
Introduction

LinkedIn started in Reid Hoffman’s living room in 2002 
and I signed up in 2006 becoming one of the first Million 
Members in the UK.

In 2012 with 135 Million members worldwide LinkedIn is 
the place to network online for business.

My experience with LinkedIn over the years has meant 
that I have made many mistakes and learned a great deal 

about how to work LinkedIn to achieve business objectives  
to either win sales, get recruited, recruit staff or manage a brand.

I now work for PaperLess Software Europe developing the Business 
Partner channel for our software application and I manage several 
LinkedIn groups.

LinkedIn is part of my regular business life, I write from my 
personal experience and I am still learning.

You are welcome to connected to me on LinkedIn: Remember to add me as a 
connection using my public profile link www.linkedin.com/in/philrichards. I aim to 
accept all LinkedIn connection invitations.

It would be a pleasure to hear from you with any feedback on this e-book, or if I can 
answer any questions you have.

There are more articles on LinkedIn at my personal blog: www.philrichards.biz

You are invited also to:

Follow me on Twitter  Add me on Google+ Find me on Facebook

Thanks for reading

Finally:

If you find this Ebook useful please help others find it too.

Share this link on Twitter, Google+ LinkedIn and Facebook: http://bit.ly/yeKqXg
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Your LinkedIn Public Profile

Much of your LinkedIn profile will be visible on search engines and to the public 
through your public profile link.

You can configure the public visibility on your account settings to how you want, it 
is up to you. This is your personal brand, your shop front, and LinkedIn values your 
privacy.

Remember, that the more you show publicly the greater opportunity you have to be 
found by the right person at the right time.

Your personal brand is also your online identity so it is your design, so invest in it 
wisely.

You create value with your brand, this is known as “Social Capital” your positive 
actions on LinkedIn will create effective social capital for your personal brand.

You may have a business, or be a professional in a business; but you still have a 
personal brand and people buy from people. So you create your own brand, which 
you can then choose to link to a business. Your personal brand is portable too, you 
can link it to a different business when you choose to.

When creating your personal brand be clear about who you are, make it easy for 
people to see who you are, what you do, what your niche is and what you are an 
expert in.

Your Key Level Strategy

Before you really work on your LinkedIn profile lets take a step back and think 
strategically.

You can do this by defining your Key Level Strategy:-

The High Level - is about your profession, trade or industry: such as an Accountant.

The Mid level - is about your specialist area within that industry such as Tax.

The Micro level - is about your niche, what really makes you special: what will really 
set you apart. An example might be International Tax, and additionally perhaps: 
Malta International Tax.

These Key Level words are about what work you do, as your public profile is 
targeted for business and professional use.

These words avoid describing your personality and character; when people are 
looking for the solution to a business problem they will be attracted by the 
description of the work you do, the problem you solve. Descriptions about your 
personality, character and interests are important but we will use them later.
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Now you can configure your profile to work on all these levels, on LinkedIn and in 
the global internet. So first you decide your three Key Level words and then we work 
on each of those three levels in all our actions; this makes for the effective use of 
LinkedIn.

Using a Key Level Strategy will help you to be clear and use this same personal 
brand over all your web profiles.

We will be using the Key Level Strategy in your profile and then in your 
connections, questions and answers, groups and discussions, and 
recommendations: This is a key factor in being effective with LinkedIn.

Your Photo

Your photo for your profile is important. This is business networking so choose an 
appropriate photo, if you can have a professional one taken.

Your photo makes a difference, use the very best one you have, and check how you 
appear to others when you do some searches on your industry. Get some friends to 
take a look maybe. Remember, a little effort in this section will pay dividends over 
and over again on LinkedIn™.

When you upload your photo be aware of the 4MB limit of the file, and use an image 
about 100 by 100 pixels square, you can crop it to make it show well. Make sure you 
use the right format.

Remember to look at your profile when you have uploaded a photo and check it is to 
your satisfaction; you can always change it.

Use Home>Profile>Edit profile and click on “edit” below the photo

Your Headline

The headline is what drives your header snap shot so this is a key factor in making 
your profile work for you on LinkedIn.

Remember that the Header Snap Shot is what people see when you take actions 
around LinkedIn.

Try putting your mouse of another members name on LinkedIn and seeing what the 
Header Snap Shot looks like. Once you have configured yours, make sure you do the 
same and that you are happy with what you see.

Make sure that all the words in your three Key Levels appear in the header.
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As you have a 120 character limit, you may wish to design your headline in a word 
processing document, making sure you have used all your available characters. You 
may want to use the spell checker too.

You will see some people use graphics in their header. This was a good strategy 
before LinkedIn changed their search algorithms, I would suggest avoiding using 
any special characters in your header apart from spaces, pipes, hyphens and tilde’s 
(grapheme).

Hyphen: -

Pipe: |

Grapheme: ~

The default headline will be your current job role and company - Remember to 
change this.

Use Home>Profile>Edit profile and then click on “edit” by your name.

Twitter

You can add as many twitter accounts as you like. Twitter is a microblogging 
platform and I am avoiding going into details here as it warrants a whole course on 
its own, but if you have an account, or multiple accounts then you can add them 
here.

You can use this in a variety of ways. Remember that if you choose your updates to 
be visible to everyone you will be found by more people, so that is probably the most 
effective strategy.

You could feed all your Twitter updates to LinkedIn on the next choice, but you 
could spare your LinkedIn network too many of your details by adding #in to 
selective tweets that you want to share with LinkedIn and Twitter.

If you are going to be active on LinkedIn then be careful with the tweets you feed 
into your LinkedIn stream. If you are already careful with the Tweets you put out 
and are doing fewer Tweets of better quality then you could consider putting all 
tweets on LinkedIn.

Try and take a look at your profile, see what happens, and develop a strategy that 
suits you; it’s about conversation instead of broadcast, remember?

With the development of LinkedIn Signal Twitter now plays an integral part of your 
LinkedIn success as it makes you consistently more visible. The Twitter updates 
that you post from LinkedIn are visible to the online world, your LinkedIn updates 
are only visible within LinkedIn. This combination of public and private available 
updates work very effectively.

Use Home>Profile>Edit profile and then click on “edit” by where you see Twitter
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Your public profile url

Before we leave the header and start to look at our summary information and 
experience we are going to configure our LinkedIn public URL.

The URL is the web address for your profile and so as this is a key part of your 
personal branding it is worth making sure it is exactly how you want it. It is a 
unique address so keep the URL appropriate and professional and in the way you 
would like to see it.

LinkedIn gives you a default URL, if you want to change it then click on edit and 
then enter a new URL address, making it consistent with your personal branding 
strategy.

For instance if you are unable to obtain a sensible URL that shows your name, you 
could go for something that uses your Key Level words. Be careful with that though, 
remember that your career may change! I would recommend using your name or 
name variation.

Once you have saved your profile URL you can use it on Business Cards, email 
footers, websites etc... .

You can also configure your public profile to restrict the items it shows about you. 
You may wish to do this, but remember the more you show you the world, the more 
chance you have of being found. So clicking each box to show on your public profile 
allows LinkedIn to work more for you.

You can also use a URL shortener service like http://bit.ly to make a memorable url 
shortener for your LinkedIn Public URL and then use this in email footers, Tweets 
or Facebook shares.

I use http://bit.ly/phil-linkedin to shorten the public profile url that is http://
mt.linkedin.com/in/philrichards

Use Home>Profile>Edit profile and then click on “edit” by where you see Public 
Profile
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Your Summary

Your summary is an important part of your overall branding. It is much more than 
just your standard 30 second elevator pitch and it is certainly best to keep this 
section very different to your current role, although of course it will have some 
similarities.

You have just a few seconds to capture your readers attention, and in total you have 
2000 characters to get them interested in you.

Start your first three paragraphs strongly, saying exactly what you do, your 
specialities, and your niche.

Remember to use your Key Level words in the summary, and if possible in your first 
three paragraphs.

Use the rest of the summary to expand on your Key Levels using paragraph spacing 
and some simple graphics nd build on the first three paragraphs offering more 
detail building up a written picture of your experience.

I do see some people incorporating links and urls into their summary, if you do this 
remember that people cannot click on them to use them, they will just cut and paste 
them:

I am unsure how effective this is, especially when LinkedIn already gives you the 
opportunity to create clickable links in another section. (Websites)
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To ensure you show yourself in the best way possible try formatting your summary 
in a word processing document first, and checking the character count. It’s a good 
idea to use the spell checker too.

When you are ready click Edit on your profile page to edit your summary, and 
remember to save your work and then go back and look at it.

Use Home>Profile>Edit profile and then click on “edit” by where you see Summary

Your Specialities

These specialities are the ones that come up in the searches when you keyword 
search in the people section of LinkedIn.

You can also prepare this list in a word document using simple graphics and putting 
a line break at the end of each speciality.

If you do this, remember that once you save it, LinkedIn will not use the line breaks 
until you click on View Your profile at the top of the page, or look at your public 
profile; its just one of those strange things about LinkedIn™.

Use Home>Profile>Edit profile and then click on “edit” by where you see Summary

The Best View

Your experience and education is where you provide the back up to where you are 
today and your specialities. When writing your experience remember that it is part 
of your story and aim to provide contextual links, similar language and always refer 
to your Key Level words.

This can prove difficult, in my own case, relating the fact that once I was a Show 
Jump groom to my current work can be a challenge, but remember that your 
history is essentially part of your unique journey, so write up all your experiences 
for what they are, they may well make you look interesting to someone looking in 
detail at your profile.

Tell a positive story by all means, but remember to be authentic. As your experience 
gets older, it can be a temptation to suggest that this looses relevance but you 
cannot predict this, so enter everything and tell your story, you never know what 
buttons it may press for the reader.

If you are reluctant to put some experience down in your profile, it may be your fear 
and your judgements; but you have no way of forecasting what the person looking 
for you is actually looking for. So tell your story, and tell it well!
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Experience - Your jobs

You can have as many current positions as you want, just leave the end dates and 
tick that you are there currently and they will appear as current positions.

Be careful to avoid updating your headline, you will see here that when you are 
updating the jobs there is a little tick box for avoiding updating your header; use 
this tick box to avoid overwriting your carefully selected headline !

It can be useful to your career to include unpaid voluntary positions in 
organisations such as committee posts etc. In the top section of your profile, the one 
most visible, 3 of your current positions will appear, followed by 3 of your past 
positions. You can also use a special section for this in Add Sections>Volunteer 
Experience and Causes, but my personal preference is to see the current positions 
listed in the current employment section.

Your current position often presents the challenge of duplication so be careful to 
aim to make this section different from your Summary. The current positions are 
listed in order of the Start date, so your latest start date appears first. This can prove 
challenging to get the order in a way that you want it to appear, but it can be 
managed to suit you.

In the image you can see that for "Self Employed" or a voluntary organisation you 
would enter the details in the Company Name field. When you do this LinkedIn will 
show you a list
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of all organisations and companies registered in the Companies section of LinkedIn. 
If your organisation or company is unregistered OR you have no desire to register it 
on LinkedIn:  just TAB away from this box and LinkedIn will ask you for more 
details of the organisation which you can ignore. For instance there is no reason to 
register "Self-Employed" although you will find that it exists as a company!

If you wished to add your company or organisation to LinkedIn then this would be a 
great time to do that.

In the Description field you can use all the tricks you used in the Summary section, 
so use some graphics and up to 2000 words per job. It is also an idea to  break up 
large portions of text and use several paragraphs and line breaks so your details can 
be scanned easily.

Remember to use your Key Level words, especially in your current position, and if 
you can provide some additional levels of credibility by showing your Key Level 
words in previous positions, where you are able.

You may well find that your High - level Key Word is used more than the Mid - 
Level and Micro - level word, this would be normal as your career has developed, 
and also depends on what stage you are at in your career.

Remember you are building your story, your brand and your history; its all in public  
view, so be authentic.

In the future you will be developing recommendations for these positions and the 
people you want to recommend you will be reading what you have written, so keep 
that in mind when describing your achievements.

Use Home>Profile>Edit profile and then click on “add new position” by where you 
see Experience
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Consultant positions

You can enter more than just jobs,  as it is an “experience section”.

Independent consultancies and contractors can show their experience by adding a 
position and choosing Consultant/Contractor/Adviser for example in the title.

This can be especially important when showing your portfolio of work as a small 
business or independent professional consultant.

For each company that you add to your experience, you will appear on the 
companies listing, that’s another useful link back to you.

When completing these experience sections you may want to be especially careful of 
confidentiality issues, but you could also remember that these are rich sources of 
recommendations.

Add Sections

This section is a very powerful addition to LinkedIn that enables you to add specific 
sections that provide data which will mean that when people are searching using 
detailed data you will have more chance of being found.

The data in this section also brings you closer to people by showing others your 
connection in a relevant context to them.

The functionality is relatively new (Volunteer Section launched in July 2011) and 
the Add Sections functionality enables you to add more details for:

• Certification
• Courses
• Honours and Awards
• Languages
• Organisations
• Projects
• Patents
• Publications
• Skills
• Test Scores
• Volunteer Experience and Causes

Each of these is added to your profile as a separate section. When you see the 
section visible on your profile grab the Title Bar of the section and drag it to the 
position on your profile where you want it to appear.
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There are special requirements for each section that are self explanatory when 
working within a section, but you may find that you have various options as to 
which section you use for a particular item. I believe there are no fixed rules here as 
long as what you do is authentic, LinkedIn provides you flexibility to choose how to 
design your profile and so it is up to you to decide.

Certifications requires that you publish a Certification Name with 
optional Licence Number and Certification Authority which would add credibility.

Courses will link a particular course to an employment, unless you select Other 
from the employment drop down. Honours and Awards can also link to a particular 
employment if you wish.

Languages is a simple list where you choose to declare your own level of ability.

Organisations is a great section for detailing committee posts which you can 
relate to an employment if you wish (choose Other to avoid this). Before this section 
was added to LinkedIn you may have entered these details in the Experience 
Section as an employment and so you may need to amend this with the introduction 
of this new section however LinkedIn has no functionality to enable people to give 
you recommendations for your work at these organisations, or at the Volunteer 
Experience; so you may wish to consider carefully where you wish to enter this type 
of experience. In 2010-2011 I had two volunteer posts that I had entered in the 
Experience section and that I received recommendations, so I left them in place and 
added them as Organisations. Overkill perhaps, but I wanted to avoid any chance of 
removing the recommendations!

Projects enables you to specify the employment at which you undertook the 
project and also provide a public Project URL and add Team Members, although at 
the time of writing (Dec 2011) I was unable to add LinkedIn profiles only the names 
of others. If you are describing a project outside of work then just select Other from 
the drop down menu of employments and no employment will be shown. This 
section is most useful for adding URL links to projects you are working on, for 
instance I added 3 of my projects:

• Business Professionals In Malta, a LinkedIn group
• LinkedIntoMalta , a website for members of the group to publish their expert 

articles
• Kiva Team Malta, a Kiva lending team based in Malta

Publications give you the ability to add the Publication URL. This would be useful 
for self published works as well as commercially published articles.

The skills section enables you to add up to 50 skills to your profile. LinkedIn has a 
skills search section found under More>Skills that enables public searching of skills 
listed in your profile, this enables you to find the groups related to that particular 
skill and also the people that LinkedIn relate to that skill description. Using the 
Skills page on LinkedIn, you can directly add a Skill to your profile which is most 
useful if that Skill is already listed.
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The Volunteer Experience and Causes section enables you to identify what 
causes you are interested in and identify multiple organisations that you support. 
You can also add one or more Volunteer positions at any of the organisations listed 
as those you support.

I can find no record of any limit to the number of section you can use on your 
profile, however I found that I was unable to add every section so there is possibly a 
limit here.

Your Education

Your Education section is not just showing off your experience, skills and education, 
it’s also a way for people to find you as part of a university, college or school, just 
like jobs, you can get recommendations here, and recommend people.

Telling your story and giving LinkedIn as much data on you as possible will mean 
you can be found in search listings and so that you can appear as relevant to other 
people. Every piece of data you add is another way for you to be found by others 
with similar interests, experience or history. This enables you network to expand as 
the data means that linkedIn is working for you to show your profile when it is 
relevant.

Use Home>Profile>Edit profile and then click on “add new school” by where you 
see Education

Additional Information - it is important!

It would be easy to fail to complete this section, as its description seems like it is 
unimportant.This is untrue; it is an important section so we will look at each part in 
turn.

In each section there are some important tactics to use.

Website Links

In this section we can create links back to our company website, blog, or other 
social media websites.

You can enter up to three websites only but always choose “Other” and write your 
own description, this helps your Search Engine Optimisation if you’re a business 
that uses this in your strategy.
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If you are using a link here to your business, you could make this a better 
experience by using a link that goes to a specific landing page for visitors coming 
from LinkedIn,

You will get far more attention that way, and if every time someone uses this link, 
you have an opportunity to engage them; then make that opportunity as friendly 
and tailored as possible.

This is also useful for tracking how many people visit your website from your 
profile, so you can refine your actions. You could also utilise the Google Analytics 
campaign tracking to identify how many hits actually come from your LinkedIn 
profile.

Integrating your LinkedIn and business website strategy is important so it could be 
a good idea to start using a landing page to offer an immediate gift or download of 
value to your visitors and encourage them to sign up to your newsletter.

All this is equally valid as a professional employee of a business, and also as a 
professional employee and blogger in your own right.

You can forget your Twitter URL here as it’s unnecessary, there is a different place 
for that link and only enter your Facebook account if you are interested in using 
Facebook for business networking, remember you will need the complete url. You 
could enter the url of a group you are running, if you do this try and use some text 
that calls for people to join up, such as ‘Join Johns Tax Group’.

Use Home>Profile>Edit profile and then click on “edit” by where you see Websites

Interests

The first thing to notice about the interests section of your profile is that the words 
need to be separated by commas and that all the words are hyperlinked direct to a 
search that finds people with similar interests.

This opens up a huge opportunity for you if you complete your searchable interests 
in the right way. The interests section is an opportunity to expand your visibility to 
others by incorporating your personal interests as well as your business ones. It is 
also a way of doing research on finding people that have similar interests as you, 
and then seeing what groups they are members of. We will see this strategy in 
action in later modules.

Remember that capital letters will make this section look neater, but using commas 
between words and short phrases will make this section function. You will also see 
that we avoid using any graphics and as these words appear in other peoples search 
criteria, the closer you can get to using all your 1000 characters the more that 
LinkedIn™ will work for you.

Use Home>Profile>Edit profile and then click on “edit” by where you see 
Additional Information
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Groups and Associations

The groups and associations section works in the same way as the interests section. 
Separate each group name by a comma, and use Capital letters without any 
graphics. The more groups you can put in here the better, and this can help you get 
found in searches by other people. The group names are the ones you use, you make 
them up, so where possible stick to official names, but remember you can use any 
name you want to.

Use Home>Profile>Edit profile and then click on “edit” by where you see 
Additional Information

Honours and Awards

The Honours and Awards box works slightly differently, you are unable to search 
directly by a hyperlink on people with similar awards, but the words you enter here 
will appear in search results, so use up as much of your 1000 character limit that 
you can.

To make a difference to how your profile looks you can use some simple graphics 
and also use line breaks. Remember that you will not see the affect of this until you 
click on View My Profile, they fail to show up when you click save after editing your 
profile; that’s just one of the odd things about LinkedIn that you just get used too.

This section is in addition to the Honours and Awards section that you can add 
from your experience, so it could just be duplication for your profile.

Use Home>Profile>Edit profile and then click on “edit” by where you see 
Additional Information

Personal Information

LinkedIn gives you the control over what you share with the general public and your 
connections, so it is up to you.

The level of detail here will depend on your strategy, so be strategic in your decision 
making. You could use your work telephone number and your Instant messaging 
details, and restrict your birth date information to showing just your year, for 
instance.

Remember that the more you share, the more LinkedIn can help you, but balance 
this with your personal security.

Your contact details will only be visible to direct connections.

Use Home>Profile>Edit profile and then click on “edit” by where you see Personal 
Information.
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Contact Settings and Interested In

The ‘Contact Settings and Interested In’ section is what tells your reader how to 
contact you and what you’re interested in.

The Interested In section, the tick boxes, will appear on your public profile. The text 
you can enter will be invisible on your public profile.

So once again we use our Key Level Strategy to ensure we get contacts from people 
who fit in our target market.

It is important to get the display right in this section, so use your simple graphics 
again, and space your writing out using line breaks and paragraphs.

There is probably a theoretical limit to the amount of data you can put here, but I 
have failed to find it as yet.

Use Home>Profile>Edit profile and then click on “edit” by where you see Contact 
Settings.

Applications

You can add up to 12 applications onto your profile. It is easy to add them, just use 
the Add Sections link and then use ‘Application’ and then choose the application 
you want to add. You can also view these from the More>Your Applications 
menu>Get more applications.

Amazon Reading List

An easy application to add is the Amazon reading list. You can use this to do quick 
reviews of the books you have read, and once again, keep these books to your Key 
Level words, and your Interests, so that they appear relevant to anyone looking at 
your profile.

Slideshare for LinkedIn

For instance if you regularly share ‘slide share’ presentations as part of your online 
strategy, then add this application to your LinkedIn profile, which will update 
automatically every time you add another Slide Show presentation.

This integration is powerful, you are then networking on two platforms 
simultaneously and SlideShare feeds LinkedIn and vice versa.

To add a video that plays every time a reader visits upload the video on Slideshare 
and then add it to your profile from the Slideshare dashboard. Whilst this does 
appear to be a  "cool thing" to do, it can be very annoying for someone who visit 
your profile more than once!
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Creative Portfolio

For anyone with a creative portfolio to share this application by Behance provides a 
simple way to show your work.

Google Presentation

Google lets you share presentations done in Google docs or from powerpoint 
straight from your google account, it is really a very useful way of sharing 
documents, however if you or your company use Google Applications the paid for 
versions of Google Docs then this application will fail to work, it only works on the 
Google free accounts. Its probably best to choose either this or Slideshare as there is 
duplication.

Huddle and Box.net

Huddle and Box.net are also great for the same type of application, these are more 
for sharing documents and files so this can be useful for you to share the free 
valuable gift when connecting with people. Both Huddle and Box have free 
accounts.

Both these applications work well for sharing documents in groups and for 
receiving documents from your connections.

WordPress

If you have a Wordpress blog then you can link the the blog address onto your 
public profile in a couple of simple steps and this will refresh periodically. This is a 
useful extension to your networking as it brings your blog and LinkedIn together, if 
you do this make sure your blog links back to your LinkedIn profile so it works both 
ways.

Blog Link

Blog Link is useful if you have a blog on another platform as it support many 
different types of blog.

SAP

The SAP application is for SAP professionals, and if that is you then you are unlikely 
to want to miss out on this one, but it is just for SAP people.

MyTravel by Tripit

My Travel is a great way to let your network know when your travelling. it helps 
people get to know you a bit better and also arouses their curiosity, so share your 
travel details and it will help you get more connections and build relationships.
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Manymoon Projects and Teamspaces

You get unlimited team spaces, documents and connections according to the 
application, but I am unable to comment further having never tried it! But it is 
free:)

Tweets

Tweets is a useful application. It is a fairly recent addition to the LinkedIn 
application suite and takes LinkedIn and Twitter that one step further to 
integration.

About one third of my connections are using twitter at the time of making this 
course, so this is a whole new way for me to connect with at least one third of my 
network on a different platform by using the Tweets tab called connections I can see 
who I am following and who I have missed, this is limited to 500 people for the free 
account.

Twitter is a choice that you could make, it has the potential of bringing in people 
from outside LinkedIn to your network if used efficiently, but it takes time and 
effort to get involved.

The tweets application on LinkedIn enables you to update your twitter and 
LinkedIn status at the same time, so that efficient, and it also enables you to follow 
every direct connection on LinkedIn that you are missing out on following. This is 
the real bonus of this application if your a twitter user.

Recommendations

All of the work you have done before on your LinkedIn profile needs doing before 
you receive any valuable recommendations. However the recommendations are a 
very powerful way of showing yourself effectively when your profile appears in a 
listing.

You can see that having more recommendations and connections will add 
credibility to your profile when your details appear in a search as the image shows 
on a search for "LinkedIn" (for which I have no targeting currently).
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Personal Recommendations

The number of recommendations you have received on LinkedIn is shown on your 
profile. The more you have the more you will seem like an interesting, reliable and 
trustworthy connection.

To be really effective on LinkedIn have a strategy to build your credibility and 
reputation by building the number of recommendations you have on your profile, 
and build them steadily week after week.

More reputations mean more social proof that you are a real expert in your niche; it 
is part of the social capital you create, the value in your profile.

Gaining recommendations is done by taking actions strategically. You can ask for 
them and you may wish to do this to close friends and colleagues, if you do this, ask 
them to use one or more of your Key Level words.

On the other hand the best way to get unsolicited recommendations is just to give 
them freely. So if you regularly write an unrequested recommendation for someone 
you know or have interacted with on LinkedIn, and it’s an honest and sincere effort 
to help someone else; you will find that people do the same.

In fact LinkedIn helps you with this as when you write a recommendation for 
someone LinkedIn  asks the person if they want to accept it and make it visible, and 
then will prompt them to return the favour.

So give plenty of recommendations and keep doing it regularly. One word though, if 
you give out 10 recommendations then be pleased if you get just one back, life's like 
that !

Advanced recommendations

Currently video is making huge inroads into our behaviours and sharing on the 
internet.

One technique I have seen used is the video recommendation, this can enhance a 
persons normal written recommendation if you can request they can do it. Once you 
have received your video recommendation then upload it using an application such 
as Slideshare and you have a visible recommendation and a back up recording too.

You will benefit more from this if you record video recommendations for others and 
host them on your slideshare account. What can be useful about this is that if you 
ensure that your profile links are in the video, or a way of telling people how to find 
you, for instance what to search on or using a bit.ly short url then you can make 
sure these videos are shared on video sharing websites, this brings people back to 
you on LinkedIn.
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Service Providers

As a business and as a professional you will benefit from asking your clients to give 
you recommendations for your business. These appear as Service Provider 
Recommendations and are listed separately on LinkedIn enabling people to find 
suppliers that are recommended by their network.

This is valuable to your supplier credibility so you can see who your network 
recommends as a Business Consultant, for example and then order this either by 
date, to see the newest recommendations or by the amount of recommendations 
these suppliers receive.

Remember to make sure your profile is included in the Service Provider Directory, 
you can check your settings for this by looking for the settings menu in the top right 
hand corner of the LinkedIn home page. Look under Privacy Settings and you will 
see the menu for Service Provider Directory.

Adjust the order of the content sections

You can tailor the design of your profile as it appears to the public. As this is the 
showcase for your personal brand and identity on LinkedIn, and in the public 
arena, LinkedIn gives you the opportunity to move the content sections into the 
order you want.

To do this just click and drag using those handles you can see on the left of the title 
of the content section.

Check that you have completed 100% of your profile

LinkedIn makes it easy for you to check that you have completed 100% of your 
profile.

With all the effort you have made in making sure your profile is going to be effective 
it would be most unwise to leave your profile at anything less than 100% complete.
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Advanced Profile Techniques - A simple technique

What I am going to describe to you is uncomplicated, and actually quite easy to do 
however it would be so easy to abuse this powerful technique, and in fact some do.

My own experience is to draw the line at which I stop, which means that people get 
higher rankings than me on occasions in searches on LinkedIn™ for my targeted 
search term, because I refuse to do what they do.

The first stage of this technique is to decide what your search term will be and 
decide how far up the rankings you wish to go.

Then optimise your profile according to this search term, you need to have made 
sure you have done this step to the best of your ability before using this advanced 
technique.

You may well have done this already, ensuring that this search term is in your 
headline, your summary, current job roles, specialities etc...

Put this search term into the advanced people search and then look at the top few 
people in the searches.

Remember to change the sort order to Keywords, you can do this from the drop 
down menu at the top of the search. When you use the advanced search optimise 
firstly for your country, before you try optimising for world domination :)

Look at the profiles of the people in the search above you and look at their current 
roles and past roles counting the number of search terms highlighted.

This is the number of search terms you will need to have, or to have more of in your 
current and past roles in order to appear above them in the rankings.
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Now change the wording in your current and past roles accordingly.

I have experimented with this and found that one current role, and plenty of past 
roles looks more effective as a profile, and operates just as well.

If you try and add too many current roles, it can look like a mess, you will find 
people do this, but remember that search rankings on LinkedIn™ is just one aspect 
of the overall game, the visual impact of your profile is another.

Luckily you can experiment and change what you need to. You will find the search 
rankings change very quickly after you have updated your profile.

When you repeat the search you will see where you have moved too. If you then 
want to go further, then you will need to click on a profile above you, and repeat the 
process.

Too easy ?

It cannot be that easy right ? Wrong, actually it is with a profile that is already 
optimised.

People do find this out and sadly abuse it, but I would offer you the strongest 
warning against being unreasonable with this information. Years ago Google 
searches would be manipulated by what is known as “keyword stuffing” which is 
abusing the search formula by repeating words with no reason.

When they changed their formula peoples websites got banned from being on 
Google. So if you want to avoid any potential trouble, use the information wisely 
and use it effectively.

It is also important to be clear on your targeting of these key words, you can change 
them, and as other people discover your keywords and challenge your position, 
changing the words is a great idea, and keeps your profile fresh.
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Check your settings

To get the maximum impact from your profile here are some settings that you need 
to check to ensure your profile to the maximum of it's effectiveness.

You can adjust your settings from the drop down menu item from the top right of 
your LinkedIn home page, where you see your name.

• Privacy Controls - Ensure you are broadcasting your updates to your network, 
everyone can see your activity feed, your name and headline are viewable 
when you views another members profile, your connections can see your 
connections, your photo is visible to everyone and you are displaying the box 
"Viewers of this profile also viewed"

• Emails - Ensure you have checked each box to receive all types of emails, and 
that anyone on LinkedIn can send you invitations

• Account - Add any email address that you are associated with, so more people 
can find you
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Your LinkedIn profile Check List

1. Decide your Key Level Words or Phrases: High, Mid, Micro
2. Complete a strong focussed headline
3. Upload a great photo. Use a professional one if you can.
4. Add your twitter account
5. Configure your public profile url
6. Create a compelling summary including your key level words
7. Complete as many specialities as you can including your key level words
8. Enter your current experience (jobs) including your key level words
9. Enter your previous experience (jobs)
10. Detail your education
11. Correctly configure your 3 website links
12. List all your interests
13. List your groups and associations
14. List your honours and awards
15. Complete the personal information you are willing to share with direct 

connections
16. Write a good reason for people to contact you in the contact settings
17. Tick of all the interested in items that you are happy with
18. Update your skills in the skills section
19. Record a personal welcome video, upload to Slideshare
20. Add the Slideshare application, the Twitter application, and the blog 

application if you have a blog. Consider the other applications as required.
21. Join some groups to get some nice badges on your profile
22. Recommend someone today, just to get started
23. Check everything on the public profile, change everything your unhappy with
24. Is your profile at 100%, then if you have checked it its time to go public !
25. Post your profile announcement on a group and ask for some feedback
26. Sit back and enjoy your new LinkedIn™ profile, and enjoy how it looks

And finally

An effective LinkedIn profile is always work in progress so it is  a good idea to take a 
look at your own profile periodically and update it with your new way of thinking.

If you find this Ebook useful please help others find it too.

Share this link on Twitter, Google+ LinkedIn and Facebook: http://bit.ly/yeKqXg

Thanks again for reading,

Remember to add me as a connection using my public profile link 
www.linkedin.com/in/philrichards 

(I aim to accept all connection invitations)
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