
 

LinkedIn Settings Checklist for Job Search 
 

LinkedIn has many customizable settings related to your Account Preferences, Sign-in & Security, 
Visibility, Data Privacy, Advertising Data and Notifications. This checklist is not comprehensive; it 
addresses only those settings most important to a job search.  

LinkedIn changes or adds new settings periodically without notice. It is highly recommended you 
review ALL LinkedIn settings 1–2x/year, and especially before or after a profile as consistency 
between your profile and these job search settings can impact recruiter search and rank results. 

Note: As of this writing, the settings associated with “Open to Work” and “Job Preferences” appear 
to be changing and may show up in a different order or not at all. LinkedIn continually tests or 
releases feature changes by region or profile type. The choices you are given may be slightly 
different – another reason why it’s critically important to review these settings periodically. 

Settings most relevant to a job search settings are in different places on your profile. 

o Profile page 
▪ Open to Work - the blue “Open” button on your profile page  
▪ Skills and Endorsements  

o Job Tab: Select the “Job Preferences” link in the left channel for “Open to Work” and other 
job search settings. 

o Data Privacy setting: The “Job Preferences” area contains several job search settings. 

Open to Work 

• Visibility: Sets a background signal that you’re open to work. You have the option to add the 
“#Opentowork” green banner on your profile picture as well.  

o Recruiters-only: Does not display the green banner. Removing this visual cue may prevent 
others from knowing you are looking for a new job since it’s less obvious. 

o All LinkedIn Members: Put a green banner on your profile photo which says “#Opentowork”. 
Some recruiters prefer the visual cue, however the hashtag (#) makes it searchable, 
potentially leaving you more exposed to scam outreach. 

Both behave identically in the algorithm — the only difference is a visible green banner cue. 
• Open to Work Post: LinkedIn may ask if you’d like to create a post letting your network know 

you are Open to Work. This will create a generic post that is not very useful to job seekers. We 
do not recommend posting you are Open to Work this way. See this Open to Work post for a 
better alternative. 

Job Preferences 

LinkedIn may say “Tell us about the job you are interested in.” This content is used ONLY to tailor 
the job recommendations LinkedIn shows you. A recruiter cannot see it. 

https://lakegrovejobseekers.org/assets/uploads/documents/How-to-Announce-you-are-Open-to-Work.pdf


Complete this free text box as richly and completely as possible by listing all of your  preferred 
titles, industries, specialties, etc.  

Location & Job Type Preferences 

• Locations: Select up to 5. You will show up in searches for all locations listed. 

o On-site/Hybrid eligibility is implied for every location selected.  
o Include the home/contact location from the headline area, plus nearby regions if relevant 

(search radius is roughly 100 miles).  
o Use specific city/region names, not just “United States.”  
o Selecting a far-away location implies willingness to relocate there — if genuinely willing, say 

“Willing to Relocate to [X and Y]” in the headline to make the intent explicit rather than 
implied. 

• Location type combinations: 

o Remote only: Select “Remote” only. Eligible only for jobs posted as remote — not on-site 
or hybrid. Preferred locations are ignored in this mode. Include “Remote” or “Location 
Independent” in the headline. 

o On-site/Hybrid only: Select one or both. Eligible for on-site/hybrid roles at all listed 
preferred locations, but not eligible for remote postings from those same locations. 

o Fully flexible: Select all three (Remote, On-site, Hybrid). Eligible for every location type 
across all preferred locations — the most inclusive setting. 

Resume & Application Sharing 

• Share profile when you click Apply: Shares your profile with the job poster even if the 
application is completed elsewhere (i.e., not via LinkedIn). Without it, the profile is not shared 
unless the person actually applies. 

o Lets the recruiter see who showed interest.  
o Automatically turned ON with Easy Apply.  

• Share resume data with hirers / save resumes and application data: Ensures the profile 
appears in recruiter search results when they search on skills, experience, education, or 
accomplishments that match an uploaded resume. The full resume itself is not shown to 
recruiters unless uploaded directly during an application to that employer. 

o Why upload a resume at all: LinkedIn uses resume content to recommend jobs, improve 
job search ranking, suggest connections, personalize the feed, and suggest relevant 
Learning courses — beyond just recruiter visibility. 

o Storage: LinkedIn stores the 4 most recent uploaded resumes for reuse in future 
applications. A resume uploaded during account creation is not stored. 

o Clean out old stored resumes. Recruiters (and the algorithm) can see pulled-in content 
from stored resumes, and mismatched or outdated resume content (e.g., same job under a 
different title than what's on the profile) creates a messy, unformatted, hard-to-read 
experience for recruiters and confuses the algorithm. Delete resumes that no longer reflect 
the current profile/title. 

 



Skills & Endorsements 

• Click the pencil “edit” button in the Skills section of the profile to manage these settings. 

• Clean out old skills, add new skills relevant to your current direction, and reorder skills such 
that the most relevant ones appear first. Do all this before soliciting new endorsements — 
endorsing an outdated or irrelevant skill list wastes the signal. 

• Manage Endorsements. Be sure to turn on Endorsements.  

o Access these settings from the Skills section: “Edit” Skills, then select the ‘3 dots’ ( … ) in 
the upper right corner.  

Verified Badge 

Pros 
o LinkedIn-reported stats:  ~60% more profile views, ~50% more engagement for verified 

profiles. 
o Signals trust/credibility to recruiters and connections which is increasingly important as 

fake applicants and bots grow on the platform. 
o Verified profiles reportedly get an edge in search ranking, direct messaging, and comment 

visibility. (The platform is incentivized to prioritize authentic profiles). 

Cons 
o Requires submitting a selfie and a government ID to a third-party partner (e.g., Persona or 

CLEAR). 
o The verified name must match the person's legal ID name — a problem if the profile uses a 

different name than their legal name. 
o General hacking/data-exposure concerns from submitting ID documents to a third party. 

Recommendation: If you’re comfortable with it, adding the verified badge will help. 

Proactive Signals That Boost Ranking 

In general, your goal is to be as consistent as possible with your activity on LinkedIn, e.g., you tell 
LinkedIn you’ve applied for jobs with titles consistent with those in your headline (preferred next 
job); you follow your target companies and connect with people in them; you engage with people 
and companies in your target industry This consistency strengthens the LinkedIn algorithms 
understanding of your goals.  

Conversely, when your activity does not align with your profile and settings, you confuse the 
algorithm – which means you may not be found by recruiters or you may not rank high in their list of 
possible candidates when they execute a search. 

These steps help ensure consistency, train the algorithm and ultimately improve your results in a 
recruiter search. 

• “Tell LinkedIn you've applied” for aligned/relevant roles 2–3x per week. Do not apply to 
unaligned roles, as this confuses the algorithm.  

o Premium users: Mark applications “Top Choice” and send a specific, meaningful message 
to the recruiter (Premium-only feature). 



• Follow “dream” companies, those in your target industry, and those where you’ve submitted 
applications for jobs of high interest and strong fit. 

• Follow and ideally connect with employees (and recruiters) at the above companies whenever 
possible. 

• Set job alerts for companies on your target list. 

• Remove alerts for companies/roles no longer of interest. 

• Comment weekly on content related to target roles. Avoid commenting on anything not related 
to your job search interests.  

• Small, weekly tweaks to your profile, e.g., updates to your headline, resume uploads. These 
signal you are an active job seeker. 

• Signal-interest setting: Toggle “Signal interest at companies you’ve created job alerts for” off 
for 24–48 hours, then back on, roughly every 1-2 weeks. This refreshes the interest signal for 
every company page being followed.  

o Do not toggle more frequently. LinkedIn's system interprets rapid toggling as bot-like 
behavior and removes the ranking bump entirely. 

o Find this setting in the Data Privacy | Job Preferences settings area. 

Passive Signals That Hurt Ranking 

Do some housekeeping periodically and remove these confusing signals. 

• Poor visibility: When you do not turn on you are Open to Work. 

• Old, outdated job applications and resumes left on the account. 

• Irrelevant skills listed in your profile. 

• Feed “Follows” and profile “Interests” that are unaligned your current job-search direction. 

• Job alerts no longer relevant to your desired role. 

Data Privacy & Advertising Data 

These do not affect a job search directly, but are important to review.  

• Review all data-privacy options and make a conscious decision about how personal data and 
content are used, including to train its AI engine. Don't leave this on default without checking. 

• Separately review advertising-data settings, especially what LinkedIn can use to serve ads in 
your feed and decide deliberately rather than accepting defaults. 

 


