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​Introduction

I want to thank you and congratulate you for downloading the book, “Building a Great LinkedIn Profile.”

This book contains proven steps and strategies on how to create and improve your LinkedIn profile by maximizing its features and tapping its potential. This book will give you important information on what to include and exclude in your profile.

It will show you the best way to present everything about your profession, from your past employments to your current career path, from your best skills to your educational attainments, from your headlines to your groups and finally to other experiences that make a profile page enticing and interesting to potential employers.

It also shows you the dos and don’ts in building your profile page and a sneak peek on the expectation of recruiters and headhunters and what they look for in a profile page.

If you are new with LinkedIn, then this book is for you. It will be a good start when you prepare for developing the very important profile page.

If you are a current user in LinkedIn, then this book is for you. It will update you with the latest features and improvements that LinkedIn implemented for your profile page.

If you are looking for advanced tips on what buzzwords to avoid, what SEO words to make you stand out and what endorsements to show and hide then this book is for you. It will share with you advice given by expert LinkedIn users and research finding based on LinkedIn surveys.

Finally, if you want to take control of your career and represent your credentials in the best possible way, then this book is for you. It will empower you with specific action plans that will create an All-Star profile page that stands out among the rest.

Thanks again for downloading this book, I hope you enjoy it!

​Step 1: Detailing Your Profile

In this chapter, you will learn how to:


•Add details in your position and career description

•Highlight your skills, competencies and other expertise

•Enrich your profile with education, connections and pictures



​Positions & Career

As a tool for professionals, your previous and current positions, along with your career path are the top billers in your LinkedIn Profile. These fields are your proofs that indicate your capability, credibility and experience. Listing them is not enough, organizing and detailing your profile is essential.

Start the list with your current or most recent positions.  If you are having troubles describing your work then use your Job Descriptions to your advantage. Your company will always have a Human Resource Department that can provide this document to you. Some parts of it may be confidential but as long as you use only the information that is allowed for public use and you can rephrase, then it will mean less work for you.

Most Job Descriptions will have a list of general and specific responsibilities, deliverables or output, positions that you report to or supervise on as well as experience and other qualifications needed for the position. Everything you need to detail your positions field will be in the Job Description.

Another advantage of using your Job Descriptions is that this is a human resource document and most the time the persons who use LinkedIn to search for professionals are recruiters, talent managers and other HR professionals. You will be using the same HR language with them making communication with them all the more easier.

Be as quantitative as you are qualitative with your descriptions. Do not just rely on words but also, if applicable, use numbers. Instead of improved sales, write increased sales to 25% within a 3 month period.

You may have several positions but ideally you should only have one career path. Most talent scouts will look at your positions not just by themselves but also how they are related to each other. Have you been focusing and developing expertise on a particular career like from a series of Finance positions or have you been exploring and trying out different paths, such as a degree in Accounting, then working in Information Technology and then venturing in the Culinary business.

Some careers are better off with having a wide range of experiences, such as those in the arts but other professionals gain more credibility in having a clear progression in one career.  Make sure you are able to explain short stints if you have them, being employed of less than 6 months repeatedly are considered a red flag for HR practitioners.

Stand Out:

Almost everybody will be using the positions field to just describe their positions. To stand out, add not only words from the Job Description document but also your professional accomplishments in that position. This is where you can show off not just your qualification in the position but also that you actually did a good job in it. Promotions, commendations, meeting targets, performance evaluations and other indicators of your success in that position must be added.

​Skills, Competencies & Expertise

Never make the mistake of overlooking or passing up on filling your skills in your profile page. Most positions will be titled the same but it is your skills that will differentiate you from others. You can list up to 50 different skills but this does not mean that you should maximize the number. Choose at least ten skills that you are strongest and most related to your positions or career. Every time you choose one skill, it will show related skills on the right side of the page. Be as confident and as honest as possible when you are choosing and publishing these skills. Never attempt to misrepresent yourself.

Another reason why you should not overlook the skills field is that they are these double as tags for recruiters, who use search engines to find professionals. Instead of Googling a marketing professional, headhunters are more likely to add other keywords to the search. For example, they will use marketing professional social media, creative writing and blogging all in one search. The search engine will bring your profile above others if you have these skills because your page satisfies that entire query instead of just the words marketing and professional.

Stand Out:

Check out the current trends in your career or profession. What are the most popular or sought after skills that are in demand right now? Often, it is these skills that will be used by recruiters and other professionals when they search.  Adjust your skill field based on your research or knowledge of the market. If you have time, rearrange the order of how your skills are listed. Move up your best or most popular skills on top of the others, especially if you have a long list of skills.
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