LINKEDIN TEMPLATE
Individual Profile Set-Up
Log into your account and click on Profile > Edit Profile

Before You Get Started

LinkedIn is highly searchable and ranked by search engines (Google, Yahoo!, Bing). This means that if someone searches for your name, it is possible that your LinkedIn profile will be the first thing they see. Keep this in mind while completing your profile. Here are a few tips to keep in mind while completing your profile:

· What is your personal “brand” that you want to convey?

· Keep things in the present tense and avoid referring to yourself in the third person.

· Mix up the wording in your profile to help boost your search results. For example, if you are targeting the nonprofit industry, use “nonprofit” and “not-for-profit” in different sections of your profile. This will give you two different keywords for searchers to find you with.

· If you use slash marks, place a space between the words and slash so that search engines will know they are individual words (Example: tax / audit not tax/audit).
The following template has been created for you to use while completing your LinkedIn profile. There are two advantages for doing it this way. 1) Word will spell check for you, and 2) this will allow you to work on your profile a section at a time without having a “live” but incomplete profile showing up in search engines before you are ready to be “found.”
Name

· Use your professional name. If your clients and contacts know you as “Tom” then use that instead of “Thomas”
· Same with maiden names, use the name that people know you, professionally.

· Leave out credentials after your name, this can reduce your search engine results. 

Photo – 10 Minutes
· Use a current photo. LinkedIn’s rules state “a photograph this is not a current image of you is considered inappropriate.” 

· A tightly cropped headshot is recommended. It is helpful to pre-crop your photo to a square shape that is at least 80x80 pixels in size to avoid a “fuzzy” looking photograph. 
Professional Headline – 10 minutes

This is your personal tagline. It is not your job title or company name. It will show up whenever your name comes up on LinkedIn. This is where you can state your credentials. Here are some examples:

Example 1) 

CPA with over 20 years of experience advising nonprofit organizations and the real estate industry. (101 characters)

Example 2)

Tax professional specializing in mergers and acquisitions, succession strategies and business advisory services. (112 characters)

Example 3)

Providing outsourced CFO and business consulting to small / medium sized businesses and not-for-profit organizations. (117 characters)

(You have 120 characters for this section)

	


Summary – 60 to 90 minutes
Professional Experience & Goals: 330 words

This is where you write your “story” (think “30-second” elevator speech).

	


Specialties: 75 characters

This is where you add the keywords that you want to be associated with. Use commas in between 1-3 word descriptions of what you do.

Example) Form 990 specialist, yellow-book certified, nonprofit experience, accounting professor UCLA extension, etc. 

	


Experience: 10 – 30 minutes each

· Job descriptions do not need to be long but make sure to use keywords liberally.

· Board membership or other leadership positions can be included in this section.
	Company Name
	RBZ, LLP

	Title
	Marketing Supervisor

	Time Period
	Month
	Year
	to
	Month
	Year

	Description
	As the Marketing Supervisor at RBZ, LLP, I am in charge of maintaining the firm identity, collateral design and production, managing the firm website and social media accounts and email blasts. I work closely with firm leadership to promote RBZ and help the team bring in new business.


	Company Name
	

	Title
	

	Time Period
	Month
	Year
	to
	Month
	Year

	Description
	


	Company Name
	

	Title
	

	Time Period
	Month
	Year
	to
	Month
	Year

	Description
	


Education: 5-10 minutes each
	School Name
	

	Degree
	

	Dates Attended
	Month
	to
	Year

	Activities and Societies
	Tip: Use commas to separate multiple activities

Examples: Alpha Phi Omega, Chamber Chorale, Debate Team

	Additional Notes
	Education descriptions can provide some details about your studies, so users viewing your profile can get a better sense of your background and experience.


	School Name
	

	Degree
	

	Dates Attended
	Month
	to
	Year

	Activities and Societies
	

	Additional Notes
	


	School Name
	

	Degree
	

	Dates Attended
	Month
	to
	Year

	Activities and Societies
	

	Additional Notes
	


Additional Information: 20 minutes

	Websites

	Personal
	

	Company
	http://www.rbz.com

	Blogg
	

	RSS Feed
	

	Other
	

	Interests
	Tip: Use commas to separate multiple interests

Examples: management training, new technology, investing, fishing, snowboarding

	Groups and Associations
	Tip: Use commas to separate multiple groups
Examples: Kiwanis, IEEE, Product Marketing Association

	Honors and Awards
	This field should include honors or awards you have received relating to your professional experience.

Some examples:

· Enterprise Software Salesperson of the Year, 2002

· Patent awarded — “multimedia metadata management tool”, 2001

· Golden Apple Award for Outstanding Teaching, 2000

· Who’s Who in America, 1999-2004



Vanity LinkedIn URL

LinkedIn allows you to change the default URL that is assigned to your profile (usually something with random numbers and characters). Take a few minutes to customize your URL. Use something as close to your name as possible.

Example: http://www.linkedin.com/in/misheljustesen
Remember to include your LinkedIn URL in your email signature and on any other social media sites you use.
Personal Information

This is where you will add your phone number, Instant Messenger, Address, Birthday and Marital Status to your profile. All of the fields in this section are optional. You do not have to add any personal information that you do not want the public to see. 

Contact Settings

This section tells LinkedIn how you would like to be contacted and what kinds of opportunities you are looking for.

What type of messages will you accept?

Recommend First Option: “I’ll accept Introductions and InMail” (see definitions below)

Introductions (LinkedIn Definition)

Introductions let you contact users in your network, through the people you know. If you want to contact a LinkedIn user who is two or three degrees of away from you, you can request an introduction through one of your connections. Your connection will, in turn, decide whether to forward it on to the desired recipient (if in your 2nd degree) or to a shared connection (if in your 3rd degree).

InMail

InMail is included as part of a paid subscription to LinkedIn. Depending on your subscription level, you can send a certain number of InMails directly to people you are interested in connecting with across the entire LinkedIn network – no introductions, access to everyone. InMail is secure, it will not show any user information until the InMail has been accepted.

Opportunity Preferences

This is where you decide what kind of opportunities you are open to receiving from other LinkedIn users. You will be able to select from the following choices:

· Career Opportunities

· Consulting Offers

· New Ventures

· Job inquiries

· Expertise requests

· Business deals

· Personal reference requests

· Requests to reconnect

What advice would you give to users considering contacting you?

Tip: Include comments on your availability, types of projects or opportunities that interest you, and what information you’d like to see included in a request. To avoid unwanted contacts, do not include contact information, since your response will be visible to your entire network.
	


What Happens Next?

· Once you have completed this template, copy and paste the information into your LinkedIn profile and then “go live!” 
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