
 

    
 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

A Smart Guide to Customizing Your LinkedIn Profile 

Quick Intro: 
Hi, I’m Rick, I’m a professional resume writer, living 

in Arizona.  

I want to say thank you for trusting me to help you 

find your next career role. I understand that job 

searches are stressful and difficult. Always. 

Especially in a challenging job market.  

 

 

Resume Rick’s Guide to 

Using LinkedIn for your 

 

Transform your Job Search using LinkedIn   

Customize your profile to  

become an opportunity-magnet  



 

    
 

  

 

 

Hello Friend! 

 

I want to help you use every tool at your 

disposal to support your search. LinkedIn is a 

great place to find job opportunities, to learn 

valuable information about your industry, and 

find people (and be be found). 

This guide will show you how to customize your 

LinkedIn profile and leverage the platform to 

greatly enhance your job search.  

 

Ready? Let’s begin… 

 

 

 

 

 



 

    
 

  

 

LinkedIn Profile Checklist 
o Professional, high-quality profile picture 

o Custom banner 

o Optimized headline 

o Update all standard sections 

o Customize additional sections 

o Customize your personal LinkedIn link 

o Connect with People 

o Join Groups & Subscribe to Newsletters 

o Get & Give Recommendations  

o Job Listings 

o Find hiring contacts 

o Get connections, LIONS, friends acquaintances thought leaders 

in your industry or interest areas 

 

Here’s how to customize each section… 

 

 

First, head over to LinkedIn.com, sign in, and navigate to 

your profile by clicking on your name or profile picture. 

Click the pencil icon at the upper right of each section to 

edit that section.  

 

https://www.linkedin.com/


 

    
 

  

 

 

Editing your LinkedIn picture 

 

  
 

 

  
 
 
 

  

   

Click this 
button to 
add/remove 
profile 
sections 

Click your picture to edit 

Click the 
pencil icon 
to edit each 
section 



 

    
 

  

 

Use a professional photo   
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

(even if they’re hot)



 

    
 

  

 

Customize your banner (Use free CANVA) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

(Be sure to leave room on your banner for your profile picture, capish?) 



 

    
 

  

 

Write a compelling headline and 

summary 

Create a phrase that captures what you do and what makes you unique.  

“Digital Marketing Specialist | Driving Revenue Growth.” 

“Content Writer | Resume Writer | Dog Lover | Specialize in Creative and Arts 

Resumes” 

Warehouse Operations Manager | Six-Sigma| Coffee Connoisseur | Helicopter 

Pilot 

Construction Manager | Forklift & Dozer Certified | OSHA Safety Expertise | 

Dad of 5 

Examples: 
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    Write a Strong About Section 

 

Write a few sentences about your career, key skills, and what you're 

passionate about. 

Highlight your strengths and what sets you apart in your field. 

Imagine your summary is a commercial for yourself. You want to grab 

people's attention and make them want to know more. Keep it short, 

sweet, and fun. Tell them your biggest strengths and what you're 

passionate about. 

o Write a few sentences about your career, skills, and what you’re 

passionate about. Keep it simple and easy to read. 

o The About section is a good place to highlight the very best 

aspects of your career and personality. Tell the story of your 

career. Instead of simply listing the kinds of jobs you have done 

over the years, you can use the About section to draw the 

attention of viewers toward your unique value proposition, what 

you do best, what you enjoy most. 

 

 

  



 

    
 

  

 

Complete other sections as 

appropriate 

Select this to edit profile sections: 

 

Core- 

Complete all relevant sections 

(services and career break if 

applicable). 
 

 

 

 

 

 

Recommended- 

Complete all relevant areas. 

This is a great place to upload 

samples of your work (each 

section varies in what type of 

media you can upload or link). 
 



 

    
 

  

 

 

Additional Sections 

Complete relevant sections but no 

fluff.  

Nobody likes fluff, right? 

 

 

 

 

 

Important: In the upper right of the screen, you should customize your 

personal LinkedIn URL, Keep it as simple as possible, like 

“linkedin.com/in/Margot-Robbie  (your URL is unique, so use dashes and 

numbers etc. as needed to find a suitable name) 
 

 

 

 

 

 

 

 

 Experience Section (important)   

o If your resume is well-written, you can simply copy/paste the 

experience bullets into this section 



 

    
 

  

 

o Include many keywords relevant to your industry, especially if 

you’re job-searching. 

o Enter your job title, company name, and the dates. 

(I recommend years only, not months. Same on your resume). 

o Include a brief description of your responsibilities and 

accomplishments, focusing on what you achieved in each role. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

    
 

  

 

Final Review and Get Started Networking!   

Once everything is complete, your profile is ready to be seen by the world. Do 

these things next to get the most out of LinkedIn: 

 Connect with People    

LinkedIn is at its heart a networking platform–connections directly 

determine exactly what contacts and content you can see, so you’ll 

want to connect with as many people as possible.  

Important: You can connect with almost anyone you want to on 

LinkedIn 

When you send a connection request, include a short, friendly note 

introducing yourself. Build your connections with: 

o Personal contacts, classmates, friends, and family. 

o Current and former co-workers and business contacts 

o If  you’re just getting started on LinkedIn, here is a hack: Search 

people with “LION” in their profile, these are LinkedIn Open 

Networkers who will connect with all requests and can greatly 

expand your network quickly. 

o LinkedIn’s free plan only allows 5 connection messages monthly, 

but you can still request connections without sending a message, 

most people will accept these requests anyways. If you want to 

increase your connection and other limits, LinkedIn offers several 

upgrade plans. 

 Join Groups 

o Groups are a great place to meet other professionals who are 

interested in the same things you are.  

o Search for groups related to your industry and join.  



 

    
 

  

 

o Follow companies you're interested in to stay informed about their 

job openings, news, and updates. 

o Look for groups that share your interests or passions. It's a great 

way to meet new people and learn more about your favorite 

topics. S . 

o Follow companies you’re interested in to stay updated on their 

news and job openings. 

 Give & Get Recommendations 

o Reach out to colleagues, clients, or classmates to endorse your 

skills or write recommendations. Ask for recommendations Ask 

people you've worked with to write nice things about you on your 

profile. Offer to do the same for them to build mutual support.   

o Ask colleagues, clients, or classmates to endorse your skills or 

write a recommendation. 

o You can return the favor by endorsing their skills or writing a 

recommendation for them. 

 Share Content and Engage with Your 

 Network 

o Start posting or sharing articles, insights, or updates related to 

your industry. 

o Engage with others by commenting on posts, contributing to 

discussions, and building relationships. 

o Sharing your thoughts is like having a conversation with the world. 

Post articles, share your opinions, and join discussions. It's a great 

way to show off your knowledge and connect with others. Start 

posting or sharing articles, insights, or updates related to your 

field. 

o Comment on posts from others in your network to engage and 

build relationship 



 

    
 

  

 

 Consider joining LinkedIn Premium  

o For some industries (sales, HR, engineering and technical roles, 

LinkedIn is almost a “must-have” in your job search arsenal. It’s 

expensive but get monthly for unlimited messages and InMails. 

o You can subscribe monthly and cancel when you find a job so you 

can take advantage of the added access options available. These 

plans change frequently so go to LinkedIn for the latest plans and 

prices. 

  Search LinkedIn Jobs  

o For some roles, LinkedIn may be a great place to find job 

opportunities. You can set job alerts, search, and apply using your 

LinkedIn profile as a resume. 

 

 

 

 

 

 


