1. YOUR PICTURE

LINKEDIN BASICS

The picture should be of your face. Not your dog. Or a
waterfall. Choose a simple headshot where you are
looking in the right direction. Professional pictures
are worth their weight in gold. It doesn’t have to be
boring or artificial, nor do you have to wear business
attire if that’s not your style. But you need to look
pleasant and professional. People remember faces
and not names!
2. YOUR HEADLINE

DHL Supply Chain – Excellence. Simply delivered.

You have 120 characters at the top of your profile to
describe to the world what you do. Many people just
put their official job title. Which is one way to go… or
you can really use the site to your advantage. Choose
descriptive compelling keywords that a) make you as
marketable as possible, and b) help you get found by
the right people. Remember, LinkedIn is a search
engine.
3. YOUR SUMMARY
LinkedIn’s Summary section is the best part of its
2012 revamp. You can include high-resolution
photos, an infographic of your experience, or a video
of a talk you gave. It is well worth it to put in the effort
to write a unique and captivating summary section.
This could be the first paragraph from your CV if you
want it to be, or it could read more like your
biography. Another way to use it is to put three or
four of your biggest achievements to really sell
yourself.
Or you could get quite creative and pair an interesting
story with a section called “what you won’t find on
my resume.” How far you can go in terms of creativity
depends to some extent on your industry, as some
are more traditional than others.

In any event, at the end of this section, the reader must
have a strong idea of who you are and how you help
people. End with a Call to Action (CTA) — for example,
“Please reach out to discuss opportunities in X, Y, and Z.”
4. YOUR EXPERIENCE
This is the body of your profile — just like on a
traditional resume — where you really showcase
your experience, expertise, and skills. You add where
you have worked, for how long, and in what roles and
functions. Include your current position and at least
two other positions.
There are two basic ways to handle this section:
Adapt it from your resume; you can copy/paste the
relevant job descriptions and accomplishments for
each position.
If you are uncomfortable listing too much
information under specific employers, you can simply
add the name of employer, your position, dates, keep
the rest blank, and include in the Summary a more
general “skills-based” experience piece.
5. KEYWORDS AND SEO
Include keywords everywhere, especially in the
Summary and Experience sections, for search engine
optimization (SEO) purposes. When recruiters use
LinkedIn, they use certain industry-specific key
words. These are the terms that will help you show
up in their search results within LinkedIn.
Ways to figure out your keywords:
What words and phrases might people in your target
market use to search for someone with your
background, experience, and service offering? Go to
the Careers page of some potential employers you
are interested in, and pick common keywords around
that job or industry.

6. RECOMMENDATIONS
This is one area that we see easily fall through the cracks. Yet
it is one of the most valuable tools in building up your
credibility in the job marketplace.
You have to be proactive about asking for recommendations,
following up, and keeping on top of it. Recommendations can
be from anyone: bosses, colleagues, mentors and mentees,
happy clients, or anyone who has collaborated with you and
benefited from your skills or advice.
A well-crafted recommendation that is genuinely glowing
from a peer is better than a few generic sentences from a
high-level managing director.
Our best advice is to have a strategy. Ask each person to speak
to particular skills or highlight certain experiences with as
much detail as possible. Help out your recommenders by
giving them this detail. For example, if you want them to
highlight leadership skills, remind them of two or three
instances when you skilfully led a project. Finally, ensure that
the sum total of your recommendations covers all your skills
and experiences, and that the content in them backs up (or
least does not contradict) what you wrote about yourself.
Always thank your recommenders and offer to recommend
them too. In fact, go one step further and send along a draft of
a potential recommendation.
7. GROUPS AND ASSOCIATIONS
Groups are a way to build relationships and network with people
who are doing similar work or have similar interests as you. You
have about 1.3 million groups on LinkedIn to choose from.
Join as many relevant groups as you can and contribute to the
conversation. As a start, join the alumni groups for where you
went to school and any industry association groups pertinent
to your line of work. When you join the discussion, try to lend
your expertise to benefit the conversation and to show your
interest and your value.

8. ENSURE YOU HAVE A “FULLY COMPLETED PROFILE”
LinkedIn says your profile will appear 40 times more in search
results if it is “complete.” In other words, you will be open to
40 times more opportunities if you do this. So please do. Here
is LinkedIn’s definition of a 100% Complete Profile:
n

Your industry and location

n

An up-to-date current position (with a description)

n

Two past positions

n

Your education

n

Your skills (minimum of 3)

n

A profile photo

n

At least 50 connections

HELLO WORLD!
That’s it! Your profile is now ready. Use it to position yourself
as an expert in your field. Keep adding content and optimizing
for best results. Connect with people and start building a
powerful network of old colleagues and future collaborators
alike. In the next post we will show you how to use LinkedIn
both as a networking tool and a formidable job search engine.

