
Building & Maintaining 
a LinkedIn® Profile



About LinkedIn®
• World’s largest professional online networking platform

• Used by jobseekers to search for employment and find 
career opportunities 

• Used by employers to recruit talent and fill open 
positions

• Over 630 million professionals use LinkedIn® 

• More than 20 million job listings available

• Nearly 70% of LinkedIn® members found a job through 
mutual connection



Benefits of a LinkedIn® Profile
• Put your LinkedIn® profile URL in the header of your resume

• Connect with fellow job seekers at job fairs & other networking events

• Strengthen existing professional relationships

• Reconnect with former co-workers & colleagues

• Expand your job search

• Create a space to house your digital resume

• Follow companies for job updates

• Follow organizations within a specific industry

• Stay up-to-date with industry trends & terminology



LinkedIn® Terminology 
• Invitation: The beginning of every 

relationship on LinkedIn® when you invite 
someone to become one of your connections

• Connection: A person on LinkedIn® who is in 
your professional network, and typically 
someone who knows you

• Network: Entirety of your connections on 
your LinkedIn® account which is important to 
grow and maintain, and to keep them in mind 
as you navigate the website



Creating & Editing Your Profile
• Create & edit your profile to highlight the values you hold as a well-

rounded, employable person

• Each section of your profile should emphasize your best qualities as a job 
candidate

• Sections include:
Name Education

Profile Picture Volunteer Experience

Banner Photo Skills & Endorsements

Professional Headline Recommendations

About/Bio Interests

Experience Other Important Tools



Name, Profile Picture, Banner Photo
• Name:
o Full name, no nicknames

• Profile Picture
o Use a professional headshot if possible. 
o Headshot should take up a majority of the      

frame
o Professional attire (formal or business 

casual)

• Banner Photo
o Related to your “professional brand”

o Pexels.com



Professional Headline
• Concise statement about who you are as a professional

• Define your background, industry, and what you have to offer

• Avoid industry nicknames (i.e. IT Whiz)



About

• Professional Summary/Bio

• Expand on your professional 
headline, opportunity to develop 
your personal brand

• Use industry specific keywords

• Keep it short and simple
• 2-3 paragraphs



Experience 
• Overview & timeline of your 

professional experiences

• Functions similar to your 
resume

• Include the full range of your 
work experiences

• Write about results, not just 
tasks



Education & Volunteer Experience 

• List your highest education level 

• Include certifications & licenses

• Gain some transferable skills by 
volunteering
o Highlight leadership opportunities in your 

community



Skills & Endorsements
• Aim to have at least 5 skills related to your profession or the career you wish to enter
o Include soft skills

• LinkedIn® connections can endorse your skills, boosting your profile

• In turn, endorse your LinkedIn® connections on their skills



Recommendations 
• Written statements from your connections applauding your skills & work ethic

• Gives users a further sense of your value through testimonials

• Write recommendations for your connections to increase the likelihood of 
getting one yourself



Interests
• Helpful tool to populate your homepage feed

• Use the follow feature to stay up-to-date on companies, organizations, and 
groups in your field



Growing Your Online Network
• Interact and connect as often as possible

• Interact with users you may want to connect 
with in the future as your career goals progress

• Possible connections broken down into degrees:

• 1st degree: People you are directly connected 
with

• 2nd degree: people who are connected to 
your 1st degree connections

• 3rd degree: people who are connected to your 
2nd degree connections.

• And so on and so forth…



Personalize & Respond Promptly

• Once connected, be sure to send a 
welcome message​
o Thank them for accepting your 

invitation​
o DO NOT ask for anything in this 

message​
o Interact with your connections to 

gain leads

• Write a personalized connection 
invitation​
o Why are you sending the 

connection?​
o How did you come across their 

profile?​
o What do you eventually hope to 

receive from the connection?



LinkedIn® Etiquette
What To Do What Not To Do

• Do post positive and appropriate 
content, update profile when 
necessary i.e. promotions, 
accomplishments

• Don’t post any inappropriate or 
irrelevant content, do not 
continuously update your profile

• Do go on LinkedIn® everyday (for 
at least 5-10 minutes)

• Don’t get sucked into 
unnecessary public arguments 
i.e. politics, religion

• Do personalize every 
message and comment you send

• Don’t accept every connection 
that comes your way



Final Helpful Tips
• Download the LinkedIn® app on a mobile device 

• The best times to post content to gather the most views are 
Tuesday-Thursday between 8 AM – 9 AM and between 4 PM – 
6 PM

• After you apply for a job on LinkedIn® look at the company’s 
profile
o They will receive a notification that you viewed their page and 

your name will already be on their radar

• Edit your profile URL to look professional 
o www.linkedin.com/in/YOURNAME

• Remake your profile in another language

http://www.linkedin.com/in/YOURNAME


Thank You!
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