
Quick Guide to Maximizing LinkedIn 

Complete Your Profile 

 Professional profile photo (head and shoulders, “dressed for the job you want,” looking open) 

 Add a fun, but professional, background photo (e.g. your city, minimalist pattern, related to job) 

 Give yourself a clear, accurate headline (e.g., “Marketing Coordinator”) 
o Accurate means using words that would bring you up in a search for the types of jobs

you’d want + your location + not out there (e.g., “ninja,” “wizard,” “guru”)

 Fill out your summary! And make it interesting. It should be conversational, first person, 2-4 
short paragraphs on: 

o Your why (thesis)
o Your current situation, background, accomplishments, and skills
o What you’re looking for
o When to connect

 Add your relevant work history, with an explanation of what you did – you can repeat 
your resume, but you can also make it much more meaningful. No industry buzzwords! 

 Add skills – recruiters often search by skills, especially specific software or technical skills 

 You can also add volunteering experiences, languages, certifications 

 Bonus: customize your LinkedIn URL 
o On the Edit Profile screen, on the window that shows your basic information, you’ll see

a Public Profile URL. Click “Edit” next to the URL, and customize it.

Swipe Right + Connect 

 Connect with people – start with friends, coworkers, and other people in your network. LinkedIn 
will start recommending people to you. You can also start adding people you meet through 
networking events.  

o Try to add a note when you’re connecting telling the person why you want to connect
with them, unless it’s ridiculously obvious!

o You don’t need LinkedIn Premium to do this

 If you’re comfortable with it, give and ask for endorsements and recommendations (NB: giving 
will result in getting) 

 Follow relevant companies, groups, and influencers: companies you’d like to work for, alumni 
network, interesting groups 

Make it Official 

 Make sure people can connect with you! You can add your website, @ sign, email address, etc. 

 Get creative and add videos, slideshows, websites, etc. of your work 

 Like and comment on other people’s posts that are interesting 

 Think about posting or creating articles related to your field, ideally once a week 

 Look for open positions on the jobs board (and see if you can get in touch directly with the 
recruiter)  

 Aim for 100+ connections 

 Turn on the “Career Interests” function, if you want recruiters to know you’re open to being 
contacted  

 Although there typically aren’t notifications, you can @ people and companies in your posts if 
you want to get their attention  




