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Introduction 
 
 
 
 
 
 
According to LinkedIn, an amazing 97% of recruiters use 
LinkedIn to either find candidates for their open 
positions or to check you out after you apply for their 
jobs … 97%! 
 
That’s why it’s essential that you have a strong LinkedIn 
presence so that recruiters and employers can find you 
and so that they can be impressed when they visit your 
profile.   
 
The very good news is that you can maximize your 
LinkedIn profile and build your LinkedIn presence in very 
specific ways to show up high in search results for the 
jobs that you want. That’s what you are going to learn 
how to do in this deep dive guide.  
 
Because here’s the thing – recruiters use paid premium 
and free recruiting tools on LinkedIn to search for 
candidates by job title and skills. If you do all the right 
things in all the right places throughout LinkedIn, you will 
show up high in their search results for the jobs you want. 
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Be found / Get hired! 



 Take Action Guide: 

LinkedIn Profile & Presence 
The exact steps to take to improve your job chances using LinkedIn 
 

Note: LinkedIn changes its site CONSTANTLY! For that reason, you may find that some of these instructions are  
outdated. But never fear it’s usually easy to figure out where LinkedIn moved instructions after it makes changes.  

 

 
 
 
 

According to LinkedIn, job seekers with a 
strong LinkedIn presence have a 40 times 
greater chance of landing a job than 
those with a bad or non-existent profile.  
 
And it’s easy to see why that’s true. 
LinkedIn is powerful for job search. It lets 
you stand out as a top job seeker; build 
relationships with business leaders, 
classmates and colleagues; research 
companies; enlist help; apply for jobs; 
and interact with employers.  
 
It’s the world’s largest business network 
with 500 million+ members. Yet only 13% 
of Millennials and 24% of people aged 
50+ are on it, most badly. 
  
But being bad at LinkedIn is a mistake! A 
lack of having a LinkedIn presence may 
be a big reason why 44% of recent 
graduates under age 35 are under-
employed – working in jobs that don’t 
require their degree. Seasoned workers 
face similar results when they don’t have 
a strong LinkedIn presence.  
 
So, if you haven’t signed up for LinkedIn, 
sign up for a free account now at 
linkedin.com. When you do sign up, 
don’t let the system invite everyone on 
your email list yet. You can ask who you 
want to invite later when your profile is 
better prepared. 
 
 
The result … 

You aren’t getting hired 
because you aren’t being 
found! Maximize LinkedIn 
to improve your chances! 

 
 
Understanding the LinkedIn layout 
By default, when you log onto LinkedIn, 
the site opens on your Home page, 
where you can post news and photos and 
read, like, share, or comment on other 
people’s posts. The menu across the top 
links you to your network, jobs, 
messaging, notifications, and more. 
 
Clicking the triangle next to your little 
circle picture leads to your profile, 
settings and help.  Clicking the little 
magnifying glass in the search box lets 
you sort search results to search for just 
people, jobs, companies, etc.  
 
Use the LinkedIn profile template 
starting on the next page to build your 
profile. Before making profile changes, 
click the triangle next to your little circle 
profile picture in the top bar, and then 
select “Settings & Privacy” and then 
“Privacy”. Where it says, “Sharing profile 
edits,” switch it to “No” so that you can 
make changes without notifying your 
network of every little change. 
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LinkedIn Profile Template: Upper Sections  
Completing your profile as thoroughly as possible will help you show up high in search for the 
jobs that you want. 
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Add 1584x396 banner image 
 
 

 
Add 400x400 pixel  
headshot photo 
 
Include certifications and 
advanced degrees after name 
 
Add job titles + certifications, 
industries, strengths in headline 
 
Most recent company + school 
Add target city 
 
 
Pack the summary with job titles 
and accomplishments. Add an 
alphabetized list of skills. 
 
 
Complete required profile 
sections to earn a blue star.  
 
 
Add a “current” position if job 
seeking. Use space to explain 
what you can do. Make the 
company name “Available” or 
“Seeking New Opportunity”.  
 
If you have a current job, link the 
company name to the company’s 
LinkedIn listing so that the logo 
shows on your profile. 
 
Use up to 100 characters in the 
job title box to feature your 
sought-after job titles.  
 
Add job duties into the 
description box weaving in skills 
listed in your Skills section + 
keywords in sought-after job 
descriptions. Maximize the 2,000 
character space! 
 
Add media, such as your resume 
or samples where indicated. 
  

 
 



LinkedIn Profile Template: Lower Sections  
 
After you have listed your current and past jobs, fill out the “Education” and “Skills” sections and as many 
“Accomplishment” sections as possible by pulling down the “Add new profile section” box on the right of your profile.   
 
 
 
Click “Add new profile section” 
to add your education, skills, 
and accomplishments, such as 
certifications and organizations. 
Maximize these sections to 
stand out!  
 
Once you have selected these 
sections, you can add to them 
directly from your profile (not 
through the Add new profile 
section box).  
 
When adding your education, 
put the most important degree 
first. 
 
Link your school to its official 
LinkedIn listing so that the logo 
will show on your profile.  
 
Add impressive courses and 
activities into each education 
listing’s description box. 
 
 
 
Add up to 50 skills in the Skills 
section. Put the 3 most 
important skills first. Click the 
pencil icon and “grab” the lines 
across from a skill to move it up 
or down. Study job descriptions 
to determine the best skills to 
list. Get many people to 
endorse you for your skills.  
 
Add all of the accomplishments 
that you can into the 
Accomplishment sections, 
including Volunteer Experience,  
Publications, Certifications, 
Courses, Projects, Honors and 
Awards, Patents, Test Scores, 
Languages, and Organizations.  
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LinkedIn Profile Template, section by section 

Take these steps on your profile to improve your chances of landing a career position. 

Play up your strengths.  

 If you have an advanced degree, like an MBA or 
sought-after certification like CPA, put it next to your 
name, separated by a comma. 

 
Add your headshot photo to the photo circle box.  

 Fill the entire picture frame. Your image should be a 
maximum 4MB file saved as a PNG, JPEG or GIF 
(300x300 up to 500x500 pixels). PNG looks best.  

 Crop your image to your face and shoulders and make 
sure it looks properly centered in the circle frame. 

 Consider using a professional photographer. 

 Dress professionally.  

 Use good lighting. Keep the background simple. 
 
Brand yourself for jobs that you want in your headline.  

 “Work” the 120 character job title box!  
Put the job title that you want most  
first and then the job title you want 
second most, etc.  

 Use standard job titles. Don’t use  
“Owner” or “Founder” lest recruiters assume those 
are the only types of job titles that you want. 

 Include industries that you specialize in and advanced 
degrees or certifications. 

 Don’t waste space for adjectives because no one 
searches for a “proven”. They search for job titles. 

 Add “Available” or “Seeking new opportunity” if you 
are in an open job search (unless playing hard to get).  

Finance Director | Controller | Financial Analyst 
| Cost Accountant – Manufacturing/Healthcare 
CPA / MBA – Available (117 characters) 

Maximize your 
headline to show up 
high in search for the 
jobs that you want! 
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Add an image banner to  
the top of your profile.  
Click “Update background  
photo” and upload an image  
from your computer that is 
sizes 1584 x 396 pixels wide.  
Keep the image simple and take into account that your 
headshot photo will cover the lower, central section.  
 
  

   



If you’re still in school, put 
when you are graduating and 
what title that you will have when  
you graduate in your headline.  
That way, you can start to score  
high for the job title before you  
even get out of school. 
 
 
Choose your preferred city even if it’s not where you 
live now because listing the city where you intend to 
live makes it easier for you to get interviews and job 
offers.  

 If you’re open to multiple cities, have the city line 
say just “United States” by using the zip code 
11111 in the Postal Code box. 

 If you live in a suburb of a major city, list the major 
city name, such as Greater New York City” NOT 
your smaller town so that recruiters will know to 
consider you for jobs across the metropolitan area. 

 Select an industry from the list of choices. The 
options are rather limited, so pick the industry that 
is closest to what you want to do. 

 
Shorten/improve your LinkedIn public profile URL 
(your LinkedIn profile address) by clicking “Edit your 
public profile” on the right side of your profile.    

 Click the pencil icon to customize your address.  

 If you have an unusual name, shorten the last part 
of your LinkedIn address to just your first and last 
name with no capital letters or spaces.  

 If you have a common name and your name is 
already taken by someone else, add characters like 
MBA, CPA or a number after your name. 

 Once you’ve saved your new address, add it to 
your contact information section of your resume 
and also on your business card so people can find 
you on LinkedIn through search engines. 
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While on your public profile edit page, scroll 
down to the “Customize Your Public Profile” 
section.  
 
Click all of the boxes possible under “Make my 
public profile visible to everyone” so employers 
can view your whole profile from search engines 
even if they are not in your network. 
 

 

By setting your profile to be public in this way, 
employers can view your whole profile on search 
engines, such as Google (something they can’t 
always do on LinkedIn if they are not in your 
network of 1st, 2nd, or 3rd degree connections). 
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ADVANCED LINKEDIN TIP:  

Download all of your LinkedIn 
connections’ names, job titles, company 
names, and email addresses by going to 
My Network, clicking “See all” on the left 
column and then clicking this link:  
“Managed synced and imported contacts”  
 
Click “Export contacts”. Select either “Fast 
file only” or “Fast file plus other data” and 
then “Request archive”. LinkedIn will then 
send you your files. Use the info to send 
your contacts emails about your job search! 



Pump up your LinkedIn Summary section  
 

Maximizing the Summary section of your LinkedIn profile is essential because keywords and 
phrases used in your Summary (as well as in your Skills section) can help you show up high in 
search results for jobs posted on LinkedIn and impress recruiters looking for someone like you.  
 
Make sure that the first 166 characters of your Summary include your preferred job titles, 
accomplishments, and contact information so that your profile visitors can be impressed 
before they click “See more” to see the rest of your Summary. PACK your Summary with the 
skills listed in your Skills section and also list the keywords and phrases included on sought-
after job descriptions (that you can honestly perform).  So for marketing jobs, your keywords 
and phrases will typically include branding, marketing strategy and social media marketing. 
 
Add the words STRENGTHS (Alphabetical) and then put your keywords in alphabetical order. 
This makes it easy for employers to find the skills they want and it makes you look strong in all 
of your keywords, not just the first ones you list. Having the right keywords in your Summary 
can help you be found. Nearly all jobs want these keywords/skills: Communications, Cross-
Functional Team Leadership, Leadership, Management, and Strategic Planning 
 

Think of your summary as your advertisement about who you are and what you do.  
 
Summary example:  
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Add free visuals into your Summary,  
Experience and Education sections.  
To add them, click “Add Media” and 
then upload a file from your computer 
or post your samples on a web site and 
grab the link that the site generates. 
Two good posting sites are 
Slideshare.net to post a video or 
presentation on your profile and 
Behance.net, which lets you create a 
free online portfolio and then generate 
a link so the first page of your portfolio 
shows on your profile. Visitors can click 
to view your presentation or portfolio. 
 
 
 
 
 
In the Experience section, don’t just  
include job titles! List job duties and 
quantifiable accomplishments, too!  
 
Your duties and accomplishments 
should be packed with keywords that 
can help you show up higher in search 
results for the jobs you want. After all, 
you have 2,000 characters to talk  
about each job so make the most 
strategic use of the space. For easiest 
readability, keep each duty to one line 
and use a bullet to start each line.  
 
To add a bullet, either copy a bullet 
from someone else’s profile (and  
then copy the bullet into your profile for 
each line), or type a bulleted list in 
Microsoft Word and paste the list into  
your Experience profile box.  
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Don’t just include your job titles in your job entries! 
Add your job duties and keywords (such as the skills 
used to do the job) into the description section!  

Visuals in your Summary, Experience and Education 
sections make your profile more visually interesting 
for your profile visitors.  



When you type a company name 
into the Experience section, a list 
of possible companies with logos 
will appear. Select your company 
name/logo from the list and then 
click save. This will ensure that 
the company logo will show on 
your profile. People can then click 
the logo to visit the company’s 
LinkedIn company page.   
 
Pump up your education section.  
Select your college’s name / logo 
from the drop-down list so the 
logo will show. Don’t just list your 
degree; include your activities, 
honors, organizations, college 
volunteer efforts, and relevant 
courses … even if you listed such 
information in other sections. 
Work your keywords and 
phrases! Repetition helps you  
show up higher in search results.   
 
To look more (or less) 
experienced, opt not to show the 
years that you attended college. 
Instead of choosing the years 
from the drop-down menu, 
simply keep the drop-down boxes 
on the “Year”. 

General LinkedIn Profile Tips 
 Update your profile at least once a month to appear active on the site. 

 Switch “Share profile updates?” to “No” before making edits so that you don’t accidentally 
get “Congrats on the new job” messages when you were only improving existing job entries. 

 Study what people in the same field are saying on their profiles to improve your profile. 
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Maximize  
your LinkedIn  
Skills section 
 
Having a strong Skills 
section can help you 
score high in search 
results when recruiters 
look for qualified 
candidates. List up to 50 
skills and include the 
same skills in your 
Summary section. 
Include skills that you 
see repeatedly in the job 
descriptions for sought-
after jobs. 
 
Ask your LinkedIn 
connections to endorse 
you for your skills and 
accept endorsements 
even from connections 
you don’t know well. 
Having lots of 
endorsements helps you 
score higher for jobs.  
 
Endorse others for their 
skills … doing so helps 
you show up higher in 
search results, too! 
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To endorse a connection, scroll to the Skills section and click a plus sign 
so that it turns into a checkmark. Best practice: Endorse 2-3 people per 
day for 5-10 skills. This will show that you are continually active.  

Promote the number of your skills endorsements by manually adding them up and putting 
the number in your Summary section like this: “500+ LinkedIn skills endorsements for sales 
excellence.” Doing so will get you more endorsements! 
 

Add up to 50 skills relating to the jobs that you want. Ask many 
people to endorse you for your skills so that you will score high for 
those positions. 



Profile Review – What’s wrong or left off in this profile? 
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Did you catch all of the following mistakes?  
Learn from what’s wrong in this example so that you can do it right on your LinkedIn profile.  
 

 

No banner 
 
No headshot photo 
 
No certifications or advanced degree after 
the person’s name 
 
 
No details about specialty or industry. 
Very few connections 
 
 
 
 
 
No details in job title about classes taught. 
 
No job duties or accomplishments listed.  
 
 
 
Company name not linked to its LinkedIn 
company page so no logo shows  
 
No details about specialty or industry 
No job description or accomplishments 
 
University name not linked to its LinkedIn 
university page so no logo is showing 
 
No details about courses, activities, awards 
 
 
Only two skills listed with no endorsements 
 
 
 
 
Only one accomplishment listed with no 
details about the certification 
 
 
Volunteer experience not linked to 
organization’s LinkedIn page so no logo is 
showing 
 
No details about the organization or the 
volunteer duties performed 
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LinkedIn Profile Headline and Job Title Guidance 
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Why maximizing your profile matters 

Having a strong profile can attract recruiters to you for the jobs that you want.  
 
How recruiters find you:  

 They click the search magnifying glass at the top of any page to do an advanced search. 

 They may put keywords (like Java), or the job title they seek into the search box (which 
is why having the right titles in your headline and job titles is so important). 

 They may search for people who have current positions, so if you don’t have a current 
job entry with the right job title, you won’t show up in current search results. 

 They may set the Location parameters to search for only local candidates. 
 

 

Try it for yourself!  
Click the magnifying glass in the search box to get to advanced search and then select 
“Top”. Type the job title you seek and then change the location drop down on the right 
side to your city to see how high you are showing up. Also check for related titles. Can you 
be found and if so, how high up? Keep tweaking until you show up high.  
 
NOTE: Where you show up in search results is network-dependent so the people who show up high will be people 
in your 1st, 2nd, or 3rd degree network, or people in groups in which you are both members. Typically your 1st 
degree connections show up first, then your 2nd degree, etc. Therefore everyone’s results are different, but 
regardless; still seek to show up high in your network’s search results by maximizing your LinkedIn profile and 
growing your network, particularly with professionals and recruiters in your industry or field.   
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Recruiters use the search box and filtering tools to find top candidates.  



Unemployed? Create a “current” position on LinkedIn 
 

Did you know that you score lower for jobs on LinkedIn if you don’t have a current 
position in your LinkedIn Experience section? You can find proof of that if you 
have LinkedIn Job Seeker Premium. Here’s what I mean and how to fix the problem. 
 
If you have a Job Seeker Premium account and look on LinkedIn for a job that has had at 
least 10 people apply, you can see competitive intelligence like this:  
 

 
 
Notice how the current role has fewer blue bars than is optimal. That’s because this job 
seeker has not listed a current position after she lost her last job. Had she listed a current 
role with a relevant job title and duties, she would likely have all five bars showing in the 
Current Role section and would have a higher score than just being in the top 50%.  
 
To score higher for jobs on LinkedIn while unemployed, create a “current” position. 
Here’s how: 
 Log into LinkedIn and go to Me > View profile 

 Scroll to your Experience section and click the plus sign ( + ) to add a new position 

 In the Title box, add your preferred job title(s), such as “IT Project Manager” (don’t use 
Founder, Owner, Consultant, or similar words because employers search for 
candidates by their sought-after job titles not by filler position titles) 

 In the Company box, write “Available” or “Seeking New Opportunities”, or use a name 
that may be interpreted as a real company name like “Healthcare Opportunities” if 
someone was looking quickly at your entry 

 In the Location box, add your current or target city 
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http://www.wiserutips.com/2018/01/unemployed-create-current-position-on.html
https://www.linkedin.com/premium/products
https://4.bp.blogspot.com/-cg76pIbwquI/Wl2me-xYrhI/AAAAAAAAF40/BARCdhajnywMfx6OFu3OoDbv6oYx_kgeQCLcBGAs/s1600/current%2Brole.JPG


 In the Date boxes, make the “From month" the month after you left your last job and 
instead of clicking the “To" boxes, click the “I currently work here” box. Uncheck the 
“Update my headline” box so the system won’t accidentally change your main 
headline at the top of your profile. 

 In the Description box, list all of the job duties that you are capable of doing that are 
listed for jobs that you want. (Study job descriptions to learn what these wanted 
duties are). The space allows you to include up to 2,000 characters including spaces. 

 Instead of stating that you are currently doing such duties, use phrase-starters like the 
following to show that you are capable of doing the work (even if you aren't doing 
them now).  

 
 Able to manage … 

 Adept at handling … 

 Proficient at overseeing … 

 Highly skilled at … 

 Extensive background includes … 

 Well known for ... 
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Here’s an example of how that might look: 
 

 
 
Note: To add bullets, copy a bullet from someone else's profile (On PC: Highlight the bullet, then type Control + C 
to copy it and then Control + V to paste it. On Mac: Highlight the bullet, then type Command + C to copy and then 
Command + V to paste it). Repeat copying the bullet for the start of each bulleted entry, or copy/paste a bulleted 
list of duties from Microsoft Word into the Description box. Most bullet types will transfer over from Word, but 
they may look smaller or different than intended). 
 

Turn the “Share profile changes” toggle switch off so that your network is not notified 
(otherwise your connections will be notified that you have been hired into this “new” 
position). 
 

 
 
Score higher for jobs on LinkedIn! Add a current position in the Experience section today!  

19 
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Aim to be on page 1, 

position 1 in search results, 
but realize you may have 
stiff competition if many 

people have the same job 
title in your area. Match 

the jobs and show up high! 
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Your LinkedIn network 
grows with each new 

connection, so (for 
example), 100 1st 

degree connections 
could lead to 100,000 

2nd degree connections 
(friends of your 

connections) and  
1 million 3rd degree 

connections (friends of 
your connections’ 

friends). Grow your 
network to be found! 

 

To show up HIGH in employers’ search results:  
 Have in-common connections with the employer 

 Join the same LinkedIn groups 

 Work your profile with strong job titles, headline, duties and more  

 Have many skills endorsements, particularly from industry leaders 

 Consider opting for a premium job seeker account 



   Growing your network 

Invite your email contacts by 
allowing LinkedIn to search 
your email contact list. Do so 
by clicking “My Network and 
then “More Options” and 
then either adding your 
email address into the box 
or clicking your email service 
from the options listed and 
then following the prompts.   
 
Click the “Deselect All” 
button and just select 
people who you know are 
already on LinkedIn or who 
you know well enough to ask 
to connect with you. 
 
LinkedIn has a powerful 
Education section where you 
can invite classmates to 
connect. Find it by clicking 
the search box magnifying 
glass and then selecting 
“Schools”. Type in a college 
name into the search box. 
Search all alums, or limit 
results to years when you 
attended. Sort by where the 
alums live or work, to find 
alums working in your target 
field or companies. When 
you invite alums to connect, 
customize the invitation by 
inviting them from their 
profile. Say something like:  
“I see you’re also a MU alum 
class of 1994 – Go Tigers! 
Let’s connect.” 
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Check out LinkedIn’s powerful Schools section! To find it, click 
the search box magnifying glass, choose Schools and type the 
college name into the search box.  



Inviting people  
to connect  

To invite someone to connect, use 
the search box to locate the 
person’s profile and then click 
“Connect”.  Once you are 
connected to the person, you can 
invite mutual friends of the person 
to connect by going to your 
friend’s profile and then clicking 
“[NUMBER] Mutual Connections”. 
 
When the connection list pops up, 
click “All” to see all of the person’s 
connections. Don’t invite the 
person from the list view or you 
won’t be able to customize the 
invitation message. Instead, go to 
the person’s profile. Then click the 
connect button on the person’s 
profile. Click “Add a note.” 
  
Craft a maximum 300 character 
customized message to build the 
relationship and explain why you 
want to connect.  
 
Example: “Hi Mark, Long time, no 
see. I earned my BS in Business 
Administration in May and now live 
in St. Louis. If you know of business 
administration openings, please let 
me know. Thanks, Paul Bender, 
[phone and email address].” (Note 
that LinkedIn won’t let you include 
an email address or web address in 
your invitation. To fix that, put a 
space before and after the dot 
before “com”). 

 

Customize your 
invitations to 
improve your 

chances of 
recipients 

accepting your 
connection 
requests. 

To include an email address in your invitation, add 
spaces before and after the dot [before “com”, 
otherwise the message can’t be sent.  
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… click “Connect” from the person’s profile to 
customize the invitation message. Click “Add a note”. 

Visit a mutual friend’s profile and then click  
“[XX] Mutual Connections” and then “All” to see all of 
their connections. Don’t invite people from the “All” 
list. Instead, visit the person’s profile and then … 



    

Use every invitation and every response message to connection 
requests to build business relationships and improve your job chances. 
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Responding to LinkedIn invitations 
 

Don’t just click “Accept” when 
people invite you to connect. 
Respond to them before you 
accept their invitation to build 
the relationship and further 
your job search. To do so, go 
to “My Network” and click 
“Manage all” before 
accepting. Observe if the 
person sent you a message 
along with his/her invitation 
and then click “Reply to” or 
“Message” to respond. 
 
For example, write: “Thanks 
for the invitation to connect. 
I’m currently seeking a [JOB 
TITLE] position in [CITY]. If you 
hear of opportunities, please 
let me know. Thanks, [YOUR 
NAME, PHONE NUMBER and 
EMAIL ADDRESS]”. 
 
Once the message is sent, 
accept the invitation. You can 
also use the message feature 
to ask someone why they 
want to connect before 
deciding whether to accept 
their invitations; however, I 
prefer to click to their profile, 
make sure that they aren’t a 
spammy person, and then 
accept their invitation.  

Click “Manage all” to be able to send a message to the 
person before accepting their invitation to connect.  

Click the three dots [ …] to change the default to “Send” to 
avoid sending messages prematurely.  Note that you can 
also attach documents and images to your message. 



   Job seeking on LinkedIn 

LinkedIn is a great place to apply for jobs because recruiters can check out your profile to 
learn more about you. To apply for jobs, click “Jobs” and select a target city (or leave the 
city box blank to search nationally). Take advantage of the two ways to apply on LinkedIn:  
 
1) “Apply on company web site” jobs, which take you to the company site where you can 
apply directly to the company.  
 
2) Easy Apply jobs, which lets you apply instantly with your LinkedIn profile (and 
optionally, by uploading your resume).   
 
When you upload your resume for Easy Apply jobs, put your cover letter at the end of your 
resume rather than at the beginning because the system scores your resume first.  
 
Make sure that your profile is strong before applying for jobs on LinkedIn because that 
also gets scored for each job. Note that you can sometimes see who posted the job, how 
many people have applied and similar job postings on LinkedIn Jobs age before applying. 
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Alerting recruiters to your availability  

Click the Jobs tab and then click “Update career interests” to notify recruiters of your 
availability for the types of jobs, industries, and companies that you want. Note that LinkedIn 
tries, but cannot guarantee that your current employer will not be notified that you are job-
seeking. Every 90 days, LinkedIn requires that you update your career interests to keep your 
information fresh, so you may want to save your information to a document for future use. 
 

Click the “Jobs” tab and then “Update career interests” to 
notify recruiters of your availability. 

Turn the toggle switch to “On” and then complete the form that opens to 
specify why you are a top candidate and the type of jobs that you want. 

25 



 
 
 
 

… click “Connect” from person’s profile to customize 
the invitation message. Click “Add a note”. 

Indicate which locations that you prefer and the types of jobs that you want 
(full-time, part-time, etc.) 

Choose all of the industries for which you have an interest and indicate what size 
company that you prefer. 
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Benefitting from a Job Seeker Premium Account 
LinkedIn provides powerful tools in Job Seeker Premium Account, if you know how to use them. 

 

 
 
 
 
 
 
 

 

  

 

 

Job Seeker Premium account holders get all of these features for $29.99/mo. with the first month free. For 
$10 more per month, you can send 15 InMail messages rather than 3 per month. While features like intelligence 
about other applicants, business training courses, featured applicant positioning, and learning who visited your 
profile are valuable, WiserU can train you on workarounds to use with a free account to get comparable results.  
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Final LinkedIn tips 

Get written recommendations 
from your connections! The best 
way to get them is to write 
recommendations about others 
and then ask them to return the 
favor.  Send them your resume 
or a list of things that you’d like 
them to say to make it easy for 
them to recommend you. 
 
Like, comment and share other 
people’s posts and write your 
own articles, or share an article, 
photo or update. Alert your 
network about jobs that you 
seek and ask questions, share a 
famous quote, or give advice. 
Doing so helps you appear active 
on the site, which helps you 
score higher for jobs. 
 
Join up to 50 topical groups, 
particularly ones with recruiter 
members to see their profiles 
and so they can see yours. Invite 
group members to connect or 
send them a message through 
the group (then it’s free).  
 
Follow target companies! Click 
the search box magnifying glass 
and then type a company’s 
name into the search box. Click 
“Follow”. To choose several 
companies in a preferred city, 
type something like “Hospitals, 
St. Louis” into the search box. 
Smart companies check their 
followers’ list for open positions. 

Join groups relating to your college, interests, jobs, and more to 
attract recruiters who troll groups. To find groups, click the search 
box magnifying glass and then select “Groups”. Type group subjects 
in the search box, such as “social media” or “Plano, TX” and choose 
groups from the results. Seek to join groups with large 
memberships, or that include influential people in your field.  
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Contact WiserU for Targeted Career Coaching 

 
Choose all 12 coaching sessions for $1000, 6 sessions for $550, or 5 sessions (or less) for $100 each 

Sessions can be modified for your needs. | wiseru.com/services | 847-606-5160 | info@wiseru.com  
 

 Session Focus Details 

 Before the first session  Homework: Complete Getting Started form 

 
 
 

1st Session 
Determining what you want 

 
Outcome: Know your career direction 

 In-Session: Discuss career status, aspirations and concerns and 
come to conclusions about general career direction 
 

 Homework: Complete Determining What You Want form and 
guidance 

 
 
 

2rd Session 
Determining preferred job 
titles and your career focus 
 
Outcome: Know specific job titles that 
you want 

 In-Session:  
o Research together job titles/compile duties and qualifications for 

preferred jobs  
o Gauge general interest and concerns 

 

 Homework: Review titles/duties/qualifications list and confirm most 
wanted jobs 

 3nd Session 
Determining your 
strengths/fixing your 
weaknesses for the job 
 
Outcome: Know your 
strengths/overcome your weaknesses 

 In-Session: Complete Strengths Assessment/Analysis 
 

 Homework: Complete the Strengths Promoter form and the Weak-
to-Strength Action Plan as it relates to your selected job titles 

 4h Session 
Strengthening your resume  

 
Outcome:  Improve your resume to 
score high for jobs 

 In-Session:  
o Discuss how to weave your strengths into your resume  
o Discuss overall resume strategies 

 

 Homework: Review WiserU resume video and take action guide. 
Revamp your resume using the guidance provided 

 
Option: Have WiserU craft your resume for you - $395. See page 2 for 

details.  

 5th Session 
Improving your cover letter 

 
Outcome:  Know how to improve your 
cover letter to increase your job 
chances  
 

 In-Session:  
o Review improved resume/discuss additional needed improvements  
o Discuss strengths and how to weave them into your cover letter  
o Discuss overall best cover letter strategies 

 

 Homework: Review the WiserU cover letter video and take action 
guide. Rework your cover letter to match jobs and show your 
strengths 

 
Option: Have WiserU craft your cover letter - $15. See page 2 for 

details. 
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 6th Session 
Maximizing your LinkedIn 
presence  
 
Outcome:  Know how to improve your 
LinkedIn presence to dramatically 
improve your job prospects 

 In-Session:  
o Review your improved cover letter/discuss additional needed 

improvements 
o Conduct LinkedIn training session 

 

 Homework: Review the WiserU LinkedIn profile video and take 
action guide. Revamp your LinkedIn profile to match jobs and show 
your strengths 
 
Option: Have WiserU revamp your profile - $495. See page 2 for 
details. 

 7th Session 
Applying online  
 
Outcome: Know how to apply online to 
increase your chances of getting an 
interview 

 In-Session:  
o Review your LinkedIn profile/discuss additional needed 

improvements 
o Strategically applying online training session 

 

 Homework: Apply for three jobs online using these tips  

 8th Session 
Enlisting recruiters in your job 
search 

 
Outcome: Know how to use recruiters 
to get an inside track on job 
opportunities  

 In-Session:  
o Discuss how to research and reach relevant recruiters 
o Set action plan to reach the right recruiters 

 

 Homework: Compile recruiter contact list and reach out to them to 
alert them of your sought-after job titles and availability 

 
Option: Have WiserU research and reach relevant recruiters on your 
behalf - $495. See page 2 for details. 

 9th Session 
Power networking 

 
Outcome: Know how to network your 
way into a job 

 In-Session: 
o Discuss various networking options and your individual challenges 

that keep you from networking successfully  
o Set action plan to attend and benefit from networking events 

 Homework:  Arrange/schedule/attend 3 networking events, using 
action plan 

 10th Session 
Interviewing and salary 
negotiation strategies 
 
Outcome: Know how to interview 
successfully 

 In-Session:  Discuss the interviewing process, negotiation strategies,  
interviewing best practices, and behavioral questions and answers 
to prepare for the practice interview 

  Homework: Read Interviewing and Negotiating Take Action Guides,  
provide interview and negotiating questions  and determine strong 
answers in preparation for interviewing practice (next session) 

 11th Session 
Interview/negotiation 
practice  
 
Outcome:  Gain confidence in your 
interviewing and negotiating abilities 

 In-Session: Participate in interview preparation session where 
WiserU gives you questions and provides valuable feedback on your 
answers 
 

 Homework: Conduct practice interviews with a friend 

 12th Session  
Excelling on the job 
 
Outcome: Be a model employee and 
get ahead 

 In-Session: Discussion about how to excel on the job, secure raises 
and get ahead in your career 
 

 Homework: Practice asking for a raise and promotion 
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Contact WiserU for Expert Career Services 

 

Let WiserU craft your application materials to dramatically improve your job prospects!  
wiseru.com/services | 847-606-5160 | info@wiseru.com 

 

 Service Option Cost 

 
 
 

2-page resume, optimized to score high for sought-after jobs  
Score high for the jobs that you want and sail through employers’ online applicant 
tracking systems, which are used by 94% of employers to assess candidates. 

$395 

 
 
 

LinkedIn profile, optimized to attract recruiters/employers to you 
Attract employers with a power-packed LinkedIn profile optimized to ensure that 
you will show up high in search results when companies search for someone like 
you. Plus, we join key groups (where they look for qualified candidates) and follow 
hundreds of relevant companies to let them know that you’re interested in them.  

$495 

 Resume & LinkedIn profile combination 
Combine and save! Get a fully optimized resume AND a fully optimized LinkedIn 
profile that work together to attract employers to you for the jobs that you want.  

$850/both 
 
 

 
 
 

Simple resume or LinkedIn profile review 
WiserU can review your resume or profile and list what you should change using 
our proven resume or profile checklist. You personally make all changes. 

$250 or both 
for $500 

 Recruiter Reach services 
Have WiserU research and reach the right recruiters for the jobs that you want or 
for the companies where you prefer to work. We will compile an Excel 
spreadsheet of contact information for these recruiters (for you to keep/use) and 
send each of them a targeted message about you, your abilities and your 
availability for their open jobs. Such an effort gets you on recruiters’ radar and 
greatly increases your chances of being considered for their job openings.  

$495 

 

Coaching sessions wanted (circle one):   
 12 sessions (paid at one time) = $1,000   
 6 sessions (paid at one time) = $550  
 1 to 5 session = $100 each x ____ (number of sessions) = $_____ 
 
Services wanted (circle all that apply):  
 Resume: $395      
 LinkedIn Profile: $495     
 Resume/LinkedIn Profile Combo: $850 
 Simple Resume or LinkedIn Profile Review: $250 or both for $500 
 Recruiter Reach: $495          TOTAL NOW DUE: $___________ 
 
To get started, submit this completed form to info@wiseru.com or mail it to 7620 Ravenhill Dr., St. Louis, MO 63123, or 
simply convey to your WiserU representative which options that you prefer. Payment is due at, or before, the time of 
coaching/services. Payment options: Cash; check (made payable to Kathy Bernard), or credit card (through a secure 
PayPal email request for payment. Let WiserU know if you prefer to pay by credit card – we will send you the PayPal 
email request for payment. Thank you. 
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