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Q Before You Begin: Audience, Settings
' " Build a Strong Profile
Add Recommendations

\é Go Public: Announce Your Search




Least
Potential New Colleagues
Connections
Current
Connections
Who is your
audience Hiring Managers

- (in a job search)?

LinkedIn Algorithm You

Your Profile must feel like an
authentic representation of you

(Determines whether some of the
others see you at all)

BT importance

Most



Linkedln Serves Multiple Purposes

a It’s a Database = e It Creates a First Impression 2>
How 95% of Recruiters Find & Vet Candidates For Networking & Hiring

Showing results for

1K Srscses 71 oo™ 230 ot tran 27 Bdicans -

Job title
Project Manager  + 71 with company connections 1-25
Tochnical program manager, Program mana

Rahmat Amirul . %o
Locations ‘ Project Manager, Business Analytics at Microsoft

Kuata Lumpur, Malaysia - Information Technology and Services
Singapore | Kuala Lumpur, Malaysia -+
New Delhi Area, India
Skilis

008

Business strategy  Analytics +

Market entry, Analysis, Corporate developm

ﬁ Sent P omager a T Sevees G Tell me about Professional
= ' senior Project Manager, Business An s at IT Services Co )11 - Present yo u rse lf 7 res u m e

Past Data Analysis at Techtip Ir 2
BA Analyst Intern at DFJ Dragon § )

Education

Asia Pacific Institute of Information Techno... 1 2007
Universiti Malaya  + ﬂ Company connoctions ‘@ Recruiting activity

Asia Pacific University of Technology and

Kapil Kaur . sd
Keywords Engineering Project Manager at YTC Telecom
+ 2idd Keywords New Delhi, India - Information Technology and Services
Curre

nt  Engineering Project Manager at YTC Telecom 2011 - Present
View mo f for at Eyesight Analyt 1

Past Project Manager at Access Tect

LinkedIn Recruiter View When Searching
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Your 15t Goal: Train the Algorithm to Find and Prioritize You

PROFILE (+ Settings): Structured Data That Can Be Optimized for Search
ACTIVITY: Improves Your Rank

You can improve these!
Activity that’s consistent with your profile trains the algorithm for better results.

Profile Components (LI 101)  Settings Activity (LI 201)
Headline & Titles Location People / Companies you follow
Experience (OREcerEti?\X;/igirl!:y) Elﬁ: rF]l?lz\E\/S-é: zrfsgztc:{_ement by others
Keywords Job Type Responsiveness to recruiters
Skills (& Endorsements) Resume Posting Jobs you apply for
| Y 1 Y
Improve Findability Improve Rank

\ J
|

Shape Impressions and Train the Algorithm
(Don’t forget about Recommendations!)

© Lake Grove Job Seekers




Before You Start: Review Your Settings & Privacy Options

@ Settings

2 Account preferences

v" Review this LinkedIn Settings document
for important advice

Sign in & security

@ Vieibility = Settings are mostly self-explanatory

D Data privacy

= Make sure you’re comfortable with each one

Advertising data

= Review every 6 months or so; Linkedln changes
Notifications them periOdiCally

Click your Profile picture
then click Settings and Privacy



https://lakegrovejobseekers.org/assets/uploads/documents/LinkedIn-Settings-Supplemental.pdf

A [— O Profile Settings Matter

Notifications you receive
[ o A
M Searching for a job - Notifications >
Hiring someone > T h .t - l Visibility of your profile & network Visibility
ey a re c rl I c a Profile viewing options Private mode =
M Connecting with others =2 .
1 Get to you r jOb sea rCh Page visit visibility off -
M Network catch-up updates notified ) Eeit your public profile .
: SUCCESS
M Posting and commenting - Who can see or download your email address >
1
) Who can see your connections On =
M Messaging - See alSO
- . Who can see members you follow Anyone on Linkedln =
Groups N LinkedIn
M Who can see your last name -
, Supplemental
How Linkedin uses your data = . _ i _
. epresenting your organizations and interests On =
. @ Data privacy Settings
m Manage data permissions =2 Page owners exporting your data
MProﬁle discovery and visibility off LinkedIn B
e eas
Who can reach you MProﬁle discovery using email address tO find i
M Invitations to connect = MProﬁle discovery using phone number Contact
' Maximize
m Invitations from your network V|Sibility to -> Blocked members
' _ recruiters o _ N
m Messages you receive = Visibility of your LinkedIn activity
M Manage active status Your Connections only =
JOb SEEking prEferences MSharejob changes, education changes, and work anniversaries from profile Ooff —»
m Resumes and ij applications data -2 MNotify connections when you're in the news On =
Mentioned by oth On =
m Share your profile when you click Apply for a job On = | oo .
m Signal your interest to recruiters at companies you've created job alerts for On =
|



https://lakegrovejobseekers.org/assets/uploads/documents/LinkedIn-Settings-Supplemental.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/LinkedIn-Settings-Supplemental.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/LinkedIn-Settings-Supplemental.pdf

“Open to Work” settings

Open to Work X —— | Edit job preferences X

Include preferences for job titles, industries, remote and more to get tailored job

Ellen Recko 7 recommendations.
1s Open to Work Q -
Titles: Customer Support Specialist, Customer Support Manager, Customer
_____ o Experience Specialist, Customer Experience Manager
Job locations | Industries: High tech, R&D, Aerospace 7
Paortland, Oregon Metropolitan Area ! Free-form text. Be as
_ | rich and complete as
tocation types ' — possible.
On-site - Hybrid | @ Visible only to you \
|
] Locations
(Add com p[ete “Job Preference” Information \ Portland, Oregon Metropolitan Area | On-site - Hybrid @ (see next)
Open to Work
N.B. This information is ONLY USED to tailor job Recruiters @my@(see next)
recommendations when you search. None of it is
\used in a recruiter search. ) Job alerts
Get notified when new jobs are posted On ()

4




L ocation Preferences

You will come up in searches at these locations

Select as many as possible - Up to 5 locations

= IMPORTANT: Implication is you can be On-site /
Hybrid in all listed locations

* Include home Contact location (from headline)
« Add nearby local regions if they’re an option for you
* Use specific locations (nhot “United States”).

Want to Relocate?

- Far away selections imply a willingness to relocate
there

- You will show up in “on-site” / “hybrid” searches for
locations indicated

- Add “Willing to Relocate to ...X and Y” in your
headline if true. Clarifies your intention.

Edit location preferences X

This information helps tailor your job recommendations and is visible to others
(when you're Open to Work.

* Indicates required

Locations*®

Tacoma, Washington, United States X

Seattle metropolitan area, Washington, United States X

Vancouver, Washington, United States X

Portland, Oregon Metropolitan Area X

Salem, Oregon, United States X

(-I- Add Iocation)

Location types

On-site 4+ Hybrid 4+ Remote +




Location Types

ONLY open to Remote Work?

 Select “Remote” only

* ONLY eligible for jobs opened as remote. Not eligible for on-site or hybrid
jobs.

« Preferred location(s) ignored. (Note: Sometimes Remote jobs indicate a On-site + ) | Hybrid +
location (e.g., regional sales location) so location may get looked at later)

* Include "Remote” or "Location Independent® in Headline summary

Location types

ONLY want On-Site and/or Hybrid?

e Selectoneorboth ocation ypes
o rEolI[iISble in all location preferences listed, but only for on-site / hybrid o 4

* Noteligible for Remote jobs from the preferred locations

Flexible. Willing to work On-site / Hybrid or Remote Location types

' Selectall3

* Eligible for all location types in all preferred locations



Visibility of your “Open to Work”

Members who turn on Open to Work are 2X more likely to hear from recruiters.
Only location and location type from your job preferences will be shared with
others.

Edit Open to Work X

Recruiters only I o

Behave the same
in the algorithm.
Only difference is
green banner on
your profile photo

A Ellen is Open to Work
Portland, Oregon Metropolitan Area | On-site - Hybrid

While we take steps not to show recruiters at your current company, we can't
guarantee complete privacy.

Everyone on Linkedin O

Don't share I'm Open to Work O

No green banner displayed

Both tell recruiters
you may be more
open & responsive
to their outreach

Edit Open to Work

Members who turn on Open to Work are 2X more likely to hear from recruiters.
Only location and location type from your job preferences will be shared with

X

others.
Recruiters only O
Everyone on LinkedIn o

Ellen is Open to Work
Portland, Oregon Metropolitan Area | On-site - Hybrid

Adds the #0penToWork photo frame and shows your status to people both
in and out of your network.

Don't share I'm Open to Work O

* Preferred by some recruiters for
visual green banner cue

* May leave you more open to
recruiter scams




Let Recruiters Know - “l am a REAL, ACTIVE job seeker!”

P Data privacy

Job seeking preferences

Job application settings

Share your profile when you click Apply for a job

Signal your interest to recruiters at companies you've created job alerts for

Stored job applicant accounts

1@

*@ Share profile when you click apply

Profile will be shared with job poster when you

Apply even if you leave LinkedIn and finish the

application on the company site

Internal recruiter @ the company can see who you

are and that you showed interest
Otherwise: Profile is NOT shared

*€©) Signal interest to recruiters at companies you’ve
created job alerts for

Also
recommended
Get verified!

“lin

Shows you are
real

Resumes and application data X

e

Save resumes and application data

Allow LinkedIn to save your resumes and answers to
application questions. You may change your answers with each
application. Learn more about saved application data

Share resume data with hirers Oon ()
Hirers can view skills and experiences from the resumes you

choose to share when they search and view profiles and

evaluate applicants through LinkedIn's hiring tools. Learn

more about shared resume data

(Upload resume)

DOC, DOCX, PDF (5MB)

@ Upload resume(s) to share with hirers

* Ensures your profile appears in search
results when recruiter search terms
match uploaded resumes

* Full resume not shown to recruiters
unless you APPLY

* Note: Automatically turned ON with
EasyApply

¢ Clean out old stored resumes too!




Let’s Get Started! Build and Optimize Your Profile

Get Started Keep At It
‘ A S
@ |
PROF VOLUNTEER
HEADSHOT BANNER HEADLINE RECOMMENDATIONS \ LANGUAGES  HRGANIZATIONS EXPERIENCE

%
SKILLS & SUMMARY /
QPERIENCE ENDORSEMENTS EDUCATION ABOUT ‘/ \DOURSES PATENTS, HONORS, PROJE(D
AWARDS

— S

The best profiles are not a word-for-word repeat of your resume

They add context, impact, and create a fuller picture of who you are!

© Lake Grove Job Seekers




Stay Incognito When Editing Your Profile

Your network gets notified by default of changes to your Profile (e.g. , when you add a new job).
When you are editing your profile, you may not want to notify them until you’re through.

E__w-‘?&

Messaging  Motifications Mew

Jennifer Kass

| help women land great jobs
faster with high-impact job
search tools + 1-on-1
coaching to leverage their

strengths (5
Resume/Linkedin Reviews |

(

iR
Interview Coaching | Job
Search Strategy
blg
View Profile )

ad

Reactivate Premium

Account

I Settings & Privacy

Help

Sign Out

Company

Language

Manage
Posts & Activity
r: Feminista Careers - Job Se...

Job Posting Account

o

[} ssrs s | sl

o

@ Settings

Account preferences

Sign in & security

[

Visibility

Visibility of your LinkedIn activity

Manage active status

Turn OFF when
editing your profile

No one =2

P»

Data privacy

Advertising data

Notifications

Share job changes, education changes, and work anniversaries from profile On =

Notify connections when you're

Mentioned by others

Followers

& Back

Sharing profile edits

Should we notify your network of key profile changes (such as new job, education, certificate, profile video) and

work anniversaries?

Share key profile updates

Learn more sbout sharing profile updates.

6 IMPORTANT: When done
editing, turn it back ON



Your Name

* Use your preferred name

(if different from your legal name)

« Nickname? Add “Additional name”

You control who sees it

Ellen (Ellie Mae) Recko she/Her

Career Coach and Mentor with Lake Grove Job

Seekers

Portland, Oregon Metropolitan Area - Contact info

@ Lake Grove Job Seekers

(W) University of Wisconsin-
8 Madison

 Use the same name on resume, email signature, etc

« Option: Record pronunciation (mobile only)

PRO TIP: Personalize your LinkedIn URL and add it to your resume,

email signature, and contact card:

From: linkedin.com/in/jane-lopez-87ty66
To: linkedin.com/in/jane-lopez

Additional name

| Ellie Mae

CQ All LinkedlIn members)

O Only you

Your connections

Only Linkedin members directly
connected to you.

Your network

Only LinkedIn members connected
up to three degrees away from you.

All LinkedIn members

Members signed into Linkedin,
including everyone in your network.

LI P | e
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Location & Contact Info

Default city: Driven by Postal Code

Select broadest geo region possible,
E.g., “Portland Oregon Metropolitan Area”

Edit intro X

e Location

Country/Region*®

{ United States }

Postal code

{ 97034 }

City*
[ Portland, Oregon Metropolitan Area ("J

Lake Oswego, Oregen

CURRENT AR >
Location not akKe Swego Add or edit your profile URL, email, and more

Note: If you are open to other locations or relocation, enter those locations in the

Location Preferences section of Open to Work

* Email: You can add multiple and choose which one is primary

E.g., aJob Search Only email < Include in all job search content. Remember to check it!

* Phone: Optional

Other

Contact Info

PRO TIP: Add your email to the end of your About section too!

Default: Only 18t level connections can see this information.

Control it in Visibility settings: Only me, Only 15t, 15t + 2"d everyone




Elements of a Strong Headline HEADLINES

220 characters allowed ARE

Job Title | Industry | Subsector | Geographic Scope | Keywords | Differentiator

1. Title/Target job with position level & functional area
= Spell out titles: Vice President of X, Director of Y, Administrative Assistant

= Split dual titles: Director of Finance | Director of Operations vs. Director of Finance & Operations
= Use LI’s default titles - Improves findability

= If makes sense: Make itidentical or consistent with the titles in 1-2 Experiences (jobs)

2. Industry (or Functional Area)

= Senior Living, Construction, Hospitality Mary Jones

= Human Resources, IT, Finance ‘Brand Execiitive | Marketing Executive | Consumer Goods | Remote, US |

(Go-to-Market Strategy | P2P Marketing Award Winner |
3. Keywords, areas of expertise, in-demand skills Building, Launching & Transforming Brands
Go-To Market Strategy, Digital Transformation, M&A Due Diligence, Event Management, o | | mumensaee: | | smete
E m p loye e Re lati o n S , C h a n n e l M a n a ge m e nt’ E R P Syste m S job descriptions actually search for. :,a:vl;e’:lacccmphshmem in the field proposition: scope and impact.

4. Differentiator, unique value, metrics

X% Top-Line Growth, On-Time Projects, Successful Company Exits, Technology Upgrades,
Organizational Efficiency, Cost Savings of $$



Think of your headline like a haiku of keywords

Say who you are in 220 characters

Examples

Tips Examples

Avoid flashy, generic or

Al-generated language
e Growth-Focused
Professional

* Passionate Innovator
e Results-Driven Leader |*® Sales Director | Industrial Manufacturing | NE Region, U.S. | Generated $5M in New Revenue

* Director of Software Engineering | Enterprise IT | Agile Delivery | Cross-Functional Team
Leadership

* Project Manager | Residential Construction | Portland, Oregon | 200 New Home Builds,
Supported $65M in Revenue

* Team Player « Digital Marketer | TikTok, Instagram, X | Lead Gen, Low CPAs | Google Ads and Analytics Certified
Be specific instead « Business Development Director | Energy Sector | Environmental Services | Development
Partnerships
Don’t overload with « Occupational Therapist | Pediatric Rehabilitation | Customized Intervention and Adaptive
keywords Devices
Sales Manager | Sales  Junior Architect | Mid-Century Modern | Urban and Rural | Design-Build Expertise

Leadership | Real Estate| |« Engineering Student | Purdue University | Chemical Engineering | President's List
CRM | Negotiation |

Customer Service |

Marketing * Human Resources Manager | Transitioning from 12 Years in K-12 Education | Employee

Relations, Training & Development, Conflict Resolution | SHRM-CP Certified

Match positioning in rest e Editor | Transitioning from Copywriting | Content Strategy, Line Editing, Brand Voice | 5+ Years

of profile Writing for Consumer Brands

Career Pivot Examples



FYlI On Mobile Devices - Your Headline May Not Show Up Entirely

In a People search

Mobile phone
Computer
12:38 o Tm —
¢~ Customer support, united states Customer Care Representative | Remote Chat Support Specialist | CRM (Genesys,
= ® Actively hiring - Salesforce) | High-Violume Customer Experience
- San Antonio, Texas, United States
o Core = ;_.:' + Custormer Emje R.l:prcsentutiut at Chewy in the United States since May 2025, managing high-volume live chat suppart
| Remate Chat w‘ Speti... for orders, shipping and acoount management.
States ’ J

* Customer Care Representative at
Chewry in the United States since May

o o e Can’t see entire headline. Put your strongest keywords
. first, especially title

Atcount management.
ks

Senior Customer Support Rep. 1

Stw Pariners/Enterprise...
niseapolls, Minne Ui

States r
S = S
Representative at Medtronic in the *_1 Senior Customer Support Rep. Strategic Partners/Enterprise Accounts

Urited States since July 2023, with
TS apoIE, WITTEs0ts, UTey States

maedical device sabes support
CEpEENCE,

+ Senior Customer Support Representative at Medtronic in the United States since July 2023, with medical device sales
support experience.




Headshot & Banner

Photo

Make eye contact with camera and smile!

Genuine smile (with teeth) - gets more engagement
Face and/or shoulders only

No selfies (but no pro photographer needed)

No shadows; outdoor photography helps with this
Only you

Solid or mostly solid-colored clothes and background
Dress appropriate to your industry

Avoid: hats, sunglasses, drinks, or other accessories

Banner / Background Image
Options

= |ncorporate an image associated with
your profession

= Values orvalue statement on a plain
background

= Simple, uncluttered image (so your
headshot stands out)

Use canva.com or unsplash.com to create
your images

Read
How to Take a Good LinkedIn Photo i‘hiS! :

Try
Al Prompts for Headshot Clean Up this!



https://www.canva.com/free/
https://unsplash.com/
https://www.themuse.com/advice/what-does-your-linkedin-photo-say-about-you
https://lakegrovejobseekers.org/assets/uploads/documents/Headshot-Clean-Up-Prompt.docx

Aim for a “Duchenne” Smile (they are more engaging)




What’s Your First Impression?

]
Out of the box LI

—

- _—

T
(A

Words in a banner

g "
universe means Leadership + Exeeutive Coach

e ——
Carmg Show""”"” Protection

ingro
2 E up T espect smlwhok‘
o uves ubcudlures
. l chevalier
¥ S '

n
3

ractice 2

=
13
£
o

oul meaning
Strangerz

No more choosing
between professional
and personal happiesss.
You can have both. S e Bl
Strategic HR Business Partnering # Organizational Effectiveness

ww.leighamaycoaching.com Talent Management @ Executive Coaching

:: Receptio






https://lakegrovejobseekers.org/assets/uploads/documents/Headshot-Clean-Up-Prompt.docx
https://lakegrovejobseekers.org/assets/uploads/documents/Headshot-Clean-Up-Prompt.docx
https://lakegrovejobseekers.org/assets/uploads/documents/Headshot-Clean-Up-Prompt.docx

What Does Your Photo Say About You?

Photofeeler.com — Group vote on Competence, Likeability, Influence

How to look more competent in photos
How to look more likeable in photos
How to look more influential in photos

)

Active

w Are Al headshots for Linkedln Bad or Good?
46 Votes

Competent 8.2
i
Likable 9.4
B

Influential 7.9


https://www.photofeeler.com/
https://blog.photofeeler.com/look-more-competent-smart-linkedin-profile-photo-picture/
https://blog.photofeeler.com/it-pays-to-look-more-likable-warm-in-your-linkedin-profile-picture/
https://blog.photofeeler.com/look-more-influential-important-in-your-linkedin-picture/
https://blog.photofeeler.com/ai-headshots-for-linkedin/

Next, Add These Sections

Jennifer Kass @ she/ten

Career Coach and Consultant | | help women find great jobs faster with high-impact job search tools + 1-
on-1 coaching to leverage their strengths = Resume/LinkedIn Reviews | Interview Coaching | Job Search
Strategy r |

Portland, Oregon Metropolitan Area - Contact info

500+ connections Add to prOfile X

(Add profile sectic:-n) ( Enhance profile) ( Rescurces>

The Essentials N\

Completing the three sections below will help you get discovered by recruiters
and other members on Linkedin.

> Add education  Add degrees, continuing education

Add position Add recent jobs (align with resume)

2 Options Add career break Pros & cons to each

Add skills Add up to 100!

Recommended Request and give recommendations N

Additional Add certifications, projects, otherinfo ~~




e Experience Section Great |
advice &
Recruiters see 2-3 most recent positions: Company, title, dates tips here
= With Al Assist agents: They see contextual summaries of relevant experience too

Use standard, searchable job titles from the drop-down list
= InJob Title field: select from dropdown, e.g., “Marketing Manager”

= OKto have 2 titles, e.g., Product Manager | Lead Innovation Specialist

= Betterif at least some titles are the same as your Headline Title (keyword density)

Add context & specifics
= Mostrelevant to the roles you desire, ordered most-to-least relevant

= Explain result + impact
= Show career progression (promotions) as different jobs, even in the same company

Connect 5-10 Skills to each experience (see why later ...)
= OKtorepeat skills across experiences (keyword density)

Be consistent with your resume (dates, company name, etc.) but explain more
= 2000 characters per position ... use them to explain but don’t overdo it or repeat yourself

= Add documents orvisuals (but no confidential company information)
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Good example

e Experience Example

Job title: Marketing Manager

Bad e)(ample Company: ABC Corporation
Job title: Employee Dates: January 2018 - Present
Company: XYZ Corporation Description:

Dates: June 2015 - December 2017 ® Led ateam of 5 in developing and executing integrated marketing campaigns

across multiple channels, including email, social media, and paid advertising

Description: * Collaborated with cross-functional teams to align marketing strategies with
overall business objectives, resulting in a 25% increase in lead generation and a
* Worked on various tasks and projects 15% boost in sales revenue
¢ Attended meetings and contributed ideas ¢ Implemented a new marketing automation platform that streamlined lead

nurturing and improved conversion rates by 20%
* Helped team members when needed

® Conducted regular market research and competitor analysis to identify new

Completed assignments on time opportunities and optimize campaign performance

With the context of a number, timeframe, or tangible outcome

you shift from sounding accomplished to sounding like the solution,
and you increase keyword density for the algorithm.




@ Skills & Endorsements — More Important Than Ever!

Add RELEVANT skills that support a cohesive story for the role you want.

Skills are keywords that affect findability, esp if they are repeated across Experiences.

Which SKILLS to include?

* Most relevant to your current or desired future
titles, positions, or industry

» Prioritize [more searchable] hard over soft skills

* Include variations

« As many RELEVANT skills as possible - up to
100

Delete vague, outdated or irrelevant skills

 E.g., Communication, Cobol

Add SKILLS to Experience & About sections
« Repeat the most relevant 5-10 hard skills
across all Experiences where they were used

Skill area Examples

Technical competencies

Data analytics, Al prompt engineering,
pipeline development

Function/Industry
experience

Healthcare, SaaS, EdTech, non-profit, HR,
Sales, Finance

Sub-industries

Cardiovascular, enterprise software,
workforce development

Project types

Product launch, event mgmt, data tracking

Methodologies

Six Sigma, Agile, Lean, project management

Systems and tools

SAP, Salesforce, Oracle, Microsoft Office, Air
Table

Functional expertise

P&L, supply chain, go-to-market

Get Endorsements
(esp for newly added skills)

Add up to
100 skills!
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Findability Tip: Use Standard Skills from the Dropdown

Add skill

* Starttyping a skill then review the dropdown

* Indicates required

* Select terms higher up on the list

[ Customer Ex

Customer Service

* They are more standard and more searched

Customer Experience

Customer Experience Management

Select  Select variations on important skills:

Sales

multiple skill
variations * Customer Experience, Customer Experience

Negotiation

Strategy

Customer Experience Design

Design, Customer Experience Analysis

Exceeding Customer Expectations

Customer Experience Analysis

Note: Same advice applies when selecting
Titles for the Experience section




Brainstorm More Skills to Include Review all and add
the ones you have.

Review your Skills Inventory from your Self-Assessment work (Never lie.)

Find most common skills in 5-10 job descriptions

Use GenAl tools for discovery and analysis:
= What are the most 50 common skills required for [job titles]?
=  What skills are reflected in my work experiences? [include those from resume]

=  What skill gaps can you identify for [job]?

Include modern skills to fight ageism:

= Change Management | Al Prompting | Distributed Workforce Management | Google Workspace
Specific collaboration or project management tools e.g., Asana or Notion

Select more specific skills from the dropdown that provide more context:

= E.g.,not“Training” but “Virtual Employee Training” or “Employee Performance Coaching”



Use LinkedIn Job Postings to Update Skills

Career Coach or Senior Career Coach (2 “
Job Postings on LinkedIn will positions available)
ShOW you Whlch Sk'l.l.S you University of Nebraska-Lincoln . Lincoln, NE (On-site) 1 week ago - 5 applicants
matched s y)l-time - Mid-Senior level

5,001-10,000 employees - Higher Education

Click this to see a list of 202 See recent hiring trends for Crossover . Reactivate Premium
desired skills missing from » Y= 3 skills match your profile
your Profile.

3 skills match your profile. Stand out by adding other
skills you have.

Consider adding missing
Sk]lls to your LI PI’OfIle. ‘ Skills associated with the job post

Identified by Linkedin

@ 3 skills on your profile
Career Counseling, Career Services, and Interviewing

© 7 skills missing on your profile
Company Presentations, Employer Relations, Presentations, Spreadsheets, Word Pr...

:'(_}': Add skills you have to your profile to stand out to the employer. Add skills.




Career Breaks Are Fine but Consider Whether or Not to Use the
“Career Break” Feature

l’ LI’s Career Break Section lb Turn Career Break into an
. . Experience
'I;:eeaLI!Q I;stjr;zﬁc:;iir;zdtreats Career Cre?te an “I?)fperie.nce” - Add your
(lowest search scores) desired Position/Title plus a made-up
Company nhame
“Career Breaks” show up on your profile, Title: Technical Project Manager | In Transition
but they DO NOT show up in "Ll et T A PG

Recruiter” in a Search
Description: Actively engaging in advanced technical project

- _ management training, cross-functional networking, and targeted
Note: Can be seen when a recruiter views your consulting while evaluating next full-time leadership

entire profile opportunities. Focusing on modern Agile methodologies, cloud
infrastructure concepts, and Al-driven project efficiency tools.

(add more information below this about what you are doing)

Your “company” won’t have a logo; that’s OK



https://www.linkedin.com/posts/president_keeprockinglinkedin-jobseekers-linkedintips-activity-6969965728426774528-NHrF/
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Example “Career Break”

Add Desired Title

Add detail to explain your break

Add achievements relevant to your

Desired Title

List Career
Break
Achievements

List any skills
relevant to
Desired Title

-

Add skill text and attach LinkedlIn skills

relevant to your Desired Title.
Recruiters search on these!

© Lake Grove Job Seekers

2EEITEE old Title
Title

Vv v

Project Manager | Operations | Validation Engineer
Open to Work - Full-time

Jan 2025 - Present - 4 mos

Portland, Oregon Metropolitan Area - Hybrid

A certified Project Manager and Systems Engineer with proven team management skills and diverse experience
background supporting spanned testing activities and large team engagement.

ACHIEVEMENTS

- Earned PMP March 2025

- Completed home construction project, adding +125 sq ft of usable house space

- Learned new skills and developed netwarking strategies, contributive to customer engagement
- Sharpened communication and presentation skills

- Reduced spending budget by 20% month over month

SKILLS

- Process and Productivity Optimization
- Team and Agile Methodologies .
- Customer and Stakeholder Engagement Explal'n youare
- Innovation and Solutions seeking work

- Training and Development v

| am seeking a full-time role in the Portland Metro West area to provide my expertise in technical project
management, technical validation, and process optimization to a forward-thinking company, leveraging my skills
in team leadership and stakeholder engagement.

Add LinkedIn

@ Artificial Intelligence (Al), ChatGPT and + +15 Skills .
skills !
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Pros & Cons of Showing a Career Break as an “Experience”

Pros

 Not penalized for being
unemployed

 Experience bullets (e.g., work,
professional development) is
visible by recruiters

© Lake Grove Job Seekers

Cons

 |f it’s recent, Career Break Experience +
Title will show up among top 3
Experiences a recruiter sees.

Will likely be obvious it’s a career break

« Bumps the 4" Experience off a recruiter’s
top 3 list.

If the role is relevant to your search, is
that what you want?
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@ Education (and Related Sections)

» The Degree field is customizable, be descriptive and use keywords:

= E.g., Bachelor of Science (BS) in Electrical Engineering, focus on Renewable Energy Engineering and
Energy Modeling

=  A%“focus”is not an official concentration, you are just indicating a specific knowledge base and
adding keywords

= Include coursework even if you didn’t complete your degree:
BS Business Administration | 102 credits including Accounting, Marketing, and Logistics coursework

» Leave date field blank if 5+ years post-grad (age discrimination)
» Include continuing education experiences if significant

» Add related sections if relevant:
»  Certifications, Projects, Courses




PRO TIP: Write the About section last,
s SO YOU can summarize your value and
add keywords and skills

O About Section

Speak in the first person (I). Use an active voice. Write the way you talk.

Use a strong opening - the first 3 lines are most important; keep people reading

= For the algorithm: Tell recruiters who you are: Desired job title or role you seek, industry,
specialty keywords

= For humans: Inspire curiosity in the reader with an interesting hook

Weave relevant strengths and skill keywords throughout

= Vary expression; write naturally

Include what you’ve excelled at (aka the value you bring)

= Good place to highlight soft skills Use this tool to add simple

= Make sure it’s obvious why these matter formatting to your content
LinkedIn Text Formatter

Consider including your contact information

Format for readability: White space, some bullets OK, some bold text
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Q Include Multiple Keywords & Skills in the About Section

Invisible About Section

"Seasoned executive with over 20 years of experience driving growth
and transformation across diverse industries. Passionate about building

high-performing teams and delivering results that exceed expectations."

It's completely useless to LinkedIn's algorithm.

—
Irresistible About Section

"I have 20 years of experience as a sales director in medical devices. As a
sales director at Johnson & Johnson in medical devices, I led commercial
strategy across EMEA markets. My experience includes cardiovascular

devices, surgical equipment, and Class Il device launches. I've managed P&L

responsibility for medical device portfolios and led sales teams through FDA

regulatory changes...”

See the difference? See the 15 keywords in 3 sentences.\J

LinkedIn is a DATABASE

Recruiters SEARCH before they read

PRO TIP: Follow this recruiter!

He give advice for how to use LI to get better

results in a Recruiter Search

Kristof Schoenaerts 16h

Recruiters don't guess.

If your profile says “Global Success Champion,” they won't think “Ah, must be

a Sales Director.”

They'll think: not relevant.

The market isn't rejecting you. It just can't find you.

0s O & &



https://substack.com/@headhunterkristof
https://linkedinoptimization.substack.com/p/is-your-linkedin-about-section-sabotaging

° About Section — Marketing Example

Check out these sample templates

Learn more
View this advice from the experts

50% Strategist, 50% Creative -{100% Content Marketing Specialisf

——r—

A story - your brand's and your client's - is my top priority. My goal is to clarify that story, use it to produce
grade-A level written and visual content, and market that content to cultivate the committed audience and

conversion of your dreams.

| come to the table with |7 years of marketing experience (in-house, agency, freelance consulting)]and 15+

yearsin the[entertainment industry.

| wear many hats, but some of my most highly requested offerings include:

ﬁLong form SEO content (blog posts, landing pages)
e Short form content (social media, email marketing)
¢ VVideo content production and direction

e Branding strategy
e Development of educational materials (lead magne
\* Coaching and/or facilitation of public speaking / me

Skills

Show your top skills — add up to 5 skills you want to be known for. They'll also appear in your Skills section.

+ Add skill

Add Skills to the About section
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Q About Section — Tech Example

As a poftware develuper,]l have over 8 years of experience working in alSCRUM environment on various projects
ranging from|mobile to enterprise applications

| currently lead multi-work stream projects as a|Solutions Architectjwith Slalom. You'll find me defining project
delivery roadmaps and financials, hands-on management of complex projects with|multiple work streams,|and
creating strong partnerships with clients.

I'm passionate about the work | do but even more so devoted to cultivating a positive and efficient team
environment. Whether in the office or working remotely, my door is always open to all, whether on my team or not.

Here are just a few of the technical skills | bring to the table -

Languages & Libraries: JAVA, JavaScript, SQL, SQLite, HTML5, CSS, Jquery, AJAX, XML, Spring (Boot), Junit,
Maven, Bootstrap, React, NG




Q About Section — Leadership Example

| help mid-size technology and healthcare companies build HR functions that scale through growth and change. Throughout my career, I've
turned talent strategy into measurable business results, cutting time-to-hire by 30% and rebuilding leadership pipelines that cut executive turnover in
half.

What | bring to organizations navigating growth or change:

Executive Partnership & Talent Strategy: Advise C-suite and senior leaders on workforce planning and organizational design, aligning HR
investment to business priorities across finance and technology functions. Guided three organizations through post-acquisition HR integration.

Leadership Development & Team Growth: Built and coached HR teams of up to 12, promoting 60% of team members into senior roles within three
years, while coaching executives and mentoring emerging HR talent through structured leadership development programs.

Organizational Effectiveness & Change Management: Designed scalable org structures and led change management initiatives across three
restructurings, improving employee engagement scores by 20 points and reducing regrettable attrition by 15%.

Total Rewards & Workforce Planning: Redesighed compensation and total rewards programs to support workforce planning through 40%
headcount growth, keeping pay equity gaps under 2% across all levels.

Culture, Inclusion & Accountability: Built inclusion and accountability into performance management systems, raising manager retention and
internal promotion rates across three consecutive engagement surveys.

HR leadership, to me, means building systems where people do their best work and businesses grow because of it. | lead with clear priorities and a
bias for action. I'm looking for my next HR leadership role at a mid-size technology or healthcare company entering its next growth phase.

Expertise & Impact: Workforce Planning & Talent Strategy | Organizational Design & Change Management | Total Rewards & Compensation |
Leadership Development & Executive Coaching | Culture, Inclusion & Accountability



What Recruiters See First © (@

You must be found first: “If your profile isn’t built
for the algorithm, you don’t exist in my world.”

Kristoff Schoenaerts, Headhunter
» 3rd
Senior Maobile Developer

Portland, Oregon Metropolitan Area - Software Development

[ Experience

]« (1) Experienced summarized

G+ years of Software Engineer experience

<\

Headline

<\

Education

Experience summary
(From Skills & Keyword usage? Titles?)

Senior AOSP Developer at ArborXR {2022 - 2023 |€¢——
Software Engineer at Mooch - 2021 - 2022
Lead Mabile Developer at Castle Rock Associates, Inc. - 2020 - 2020

Show all (10) ~

MNortheastern University, Bachelor of Science (B.S.) - 2008 - 2074
MNortheastern University, Bachelor of Science (B.S.) - 2008 - 2074

Swift (Programming Language) - iOS]q—

(3) Skills & Likelihood of Interest

High likelihood of interest

Recently open to work

T

[Skills Match
v Last 3 titles, employers & dates [ interes
v" Education Activity

<\

Skills matched

(Skill endorsements improve search scoring)

Likelihood of interest
(From Open to Work, follows of company /

Ue

1 message * 1view

(_Save to project ) B e--

- 2nd
Principle Software Engineer (i0S) - Money Services - at Walmart Global Tech | Growth-Oriented | Value-Driven

Portland, Oregon, United States - [T Services and IT Consulting

employees, Post likes) [ Experience

11+ years of Software Engineer experience }:

(1) Experienced summarized

Initial information recruiters see
when deciding whether to SAVE you
as a potential candidate or say NO.

Education

Principle Software Engineer at Walmart Global Tech | 2022 — Present
Staff Software Engineer (i0S) at Walmart Global Tech - 2027 - 2022
SeniorSoftware Engineer (i0S) at Walmart Global Tech - 2017 - 2021

Show all (9) ~

MNorthwest Missouri State University (Northwest), Master of Science . 2010 - 2012
Jawaharlal Nehru Technological University (JNTU), Bachelor of Computer Science - 2006 — 2070

( skills Match

Note it’s primarily FACT-based.

Swift (Programming Language) - i05

[ Interest

(3) Skills & Likelihood of Interest

Meoderate likelihood of interest

Recently open to work -+ Active talent - 1 connection I

They read full profiles of those who
make it past this initial screening.

CSa\.re to project-:) i



£ Profile Content / Activity That Most Affects “Findability”

1. “Open to Work” - fully completed
2. Upload resume to share with hirers

3. Headline < highest weight in search results

= [Headline title = or ~ at least 1 recent Experience title < Even better!

= Top skills & keywords, industry, differentiator
4. Last 3 Experiences with detailed bullet points
= Relevanttitles, strong accomplishments with keywords, skills and context
5. Skills relevant to desired position(s) with targeted Endorsements
= Repeated across Experiences; As many as possible (up to 100)

6. Activity: Small weekly changes to profile

= |ndicates you’re an active user
= How? E.g., Turn off/on “Open to Work”, Upload a new resume, Tweak headline



e Recommendations Matter

Whether you’re currently working or in transition, you should
continually seek to add recommendations to your profile

 Boost credibility
 More trusted than letters. Cannot be faked
« Few (orvery old) recommendations reduces credibility

- Last forever = Never have to track down a former boss/colleague
- Easier to ask for while still in a “working relationship” vs. years later
 Good way to reconnect with former colleagues

* Your Linkedln network gets an update about it


https://www.job-hunt.org/linkedin-job-search/keys-great-linkedin-recommendations.shtml
https://www.job-hunt.org/linkedin-job-search/keys-great-linkedin-recommendations.shtml
https://www.job-hunt.org/linkedin-job-search/keys-great-linkedin-recommendations.shtml
https://www.job-hunt.org/linkedin-job-search/keys-great-linkedin-recommendations.shtml
https://www.job-hunt.org/linkedin-job-search/keys-great-linkedin-recommendations.shtml
https://www.job-hunt.org/linkedin-job-search/keys-great-linkedin-recommendations.shtml
https://www.job-hunt.org/linkedin-job-search/keys-great-linkedin-recommendations.shtml
https://www.job-hunt.org/linkedin-job-search/keys-great-linkedin-recommendations.shtml
https://www.job-hunt.org/linkedin-job-search/keys-great-linkedin-recommendations.shtml
https://www.job-hunt.org/linkedin-job-search/keys-great-linkedin-recommendations.shtml
https://www.job-hunt.org/linkedin-job-search/keys-great-linkedin-recommendations.shtml
https://www.job-hunt.org/linkedin-job-search/keys-great-linkedin-recommendations.shtml
https://www.job-hunt.org/linkedin-job-search/keys-great-linkedin-recommendations.shtml
https://www.job-hunt.org/linkedin-job-search/keys-great-linkedin-recommendations.shtml
https://www.job-hunt.org/linkedin-job-search/keys-great-linkedin-recommendations.shtml
https://www.job-hunt.org/linkedin-job-search/keys-great-linkedin-recommendations.shtml

o You MUST

enable them
by adding this
section

Give them
and get them

e Enabling Recommendations

From your Profile page

Janis Stone (she/Hen
Technical Writer at Best Authors Inc

United States - Contact info

500+ connections

(Add profile section) (More)

7

Add to profile

The Essentials

Recommended ]

Completing these sections will increase your credibility and give you access to
more opportunities

Add featured

Add licenses & certifications

Add projects

Add courses

Add recommendations ]

Additional

~

N

Recommendations

Received Given

You haven't received a recommendation yet

99 Ask for arecommendation

@ Give recommendation

@ Try to have at least
3-4 reasonably
current

Try asking one of your connections to recommend you

(Ask for a recommendation)

recommendations




I Idea: Write a
recommendation

Q Asking for a Recommendation foryour boss while

you’re working

—
v" Be gracious and thankful in your ask
v' Offer to send a reminder of your accomplishments or projects
v' Express willingness to return the favor
v You don’t have to accept a recommendation you don’t like. Also you can ask for edits
To Clients: “Liz, I enjoyed getting to
To Bosses: "Jerry, it's been a know you and your business throughout To Colleagues: “John, I hope you
great experience to work on your my time with XYZ Corporation. Your remember our work together on
team and learn from you. I am operation is certainly among the most the Alcatraz Project as fondly as 1
requesting a recommendation well-run in the LED manufacturing do. Would you be comfortable
that can be used to describe our industry! Would you be comfortable placing a recommendation on my
working relationship and my placing a recommendation on my Profile that describes my role and
growth in this position.” Profile that outlines our collaborative value-add?”
efforts in your business success?”

Source: Tips on How to Get LinkedIn Recommendations - Job-Hunt.org


https://www.themuse.com/advice/the-unexpected-move-that-will-strengthen-your-relationships-with-important-people
https://www.themuse.com/advice/the-unexpected-move-that-will-strengthen-your-relationships-with-important-people
https://www.themuse.com/advice/the-unexpected-move-that-will-strengthen-your-relationships-with-important-people
https://www.job-hunt.org/gather-linkedin-recommendations/
https://www.job-hunt.org/gather-linkedin-recommendations/
https://www.job-hunt.org/gather-linkedin-recommendations/
https://www.job-hunt.org/gather-linkedin-recommendations/
https://www.job-hunt.org/gather-linkedin-recommendations/

Three Components to a Good Recommendation

From 3 Keys to Great Linkedln Recommendations - Job-Hunt.org

Component

1. The relationship context

2. What the person has done

3. The person’s key strengths
and talents

Example

I’ve known Joe for X years. We worked together at Moonscape, Inc.
on a project to prepare and ship green cheese to the moon.”

Joe’s job was to load the green cheese on to rocket ships. His work
was always accurately executed. But in order to ensure that the
launch was flawless and on time, he took the extra steps of staying
late and coming in weekends to help out a coworker.

Joe knows his way around our organization, and does whatever it
takes, within the rules, to get things done. He has a good sense of
people’s capacities, and, as a loyal team member, brings out the
bestin those around him. He knows our line of green cheese and
makes sure the productis where it needs to be, when it needs to be
there. He’s really made a difference in our department’s success!


https://www.job-hunt.org/keys-great-linkedin-recommendations/
https://www.job-hunt.org/keys-great-linkedin-recommendations/
https://www.job-hunt.org/keys-great-linkedin-recommendations/
https://www.job-hunt.org/keys-great-linkedin-recommendations/
https://www.job-hunt.org/keys-great-linkedin-recommendations/
https://www.job-hunt.org/linkedin-job-search/keys-great-linkedin-recommendations.shtml
https://www.job-hunt.org/linkedin-job-search/keys-great-linkedin-recommendations.shtml
https://www.job-hunt.org/linkedin-job-search/keys-great-linkedin-recommendations.shtml
https://www.job-hunt.org/linkedin-job-search/keys-great-linkedin-recommendations.shtml
https://www.job-hunt.org/linkedin-job-search/keys-great-linkedin-recommendations.shtml
https://www.job-hunt.org/linkedin-job-search/keys-great-linkedin-recommendations.shtml
https://www.job-hunt.org/linkedin-job-search/keys-great-linkedin-recommendations.shtml
https://www.job-hunt.org/linkedin-job-search/keys-great-linkedin-recommendations.shtml
https://www.job-hunt.org/linkedin-job-search/keys-great-linkedin-recommendations.shtml
https://www.job-hunt.org/linkedin-job-search/keys-great-linkedin-recommendations.shtml
https://www.job-hunt.org/linkedin-job-search/keys-great-linkedin-recommendations.shtml
https://www.job-hunt.org/linkedin-job-search/keys-great-linkedin-recommendations.shtml
https://www.job-hunt.org/linkedin-job-search/keys-great-linkedin-recommendations.shtml
https://www.job-hunt.org/linkedin-job-search/keys-great-linkedin-recommendations.shtml
https://www.job-hunt.org/linkedin-job-search/keys-great-linkedin-recommendations.shtml
https://www.job-hunt.org/linkedin-job-search/keys-great-linkedin-recommendations.shtml

e Get More Mileage Out of Your Recommendations

12/

o ﬁ‘ Heather Joy - 1st Featured

@ Career Whisperer @ Unforgettable Impact, Tailored for YOU. Caree... .
- e~ © (1) Embed in a new post ;
A heartfelt thank you to Barbara A huge thank you to Damon I'd like to give a huge thank you
A heartfelt thank you to Barbara Johnson, Ellen Recko, and the Lake Grove Job Johnson, Ellen Recko, and... Feltman for the incredible... to Sean Buck for his incredible... 1

-r

|

Seekers group for their kind recommendation. It means so much to be part of such
a supportive and impactful community. Your group is so organized and thoughtfully

implemented in a way that makes a big impact for jobseekers! (2) H igh light i n « Featu red »

. . " ) q Senior Recruitment Advisor — Physician & Executive Search |
Special thanks to Mac Prichard of Mac's List for connecting us. Lake Grove Job S ect I o n N I
Seekers is an incredible resource for mentoring, career guidance, and Vancouver Coastal Health -;Permanent Full-time
encouragement. If you're looking for support on your job search journey, I highly ° AC kn OWled ge t h e sen d er Jan 2023 - Apr 2023 - 4 mos
recommend checking them out. Lake Grove Job Seekers meets every Monday at Vancouver, BC
8:30am: See link in comments. * You can even make ) )

* Left to return to the UK temporarily and care for a family member.

them pretty

©

Hiring Manager Recommendation

(3) Add screenshot to an
Ellen Recko @
S o i o e s s Experience (as “Media”)

Hi Jeft,
As a mentor and leader rch support o n, had of !

| am excited about interviewing for the Operations Analyst role at Tektronix. Prior to my phone screen with Bill Falow last week, | sent

(4) Q u ote yo u r the information below. It comes from my LinkedIn profile and contains links to recommendations from several of my former managers and colleagues.

recommen d at i ons  “Excellent understanding of inbiaund and outbound global legistics™

 "Strong industry knowledge and prablem-solving skills

’ I ntrOd ucto ry ema I l‘  "Leads his team Lo strive for consistency and excellence”
C FO “_OW- u p ort h an k ® “Rock solid management skills”

examples, and where it made

do it themselves

# “Conslantly researches and develops options for process improvement”

Being able to present one’s be:

realm to career m . e fant ‘" . » " "
b { \ yo u e m a I l #"Strong on execution and follow-up

| encourage you fo connect o my profile and read the full recommendations. They present an excellent picture of my suitability for the Operations
Analyst position at Tektronix.

In the meantime, | look forward to our discussion about how | can bring this same high-level performance to the entire Operations team.

4/



& Announce You’re “Open to Work”

"I'm looking to work in [insert job

Read this: Emily Worden, How to announce you're #OpentoWork on LinkedIn title/industry]. My background is in
[describe your industry/role], and I want
1. Start with a story: “After being laid off in December and taking to leverage my skills in [list key skills] to
time to regroup with family, | am now on the job market and ready [describe your mission/ideal job].
to work.”
2. Short summary explaining your search targets R Do you know anyone in the [name of

company] or [name of industry] who can

3. ldeal jobs and industries, and your most relevant skills. [ _
help? I am interested in meeting people
4. ldeal companies and tag them in the post

Type “@CompanyName” to tag

for informational interviews, job

opportunities, and to expand my network."

HOWTO ANNOUNCE 0

N\

7. Callto action encouraging your networking to support YOU’RE #OPENTOWORK
your job search

5. Most impressive and relevant accomplishments
Use bullet points, preferably with numbers, to illustrate your impact

6. OPTIONAL: “FUN FACTS” section so people get to know your
personality.

VAT

ON LINKEDIN [

8. Offer help to your network

WORDEN
‘our Career in Gear

DO NOT use the generic #OpenToWork post from LinkediIn.
It lacks any meaningful or actionable information. 8

9. Keepitshort



https://www.linkedin.com/pulse/how-announce-youre-opentowork-linkedin-theres-better-way-worden--nshee/
https://www.linkedin.com/pulse/how-announce-youre-opentowork-linkedin-theres-better-way-worden--nshee/

PRO TIP: Turnitinto a Networking
Resume. Much better tool for
networking vs. your 2-page resume

& Sample “Open to Work” Post

After my entire team was laid off in February, | took time to
process the shock, regroup with my family, and take many
hikes in the woods. | am now ready to look for a new job, and |
hope you can help!

I’'m looking for a fundraising role in the nonprofit sector,
ideally in environmental conservation or education. | am an
industry-accredited financial professional and | want to
leverage my skills in business development, negotiation, and
relationship-building to raise money for important causes.

IDEAL JOBS:

I'd like to work in fundraising: Fundraising Manager, Director of
Development, Major Gifts Fundraising Manager, Philanthropy
Officer, or Director of Annual Giving. Seeking full-time remote
or hybrid roles in the Boston area.

IDEAL COMPANIES:

Strong preference for nonprofits dedicated to environmental
conservation and education. | am drawn to organizations like
@The Nature Conservancy, @Natural Resources Defense
Fund, @The Learning Trust, @Massachusetts Audubon
Society, and @The Trustees of Reservations.

ACCOMPLISHMENTS:

| have extensive experience managing large budgets and various departments.

Past successes include:

» Spearheaded and successfully closed three high-value mergers worth $500 million.

* Coordinated with 40+ stakeholders across five organizations to ensure continuous
management and smooth financial transitions during mergers.

* Reduced deal cycle times by 20% using streamlined project management methodologies.

SKILLS:
Financial analysis ® Project management ¢ Business development ¢ Financial modeling
Negotiation e Strategic planning ¢ Budget management ¢ Relationship building

FUN FACTS ABOUT ME:

* | love to travel and have visited 16 countries so far (my favorites are Thailand, Australia, and
Greece).

e My favorite pizza topping is pineapple (controversial, | know).

e My favorite season is winter because | love to ski.

¢ | am happiest when I’'m hiking in the woods with my two dogs, Frank and Betsy.

Do you know anyone who works in non-profits, particularly in environmental conservation and
education? Or do you know of any nonprofits looking for fundraising help? Please pass this along
to anyone who might help me land my dream job! | am interested in meeting people for
informational interviews, job opportunities, and to expand my network.

Please comment or like this post to spread the message and thank you for your help! If there is any
way | can use my network to help you, please let me know.

49


https://www.linkedin.com/pulse/how-announce-youre-opentowork-linkedin-theres-better-way-worden--nshee/
https://lakegrovejobseekers.org/assets/uploads/documents/Open-to-Work-Info-Sheet_instructions-and-template.docx
https://lakegrovejobseekers.org/assets/uploads/documents/Open-to-Work-Info-Sheet_instructions-and-template.docx




Join the “LGJS Career Development Community” group

Navigate to it from our website:

Join our LinkedIn Group | Lake Grove
Job Seekers

Because it is a private group, it
will not be found from a LinkedIn
search.

You can also enter the URL into
your browser search bar.

https://www.linkedin.com/groups/13519405/

2% lakegrovejobseekers.org/connect/join-our-linkedin-group

Get Started v Learnv Events v Q

About Us

Lake Grove
JOB SEEKERS

Meet the Mentors

[ Join our LinkedIn Group ]

Join our LinkedIn Group

Volunteer With Us

\ ®e
m [ Q Search for posts in this group ‘ ‘ [ & @D

Home My Network Jobs Messaging

Ellen Recko Owner
Group created: Mar 2017

B o7

Pending posts 0
P ’ LGJS Career Development Community
Manage group iti Private Unlisted

Earn an Active Group badge
Edit group



https://www.linkedin.com/groups/13519405/
https://lakegrovejobseekers.org/connect/join-our-linked-in-group
https://lakegrovejobseekers.org/connect/join-our-linked-in-group

Attend Linkedln 201 Skill Builder Workshop

Loke Grove Loke Grove
@ JOBSEEKERS™™ @I JOBSEEKERS™™
Faatny v WP d

Lmkedﬂ:] 101 Linked[] 201

Using LinkedIn Strategically

Profile Optimization Strategic Use of Linkedln — Train the Algorithm

* Effectively share your professional story  Engage in ways that strengthen signals of who
(via your profile) you are, what you want, and the value you bring

 Be found (while you sleep) * Getontherecruiter’s radar

* Add credibility (via recommendations) * Find and connect with people who can help

* Build credibility (via posts and engagement)
* Apply forrelevant jobs



Resources on Our Website

Skill Builder Workshops

* Linkedln 101: Optimize your Profile for BOTH people

viewing and the algorithm.
* LinkedIn 201: Learn how to engage with LinkedIn

strategically for best results. Train the algorithm too.

* Linkedln Settings: Review periodically to control
profile visibility and privacy and enable settings to
enhance engagement.

Al Prompts

* Al Prompts for Linkedln Profile Creation

* Al Prompts for LinkedIn Profile Optimization

* LinkedIn Profile Writing Guidelines (used in above
prompts)

* Al Prompts for Headshot Clean-Up

Online Tools to Create or Optimize Your Profile
e TealHQ.com
e CareerFlow.ai

Videos

Tips from Teal on how to use LinkedIn

Additional Linkedln Resources

Open to Work posts on Linkedln - be intentional,
don't use the LinkedIn default!

How to Explain Your Career Pivot on LinkedIn
How to Explain Your Career Gap: in resumes,
Linkedln and interviews

LinkedIn: Free vs Premium: If you are active on
Linkedln, you may need the Premium version.
Format Your LinkedIn Content: Free tool to add
simple formatting like bold, italics, and emojis.
12 Steps to Improve Your Linkedln Results:

Strongly recommended reading


https://lakegrovejobseekers.org/assets/uploads/documents/LinkedIn-101.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/LinkedIn-101.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/Linkedin-201.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/Linkedin-201.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/LinkedIn-Settings-Supplemental.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/LinkedIn-Settings-Supplemental.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-for-LinkedIn-Profile-Creation.docx
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-for-LinkedIn-Profile-Creation.docx
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-for-LinkedIn-Profile-Optimization.docx
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-for-LinkedIn-Profile-Optimization.docx
https://lakegrovejobseekers.org/assets/uploads/documents/LinkedIn-Profile-Writing-Guidelines.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/LinkedIn-Profile-Writing-Guidelines.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/Headshot-Clean-Up-Prompt.docx
https://lakegrovejobseekers.org/assets/uploads/documents/Headshot-Clean-Up-Prompt.docx
https://lakegrovejobseekers.org/assets/uploads/documents/Headshot-Clean-Up-Prompt.docx
https://lakegrovejobseekers.org/assets/uploads/documents/Headshot-Clean-Up-Prompt.docx
https://www.tealhq.com/tools/linkedin-review
https://www.tealhq.com/tools/linkedin-review
https://www.careerflow.ai/linkedin-optimizer
https://www.careerflow.ai/linkedin-optimizer
https://www.youtube.com/watch?v=NeZdrmTjcpU
https://www.youtube.com/watch?v=NeZdrmTjcpU
https://lakegrovejobseekers.org/assets/uploads/documents/How-to-Announce-you-are-Open-to-Work.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/How-to-Announce-you-are-Open-to-Work.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/Career-Pivots-on-LinkedIn.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/Career-Pivots-on-LinkedIn.pdf
https://pursuenetworking.com/blog/linkedin-profile-career-gap-explanation/
https://pursuenetworking.com/blog/linkedin-profile-career-gap-explanation/
https://lakegrovejobseekers.org/assets/uploads/documents/LinkedIn-Free-vs-Premium.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/LinkedIn-Free-vs-Premium.pdf
https://typegrow.com/tools/linkedin-text-formatter
https://typegrow.com/tools/linkedin-text-formatter
https://lakegrovejobseekers.org/assets/uploads/documents/12-LinkedIn-Secrets.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/12-LinkedIn-Secrets.pdf

LinkedIn is One of @ @ ,,\—7\ @

the Most Strategic
Tools You Have for

CONTROL IMPROVE LASTING

EXTEND
MESSAGE EFFICIENCY BENEFITS

Your Career REACH
Transition




Thank you!




Extras



Resumes vs Profiles

Section

Resumes - Your “What”
Succinct and customized

LinkedIn Profiles - Your “What” PLUS “Why”

Expanded but general; not customizable

Headshot
Name

Location

Headline

Summary/About

Skills

Experience

Education

Other

NO. US recruiters not allowed to view.

Preferred name
Your name should be in the file name

Portland, OR 97456

Brief: Job Title, can add 1-2 other words

Summary: 100% customized to a job,
3-5 lines, in professional tone

Limited list.

No proof, only your word

List can be customized to a job

Skill keywords woven into resume copy

Can customize to the job
Results-focused accomplishments are
best

Brief. Customizable but don’t need to
Dates optional.

2 pages max

Yes! Opportunity to smile and make a connection

Same preferred name (can add pronunciation on mobile).
Your name is in the URL

Select Portland Oregon Metropolitan Area

Longer: Job Title +++ (up to 200 characters)

About: A general overview written in the first person (I). Can be less
formal and more engaging, optionally detailing your Why.

List up to 100. They are important key words.

Can use Skills in Experience & About sections

Skill endorsements add credibility and improve findability
Can move the mostimportant to the top but is a static list
Skill keywords can be woven into profile copy

Cannot customize to the job
Dates/titles/company should match resume —recruiters check
Can expand on resume accomplishments (detail or quantity)

More space to add additional text to elaborate on education, add
continuing ed experiences. Dates optional (leave field blank).

Recommendations that impress and are credible
Can include a wealth of content showcasing your unique value.




Is Premium Worth [t?
Yes, if you are an active job seeker

Free accounts work well for passive networking and applying to jobs. Premium Career is designed for active job
seekers trying to stand out, reach key people directly, and leverage data-driven insights in a competitive market.

Both Free and Premium: 100 connection requests per week, 10 free group messages per week, and unlimited
messaging to existing connections.

Premium Career advantages are:

1. Enhanced Visibility & Intelligence - See 365 days of profile viewers (vs. 5 recent viewers), with analytics,
trends, and filters to identify recruiters and key decision-makers viewing your profile. Detailed
comparison of
LinkedIn Basic
(free) vs Premium

2. Greater Personalization - Attach personalized notes to 100 weekly connection requests (vs. only 5 per month
for Free), using 300 characters instead of 200.

3. Direct Access to Non-Connections - 5 monthly InMail credits to message anyone on Linkedln without
connecting first, accumulating up to 15 credits. Free users have no InMail access.

4. Advanced Search & Discovery - Unlimited search results (vs. 1,000 cap), advanced filters, enhanced profile
previews, and company insights for strategic networking and job hunting.

5. Professional Development - Full access to LinkedIn Learning's library of courses with certificates, plus
detailed salary data, applicant insights, and interview preparation tools.


https://lakegrovejobseekers.org/assets/uploads/documents/LinkedIn-Free-vs-Premium.pdf

Attention LI Premium Users!

v" You can GIFT up to 10 invitations of 2 months each to a fellow job seeker

v" Anecdotal info: If you decide to end
the free trial, LI will offer you Premium
at a reduced price

v' Pay it forward!!!

mqn::inﬁ@.*m

B
Saarch Hamig My Netwaork Jobs Massaging  Motifications Mg~ For Busingss +  Learning

L PREMIUM

Premium Account and Features Subscription details -

Share a free 2-month trial of Premium Career i
Refer a friend
Help someone achieve their goals faster by giving them a 2-month trial of Premium Career.

Recommended: Weekly Goals for You
Setting weekly milestones can help you reach long-term career goals. Premium is here to help

L PREMIUM
Referrals

Help someone get ahead in their career by giving them a free 2-month trial of Premium
Career. Terms apply.

Free 2-month trial of Premium Career

After you click "Share referral”, you will see your referral even if you haven't sent it yet.
Each referral can only be redeemed once and expires after 2 weeks. If it hasn't been
redeemed and hasn't expired, you can resend it,

Q Important note:If the recipient already has a Premium subscription, or has usad a free trial in
thi past, thay may not be eligible to claim the free tral.

i I 9 available referrals Share referral

Referral redeemed by | |
Code: *+e+_sere_sers_ingz




Navigating a Career Pivot?

R

Career Pivots on
LinkedIn

Guidelines for your LinkedlIn profile when you are pivoting



https://lakegrovejobseekers.org/assets/uploads/documents/Career-Pivots-on-LinkedIn.pdf

Should you turn on the #Open to Work banner?

Yes, if you are actively looking for work

Pros: Lets recruiters quickly recognize you as an
active job seeker. Plus, not all recruiters have
expensive LI products where they can see your
“only visible to recruiters” Open to Work.

Cons: Opens you up to unwanted pitches on
LinkedIn from resume writers, job scammers, and
other types of pitches and spam

Unless it becomes unbearable: Block them and
move on
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Your LI public profile, clean and well formatted
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Clean Out Old Stored Resumes

Stored resumes can create a messy

What recruiters can see (pulls in information from stored resumes)
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experience for recruiters.
They should also be current.

Source of
resume
data

—

Clean

. — — these up!

Source: The LinkedIn Setting Turning Your Profile Into A Mess For Recruiters - Biotech Career Coach



https://biotechcareercoach.com/episode/the-linkedin-setting-turning-your-profile-into-a-mess-for-recruiters
https://biotechcareercoach.com/episode/the-linkedin-setting-turning-your-profile-into-a-mess-for-recruiters
https://biotechcareercoach.com/episode/the-linkedin-setting-turning-your-profile-into-a-mess-for-recruiters

Add a “Featured” item to spotlight key accomplishments

Add to profile

Core

Recommended

more opportunities

Add featured

Add licenses & certifications
Add projects
Add courses

Add recommendations

Additional

Completing these sections will increase your credibility and give you access to
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Featured

Show what you're proud of

Feature your best articles, posts, documents,
photos, websites, videos, or presentations.
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Add a post
Add an article

Add a link

Add media

,
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What to feature (*)
“Open to Work” post
Your Linkedln posts and articles
Relevant presentations,
whitepapers, research
Work examples
Links to videos, podcasts, and
other multimedia you are in

Infographics and other visual
content

Contributed articles, guest
columns, or your own blog
Awards, certifications, or any
other relevant special
recognitions

(*) Honor all confidentiality requirements



Using my inputs and the guidelines provided previously, write 3 compelling LinkedIn
'About’ sections (up to 2600 characters) that showcase my relevant experience, strengths
and value. At least one should be brief, and one should be more expository.

Be sure to include content about the value | bring to my employer or team, e.g.,

When Using Al,
Provide Detailed Inputs, D o

o How | work and the values | bring to teams or clients.

U S e D eta i l.e d P rO m ptS ’ . Any proof points (notable results, roles, industries, tools).
T h e n E d it Re S u ltS Use these content guidelines:

o Use first-person voice and use a professional but human tone. Think: “Here’s who |
am, how | think, and what drives me.”
. Begin with a strong, short hook or positioning statement, or lead with my value

See the Al Prompts on Our Website: 5
proposition for the target role

* Al Prompts for LinkedIn Profile o Quantify key achievements or articulate key abilities that matter for this role
Optimization «  Towards the end of this section, list 5-10 relevant skills or abilities | possess.

e Linkedln Profile Writing Guidelines o End with a call-to-action or signal I’m open to opportunities in my Desired Role(s).
(Use with any profile optimization prompt)

Use these style guidelines:

o Enhance readability by varying sentence length and structure so it reads like a
human would naturally talk.

o Put separate ideas in short, separate paragraphs so the About section is easy to
skim.

. Use an engaging, professional style. Be concise and to the point, not wordy, verbose,
academic or overly complicated.

If ’'m pivoting: Incorporate a compelling pivot story into the narrative. Show how my past
experience builds towards or aligns with my Desired Role and make the career change
sound intentional and valuable. Include transferable skills and express my motivation for

M the change in a confident, professional tone.


https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-for-LinkedIn-Profile-Optimization.docx
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-for-LinkedIn-Profile-Optimization.docx
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-for-LinkedIn-Profile-Optimization.docx
https://lakegrovejobseekers.org/assets/uploads/documents/LinkedIn-Profile-Writing-Guidelines.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/LinkedIn-Profile-Writing-Guidelines.pdf

Go back

Al for Headline (and Keyword) Inspiration ... Not Final Copy

Get ideas for writing your headline

PROMPT: Provide 5 links to some of the
best profiles on Linkedln for "Content
Writers" or "Content Strategists" or
"Content Marketing" or "Content
Marketers" or “Content Writing" or
“Content Strategy" based on headlines.
Choose people with fewer than 1500
connections

These are a good start - but not optimal:

Make them better with standard titles
and additional keywords

B2B Content Strategist | Turning Industry Insights into
Lead-Generating Content | Email Marketing Expert

Freelance Content Writer | Elevating Lifestyle Brands
with Authentic Storytelling | Social Media Content
Creation

Creative Content Writer | Specializing in Health &
Wellness | Engaging Audiences with Empathy and
Expertise

Technical Content Writer | Translating Complex
Concepts into Clear, User-Friendly Content | Focused
on Cybersecurity Education

Content Writer & Storyteller | Crafting Engaging
Narratives for Tech Brands | SEO & Social Media Savvy



	Slide 1
	Slide 2
	Slide 3
	Slide 4: LinkedIn Serves Multiple Purposes
	Slide 5
	Slide 6: Before You Start: 
	Slide 7: Profile Settings Matter
	Slide 8: “Open to Work” settings 
	Slide 9: Location Preferences 
	Slide 10: Location Types
	Slide 11: Visibility of your “Open to Work”
	Slide 12: Let Recruiters Know - “I am a REAL, ACTIVE job seeker!” 
	Slide 13: Let’s Get Started! Build and Optimize Your Profile
	Slide 14: Stay Incognito When Editing Your Profile
	Slide 15: Your Name
	Slide 16: Location & Contact Info
	Slide 17: Elements of a Strong Headline 220 characters allowed
	Slide 18: Examples
	Slide 19: FYI On Mobile Devices – Your Headline May Not Show Up Entirely In a People search
	Slide 20: Headshot & Banner
	Slide 21: Aim for a “Duchenne” Smile (they are more engaging)
	Slide 22: What’s Your First Impression?  
	Slide 23
	Slide 24: What Does Your Photo Say About You?
	Slide 25: Next, Add These Sections
	Slide 26:       Experience Section
	Slide 27: Experience Example
	Slide 28:        Skills & Endorsements – More Important Than Ever!
	Slide 29: Findability Tip: Use Standard Skills from the Dropdown
	Slide 30: Brainstorm More Skills to Include
	Slide 31: Use LinkedIn Job Postings to Update Skills
	Slide 32: Career Breaks Are Fine but Consider Whether or Not to Use the “Career Break” Feature
	Slide 33: Example “Career Break”
	Slide 34: Pros & Cons of Showing a Career Break as an “Experience”
	Slide 35:       Education (and Related Sections)
	Slide 36: About Section 
	Slide 37: Include Multiple Keywords & Skills in the About Section
	Slide 38: About Section – Marketing Example
	Slide 39: About Section – Tech Example
	Slide 40:        About Section – Leadership Example
	Slide 41: What Recruiters See First
	Slide 42: Profile Content / Activity That Most Affects “Findability”
	Slide 43: Recommendations Matter
	Slide 44: Enabling Recommendations 
	Slide 45: Asking for a Recommendation
	Slide 46:       Three Components to a Good Recommendation
	Slide 47: Get More Mileage Out of Your Recommendations
	Slide 48: Announce You’re “Open to Work”
	Slide 49: Sample “Open to Work” Post
	Slide 50: Wrap Up
	Slide 51: Join the “LGJS Career Development Community” group
	Slide 52: Attend LinkedIn 201 Skill Builder Workshop
	Slide 53: Resources on Our Website
	Slide 54: LinkedIn is One of the Most Strategic Tools You Have for Your Career Transition
	Slide 55: Thank you!
	Slide 56: Extras
	Slide 57: Resumes vs Profiles
	Slide 58: Is Premium Worth It?  Yes, if you are an active job seeker
	Slide 59: Attention LI Premium Users!
	Slide 60: Navigating a Career Pivot? 
	Slide 61: Should you turn on the #Open to Work banner?
	Slide 62: Clean Out Old Stored Resumes
	Slide 63: Add a “Featured” item to spotlight key accomplishments 
	Slide 64
	Slide 65: AI for Headline (and Keyword) Inspiration … Not Final Copy

