criteria as when you were making a Recommendation.

Ask Jon to recommend you

Help us personalize your request

How do you know Jon?

Relationship

v Select relationship J

Jon managed you directly

Jon reported directly to you

Jon was senior to you but didn’t manage directly
You were senior to Jon but didn’t manage directly
You worked with Jon in the same group

Jon worked with you but in different groups

Jon worked with you but at different companies
You were a client of Jon’s

Jon was a client of yours

Jon taught you

Jon mentored you

You were students together
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Options include:

Next, youoll be asked to define your contactds
will choose this from the drop-down menu).

Ask Jon to recommend you

Help us personalize your request

How do you know Jon?
Relationship
Select relationship

Position at the time

+ Select your position at the time J

Communications Manager at Team CycleProSports
Student at Grinnell College (Bachelor's degree)

Review your selections and click the ANexto butt

Ask Jon to recommend you

Help us personalize your request

How do you know Jon?

Relationship
Jon worked with you but at different companies v
Position at the time
w

‘ Communications Manager at Team CycleProSports
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Finally, youoll actually request the Recommendat

Under AAsk Jon to Recommend You, 0 you wil!/ ma k e
[Name],canyouwrite meaRec ommendati on?0 Replace theedexi sti:
message. Each request should be personalised to the individual you are asking for a
Recommendation.

Ask Jon to recommend you

Include a personalized message with your request

‘ ,..J Jon Jobseeker
1&| Jon worked with you but at different companies

Hi Jon, can you write me a recommendation?

When asking for a Recommendation, ask for one related to a specific project. For example:
AiCould you provide me with a Recommendation base

Your sample request might look like this:
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Ask Jon to recommend you

Include a personalized message with your req

'..J Jon Jobseeker
1&- Jon worked with you but at different companies

Hi, Jon!

Thanks for agreeing to write a Recommendation for me. | hope you can address our mutual work together on the
Tour Down Under sponsorship project. I'm positioning myself as an expert in race management, so if you can
say something about my work with sponsor relations (especially my role in facilitating the $280,000 spensorship
with Chandler-Marshall), that would be great. Thank you!|

An even better idea is to ask for the Recommendation through more personal means o for
example, in person, on the telephone, or via email.

In fact, one of the best ways to get a LinkedIn Recommendation is to ask after someone has

Y

given you a compliment Ain real life.o I f they
respond with a message that thanksthemand says: AiAre you on LinkedlI
if | sent you a LinkedIn request for a Recommendation? It would mean a lot to me to have you

say that in a Recommendation on there. o

Sometimes, if you provide an unsolicited Recommendation, the person you recommend will

go ahead and write one for you as well. However, reciprocal Recommendations (I gave you

one, so can you give me one?) are less powerful than Recommendations that are freely given.

Remember, visitors to your LinkedIn profile can see who you have recommended as well as

who has recommended Yy o u-to-oret(récgprocal)laRegomniendatienp o t one
(usually they are dated a few days or weeks apart).

I f you dondét receive a response back frodm someo
or,ifyoudonét feel comfortable following up, consid
Recommendation from that person in the first place.

One of the most effective ways to get a great LinkedIn Recommendation is to write it yourself.
This makes it easier on the person who you want to recommend you & and ensures your
Recommendation is specific and detailed.

In this case, your request for a Recommendation might follow this format:
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Dear (Name):

Il 6m writing to request a Recommendation of our v
include on my Linkedln profile. I f youdd Ii ke, |
can use as a starting point. Of course, you are free to edit this or create your own.

Thank you.

(Your Name)

When possibl e, give the person youbre asking for
request:

Al édm writing to request a Recommendation on Linl
career change, and | believe a Recommendation from you based on our work together on [X
Project] would be useful in highlighting my tran

Youol | receive a notification when someone Recom
in your LinkedIn Messages.

Jon Jobseeker o X
When you click on the link, it will take you
q Jon Jobseeker - 1st to the Recommendation, where you can
"‘W' Store Manager at Chandler-Marshall decide  whether to show the
Recommendation on your profile or not.
TODAY If you do want to add it, click the blue
AnAdd to Profileo button.

ﬁ Sean Jobseeker « 1:01 P\

Sean sent you a recommendation

Review Recommendation:
https:/fwww.linkedin.com/recs/receiv
ed?senderld=seanjobseeker

Mrite a message... ~

B & o ©
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Pending recommendations X

| worked with Jon when Chandler-Marshall was a sponsor of

Sean Jobseeker .

Y ) . one of my clients, the Tour Down Under. He was the Manager
The Pro Cycling Industry's .

Top Crisis Communications of the store located nearest to me, and | was tasked with

Specialist” working with store management on product supplies and

iﬂ:ﬁig‘afJffé‘i{ﬁifS&""'C'rkw merchandising for their sponsorship. Although this was his

companies first time taking on a major task like this — a $500K

sponsorship for a race that attracts tens of thousands of
viewers — he was a pro. We met weekly in the months leading
up to the race, with him coordinating the inventory and
logistics and me working with him to ensure smooth
communication with the race directors. Working together, we
successfully coordinated a sponsorship that spanned two
continents, six months, and more than 2,200 individual
products. | would highly recommend Jon to any other race
organizations who need product support for their sponsorship.

| Dismiss || Ask for revision ‘

If you find an error in your Recommen dat i on, or itoés not specific en
For Revisiono |link and it wildl automatically ge
the individual who wrote the Recommendation.

Ask Sean for a revision

Include a personalized me » about what revisions you're

8

Hi Sean, can you please revise your recommendation for me? Specifically could you change...

Sean Jobseeker
Sean worked with you but at different companies

67



Instead of asking them to change the whole thing, address specific issues in the
Recommendation that you would like changed, e.g.:

nl | i ke what youdve written, but | was wondering
said | brought in $200,000 in revenue; my records from that time show that the figure was
closer to $375,000.0

2. Giving Recommendations

Giving Recommendations is a good thing to do, as it can help others in your network to

develop their reputation and achieve their goals. Writing Recommendations can benefit you

directly too. People viewing your profile can see (and read) the Recommendations you

make. People can see the Recommendations youolOve
as the Recommendations youdve made (click on nGi

You could wait to be asked for a Recommendation or proactively write one when you feel
the recipient deserves recognition and praise.

2.1 Writing a LinkedIn Recommendation

Before writing a Recommendation, the first ques
Does the individual want a new job? A promotion? To make a career change? Land a client?

Knowing what their goal is in soliciting a Recommendation will help you tailor it to meet their

needs.

Take a |l ook at your cothatyaucan@lgn your Rekoenchéndationwith f i | e

their LinkedIn Headline, About section, and/or Work Experience - especially the job description

of the position when you worked together. Look at the existing Recomme
received too.

Some points to consider when drafting a Recommendation:
1 What are they good at?
1 What did they do better than anyone else?

1 What impact did they have on me? (How did they make my life better and/or easier? How
did they make my work better and/or easier?)

1 What made them stand out?
91 Isthere a specific result they delivered in this position?
1 What surprised you about the individual?

Choose the qualities you want to emphasise in the person you are recommending. Skills you
could highlight include:

1 Communication Skills (verbal and written)
1 Integrity and Honesty

1 Teamwork Skills (works well with others)
1

Interpersonal Skills (relates well to others)
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=A =A =4 =4 =4

1

Motivation/Initiative

Strong Work Ethic

Analytical Skills
Flexibility and Adaptability

Computer Skills

Organisational Skills

You may choose to use what authorandspe a k er L i
Simply stated, concepts or ideas presented in groups of three are more interesting, more
enjoyable, and more memorable. (See how that works?)

Here is a simple formula for a LinkedIn Recommendation:

S a

B.

Mar s hal

1 Start with how you know the person (1 sentence). Give context for the relationship
beyond just the job title and organisation/company/school, although that can be a good

way

t o

start
She

XYZCompany .

your
wa s

my

| ead

Recommendat.i
project

on.

(Al 6ve
manager

1 Be specific about why you are recommending the individual (1 sentence). What
gualities make him or her most valuable? Emphasise what the person did that set him
or her apart. What is his work style? Does she have a defining characteristic? To be
effective, Recommendations should focus on specific qualifications.

1 Tell astory (3-5 sentences). Back up your Recommendation with a specific example.
Your Recommendation should demonstrate that you know the person well 8 so tell a
story
scale for the accomplishments. Do n 6 t
the team 0 say he led a 5-person team, or a 22-person team. Supporting evidence 0
numbers, percentages, and dollar figures & lends detail and credibility to your story.

T End

wi t h
(name) 0o

t hat

a
and the

onl vy

you

coul
j ust

d

tel |l d gvesapepmovi de

say

t he

ndi

fical | tence). Fa mtiischn owi (t 1h & éhre

reason

why

you

woul d

Vi

cal l

dual

Knoyv
W h €

f
Y

stat emeni

recommert

In the first sentence, you describe how you know the individual and give context about why

you are qualified to recommend him or her.

T (Name)andlha v e

T | 6ve

k nown

wor ked

(name) f

r (how

together é

|l ong) é

For the second point in the formula, you can set up the description of his or her qualities by
providing an overview sentence. Here are some examples:

1

T
)l
)l

Ab |
Ab |

e

e

t

t

(0]

(0]

del egat eé

i mpl ement é

Abletop | an é

Ab |

e

t

(0]

trai

n é
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7

T Consi stent record of é

9 Effective in

1 Held key role in

1 Highlyorganised and effectiveé

T Proficient in managing multiple priorities and
1 Recognised and appreciated byé

M Served as a liaison between

f Strong project manager withd¢eé

1 Subject-matter expertin

1 Technically proficient in

T Thrived in ané

T Valued by clients and coll eagues for e
For example:

Mike had a consistent record of delivering year-over-year sales revenue increases while
also ensuring top-notch customer service, working effectively with the entire 7-member sales
team to make sure the clientbés needs were met.

Jill is a subject-matter expert in logistics, warehouse planning, and team leadership. Her
ability to take the initiative to ensure the thousands of items in each shipment were prioritised
for same-day processing made her an indispensable member of the management team.

Emily is valued by ABf@ her abilitp ta nngdistanddheir obhallenges
completely and thoroughly, which gives her the ability to find the right solution for their problem
quickly.

For the storytelling secti-AcionrRgsul canf chmaset a
the project:

1 Challenge: What was the context for the work situation on the project? What was the
problem that the project was designed to tackle?

1 Action: Wh a't did t he person youodre recommending
contribution?

1 Result: What was the outcome of the project 8 and can you quantify it?

Make sure the Recommendation you write is clear/l
That sounds like common sense, but many Recommendations are too vague or too general
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0 they could be about anyone, not this specific individual. To be effective, the
Recommendation you write should not be applicable to anyone else.

Recommendations that you write should be:

Genuine

Specific

Descriptive (with detailed characteristics)

Powerful (including specific achievements, when possible)

Memorable

=A =2 =4 =4 =4 =4

Honest/Truthful (credibility is important; avoid puffery or exaggeration)

Keep your Recommendations under 200 words whenever possible. Some of the most
effective Linkedln Recommendations are only 50-100 words.

You may find it useful to look at other Recommendations before writing yours. Search on
LinkedIn for others with that job title and check out the Recommendations on their profiles. In
the main menu bar, type in keywords or job titles to find profiles related to the type of
Recommendation you are writing.

Q, Search f =
Home My Network Jobs Messaging Notifications

You can then browse the listings that come up as matches and check out the
Recommendations on those profiles.

1 ) 200 v Premium Free
in Q pr specialist = = {5 J=y Q isn Try Premium Free

Messaging Notifications  Me w Work ¥ Tor 1 Month

Sean, complete these steps to get the most out of Linkedin: Find connections Follow hashtags Add work experience ~

Jobs Content More ¥ Jobs filters LinkedIn Features = | | Date Posted « ‘ ‘ Company * | | Experience L } All Filters

Click on the APeopledo |link. You c atmitydussearci se t he
even further.
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People + Connections « | | Locations + ‘ ‘ Current companies = All Filters

Showing 829,643 results

Linkedln Member

PR SPECIALIST at HIBOU ESSENTIALS
Warsaw, Masovian District, Poland

Current: PR SPECIALIST at EOHOBOCO

LinkedIn Member
PR Specialist at Florida High School Athletic Association

Gainesville, Florida Area

LinkedIin Member

Accounts Payable/PR Specialist
Greater Mew York City Area

Current: Accounts Payable/Payroll Specialist at Princeton Medical Group

LinkedIin Member

Senior PR Specialist at InventureX
Greater Los Angeles Area

Past: Public Relations Specialist at Ubermind

LinkedIn Member
( g) PR Specialist at 04 Academy

United States

Current: PR Specialist at 04 Academy - Develop PR campaigns and media relaticns...

Consider drafting your Recommendation in Microsoft Word or a text editor. Because LinkedIn
does not have a built-in spell check function, this will help ensure your text does not contain

spelling errors. Youcanalsocheck your grammar in Microsoft wW
Counto feature to determine the | ength of your F
Now youdre ready to actually create the Recommen

2.2 How to Make a Recommendation

Go to the per son atyoulwanntkrecdrhnrendp(dog musttbl connected to
the person you wish to Recommend.)
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Jon Jobseeker - 1st /> Share Profile via Message
Store Manager at Chandler-Marshall
Bellevue, Nebraska - 1 connection - Contact info

., saveto PDF

@ Give Kudos

99 Request a Recommendation

“—
@ Unfollow

&" Remove Connection

7 Rreport/Block

This will take you to a separate page, AWrite [N

Write Jon a recommendation

The recommendation will appear on Jon Jol

How do you know Jon?

Relationship

Select relationship -

Position at the time

Select Jon's position at the time hd

You will be asked to define your relationship wi
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Write Jon a recommendation

The recommendation will appear on Jon Jobseeker's profile.

How do you know Jon?

Relationship

r
You managed Jon directly |
You reported directly to Jon
You were senior to Jon
Jon was senior to you
You worked with Jon in the same group
You worked with Jon but in different groups
You worked with Jon but at different companies
Jon was a client of yours
You were a client of Jon's

You taught Jon
You mentored Jon
You and Jon studied together
Next, youoll be asked to define your contactds

will choose this from the drop-down menu).

Write Jon a recommendation

The recommendation will appear on Jon Jobseeker's profile.

How do you know Jon?

Relationship

Select relationship v

Position at the time

v Select Jon’s position at the time J

Store Manager at Chandler-Marshall

Assistant Manager at Chandler-Marshall

Retail Associate at Roth Department Stores

Student at University of Nebraska at Omaha

Student at Nebraska State University (Bachelor of Science)

Youcandoubleec heck your selections. Then click the @A Ne
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Write Jon a recommendation

The recommendation will appear on Jon Jobseeker's profile.

How do you know Jon?

Relationship

You worked with Jon but at different companies v

Position at the time

‘ Store Manager at Chandler-Marshall hd

It will open a box where you can write the Recommendation.

Write Jon a recommendation

The recommendation will appear on Jon Jobseeker's profile.

¥.. Jon Jobseeker
W) ‘You worked with Jon but at different companies

Write your recommendation here...

Write the Recommendation in Microsoft Word or a text editor and paste it in the box.
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Write Jon a recommendation

The recommendation will appear on Jon Jobseeker's profile.

¥.! Jon Jobseeker
W) You worked with Jon but at different companies

| worked with Jon when Chandler-Marshall was a sponsor of ene of my clients, the Tour Down Under. He was
the Manager of the store located nearest to me, and | was tasked with working with store management on
product supplies and merchandising for their sponsorship. Although this was his first time taking on a major
task like this — a $500K sponsorship for a race that attracts tens of thousands of viewers — he was a pro. We
met weekly in the months leading up to the race, with him coordinating the inventory and logistics and me
working with him to ensure smooth communication with the race directors. Working together, we successfully
coordinated a sponsorship that spanned two continents, six months, and more than 2,200 individual products.

Double-c heck everything and then click the blue ASe
The person you recommend wil/l get an email not
Recommendation.

Sean Jobseeker

Sean Jobseeker - 1st

“The Pro Cycling Industry’s Top
Crisis Communications Specialist”

TODAY

3 Sean Jobseeker « 1:01 PM

Sean sent you a recommendation

Review Recommendation:
https://www.linkedin.com/frecs/receiv
ed?senderld=seanjobseeker

Write a message... ~

B & of O
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I f you dondét receive a reply from the individual
and make sure they received it.

Keepinmindthatyoucanvi ew any Recommendations youbve (gi Ve
Recommendations by <c¢licking on the fAGiveno tab
profile page.

Recommendations Ask for arecommendat / . .
ERIRASEEES This will take you to a page where you can see
Received (0] Given (1) . A
the Recommendations youbve w
ﬁ Jon Jobseeker worked with Jon when Chandler-Marshall was a sponsor of one
‘&' Store Manager at Chandler-  of my clients, the Tour Down Under. He was the Manager of the
Marshal

store located nearest to me, and | was tasked with working with
store management on product supplies and merchandising for

ik ek Mg vea B S e i s Previously, LinkedIn allowed you to revise and
orarace that remove Recommendations. This feature seems
St to appear and disappear. If the function is
gistics and me working with him available, it will be on this page. If you are able
T T R to remove a Recommendation, note that your

major task like this — a $500K sponst
attracts tens of thousands of vie
weekly in the months leading
coordinating the inventory a

to ensure smooth communicatio
Working together, we successfully coordinated a sponsorship

that spanned two continents, six months, and more than 2,200 connection will not be notified of this action. (But
ndividual products. | would highly recommend Jon to any other an observant ConneCtion may nOte that your
race organizations who need product support for their . .

sponsorsip.See less Recommendation has disappeared!)

3. Final Thoughts

Doné6t owrmrn display 6 bad Recommendations on your Linkedin profile. Bad
Recommendations are those that are:

Generic

Frompeoplewhodonét have a c¢clear understanding of yo
Written without context (how they know you, how they worked with you)

Old or outdated

inkedln does allow you to go back and edit Rec
een posted, but remember: You never get a second chance to make a first impression.

o =2 = = =
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Chapter 6: Using LinkedIn To Find Jobs

One of the most obvious applications for wusing L
button in the menu bar to identify opportunities.

in o~ S B

At the top of the Jobs page, youbll see a search

also search by location.

@ Track my jobs & Career interests More resources ¥ Looking for talent? | & Post ajob

Your dream job's just a search away...

Q_ Search jobs @ Search location m

Suggested job searches b4

[ communications manager ) (_digital communications manager ) ( media relations manager ) { senior communications manager )

( strategic communications manager ) ( communications project manager ) (_internal communications manager )

If you click on a job title, it will pull up positions with that specific job title and similar titles:

78



m Q. communications manager I @ United States

Jobs =

Date

Sort by~ Posted

Communications manager in United

States

42,334 results

TAS

Veamhcare

You can

Link

Communications Manager

The Coca-Cola Company
Atlanta, GA, US

3 days ago
Manager, Communications

American Airlines
Fart Worth, TX, US

Medical, Vision, Dental

. 3 alumni work here

1 week ago

Communications Manager
Wera Institute of Justice

New York City, NY, US

13 hours age
Communications Manager
WITAS Healthcare

Cincinnati, Ohio

1 day ago - 11 ap|

Job Alert
Off

Diversity, Inclusion and Communications

Manager

Shake Shack

New York City, NY, US
Medical, \

sian, Dental, 401(k)

Linkedin
Features

Search

Company ¥ Experience - Al filters
Level
Communications Manager P

The Coca-Cola Company - @
Atlanta, GA, US

Poste

3 days ago - 558 views

See how you compare to 83 applicants
Try Premium Free for 1 Month

Job Company Connections

You have 0 connections at
this company
+ Food & Beverages Add >

- 89 applica

ts + 100071+ employees

- Associate

About the role?

Want to flex new mental muscles while gaining meaningful experience across the
corporate Public Affairs, Communications and Sustainability (PACS) function at
The Coca-Cola Company? Join the PACS Business Integration team and be a part
of an exciting change in the way we mobilize ideas, address challenges and deliver
next-level results

Agile is quickly becoming the new way of working in our company and you can
became an expert, helping lead the wark for our function. The Communications
Manager role offers you the opportunity to wark across global communications,
sustainability, stakeholder relations and public palicy projects big and small on a
global scale. You will join a dynamic, fast-paced, high-performance team using
Agile principles to break down complexity and action work with an iterative
mindset

use the filters at the top to further refine the search.

edIl n wi

al

SO

identify Iikely

opportunities
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