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PURPOSE 
This guide was created to help you create your LinkedIn profile from the ground up. Before you start 
building or updating your profile, take some time to evaluate who your audience is. Your profile should 
be built and utilized differently depending on what you need it to do. Some examples of the type of 
LinkedIn user you may be:  

1. Job seeker 
2. Hiring professional 
3. Business professional looking to make industry or team connections 
4. Sales and marketing focused user, looking to connect B2B or B2C 
5. Executive who needs a presence but doesn’t have a lot of time to use the platform  

 
PROFILE SECTIONS 

Each section on your profile is one of LinkedIn’s predefined profile sections. You can ultimately include 
as much or as little content as you want in your profile, as most sections and fields are not required. 
This lets you modify what and how much information you want to show at any given time. Your 
personal situation may change over time, but don’t worry, you can modify your profile with a few clicks 
and update it to match your current needs. Luckily, LinkedIn has done much of the design work for you, 
so be sure to take a peek through the main and subsections so you can see all of the areas you can 
add your important content to. Here is an overview of the areas we’ll talk about in this guide: 
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TOP SECTION 
1. Photos and name  
 
This is your first chance to make an impression. Your cover image can represent your business, your 
industry, your location, or anything else that will support the overall message of your profile. You should 
also select a clear headshot for your profile photo. Profiles with profile photos are 21% more likely to be 
viewed and 36% more likely to receive responses to your messages and posts.  
 

 
2. Headline 
 
Next, enter your name and feel free to add certifications to the end of your last name if preferred since 
LinkedIn does not have a special field to capture these. Your headline is a very important item, so take 
your time to figure out the most important message you want to convey. Think the few seconds you 
have to make an impression on a potential connection… What do you immediately want them to know 
about you? You have 120 characters so make it click-worthy and convey the most important benefits 
you can offer connections or clients or the most important aspects of you and your skills. Pro Tip: use 
Unicode characters to put spaces in between phrases in your headline.  
 

 
 
3. Current position, education, region and industry 
 
These fields will help other LinkedIn users know how to find you, and control some of the publicly 
visible information that will show on your profile. It is recommended to at least show a current role, and 
to fill in your region based on where you work. Some users pick their home town for the region, but 
since LinkedIn is a business profile, it’s best to connect yourself to the company location. The exception 
is if you are a remote employee, in which case your home city would be more appropriate.   
 

 



 

 

4. Contact information 
 
This area is very flexible, meaning you can add information to represent your company, or your 
personal interests, or both! You can create custom titles for your links, making it easy for your contacts 
to know what you are sharing. Share as much or as little as you need for your personal reasons. Pro 
Tip: Remember to always be cautious online, so don’t share anything that can be used against you by 
hackers or other malicious people. 

 
 

SETTINGS AND PRIVACY SETTINGS 
Let’s show you this section right up front, so you know what you can lock down and secure. I find it 
useful to add my content first and then revisit this page so you can see a live example of your profile 
changing. You are in control of who you connect with, and you can also lock down almost everything on 
your profile from non-connections. Take time to review all of the settings available for you in this area. 
 
1. Editing your public profile settings 

 
To get to this page, click the little circle icon in your top menu bar, and in the drop down menu, click the 
settings & privacy page, and from the next page, click on edit your public profile. 

           



 

 

On the right side of your screen, you will see toggles to show or hide content, along with settings for 
your profile photo visibility. You can update this whenever you want, so feel free to start out visible or 
hide your stuff and show it only when you want.  
 
2. Claiming your custom URL 
 
You’ll want to claim a shorter URL for your profile if you plan to use it in your email signature, on 
business cards, or if you plan to share the link in a public way to gain connections. Sorry LinkedIn, but 
the automated one you assign is a confusing mix of digits that is not fun for anyone.  
 
This area is found in the edit public profile section, right at the top right hand side of your screen. 
 

 
 
3. Protecting your contact list 
 
I think of LinkedIn like my contact list in my phone. Personally, I’ve spent years building my network and 
relationships and I don’t want it to be easy for people to grab those main contacts for themselves. I 
choose to lock down this contact list setting. You may choose to be more open about your network, but 
know this setting is available if you want it.  
 

 
 
4. Protecting yourself online 
 
I would be remiss if I didn’t call out one more important setting you should check out. You have the 
ability to control who can follow you, and you can also block anyone who is bothering or harassing you. 
LinkedIn is a professional social media site, and they really care about protecting you and providing a 
great experience for their users. You can report posts and/or profiles you find offensive and they are 
great at investigating it promptly.  

 



 

 

ABOUT SECTION 
Summary  

This area is similar to your summary on your resume but you can include more information and this is 
the first field where keywords are very important. Consider it your elevator pitch. It’s what you would 
say if someone asked you what you do for a living or wanted to know what you are passionate about 
(typically work/charity focused). This will help people find your profile and will increase your chances of 
making meaningful connections. Think about the type of person you want to contact you (hiring 
manager, recruiter, business professional, or customer) and write like you were selling your expertise to 
them. 
 
Media 
 
You’ll find you can add media content in many areas in your profile, but mainly under your summary 
and under each job experience you list. You have two options, you can upload documents or images, 
or you can link to an online media sample like a video or anything with a URL. In the pop-up window 
that appears, edit the Title and Description that you want to show on your profile to help users know 
what it is. 
 

 
 
Pro Tip: You can’t format in LinkedIn text boxes, but you can use Unicode characters to add some 
formatting flair. Copy and paste any of these to get started: ♦ ✔ ➤ ➥ ▪ ▫ ■ □ ● ★  
 

BACKGROUND SECTION 
1. Experience  

Add your work experience, including information as far back as you want. Always keep in mind the 
message you want to convey with your profile. If you are working in a new job function or interest area, 
you may choose to only include certain experiences to support this intent.  
 
Pro Tip: When you start typing your company or school’s name, type slowly. LinkedIn will start 
narrowing their list of known companies and most often you will already find your selection in the list. 
It’s important to select the existing page if it’s already in the system. The logo is usually a good indicator 
you have the correct page selected. 
 



 

 

You may decide to use the experience section differently depending on your intent in using LinkedIn. If 
you are searching for a new job or listing prior experience, best practice is to include details about what 
you did in those roles. If you are in a current position, and instead want to use your profile as a 
marketing tool, you can include a sales pitch about your company instead of your current duties.  

 
You may also choose to add additional committees or programs you are involved in within the 
business, to help show all of your experience and responsibilities. This also helps to provide some 
insight to special focus areas for the company. Reminder: When in doubt, always ask your 
management for guidance on what is okay to share externally about the business.  
 
Here is an example of some special highlights from our company. You’ll see I have three jobs listed 
under the same employer for this to work. You can drag the order around by using the hamburger icon 
that appears when you hover over the job section.  
 

 
 



 

 

 
 

2. Education 
 
Add the schools you have attended as well as any additional details about your degree, field of study, 
activities, societies and additional notes - especially if they relate to your industry. 
 
Pro Tip: Do not include dates on your high school education if you are including it in your profile. If you 
have attended college, best practice is to drop the high school information off your profile.  
 
3. Licenses & certifications 
 
Have you done extra work to earn a license or certification? This is an important part of your experience 
and education, and can help confirm to other that you have the credentials to back up your experience.  
 

 
 
4. Volunteer experience 
 
People want to know that you are more than your job. This area can highlight causes you believe in and 
shows some depth to your personal brand. Some schools and even companies will look for this 
participation when evaluating your application. If you’ve never done volunteer work, check out some 
options in your local area and give it a try!  
 

 



 

 

SKILLS 
This is a newer section of the profile. You can select up to 50 supporting skills to match your 
experience and knowledge, and you will select three as your main featured skills. You can also now 
take a short quiz through LinkedIn to prove you have the skills. Your connections can also endorse you, 
and rank how strong your skill is and how they know about it. Pro Tip: Recruiting and HR folks use this 
information to search for you and recommend jobs.  

 
] 

ACCOMPLISHMENTS 
Have you been doing other cool things, but aren’t sure where to capture them? This section can hold 
publications, patents, special projects, honors and awards and more. Think of this section as a portfolio 
tool. You can add much more depth to your personal story than you ever could on just a resume. Who 
wants to read a five+ page resume… no one! 
When you are a student or new graduate, you will focus on courses, test scores, and maybe honors 
and awards. Remember, this is a living profile, so it should change with you over time. Depending on 
your stage in your career and even job type or industry, you will use this section very differently. It’s all 
about adding content that supports the story you are trying to tell.  


