
 

  
LinkedIn Profile Optimization Suggestions: 
Name - First, last, nicknames and maiden names, if appropriate. If the business world knows 
you as AJ, you may want to use that instead of Anthony James. If you grew up as ‘Bucky’ you 
may want to include that, in parenthesis, in your name field.  

Headline - This field, by default, will be your current job title but you CAN change it, I highly 
recommend using a KEYWORD rich title, rather than VP or principal. This field can have up to 
120 characters (CHARACTERS – not words!) so if you do want to use Principal, also include a 
keyword rich qualifier like ‘Structural Engineer’ or ‘Bilingual Education Expert’. 

Location - this will affect both your search results and how you are found so if you are looking 
for a job in San Francisco but currently live in NYC, you may want to switch this as you will see 
different search and job results. It will set automatically, based on your zip code. To change 
this, change your zip code. Note that your community MAY be notified of this change so turn 
your notifications settings off when doing this. 

Industry – This must be one of their options off the drop down. Yes, I know they categories are 
narrow but take comfort in knowing that EVERYone has the same options. 

Photo – Use a professional headshot! Not one where you spouse’s head is cropped out but 
you still see his/her arm or where you have your child or pet on your lap. Have this photo look 
like you would like to look at a LIVE networking event. You don’t have to be dressed up but look 
professional. 

HERO Image – This is the large image at the top of the page. Find a wide, narrow image to 
define your personality and/or business. 

Contact Info – Include your BUSINESS email, BUSINESS phone, and physical address (which 
will only be visible to your first degree connections) if appropriate. Note that if you work from 
home or another location which you would prefer not to list, you CAN leave this blank. 

In this area, you also have the ability to add up to THREE hyperlinks. I suggest linking to your 
website, your blog, your Twitter or other social profiles where you are most active and, if you 
have an enewsletter, a link to SIGN UP for your email list. Prioritize and be sure to use all three! 

Vanity URL – there can only be ONE PaulSmith so if that is taken, you will need to add a 
middle name, middle initial or professional initials (AIA, LCSW) 
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Summary – This area is NOT included by default in all profiles and you may need to add it. It is 
a very important section as it allows you to introduce yourself and to provide the information 
people need to understand what you do and how you differentiate yourself. It is also another 
prime location for using keywords! 

You are allowed up to 2000 characters in this section – use them! Include your goals and 
objectives, mission statements or other info that let people know who you are and how you can 
help them. 

This section is similar to what you might have called the ‘job objective’, ‘summary of 
qualifications’ or ‘personal statement’ in an old school resume.  

You are able to add media like photos, videos documents and other presentations to this 
section. These make your profile stand out in a sea of text only profiles and allow you to really 
brand and differentiate yourself! 

Experience – This is the place to put all past work and volunteer experience. You need not 
include every job you have ever held but for every position you include, you must include the 
dates you started and ended the position (except for your current position) and they WILL 
DISPLAY in CHRONOLOGICAL ORDER. You are unable to re-order these positions. 

You are able to add media like photos, videos documents and other presentations to this 
section as well. Consider including slideshares of presentations you have done, whitepapers 
you have written or images of projects you have built. If you have a less ‘photogenic’ business, 
consider creating a series of case studies, with photos which you can use in this location to let 
people know the value you add. 

Education – Include all schools and universities you have attended. When adding a U.S. 
college or university, usually as you start to type the name, their logo will automatically be 
suggested. If it is the correct school, pick that link so their logo will be associated with your 
profile.  

Adding your field of study and elaborating on your experience at the school are all keyword 
opportunities. 

LinkedIn really works to facilitate alumni connections so letting LinkedIn know where you went 
to school can be both helpful (if you want to find long lost fellow students) and a bother (if you 
would rather not have your fraternity brothers linking to you!  

Note that if you want to invite someone to link but you don’t have their email address, saying 
you were a ‘classmate’ of theirs is an option but you BOTH must have that school listed in your 
profile for that to work. 

Recommendations – Recommendations are a valuable way to establish a positive reputation. 
You can ask people to write recommendations for you or people can send them, unsolicited. 
You do NOT need to display every recommendation you receive and you need not feel 
obligated to recommend everyone who has recommended you!  
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Certifications – add any relevant and related certifications. Note that while they will prompt you 
for dates and certification numbers, that info is NOT required and you can add a certification 
without fully completing those fields. 

Courses – This is a great way to show that you are staying on top of developing technology 
and the latest trends in your industry. It is also an excellent way to show that you have stayed 
engaged if there are gaps in your employment history. 

Honors & Awards – This is the place to list all the awards found on the plaques on your wall 
(or in your closet!). 

Languages – List all the languages you speak and the appropriate level of proficiency. 

Organizations - List the organizations and associations, professional or personal (if 
appropriate), you are a member of. Include positions held in these organizations, where 
applicable.  

Patents – This is the place to list any patents you have applied for or have received. 

Publications – Here, you can include links to published content. 

Projects – Link to a URL to showcase projects you've worked on. You may also add team 
members. To add a member who IS on LinkedIn, start typing their name – this will allow their 
profile to be linked to their name. You CAN add team members who are NOT on LinkedIn by 
just typing their name.  

Some notes from LinkedIn about projects: 

• To add a team member, select the edit icon next to the project title to 
open edit options. Start typing the name of the team member to see a list 
of 1st-degree connections. You can select a connection from this list.  

• The connection will be notified that you've added them.  
• They'll have the opportunity to add the project to their profile by following 

the steps above.  
• If you remove the project after they've added it, it will remain on their 

profile and vice versa.  
• If your team member isn't on LinkedIn, you can still type their name to 

add them to the project.  
• You can't edit the Team Member section of a project on someone else's 

profile. If you'd like to remove yourself, you'll need to reach out to that 
person and ask them to remove you. 

Skills & Endorsements - A list of skills to help people understand your strengths and improves 
your ability to be found. THINK KEYWORDS!!! Endorsements are excellent third party 
validation of your strengths. 

Depending on your settings, your links may be prompted to ‘endorse’ you for skills you claim to 
have. You CAN have your endorsements turned off – and if you have listed skills but have no 
endorsements, check your settings as this may be turned off! 

You do have the option to delete endorsements that you do not wish to have seen.  
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Test Scores - List your test scores if they are particularly noteworthy and/or underscore your 
recent educational experience – especially if you do not have much work experience. 

Volunteer Experience & Causes – Include organizations you support and causes you care 
about. As you type, most national and even international organizations’ logos will appear. This 
is helpful and a good visual cue to potential links and employers. I recommend staying away 
from overtly political and/or religious affiliations here unless they are relevant to your work 
and/or define your approach to the world. 

If you have a work gap, sometimes it is useful to include any volunteer work you did during that 
period in order to explain how you used your time. Note that INTERSHIPS, even if unpaid, 
should be placed in the WORK EXPERIENCE section, not here. 

You can also make LinkedIn and other members aware of the types of volunteer opportunities 
you may be interested in and LinkedIn will let groups looking for people with your skills, aware 
of YOU! 

Additional Information – You can add personal details like your birthday or marital status but I 
recommend against this. I DO recommend including your business email address to make it 
easy for people to invite you. 

  

Keep in mind: 

You can re-order the sections – if you are a new graduate with little work experience but great 
recent grades, degree and/or certifications, you may want to pull that section up above the 
work section. If you haven’t been to school in a while, you may wish to pull that section to the 
bottom of the profile, focusing on your extensive work experience and skills. 
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