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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.  

LinkedIn describes itself as the óworldôs largest professional networkô and its mission is óto 
connect the worldôs professionals to make them more productive and successful.ô  

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

LinkedIn has almost 690+ million 
users in more than 200 countries and 
territories worldwide (May 2020). With 
so many members, the rate at which 
your network expands on LinkedIn 
can be truly amazing.  

A hundred strategic contacts could 
mean access to millions of people in a 
short amount of time. Youôd have to 
attend dozens ð or hundreds ð of in-
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 

ñconnecting talent with opportunity on a massive scale.ò 

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: 

¶ Engage with and advance your bond with your existing professional network. 

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

¶ Identify, contact, and forge relationships with new connections who can support your 
career goals (recruiters, hiring managers, or people you think youôd like to work with). 

¶ 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. 

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

¶ Build your reputation through Recommendations, Endorsements, and by publishing your 
thoughts on industry trends and events. 
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¶ Increase your chances of being found on Google. LinkedIn states that óLinkedIn profiles 
typically appear among the top search results when people search by nameô, so 
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. 

¶ Do all of the above without even leaving your desk! 

 

2. LinkedIn and Your CV 

LinkedIn is a personal branding page ï 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 youôve held, your educational credentials, etc.), but the content you include on your 
LinkedIn profile may be different or wider than what is included on your CV.  

2.1 Why Your CV and LinkedIn Profile Must Tally 

One of the very first things I will do when writing someoneôs CV is to search for them on 
LinkedIn. I do this with the hope that I will uncover more about that personôs career history 
and professional focus, bringing their story to life.  

Iôm not the only one applying this tactic. In 2016, Jobviteôs Recruiter Nation Survey found that 
87% of recruiters use LinkedIn to source and vet potential candidates. If they didnôt find you 
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 I am looking for isnôt always easily identifiable in the initial search 
results. Iôm happy to persevere to find my clientôs profile, but recruiters work for employers, 
not jobseekers, and the time-pressured task of sourcing the right candidate wonôt afford them 
the same luxury. They may give up, spelling bad news for your application. 

It doesnôt have to be this way. If your profile uses a clear LinkedIn Headline, 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 I find the right profile, the information presented hardly ever tallies with that on the 
personôs CV. Although there should be some differences between your CV and LinkedIn 
profile, the differences I see most often are not the ones I would recommend.  

The main culprit? Inconsistency in career timelines. As I scan between a CV and the 
corresponding LinkedIn profile, Iôll often notice the dates are completely different, making it 
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: 

¶ Differences in the months and years of employment. 

¶ Omissions of roles included on the CV. 
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¶ Addition of roles not included on the CV. 

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

¶ 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 LinkedIn profile. If not, itôs very confusing for 
the person trying to marry the two. I suspect that these differences occur because the 
individual hasnôt created their CV and LinkedIn profile at one and the same time. In reality, 
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. Itôs important to ensure the content is aligned. 

2.2 Should You Upload Your CV to LinkedIn? 

Browsing LinkedIn, Iôve noticed some LinkedIn members who feature their CV as a 
downloadable file on their profile. I 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? 

Hereôs my personal view: Featuring your CV as a downloadable element of your LinkedIn 
profile eliminates a recruiterôs need to call you. At a click, they have everything they think they 
need to make a snap decision about your suitability for a role you know nothing about. 

Untailored to this particular opportunity, your CV may not put your best foot forward. Whatôs 
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 regret it. Wouldnôt you like a little more 
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 
youôve warmed up the connection, and set out your stall by phone, you can follow up by 
sending a targeted CV. 

Before uploading your CV to LinkedIn, consider the following: 

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

¶ Is everything you share on your CV okay to share in the public domain? Either from your 
personal perspective (address, contact details, etc.) or an employerôs? 

¶ 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? 

¶ 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 probably tell, I donôt think uploading your CV to LinkedIn as a downloadable file is 
a good idea. Saying thaté I do recommend that you present an up-to-date, LinkedIn profile 
that makes best use of all available sections. Consider what your target reader needs to see 
to call or message you, then include that.  
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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 on LinkedIn 

In the following pages, Iôll guide you through key strategies to build and maintain a powerful 
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 or do what you do. See what theyôre including in their profile that is getting 
them ranked highly using LinkedInôs search algorithm.  

A Google search is a fast way to retrieve similar profiles: 

¶ Go to Google.com 

¶ Type in this search string: ñSite:LinkedIn.comò ñyour job titleò 

¶ Replace the phrase ñyour job titleò with your job title or keywords linked to your job/industry. 

http://www.google.com/
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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 ð in particular, the 
headline they use to describe themselves, the keywords they include, and their Featured Skills 
& Endorsements.  

Donôt copy content ð instead, use the profiles for inspiration. 
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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 doesnôt represent you 
well ð 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 click the ñAgree & Joinò button. 

 

 

Next, youôll see a screen to enter your name. 

 

http://www.linkedin.com/
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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. 

 

 

 

Once youôve entered the phone number, youôll receive a notification that the code has been 
sent, and youôll see a field to enter the code. 
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Once you enter the code, youôll be taken to a welcome screen, where youôll be prompted to 
enter your country/region and your postal (zip) code. 

 

 

 

Unlike other social media sites, itôs not enough to just enter your name and email address to 
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. 
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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. 

 

 

 

Next, LinkedIn will ask you to confirm your email address. 
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You should receive an email from LinkedIn with the confirmation code: 

 

Next, LinkedIn will ask you to set up a Job Alert. Click ñSkip for Now.ò 

 

 

 

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

 

 

Next, weôre going to continue work on setting up your profile. 
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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-down menu appears, click ñSettings 
& Privacy.ò 

 

 

 

On the ñSettings & Privacyò page, click on the ñPrivacyò link in the middle of the page.  

 

 

Once on the Privacy page, review all settings. Here are some settings that warrant specific 
attention: 
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1. How others see your LinkedIn activity: Share job changes, education changes, and 
work anniversaries from profile 

If this setting is switched to óYesô, your connections 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 youôre conducting a stealth job search, it can draw unwanted 
attention to your LinkedIn profile. If you decide to turn off notifications when updating your 
profile, then slide the setting to ñNo.ò You can turn notifications back on later if you wish. 

 

 

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

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 
the marker to óNoô.  

 

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

The options here are: 

¶ Your name and headline  

¶ Private profile characteristics  

¶ 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 
óPrivate profile characteristicsô. However, once your LinkedIn profile is in tip-top shape with an 
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engaging photo and compelling Headline, you could reselect the óYour name and headlineô 
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 functionality. Itôs tactical to make 
it harder for recruiters to find and view the profiles of similar candidates. Of course, yours wonôt 
be the only profile they look at, but make it less easy for someone to click off your profile and 
onto the next if they are given the option right on your profile page. Amend this to ñNoò, so that 
the ñViewers of this profile also viewedò box doesnôt appear on your profile page. 

 

 

 

 

 

4. How others see your profile and network information: 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. Selecting óEdit your public profileò will open 
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. 
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Click óChangeô to edit your public profile options and select the information youôd like to share. 
All of the options are listed on the right hand side of this screen.  

Making your profile public will increase your likelihood of being found, however, youôll need to 
balance this with your own privacy requirements. Check and uncheck sub-options to clarify 
exactly what will be visible on a public level. 

 

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 itôs a good idea to check 
out whatôs new. 

 

  



 19 

Chapter 3: Putting Together or Editing Your Profile 

 

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

If you are looking for a new job and youôd like to keep your search confidential, make changes 
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: 

¶ Intro: This is where you can edit your background photo, profile photo, name, headline, 
country/region, industry, and contact info. 

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

¶ About: This appears under the Intro section and is where you can summarise your 
professional offering. 

¶ Background: This is where you can edit your work experience, education, licences & 
certifications, volunteer experience. 

¶ 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. 

¶ Accomplishments: This is where you can add/edit any publications, patents, courses, 
projects, honors & awards, test scores, languages, or organizations. 

¶ Additional information: This is where you can seek recommendations. 

¶ Supported languages: This is where you can indicate whether youôd like your profile to 
be featured in another language. 

 

Now itôs time to start populating your profile. Using the top navigation menu, choose ñMeò, 
then ñView profileò. This will take you to your profile page where you can edit all sections.  
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All sections can be added or edited from the óAdd profile sectionô tab. 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

LinkedIn will display a ñProfile Strengthò graphic as you continue to populate your profile. 
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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.  

 

1.1 Background Photo  

 
One of LinkedInôs underused features is the background photo, which sits at the very top of 
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 

¶ 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. 

¶ 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. 

¶ 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?  

¶ 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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¶ 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.  

¶ 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 image, click on ñUpdate Background Photoò on your profile page and 
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. 

 

 

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 editor or apply a filter. You can also click the ñAdjustò button 
and adjust the brightness, contrast, saturation, or vignette. Once it has been positioned where 
you want it, click the blue ñApplyò button. Sanity check how it looks on another device before 
finalising, just to check that what you think is visible is actually visible. 

https://www.canva.com/
http://www.picmonkey.com/
https://uk.fiverr.com/
http://start.fivesquid.com/?gclid=CK6VuNb4o8cCFQYewwod3HgGvQ
http://pixabay.com/
https://unsplash.com/
https://depositphotos.com/
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1.2 Profile Photo 

LinkedIn has described your profile photo as óyour virtual handshakeô and recommends that 
you óupload an approachable profile photo that aligns with your role as a professionalô. Itôs 
good advice, as your photo follows you everywhere on LinkedIn. It shows up in search results, 
itôs prominent on your profile, and accompanies every status update, comment, and 
interaction. Donôt be tempted to leave it blank.  

Visitors to your profile will naturally be interested in your photo, and make associations based 
on what they see. LinkedIn states that óMembers with a profile photo receive up to 21x more 
profile views and 9x more connection requestsô. 

Hereôs how to ace your profile photo: 

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

¶ Aim to look alert, happy, and engaging; someone youôd like to meet. Smiling helps! 

¶ Make eye contact. After all, the eyes are said to be the windows to the soul. 

¶ 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. 

¶ 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. 

¶ 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. 

¶ 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. 

¶ Canvass opinion before selecting your final photo. 

¶ 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: https://business.linkedin.com/sales-solutions/blog/best-practices--linkedin-
profile/2018/picture-perfect--make-a-great-first-impression-with-your-linkedi 

10 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 

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. 
Itôs a free service, in that you earn credits by voting on other usersô photos, then spend them 
by seeking feedback on your one photo. 

What to Avoid 

¶ Poor Quality Images: Grainy, blurry, and pixelated images wonôt cut the mustard on 
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. 

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/
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¶ 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. 

¶ Selfies: The selfie doesnôt belong on LinkedIn. Arms extended in full view, mirror pout, 
eyes struggling to focus on the lens, and weird camera angles wonôt create a professional 
impression. If you really canôt find someone to take a photo for you, and feel the need to 
resort to a selfie, then make sure itôs not so obvious. 

¶ 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 donôt reveal more than you want to or, indeed, expose personal 
situations that are best kept off LinkedIn. 

¶ 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 shouldnôt go far wrong.  

¶ Obscured Features: Donôt present an image where your face is somehow obscured by 
hands, clothing, or other people. The point of uploading a LinkedIn profile photo is to help 
others to recognise you.  

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

¶ 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.  

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

¶ The Faceless Person: If you donôt upload a profile picture, youôll appear in search results 
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: 
https://www.linkedin.com/help/linkedin/answer/1615?query=photo&hcppcid=search 

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. 

 

https://www.linkedin.com/help/linkedin/answer/1615?query=photo&hcppcid=search
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When you click on the camera in the circle, it will open a popup window. Click the blue ñUpload 
Photoò button and select a photo from your computer. Youôll then be prompted to edit the 
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 ñSave Photo.ò 

 

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

Once youôve uploaded the photo (and made adjustments to it) and selected your privacy 
settings, click the blue ñSave Photoò button. 

 

 

 

 

 

 
 
 
 
 
 
 
 

1.3 Name 

The name you present should tally with your CV and comply with LinkedInôs policies. LinkedIn 
monitors profiles for compliance, and your account is subject to restrictions and/or removal if 
you do not comply with the siteôs terms and conditions. See LinkedInôs advice regarding the 
name field here.  

 

https://www.linkedin.com/help/linkedin/answer/28422?query=name%20field
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1.4 Headline 

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 itôs vital to get them right. The Headline in particular should introduce 
your value proposition to potential employers or customers, enticing the reader to click through 
and discover more.  

If you donôt consciously populate your Headline, LinkedIn will default fill the field with your 
current job title (at) your current employer. These bare bones donôt tend to make for interesting 
reading. If your Headline is your job title and current employer name, itôs time to make a 
change.  

Appearing in internal LinkedIn and external internet searches, your Headline is your hook. I 
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: 

¶ Who is your target audience for your LinkedIn profile?  

¶ What are they most likely to care about? 

¶ 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?  

¶ 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)?  

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

¶ 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. Donôt overdo it. A few keywords, used tactically, are better than a long list. 

¶ 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.  

¶ Ask yourself óSo what?ô when reading the Headline, checking that a stranger would 
understand who you are, where your experience lies, and what you can do for them.  

¶ With just 120 characters available to play with, every word counts. Check for any ófluffyô 
words that donôt add value and remove them, or replace with a better word choice. 

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 I 
clicked on used one of these fairly uninspiring formulas: 

¶ <<job title>> 

¶ <<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 around with to find a Headline youôre proud to 
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 

¶ 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>> yearsô experience in the <<add industry>> industry 

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

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

Whichever formula you use, Iôd recommend drafting it in Microsoft Word first, then using the 
word count feature to check you are within the 120-character limit.  

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

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

 
Professional CV Writer providing interview-winning CVs for professionals 

at all levels, from graduate to executive  
 

Positioning You for a Big, Bold Career 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. I have also used a keyword-focused approach: 

CV Writer | Founder, Giraffe CVs | Careers Blogger | Podcaster Ỗ CV 

Confidence Coach |  Aim 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 LinkedIn members do use their Headline to state exactly this. They use phrases like: 

¶ Looking for / open to / available for / seeking / considering new opportunities / roles 

¶ 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 

¶ Available for work / employment / permanent and contract opportunities 

Let me present some arguments for and against this approach.  

In support of this tactic: 

¶ If you donôt tell your network and recruiters you are available, how will they know? 

¶ Some recruiters do search for active candidates who are óseekingô or óavailableô along with 
relevant keywords as a way to source available talent. 

On the other hand:  

¶ 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 I see it, the main problem with these phrases is that, in isolation, without any context, they 
just arenôt meaningful to your target reader. They convey nothing, other than the fact you donôt 
currently have a job. You may think that your About and Background sections give the required 
context but, remember, they donôt show up in search results and, unless your Headline hooks 
your target, these sections will never get seen.  

Going back to the stall analogy, itôs the equivalent of having óBuy here!ô, óBuy now!ô signs all 
over your produce. óAvailable today!ô, the placards might say. But what are they selling? 
Wouldnôt a more effective sales tactic be to focus on the quality of the offering? óMouth-
watering juicy peaches!ô óSweet cherries here!ô Rather than focusing on your employment 
status (Unemployed/Available), shouldnôt you use this space to sell your value proposition to 
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: 

PRINCE2 Project Manager Seeking New 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: 

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

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

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

¶ Career Target: XXXX | <<keywords>> 

Of course, you donôt have to advertise your availability in a Headline. You could opt to use 
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 supplement) to the óavailabilityô Headline is to add a line to your About 
section, indicating your readiness for new opportunities. For example, I could write: 

I would be interested to connect if you are a career changer in need of an 
interview-winning 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 LinkedIn even when you havenôt secured the next role as 
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. Itôs worth doing, as LinkedIn states on its blog that 
óLinkedIn members with current positions receive up to 5x more connection requestsô. 

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 

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

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

¶ Freelance 

¶ Self-Employed 

¶ Seeking New Opportunities 

Beware of filling both company name and title fields in with óseeking new opportunitiesô. If you 
forget to amend your Headline, LinkedIn would then autofill it with óseeking opportunities at 
seeking opportunitiesô ï not terribly inspiring. In fact, make sure not to present an auto-filled 
LinkedIn Headline, it isnôt best use of this premium space.  
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Iôd recommend keeping a tab on how long your placeholder job entry remains. Adjust your 
privacy settings to avoid LinkedIn congratulating you on your one-year work anniversary at 
óSeeking new opportunitiesô, for example. 

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, click on ñMeò in the menu bar, choose ñView Profileò and then click on 
the blue pencil in the right-hand corner. 

 

 

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

Still in the óEdit Introô section, next add a country/region and postcode that reflects your current 
location or planned target location, positioning you as a stronger match for a desired role.  

LinkedIn states that óIncluding the city where you are based makes you stand out up to 23x in 
searchesô. 

 

1.6 Industry 

Again in the óEdit Introô section, there is a drop-down list of industries from which you can 
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 óEdit Introô section, add your contact details, making it  easy for people visiting your 
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, although I wouldnôt personally recommend 
adding this to LinkedIn. 

 

2. About 

Once your name, Headline, and photo have done their job in enticing your target to view your 
profile, theyôll want to find out more about you and what you can offer them. The best place to 
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 reader clicks on ñSee Moreô. At the time of writing, 159 characters 
are visible on LinkedInôs desktop site and X on the mobile site. 

 

2.1 Tips for Writing Your About Section 

¶ 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.  

¶ Write in the first person, and adopt an informal tone, as if you are speaking directly to your 
target reader. Donôt be afraid to use óI, me, and myô, and contract words like óyou areô to 
óyouôreô, so that your About section has a natural, chatty vibe. Aim for friendly and 
personable, not wooden and cold. 
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¶ Your About section needs to flow naturally, logically leading the reader through who you 
are and what you can offer. 

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

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

¶ Avoid buzzwords, they make your About section like everyone elseôs, instead of fresh and 
unique. Google LinkedIn global or UK buzzwords and check none have crept in.  

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

¶ Check and double check spelling, grammar, and word flow. Use Microsoft Wordôs spell 
checker or Grammarly to identify writing mistakes, and read your words aloud to see if any 
jar. Itôs always a good idea to have someone else read it before you hit publish. 

¶ 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. 

¶ 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.  

I am................................................................................................................................... 

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 youôd like to tell them if you had the fortune of a face-to-face meeting, and what 
they need to know about you to take your relationship further. 

Perhaps youôre already doing for someone else what you would like to do for your target 
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, ensuring you donôt pigeon-hole yourself in your current role. Ideally, outline how 
you meet some, if not all, of the requirements of your next coveted challenge. 

What gets you out of bed in the morning? 

https://business.linkedin.com/talent-solutions/blog/linkedin-best-practices/2016/7-linkedin-profile-summaries-that-we-love-and-how-to-boost-your-own#shanay
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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? If youôve a few years of experience under your belt, you 
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 
child. For me, itôs organising stuff into patterns. I can remember playing with pegs, 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. I 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? 

Although you wouldnôt want to state this aloud, itôs worth identifying what stands you apart 
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 About section is the ñWho/What/Goalsò structure. Using this format, 
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 ð or your career. 

2.3 Adding Your About Section 

To create your About section, go to ñMeò in the main menu and click on ñView Profile.ò  

 

 

Once on your profile page, click on the blue ñAdd Profile Sectionò button and choose ñAboutò. 
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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 óAdd profile sectionô then óBackgroundô then óWork experienceô. 
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LinkedIn indicates that óMembers with current positions are discovered up to 16x more in 
recruiter searchesô.  

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

 

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. In general, leave the ñShare With Networkò button set to ñOffò unless you 
want to broadcast a new position to your LinkedIn connections. 
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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: https://www.linkedin.com/help/linkedin/answer/34327/supported-providers-
and-content-types-for-work-samples-on-your-profile 

 

3.2 Education 

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

Click the ñ+ò sign next to ñEducationò and a 
box will open to add details about your 
Education. You can move Education sections 
around if you need to, but as a starting point, 
add your current/most recent position first and 
work backwards.  

You do not need to include secondary/high 
school in your list of schools. 

 

 

 

 

 

 

 

 

 

 

https://www.linkedin.com/help/linkedin/answer/34327/supported-providers-and-content-types-for-work-samples-on-your-profile
https://www.linkedin.com/help/linkedin/answer/34327/supported-providers-and-content-types-for-work-samples-on-your-profile
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4. Skills 

 

One of the best things you can do to boost your 
visibility on LinkedIn is to identify and list ñSkillsò 
on your profile. Combined with LinkedInôs 
Endorsements feature (which allows people to 
ñvalidateò the Skills you have), Skills listings 
create keywords for searches within LinkedIn. If 
someone searches for particular Skills, and you 
have them listed on your profile, youôre more 
likely to be found. 

You can list up to 50 Skills on your profile. 
LinkedIn writes that ñmembers with more than 
five Skills are 27 times more likely to be 
discovered in searches by recruiters.ò  

 

 

 

 

4.1 Adding Skills 

Click on ñSkillsò under ñAdd new profile sectionò to add Skills. Then click on the ñ+ò sign. Click 
on the blue pencil to the right if this section to add a new skill.  
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You will add Skills one at a time.  

 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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; itôs a subtle way of putting you back on their radar 
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 
whatôs happening in your career and the direction you want to take next. The skills you listed 
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 their way to the top, but what if your most endorsed Skills arenôt the 
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.  

Itôs absolutely fine to ask your connections to endorse specific Skills. Simply let your 
connections know what Endorsements would help you pursue your career goals. Iôve seen 
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. 

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 want to prioritise. Itôs better for your Skills & 
Endorsements to reflect those youôre keen to highlight. It might feel counterproductive to 
delete skills, especially if they have a large number of Endorsements, but itôs absolutely fine 
for you to remove skills that no longer serve a purpose. If youôve changed career or youôre 
looking to take the next step on your current path, Iôd definitely recommend culling irrelevant 
Skills that wonôt move you forwards. 

Secure Endorsements from Across Your Network 

Itôs no good though just having Endorsements for every skill from your mum, best friend, and 
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 of course your mum is going to say youôre 
great! Worse still, it can look fake ï as though youôve asked someone to go through and 
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 ï e.g. event 
planning, event management ï 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 Endorsements. Click on the ñAdjust Endorsement 
Settingsò link on the bottom of the ñSkills & Endorsementsò pop-up. 

 

 

 

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 
accomplishments. Under ñAdd Profile Sections,ò review the available sections to add (some 
of them have a drop-down menu with additional choices). Click on the plus sign to add a 
new section. 

 

 

This will open up a Project box: 
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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 by clicking on the óAdd profile sectionô dropdown menu 
and selecting óAdditional informationô then óRequest a Recommendationô as shown here in 
this screenshot. 

 

Find out more about Recommendations in 
Chapter 5: How to Give ð and Get ð LinkedIn 
Recommendations. 
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7. Customising Your LinkedIn URL 

When youôre finished populating your profile, set up your customised LinkedIn URL. Your 
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 remember, so itôs worth customising the address. 
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. 

Itôs a very quick job, it doesnôt take long at all. Learn how to customise your URL here or follow 
instructions below. 

At the top right of the page, click on ñEdit Public Profile & URL.ò Click on that link and youôll be 
taken to a page to review your ñPublic Profile Settings.ò In the upper right-hand corner, you 
can ñEdit Your Custom URL.ò 

 

 

Click the blue pencil under the ñEdit Your Custom URL.ò  

All LinkedIn website addresses begin with 
http://www.linkedin.com/in/. You can use 
between 3-100 letters or numbers to build your 
custom URL. (You cannot use spaces, 
symbols, or special characters in your profile 
URL.)  

It may seem obvious, but make sure you 
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.  

https://www.linkedin.com/help/linkedin/answer/87?query=url&hcppcid=search
http://www.linkedin.com/in/
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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 óMoreô then óSave to pdfô: 
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Chapter 4: Making Connections 

 

1. Adding Contacts 

Now that youôve populated your profile, itôs time to add contacts. By making connections on 
LinkedIn with people you already know ð either in real life, from social media, or through 
email correspondence ð you can build your network, which will help you realise your job 
search objectives. 

You could use LinkedInôs search box to locate possible connections, or LinkedIn provides 
several ways to streamline this process. 

 

1.1 Importing Contacts 

If you would like to import your existing contacts, choose the ñMy Networkò menu from the 
navigation bar. 

 

 

 

LinkedIn will prompt you to import contacts. 

 

If you click on the ñMore Optionsò link at the bottom, you will see additional options to import 
your contacts. 
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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 
invitation, then youôll be connected. 

 

1.2 People You May Know 

LinkedIn will also suggest possible connections with a ñPeople You May Knowò box on the 
ñMy Networkò page that suggests connections based on your education, location, and other 
criteria.  
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On the ñMy Networkò page, you will also see pending invitations. These are potential 
connections who have reached out to request to connect with you. You can either Ignore or 
Accept these invitations. 

 

2. Levels of Connections 

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

 

LinkedIn employs a tier-based system for organising your relationships with other LinkedIn 
members. A personôs position in relation to your personal network dictates the actions youôll 
have to take to add them to your network. 

 

LinkedInôs hierarchy of connections is primarily structured in three levels. Your direct contacts 
are marked as ñ1st level,ò and the contacts of your first level contacts (the people they know) 
are designated as ñ2nd level. Third-degree connections are connected to your 2nd degree 
connections. If their full first and last names are displayed, you can send them an invitation by 
clicking ñConnect.ò If only the first letter of their last name is displayed, you will have to use an 
InMail. Those who are not 1st, 2nd, or 3rd degree connections are considered ñout of networkò 
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. Finding 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. 

 

 

 

Clicking on the magnifying glass will open a new page where you can search for ñPeople, 
Jobs, Content, Companies, Schools, and Groups.ò 
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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. 

 

 

 

By clicking on a company name, you can view all of their details.  
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The companyôs profile page will give you an overview of the company, including: 

Å Company profile and contact information 

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

Å How many of the companyôs employees are on LinkedIn 

Å If youôre already connected to employees at the company 

Å Jobs they have posted 

 

For example, this is the ñAboutò page for USA Cycling: 

 

 

 

Click on the ñSee all óxô employeesò link to view profiles of the companyôs employees on 
LinkedIn. This can help you identify who you know who works at the company youôre 
researching. 
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You can also use the ñFollow Companyò feature to track prospective employers. (Click on the 
ñFollowò button.) When you follow a company, youôll get notices of major changes and 
notifications when the company loses, gains, or promotes staff (which can be useful to see 
which companies have a lot of turnover). 
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5. Using InMails and Invites 

As you come across profiles on LinkedIn, youôll see several methods for adding the person to 
your network. Regardless if youôre directly on a profile page or reviewing a listing of profiles 
from a search, these are two options usually offered to initiate contact: 

Å Send InMail 

Å Add to your network (ñConnectò) 

 

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 
ñMessageò button. 

 

 

 

5.1 Using InMails To Connect 

On the other hand, InMails are a paid feature of LinkedIn that enable you to send emails 
directly to a personôs LinkedIn mailbox, regardless of whether or not theyôre in your network. 
Only paid LinkedIn accounts receive InMail credits. Depending on your paid account level, 
youôll receive a credit for a certain number of InMails.  

 

Although InMails require payment ð and youôre running a risk by contacting someone who 
doesnôt know you personally ð they can be an effective way to connect with someone who 
you donôt know directly. Using InMails to meet a fellow LinkedIn member shows youôre serious 
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 LinkedIn ñConnectò invite at any time. However, itôs advised to 
use discretion with this method. Recipients can respond by stating they donôt know you, 
preventing you from ever sending another invitation. If you receive too many ñI donôt know this 
personò responses, LinkedIn may restrict you from sending connection invitations altogether. 

 

Always click the ñAdd a Noteò button when inviting someone to connect.  

 

 

 

When you click ñAdd a Note,ò 
youôll have up to 300 characters 
to customise the connection 
request. (For example, ñI 
enjoyed meeting you at the 
workshop yesterday. Iôd like to 
connect with you on LinkedIn to 
keep in touch.ò) 

 

 

 

 

 

 

6. Making Connections Through LinkedIn 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://www.linkedin.com/groups 

 

 

 

Once you find a Group that you would like to join, click on the name of the Group. That will 
take you to the Groupôs page. Click on the ñRequest to Joinò button to be added to a Group. 

 

 

 

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.  

http://www.linkedin.com/groups
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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): 

 

 

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 

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

Å Join Groups based on keywords, categories, languages, or other Groups on your profile; 

Å Review Groups youôre currently a member of, if any; 

Å 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 τ and Get τ 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 about a personôs 
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.  

Donôt feel compelled to just ask people you report to. You might consider asking contacts 
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.  

Whilst itôs always a good idea to aim for a balance, obviously there is something to be said 
for being recommended by someone who is well-regarded in their organisation or industry. If 
the CEO wants to give you a recommendation, thatôs great. 

Something to bear in mind ï 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 individualôs profile and see if he or she has 
written any other Recommendations. Do the other Recommendations theyôve written show 
unique detail? See how many Recommendations theyôve given ð and see if each one says 
basically the same thing. If they arenôt very strong, you may want to consider providing the 
person with a rough draft of a Recommendation youôve written about yourself on their behalf.  

1.2 When Should and Shouldnôt You Ask for LinkedIn Recommendations? 

Strike while the ironôs hot and ask for Recommendations whilst working closely with a 
LinkedIn contact, or shortly after your project or association has ended. Itôs a good idea to 
seek Recommendations whilst the glow of the aftermath is still warm and smiles are still on 
the faces of those who have been involved. As to when you shouldnôt ask for a LinkedIn 
recommendation, I wouldnôt advise requesting Recommendations from contacts you have 
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only had peripheral dealings with, those who are relatively new contacts, or those you donôt 
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 Recommendations have a date attached to them, donôt try to solicit all of your 
Recommendations at once. Donôt write and send your Recommendations all at once either. 
Recommendations are date-stamped, so the reader will be able to see when they were 
added to your page. Itôs best if they are added gradually, over time. 

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 LinkedIn 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.  

 

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 donôt want to publish it, you donôt have to.  

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 page, click ñMe.ò Click on the ñView Profileò link on the 
drop-down menu.  
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This will take you to your profile page. If you already have Recommendations, you can scroll 
down to the ñRecommendationsò section on your profile. 

 

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

 

On your profile page, click on the blue ñAdd Profile Sectionò button and choose ñAdditional 
Information.ò From that drop-down menu, choose ñRequest a Recommendationò and click the 
ñ+ò button. 
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This will open a pop-up box, ñAsk for a recommendation.ò Click in the box under ñWho do you 
want to ask?ò and type in the name of the person you want to recommend. 

 

 

 



 62 

 

It will pop up a box: ñAsk [Name] to Recommend You.ò 

 

 

 

You will select how you know the person youôre asking for the Recommendation. These are 
the same criteria as when you were making a Recommendation. 

 

 



 63 

 

Options include: 

Next, youôll be asked to define your contactôs position at the time you worked together. (You 
will choose this from the drop-down menu). 

 

 

 

Review your selections and click the ñNextò button. 
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Finally, youôll actually request the Recommendation. 

 

Under ñAsk Jon to Recommend You,ò you will make your request. The standard text is, ñHi 
[Name], can you write me a Recommendation?ò Replace the existing text with a personalised 
message. Each request should be personalised to the individual you are asking for a 
Recommendation. 

 

 

 

When asking for a Recommendation, ask for one related to a specific project. For example: 
ñCould you provide me with a Recommendation based on our work together on [X Project]?ò 

 

Your sample request might look like this: 
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An even better idea is to ask for the Recommendation through more personal means ð 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 
given you a compliment ñin real life.ò If they praise you via email, for example, you could 
respond with a message that thanks them and says: ñAre you on LinkedIn? Would you mind 
if I 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.ò 

 

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 you. Itôs easy to spot one-to-one (reciprocal) Recommendations 
(usually they are dated a few days or weeks apart). 

 

If you donôt receive a response back from someone after requesting a Recommendation ð 
or, if you donôt feel comfortable following up, consider whether you should be asking for a 
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 ð 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): 

 

Iôm writing to request a Recommendation of our work together at (company name) that I can 
include on my LinkedIn profile. If youôd like, I can forward a draft Recommendation that you 
can use as a starting point. Of course, you are free to edit this or create your own.  

 

Thank you. 

 

(Your Name) 

 

When possible, give the person youôre asking for a Recommendation some context for your 
request: 

 

ñIôm writing to request a Recommendation on LinkedIn. As you know, Iôm looking to make a 
career change, and I believe a Recommendation from you based on our work together on [X 
Project] would be useful in highlighting my transferable skills.ò 

 

Youôll receive a notification when someone Recommends you. The notification will be included 
in your LinkedIn Messages. 

 

 

When you click on the link, it will take you 
to the Recommendation, where you can 
decide whether to show the 
Recommendation on your profile or not. 
If you do want to add it, click the blue 
ñAdd to Profileò button. 
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If you find an error in your Recommendation, or itôs not specific enough, you can click the ñAsk 
For Revisionò link and it will automatically generate a request for a change with an email to 
the individual who wrote the Recommendation. 
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Instead of asking them to change the whole thing, address specific issues in the 
Recommendation that you would like changed, e.g.: 

 

ñI like what youôve written, but I was wondering if you would correct the statement where you 
said I brought in $200,000 in revenue; my records from that time show that the figure was 
closer to $375,000.ò 

 

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 youôve received (click on ñReceivedò) as well 
as the Recommendations youôve made (click on ñGivenò). 

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 question you should ask is: ñWhat is the goal?ò 
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 look at your contactôs LinkedIn profile so that you can align your Recommendation with 
their LinkedIn Headline, About section, and/or Work Experience - especially the job description 
of the position when you worked together. Look at the existing Recommendations theyôve 
received too. 

Some points to consider when drafting a Recommendation: 

¶ What are they good at? 

¶ What did they do better than anyone else? 

¶ 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?) 

¶ What made them stand out? 

¶ Is there a specific result they delivered in this position? 

¶ What surprised you about the individual? 

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

¶ Communication Skills (verbal and written) 

¶ Integrity and Honesty 

¶ Teamwork Skills (works well with others) 

¶ Interpersonal Skills (relates well to others) 
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¶ Motivation/Initiative  

¶ Strong Work Ethic  

¶ Analytical Skills  

¶ Flexibility and Adaptability  

¶ Computer Skills 

¶ Organisational Skills 

You may choose to use what author and speaker Lisa B. Marshall calls ñThe Rule of Threes.ò 
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: 

¶ 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 to start your Recommendation. (ñIôve known Amy for 10 years, ever since I joined 
XYZ Company. She was my lead project manager when I was an analyst.ò) 

¶ Be specific about why you are recommending the individual (1 sentence). What 
qualities 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. 

¶ Tell a story (3-5 sentences). Back up your Recommendation with a specific example. 
Your Recommendation should demonstrate that you know the person well ð so tell a 
story that only you could tell. And provide ñsocial proofò in the story ð give scope and 
scale for the accomplishments. Donôt just say the individual youôre recommending led 
the team ð say he led a 5-person team, or a 22-person team. Supporting evidence ð 
numbers, percentages, and dollar figures ð lends detail and credibility to your story. 

¶ End with a ñcall to actionò (1 sentence). Finish with the statement ñI recommend 
(name)ò and the reason why you would recommend him or her.  

 

In the first sentence, you describe how you know the individual and give context about why 
you are qualified to recommend him or her. 

¶ (Name) and I have worked togetheré 

¶ Iôve known (name) for (how long)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: 

¶ Able to delegateé 

¶ Able to implementé 

¶ Able to plané 

¶ Able to trainé 
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¶ Consistent record of é 

¶ Effective in _________ 

¶ Held key role in ________________ 

¶ Highly organised and effectiveé 

¶ Proficient in managing multiple priorities and projectsé 

¶ Recognised and appreciated byé 

¶ Served as a liaison between _________  

¶ Strong project manager withé 

¶ Subject-matter expert in _____  

¶ Technically proficient in _________  

¶ Thrived in ané 

¶ Valued by clients and colleagues foré 

 

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 clientôs 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 ABC companyôs clients for her ability to understand their challenges 
completely and thoroughly, which gives her the ability to find the right solution for their problem 
quickly. 

 

For the storytelling section, you can choose a ñChallenge-Action-Resultò format to describe 
the project: 

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

¶ Action: What did the person youôre recommending do? What was their specific 
contribution? 

¶ Result: What was the outcome of the project ð and can you quantify it? 

 

Make sure the Recommendation you write is clearly about the person youôre recommending. 
That sounds like common sense, but many Recommendations are too vague or too general 



 71 

ð 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 

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

 

Keep your Recommendations under 200 words whenever possible. Some of the most 
effective LinkedIn 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. 

 

 

 

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

 

 

 

Click on the ñPeopleò link. You can also use the filters next to those buttons to limit your search 
even further. 

 



 72 

 

 

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. You can also check your grammar in Microsoft Word, and use the ñWord 
Countò feature to determine the length of your Recommendation. 

Now youôre ready to actually create the Recommendation in LinkedIn. 

 

2.2 How to Make a Recommendation 

Go to the personôs LinkedIn page that you want to recommend. (You must be connected to 
the person you wish to Recommend.) 
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This will take you to a separate page, ñWrite [Name] a Recommendation.ò 

 

 

 

You will be asked to define your relationship with the person youôre recommending.  
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Next, youôll be asked to define your contactôs position at the time you worked together. (You 
will choose this from the drop-down menu). 

 

 

 

You can double-check your selections. Then click the ñNextò button. 
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It will open a box where you can write the Recommendation.  

 

 

Write the Recommendation in Microsoft Word or a text editor and paste it in the box. 
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Double-check everything and then click the blue ñSendò button. 

 

The person you recommend will get an email notifying him or her that youôve made a 
Recommendation.  
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If you donôt receive a reply from the individual youôve recommended within a week, follow up 
and make sure they received it.  

 

Keep in mind that you can view any Recommendations youôve given. You can manage your 
Recommendations by clicking on the ñGivenò tab on the Recommendations section of your 
profile page. 

 

 

This will take you to a page where you can see 
the Recommendations youôve written.  

 

Previously, LinkedIn allowed you to revise and 
remove Recommendations. This feature seems 
to appear and disappear. If the function is 
available, it will be on this page. If you are able 
to remove a Recommendation, note that your 
connection will not be notified of this action. (But 
an observant connection may note that your 
Recommendation has disappeared!) 

 

 

3. Final Thoughts 

Donôt write ð or display ð bad Recommendations on your LinkedIn profile. Bad 
Recommendations are those that are: 

¶ Generic 

¶ From people who donôt have a clear understanding of you and/or your work 

¶ Written without context (how they know you, how they worked with you) 

¶ Old or outdated 

LinkedIn does allow you to go back and edit Recommendations youôve given after theyôve 
been posted, but remember: You never get a second chance to make a first impression. 
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Chapter 6: Using LinkedIn To Find Jobs 

 

One of the most obvious applications for using LinkedIn in your job search is using the ñJobsò 
button in the menu bar to identify opportunities.  

 

 

 

At the top of the Jobs page, youôll see a search box you can use to identify positions. You can 
also search by location. 

 

 

 

If you click on a job title, it will pull up positions with that specific job title and similar titles: 
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You can use the filters at the top to further refine the search. 

 

 

 

LinkedIn will also identify likely opportunities based on other searches youôve made. 

 






































































