
 

 

 

 

 

 

 

LinkedIn is the world’s largest professional network with over 500 million users. Described as ‘networking 

in pyjamas’, as it allows you to find and connect with people without leaving the comfort of your couch, or 

even your bed. However, it won’t make that much difference to your life unless it’s complemented by the 

real deal – phone calls and face-to-face meetings. 

 

Why do you want to be on and use LinkedIn? 

Your LinkedIn profile is discoverable through searches on search engines, such as Google, and on LinkedIn 

itself.  According to OminicareAgency.com (2018) 90% of recruiters use LinkedIn regularly.   

 

When used well, LinkedIn is an additional tool to showcase your experience and promote your personal 

brand to help you get exposure to relevant contacts and opportunities. The deeper and wider your 

network is, the more valuable it will be to assist you throughout your career. 

 

LinkedIn also has a “Jobs” section similar to traditional online job sites for job search.  As with other sites 

such as Seek and Yudu, searches can be saved and pushed through as notifications, preferences can be 

defined to get more relevant results. 

 

If you are thinking of contracting yourself out in this day and age of the “gig” economy, LinkedIn can also 

be a useful sales tool to promote your services and products. 

 

Key parts of LinkedIn 

1. Your Profile 

2. Your Connections 

3. Job search 

4. Groups and following Companies 

5. Slide Share, Sharing Articles and Blogs 

6. Privacy and Settings 

 

1. Your Profile 

Your profile can be viewed and edited by clicking on your photo or name on the left hand side of the home 

screen. 
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2 

What goes into your LinkedIn Profile? 

It is important for your “Career Brand” to be consistent, therefore it needs to be aligned with the content 

of your CV and the information you are providing at interviews and in your networking meetings.  You also 

need to think about what it is you want in the future and include information and key words which target 

that goal as well.  Generally your LinkedIn profile can have more content and information than your CV but 

the first part of your profile page is where people will spend most time reading, so it needs to have the 

WOW factor to gain the attention you are seeking.   

 

Intro 

Your Intro features your name, location, professional headline, experience, industry, education, # of 

connections, and the first few lines of your summary section. 

 

Photo 

Your professional photo allows the people you’ve met and previously worked with to quickly identify you. 

Your photo should be a professional head and shoulders shot.  Unless you are advertising your services as a 

Guru in Life Balance or the like, then avoid pictures of yourself and/or your loved ones sunning it up on the 

beach. 

 

For more immediate visual impact, consider changing the default blue LinkedIn background but don’t make 

it too distracting.  If you have skills on design software such as photoshop, consider adding into the 

background your key areas of expertise or services you are offering. 

 

Professional headline 

By default your current position and company.  Consider editing this to a catchy sentence or some key 

words on your key areas of expertise and value add.  Look up profiles of others who do similar work and 

see what key words they are using in their headlines. 

 

Content & Social Media Manager | Social Media Marketing Analyst | Multi-Channel Campaign 

Management | Digital Specialist 
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Public Profile 

Click “Edit your public profile & URL”  (top right hand side bar of profile page) to 

customise your linkedin address (url) and control which parts your profile will be 

visible to search engine users . 

Tick and untick the sections of your linkedin profile that you wish to display or 

hide from the public.  Remember that your connections will be able to see all the 

sections when logged in to LinkedIn.  

 

You can also personalise your LinkedIn URL – giving you a custom web address for 

linking to and promoting your profile. If you are able, shorten this to reflect your 

name.  This can then be used as a link on your CV, on business cards and profiles, 

websites etc. 

 

About (previously Background Summary) 

This is your chance to provide an engaging description that highlights who you are 

and what you do— think of it as your personal elevator pitch! 

 

If unsure, start with copying and pasting the “Professional Profile” and “Skills” 

sections from your CV.  Consider changing this back to first person. Use “I” and 

“me”, and personalise your summary to what really drives you, and how you work 

best.  Also, explain how you’re using your skills now and how you may want to use 

them going forward. 

 

Experience 

Your experience (career history) should be consistent with the content of your CV. There are limits to the 

number of words or characters you can put in each section so you may like to summarise your key tasks 

into a paragraph or two.  Add in some achievements if you can as these are important, but be aware that 

competitors etc may be looking, as well as future employers so there could be some confidentiality issues if 

http://www.linkedin.com/profile?promoteProfile=&trk=msiteprofiles
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you supply numbers, turnover, percentages etc.  This is ok in your CV as you “choose” who you send that 

to, but your LinkedIn profile is usually much more public.  

 

By adding in roles which go further back in your career than what you have in your CV, it can help connect 

you with past bosses, colleagues and contacts from those times as LinkedIn will make the connection for 

you.  Keep these details brief.  Just name of company and position if you are going back further than 10 

years. 

 

Education/Qualifications 

Sorted in chronological order, your educational background is displayed along with associated activities 

and honors. Where and what you studied can provide a great insight into who you are and open up 

valuable connections to alumni, professors, and others with similar backgrounds.  

 

Only use the “Education” section to add your main qualifications/degrees.  By default your most recent one 

will be at the top of your profile, however you can move the most relevant or significant qualification to 

the top of the list if it is not your most recent by dragging and dropping which one you want to the top. 

 

There are a variety of other sections to add in courses, certifications, projects and awards if needed. 

Remember, relevant qualifications, certifications and degrees can also be used by recruiters as key search 

words. 

 

Skills & Endorsements 

This section is another great way to ensure your LinkedIn profile is populated with as many relevant key 

words as possible.  You may have a list of your major skills already listed in your background summary.  

Add these into this section as well with any others that could possibly be used in key word searches.  You 

can have up to 50 on the free version.  You may have “Relationship Management” as a key skill but what if 

the head hunter has used the term “Relationship Building” in their search?  If there is more than one way 

of describing a similar skill, cover all bases here.  Include technical jargon and words which are relevant too. 

Linked in will automatically categorise your skill Industry specific, Technical and Other skills.  You can select 

the top three you would like to show be default by clicking the “pin” or “unpin” button in the edit view. 

 

Have a look to see what skills others in your field have 

used which may be relevant for you to add in. 

 

People may “endorse” you for some of the skills you have.  

LinkedIn will prompt your contacts when you add new 

skills. Your contacts may even add a skill to this list for you.  

You can choose whether to accept this or not.  Sometimes 

the skills aren’t relevant, or are related to an old field you 

no longer wish to be recognised for. (You can turn these 

      features off if uncomfortable with the notion of being  

      “liked” for skills).   

 

Recommendations 

Recommendations are a powerful addition to your LinkedIn profile.  The writers of your recommendations 

can be past bosses, colleagues, direct reports, suppliers and/or customers.  Verbal references will be 
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checked too, but by having some recommendations on your LinkedIn profile (especially for more recent 

roles), you are making life a lot easier for those searching for you. 

You can request recommendations from your contacts so choose two or three you know well who can 

write about your work ethic, skills and achievements.  Try to get a cross section.  If you wish to have a 

specific area of your work showcased ask for a written recommendation about that specifically when 

requesting it.   

 

Eg:  “Hi Susan, would you mind writing a recommendation for me?  I am focusing on Project Co-ordination 

roles at present so would love it if you could talk specifically about the projects we have worked on together 

in the past and my contribution to those.  Kind regards Geraldine.” 

 

Adding Additional Sections 

There are a host of additional sections which can be added in if appropriate.  Check out the sections under 

the “Add new profile section” 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Your Connections 
 

This section is found under the “My Network” button on the tool bar. 

 

 

 

 

 

 

 

 

 

 

 

The more connections you have, the better the chance you have of linking up with someone you don’t 

currently know but who may be helpful now or in the future with your career aspirations.  It will be quite 

likely that the person or company you need to connect with can be directly accessed via one of your 

current connections or that they can introduce you to someone else who can. (2 degrees of separation!) 

Networking is essentially building relationships so make LinkedIn more than just a static address book.  It is 

important to talk with, share information and if possible, personally connect with as many of your 
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connections as you can.  Once people know you well, they will be more comfortable with introducing and 

recommending you to others in their network. 

 

To add connections, LinkedIn will prompt you with people you may know based on the information you 

have provided about the dates and organisations, schools and universities you have been a part of.  You 

can use this as a starting point if just beginning to build your connections in LinkedIn.   

 

You can also search by entering a name, or part of a name or organisation in the search box, and invite 

people to connect with you.  

 

LinkedIn recommends you only connect with people you know. You may be approached by someone you 

haven’t met before - think carefully before accepting the request.  As with all social media, at times 

LinkedIn can be used inappropriately by those seeking something other than a Professional relationship, so 

think carefully on how the relationship might be mutually beneficial before accepting a request from 

someone you don’t know. 

 

3. Your Job Search 

Whether you’re actively seeking a job, or just keeping tabs on where your industry is heading, LinkedIn 

Jobs is now a necessary tool to have in your kit to assist you.  Click on the “Jobs” tab on the toolbar. 

 

 

 

 

 

 

 

 

 

 

 

 

As with other job search sites, you can search for jobs advertised on LinkedIn by key word search.  You can 

save your search and be notified of new jobs posted, apply, and keep track of your applications.  Many 

companies are using LinkedIn exclusively now, but other roles may be posted on several sites so continue 

to keep an eye on the important job search sites as well as LinkedIn. 

 

You can edit the level of role, type of industry, company etc you wish to receive notifications for by clicking 

on “update preferences”.  Remember to keep your preferences reasonably broad if you don’t want to miss 

out on a potentially great role by limiting your options too much. 

 

You can also use an advanced filter when searching to tailor your search by: 

• Location  

• Experience level  

• Date posted  

• Title  

• Company  

• Job Function (ex: Writing / Editing)  

• Industry (ex: Entertainment)  
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To use the Advanced Filter complete a search using a key word. Eg: Finance Manager and location in the 

intitial search screen.  Once the results are returned you can filter further using the options available in the 

right hand menu.  Remember to save the search if it is one you are going to do regularly. 

 

 
 

 

Interview preparation. A new feature currently still available on the free version of LinkedIn where you can 

access information and short videos on answering common behavioural and general questions.  If brave 

enough, you can also use activate the camera on your device or laptop to record yourself answering 

questions so that you can give yourself some feedback.  To access this, go to the jobs tab on click on the 

“more” button 

 

 

 

 

 

 

 

4.  Joining Groups and Following Companies 

One way of raising your profile and being found is by increasing the level of engagement you have on 
LinkedIn.  One way to do this is to join industry/professional groups on LinkedIn relevant to your career 
aims and following and engaging with companies you are interested in on LinkedIn 

Groups 

By joining groups related to your industry, areas of interest and/or expertise you can easily engage with 

others and get yourself known.  The members of the group also extend your reach in terms of your 

network.  You will be able to reach these people directly now that you are connected via a group. 

 

Choose groups which are relevant to you.  They may be international depending on what you are seeking 

and your expertise, but often local groups will be more relevant.  For example rather than joining a 

Financial Professionals group which is based in the United States, you may wish to look for a NZ or 

Australasian one to join. 
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Choose groups which are active (recent comments etc) and have a higher number of members.  Engage 

and share insights where you can. 

 

To access the Groups section click on the “more” button on the tool bar and choose “groups”. 

 

 

 

Companies 

By following companies you are interested in, you will see articles and updates posted by the company and 

receive job notifications for them. In some cases the company will keep an eye out on who is following 

them as this means they have a pool of talent they can approach who is interested in them and shares 

their values. 

 

Where appropriate comment on articles that are posted. 

 

You can search for a company and then click the “follow” button.  To view a full list of all the companies 

you are following, scroll to the bottom of your Profile in Profile view to see all the people and companies 

you are following. 

 

5. Slide Share, Sharing Articles and Blogs 

Another way to raise your digital footprint is by sharing some of your knowledge, expertise or professional 
opinion on LinkedIn via Slide Share, writing an article or blog or sharing an interesting article or comment 
you have come across.  By sharing content you will be appearing in your connections’ feeds who may 
re’share your comment or article.  The more views you get, the more often your content will be re-shared 
across the platform.  The next step might be to share a longer form blog post you have written on 
particular subjects of interest that resonate with your network.  This can all be managed from the Home 
page in LinkedIn.  Alternative share some of your expertise via Slide Share.  According to Omnicore, 
LinkedIn Slide Share had 70 million active users in 2018. 

 

6. Privacy and Settings 

Clicking on your Photo (“Me” icon) on the LinkedIn Tool bar, choose Privacy & Settings from the drop down 

list. Here you can manage all the details of your account, how you want to be contacted etc. 

 

Account Tab 

Add, remove and update your email addresses, contact details etc.  It pays to include your personal email 

address which you can make your Primary email address for logging on and receiving notifications if you 

are currently in job search. 

 

https://www.omnicoreagency.com/linkedin-statistics/
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Privacy Tab 

Manage who can see your updates.  Turn “notify your network” off if completing a lot of work on your new 

profile.  Just before you make the final change. Eg: update your headline, then turn it back on so that you 

network will then just get one message about your new profile which may then prompt them to get in 

touch. 

 

You can also turn on/off whether you are viewing in private mode.  Remember to be open to being seen 

when you are in job search in particular. If someone knows you have been viewing them, once again it may 

prompt some type of contact. 

 

You can also block certain people or hide your profile from those whom you don’t wish to find you on 

LinkedIn. 

 

Communications Tab 

Under Member communications you can set how you want to be approached by other LinkedIn members. 

Choose Introductions and InMail if you’re open to receiving most kinds of relevant opportunities. 

You can also edit the frequency and type of messages you receive from LinkedIn.  For example you may not 

wish to receive a daily email update of relevant news articles which have been posted so you can turn that 

off and look through the news feed on your home page when you are logged in to LinkedIn.  

And Finally…. 

Do I need to upgrade to a Premium account? 

LinkedIn offers a one month free trial every 12 months which you can take advantage of while in active job 

search.  Consider the best time to do this. I.e. make sure your profile is up to date with all the relevant 

information and key words included first and you are ready to take approaches and apply for roles.  Be 

aware, they will take your credit card details and continue to charge the fee after the free month, so if you 

no longer want it make sure you cancel it before your free month is up. 

Here are some of the additional features on the Premium Career account. 

 


