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Module 5 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outdated.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. That’s because LinkedIn is 
powerful for job search. It’s the world’s 
largest business network with more 
than 400 million members so you can 
figure that just about everyone who is 
in business is on LinkedIn. 
 
LinkedIn lets you stand out as a top job 
seeker. It helps you build relationships 
with business leaders, classmates and 
colleagues; research companies; enlist 
help in your job search; apply for jobs; 
and interact with employers. But the 
thing is, most recent grads are bad at 
LinkedIn! They have non-existent or 
incomplete profiles, few connections, 
and little or no activity on the site.  
 
The result … a lack of LinkedIn presence 
could be a big reason why 44% of recent 
graduates under age 35 are under-
employed and 59% with master’s 
degrees are working in jobs that don’t 
require their degree. 
 

If you haven’t signed up for LinkedIn, 
sign up for a free account. When 
prompted, don’t let the system invite 
everyone on your email list yet. You can 
ask who you want to invite later. 
 

You aren’t getting hired 
because you aren’t being 
found! Maximize LinkedIn 

to defy the odds! 
 
Getting Started 
Your LinkedIn home page is 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 profile, jobs, etc. 
The square to the left of the search 
box lets you sort search results to just 
people, jobs, companies, etc. The little 
icons on the right lead to your 
messages, notifications, and 
invitations. Your picture leads to 
settings and help. 
 
Use the LinkedIn Profile Template 
starting on the next page to build 
your profile. Before making profile 
changes, switch this box to “No” on 
your profile. Turn it to “Yes” when you 
are ready to notify your network of 
your changes.  
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       LinkedIn Profile Snapshot  
Observe the overall structure of a profile page so you can make the most of LinkedIn. 

     You’ll learn how in the coming pages!

Top half | Bottom half 
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Add  
visuals 

Add a 
banner 

Get 
recommendations 

Add sections 
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your profile 

Get connected 

Add your 
photo 

Add  
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Maximize Education 

Join 
groups 

Follow 
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Maximize Experience 



LinkedIn Profile Template 
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 photo to the photo box.  

 Fill the entire picture frame. Image should be a 
maximum 4MB file saved as a PNG, JPEG or GIF 
(200x200 up to 500x500 pixels). PNG looks best.  

 Crop your image to your face and shoulders. 

 Consider using a professional photographer. 

 Dress professionally.  

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

 Work the 120 characters that are 
      available to tell your story.  

 Put the job title that you want 
most first and then the job title  
you want second most, etc.  

 Use standard job titles. 

 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” if you are in an open job search. 

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 “Edit Background” 
and upload an image from 
your computer. 
 
Detailed instructions:   
http://goo.gl/Nd0xc1 

   



If you’re still in school, put 
when you are graduating and 
what title 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 
00000 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 in the city. 

 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. 

 
Change your LinkedIn public profile URL (your 
LinkedIn profile address). You can find it under your 
photo on your LinkedIn profile page.  

 Click the gear icon to customize your address.  

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

 If you have a common name, 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 page, click all boxes 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, employers can view 
your whole profile on search engines – something they 
can’t do on LinkedIn if they are not connected to you. 

 
Click the “View More” link in the “Add a  
Section to Your Profile” part of your profile  
and then add all the sections that you can  
even if you repeat information between  
sections. These sections can help you  
stand out even if you have little experience.  
 
Sections include: 
 Summary 
 Languages 
 Volunteering Experience 
 Volunteering Opportunities 
 Honors & Awards 
 Test Scores 
 Patents 
 Causes you career about 
 Support organizations 
 Projects 
 Certifications 
 Advice for Contacting [you] 
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The most important  
section to add is the  
summary section  
because words and  
phrases you use in  
your summary can  
help you show up  
very high in search  
results for jobs posted  
on LinkedIn and to  
recruiters looking for  
someone like you.  
 
Think of your summary  
as your advertisement  
to the world about who  
you are and what you  
do. Include a welcome  
to my profile line, job  
titles and accomplishments. 
 
PACK your summary  
with keywords related  
to the jobs that you  
want (that you can  
honestly perform).  So  
for marketing, keywords  
might include branding, 
marketing strategy and  
social media marketing.  
 

 Find keywords by studying job descriptions.  

 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. 

Pack your 
Summary section 
with keywords … 
it makes a HUGE 

difference! 
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Add free visuals into your Summary, 
Experience and Education sections.  
To add them, click “Add Media” and then  
upload your documents from your  
computer or post your samples on one of  
LinkedIn’s supporting partners and grab  
the link that the site generates. Two  
great partner sites are Slideshare.net,  
which lets you post a video or presentation  
on your LinkedIn 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 LinkedIn profile. Visitors can click through to 
view the rest of your portfolio. 
 
 
 
 
 
In the Experience section, don’t just  
include job titles! List job duties,  
too! Your duties will likely be  
packed with keywords that can  
help you show up higher in search  
results for the jobs you want. 
 
You have 2,000 characters to talk about 
each job so make 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 for each line),  
or type a bulleted list in Microsoft  
Word and paste the list into  
your Experience profile box.  
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When you type a company name into the Experience 
section, a list of possible companies with logos will 
appear. If you recognize your company in the list, select 
your company name/logo from the list and then click 
save. This will ensure that the company logo will show on 
your profile. This is important to do because people are 
as impressed with where you worked as what you did. 
People can then click the logo or link 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 and then display your 
schooling strategically in the  
education section. Don’t just list  
your degree; include your  
activities, honors, organizations,  
volunteer efforts, and relevant 
courses … even if you listed such 
information in other sections. 
Work it! Repetition helps you  
show up higher in search results.   
 
To look more 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 hyphens. 

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

 Switch “Notify your network?” to “No” before making edits so that you don’t accidentally 
tell your network about your profile edits. 

 Study what people in the same field are saying on their profiles to improve yours. 
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Maximize your LinkedIn  
Skills & Expertise  
section 
 
Having a strong Skills section can help  
you score high in search results for 
the jobs you want. List up to 50 skills 
and include the same skills in your 
Summary section keyword list. 
 
 
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! 

 
 
 
 

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! 
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Profile Review 

Study elements of this profile as a review.  
What should change? What’s missing? 

 

 
 
 

See answers on the next page! 
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Did you spot all of the items that should change?  

 
Here’s what you might have missed. Make sure to learn from what’s wrong in this example 
so that you can do it right on your LinkedIn profile.  
 

 
 

 

Work every area of your LinkedIn profile  
and remember that repetition and activity  

help you show up high in search results,  
so keep up with your LinkedIn profile to  

attract employers to you. 
 

 
 
 

Too few connections 



LinkedIn Profile Headline and Job Title Guidance 
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   Why building your profile matters 

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

 They click the “Advanced” 
link at the top of any page 
to the right of the search 
box. 

 They may put keywords 
into the Keywords box, like 
IT or healthcare. 

 They put the job title they 
seek into the Title box 
(which is why having the 
right titles in your headline 
and job titles is so 
important). 

 Under the Title box, they 
may change the default 
“Current or Past” to 
“Current”, 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 also change the 
Location button to “Located 
in or near” a certain zip 
code to search for a 
candidate locally. 

 
 

Try it for yourself!  
Click “Advanced” and then type the title you seek 
in the title box, then change the location drop 
down to “Located in or near” your zip code and 
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.  

Recruiters may set this 
box to “Current”, so if 
you don’t have a current 
position listed on your 
profile that relates to 
the job title you seek, 
you won’t show up in 
their search results. 
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    Show up high in search results  
 

Aim to be on page 1, position 1 in a 
recruiter’s search results, but realize you 
may have stiff competition if many people 
have the same job title in your area. Also 
realize search results vary by the person 
searching. His or her 1st degree 
connections show up first in results, then 
their 2nd degree connections, then 3rd 
degree connections and then people in the 
same LinkedIn topical group.  
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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 a lot of skills endorsements 

 Consider opting for a premium job seeker account 



   Growing your network 

To grow your network, invite 
your email contacts by allowing 
LinkedIn to search your email 
contact list. You can do that by 
clicking “My Network”, “Add 
Connections” and then either 
adding your email address into 
the box or clicking your email 
service from the options listed.   
 
 
De-select the Select 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 your classmates to 
connect. Go under Interests > 
Education, then click “See your 
university”. Search all alums, or 
limit results to when you 
attended. You can sort by where 
the alums live or work, or what 
they do, so find alums working in 
your target field or companies. 
When you send the invitation, 
customize it! Say something like:  
 
“I see you’re also a KU alum class 
of 1994 – Go Jayhawks! Let’s 
connect.” 
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   Inviting people to  
  connect  

Grow your network by inviting 
mutual friends of your 
connections to connect. To find 
them, visit your friend’s profile, 
then click the blue number link. 
 
When the connection list pops up, 
don’t click “Connect” next to their 
name in the list or you can’t 
customize the invitation message. 
Instead, go to the person’s profile. 
Then click the connect button on 
the person’s profile. This lets you 
customize the message. 
 
Delete the default message, “I'd 
like to add you to my professional 
network on LinkedIn” and replace it 
with a maximum 300 character 
customized message to build the 
relationship and explain why you 
want to connect.  
 
That could be something like: 
  
“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 number and email address,” 
but 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 invitation 
message to dramatically 

improve the chances that 
the person will accept your 

connection request. 

To include an email address in your invitation, 
add spaces before and after the dot.  

17 



    
You’ll need to choose how you 
know the person. The choice 
you make can affect your ability 
to send the invitation because 
some options may require that 
you know the person’s email 
address.  
 
Typically the colleague and 
classmate choices work well 
because it’s based on where 
you worked or went to school, 
not where the person did.  
 
The “we’ve done business 
together” option works because 
it’s based on your companies. 
The Friend, Other, and I don’t 
know the person options may 
require that you know their 
email address. Choose the 
option that works best for you. 
 
Respond to people who invite 
you to connect to build the 
relationship. Don’t just click the 
“Accept” button. Hover over the 
blue quote icon to read the 
person’s invitation message and 
then click the return arrow to 
respond. Say something like: 
 
“Thanks for the invitation to 
connect. I’m currently seeking a 
blank position in city name. If 
you hear of opportunities, 
please let me know.”  

Use every invitation to connect 
and every acceptance to build 

your relationships and let people 
know about your job search. 
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   Job seeking on LinkedIn 

LinkedIn is a great place to apply 
because recruiters can check out 
your profile to learn more about 
you. They can also see who you 
know that they know which could 
help give a positive impression 
about you.  
 
To get started, click “Jobs”. There 
are two ways to apply on LinkedIn. 
The first way is to “Apply on 
company web site”. This button 
takes you to the company site 
where you can apply.  
 
The second way is to “Apply now” 
(or “In Apply”). Click the button 
and a mini version of your profile 
pops up. Then upload your 
resume and cover letter as one 
document when prompted.  
 
When you upload your resume 
and cover letter, put your cover 
letter at the end rather than at the 
beginning because the system is 
looking for and scoring your 
resume first.  
 
Make sure that your profile is 
strong before applying because 
that also gets scored. Note that 
you can usually see who posted 
the job, how many people have 
applied and similar job postings on 
LinkedIn before applying. 
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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. 
 
Share an update on your home page 
to alert your network about jobs that 
you seek and to post articles, ask 
questions, share a famous quote, or 
give advice. It is a great way to stand 
out as a thought leader or to get 
needed help in your job search. 
 
Join up to 50 groups, particularly 
ones with employers to see their 
profiles and so they can see yours. 
Invite group members to connect or 
send them a message.  
 
Follow your target companies! To do 
so, click the Companies’ option to the 
left of the search box, then type a 
company name into the search box. 
To choose many companies in a 
preferred city, type the city name 
into the search box. Smart 
companies check their followers list 
and may contact you if you sound 
right for their open positions. 

 
 
 

Join groups relating to your college, interests, jobs, and 
more. Select Groups from the drop-down box to the left 
of the Search box and type a topic into the search box. 
 

Now what?  
Craft your LinkedIn presence following this 
guidance for a 40 times greater chance of 
landing a well-paying job! Need more help? 
Email Susan@WiserU.com to discuss options. 
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