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LINKEDIN CHECKLIST

15 TIPS ON HOW TO BUILD A PROFESSIONAL LINKEDIN PROFILE

LinkedIn is indispensable in your job search. Finding a job requires that you are visible
to recruiters, companies, recruitment agencies AND your network. This checklist
contains 15 tips to help you build a fruitful LinkedIn profile which is going to improve
your visibility.

Before you start to adjust your LinkedIn profile, be sure you put the option “Sharing
profile edits” off. You don't want your network to receive a profile update from you every
9 minutes J .

How to work with this list.
The pictures below contain numbers, which correspond to the numbers underneath the
pictures.

& Veilig | https//www.linkedin.com/in/mariefleobels

m q —

Add profile section

‘ English

‘ Edit public profile & URL (

Your dream
job is closer

than you
Marielle Obels think
‘ As Career Architect | help you to redesign your career so you can Achieve your full Seejobs
potential | Trainer | Coach |
. Career Connection Eindhoven « Guide with Mapstell (ENG & Dutch language) . Linked in
Eindhoven Area, Netherlands « 500+ &

. . . See connections (500+)
| believe that everyone has something special to offer and that it is in our hands to let it flourish. As a
socially moved and inspired person, | like to empoy ople on the basis of the questions and opportu...

Contact and Personal Info
Show e ~

[ Your Profile

linkedin.com/in/mariellecbels

Website
Your Dashboard £ >
careerconnection.nl (Company Websit
Private to you
Q, Phone
14 _R7A 21 06 16 00 52 16 (Mobile, ® Mess

Figure 1. The profile page, the numbers correspond to the tips.
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1. Your Name - Use the name you use in daily life and at work. This is the name
people know you by. State your first and last name.

2. Your Headline - Your headline is one of the first things people see. You use it for
profiling. Use all the common job titles that are known for your area of expertise.
You have 120 characters.

For example
Management assistant | Personal Assistant | Office Manager |
Secretary to the board

If you want your network to know you are open for new opportunities; this is the
place to mention it. (Available for / Open for new opportunities in).

3. Professional profile picture - You can only make a first impression once. Use a
professional photo wearing job interview clothes, have a quiet background and
make direct eye contact.

4. Background picture — Choose a picture which supports your profession.

5. Experience — This is an important line. It shows your current work experience,
linked to experience you've entered below. Your current position is one of the
first things people notice and should contain a job title which is recognizable in
your line of industry. To see your other experience, people must click on “see
more”.

This line should:
1 Contain important keywords

9 Be easytoread lists (use bullets) — people should be able toread itin a
few seconds

NOTE:
If you are not working currently, be sure to mention a current position.
You can use: “Online Marketing expert available for ....."and “in between
@ Jjobs" as a company. Why should you do this? Recruiters look for current
positions.

If it fits your style — you can use emoji for your phone number or email
\ address. Add media files if you have them or a URL if have your own
@ website. A picture tells more than a thousand words.

Your current experience is seen before your summary, reason why this

0} is such an important line.
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6. Education — Please, link to the Educational institution if possible on LinkedIn and
add the specific field/direction of your studies. You can choose which education
shows up first. Do you want people to see your full educational studies of 10
years ago or a recently followed course in your area of expertise first? Place the
education that will put you at the job interview table, up front.

7. Residence area / Industry — Choose your residence area and industry. For
industry, look what your colleagues mention here. Or choose the industry you
want to work in.

8. Summary — The first 300 words are visible to the person who visits your profile.
Immediately, you want them to know what your expertise is and how they can
reach you. Putting your contact details in this section is a great thing to do. If
people click on “read more”, they will be able to read your full summary.

You can use my free e-book: “What'’s your added value?' to write a fruitful
summary. You can send me an email if you wish to receive this eBook.
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Figure 2. Here you can find the numbers for tips 9 - 12.

9. Contact details — mention your email address and phone number. You can also
add a URL or your last employer or your personal website. Be sure to
personalize your LinkedIn URL for a professional presentation.

www.careerconnection.nl . KvK 61092975 = contact®careerconnection.nl . (+31) 06 16005216


https://www.linkedin.com/help/linkedin/answer/87/customizing-your-public-profile-url?lang=en

CAREER & CONNECTION

achieve your full potential

10. You can use the dashboard to upgrade your visibility to recruiters if you don't
want your boss to know you are looking for new opportunities and don't want to
mention “Available” in your headline. In your dashboard, you can put the Career
Interest button “On". Please note this option isn't 100% proof.

11. LinkedIn advises you how to strengthen your profile. Following their instructions
is an easy way to strengthen your profile. | recommend an all-star profile if you
use LinkedIn in your job search.

12. If you scroll down — you will find the section “Skills & Endorsements”

You can place the 3 most important skills for your new job on top. And delete
skills that are not important in your job or future job. Loads of skills make your
profile harder to read. Recruiters search for skills!

Three more tips not shown in the pictures:

13. You can have profiles in multiple languages. Add an extra profile in a second
language if this adds value to your job finding. You can add a second profile just
above the contact section on the right.

14. Recommendations — recruiters read who recommends you and what for. Three
recommendations of former colleagues, customers or your current manager
are going to look great on your profile.

15. Have at least 50 connections — LinkedIn will get fruitful to you if you have at
least 50 connections. You can consider adding people who have the job you
desire or recruiters to your network.

Let me mention this as well:
The 8 most used meaningless words on LinkedIn are:

experienced
skilled / competent
passionate
innovative

expert

creative

leadership

= =2 2 8 5 8 5 2

motivated
| advise you to avoid using them.
The 5 most wanted soft skills recruiters are looking for are:

problem-solving ability
adaptability
organizational talent
good oral skills

time management

= =2 2 4 =2
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LinkedIn is changing rapidly, which means this checklist suddenly can be outdated. | do
my best to keep this checklist up-to-date.

If you feel you need more knowledge about LinkedIn to use it fruitfully in your job finding
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