
A Guide To LinkedIn
10 easy steps to turn your profile into a professional page



Introduction
With 64% of hiring managers citing LinkedIn as a key platform, they
use when sifting candidates, making sure your LinkedIn page builds
your personal brand and conveys your interests and passions is
crucial. Overlooking your personal brand could mean that you are
selling yourself short and even taking yourself out of the running
before you have even begun.

To make sure you capitalise on the platform and build your brand,
we’ve compiled a guide of 10 easy steps to help you turn your
beginners profile into a professional page.



Step 1

According to LinkedIn, a profile picture increases a profile’s views 14x. Remember,
your profile is all about creating a good first impression for potential employers.
A professional, friendly, and well-lit profile picture is the most important and
easiest step when creating your LinkedIn profile!

Remember, your profile picture, ideally, will be a portrait photo, similar to a
passport photo. This means employers can actually see you. A photo of you
standing in front of the Shard or Big Ben may look nice in a family album but
employers want to be able to see your face, not where you went on your
summer holidays!

Upload A Photo



Step 2

Your background photo shouldn’t be overlooked, in many ways, it is as important
as your profile picture. Your background is bigger and more noticeable than your
profile picture so make sure you choose something appropriate.

For example, if you work with graphics or programming, an image of computer
code could set the tone of your profile and create an association between your
page and that industry!

Add a background photo



Step 3

Remember, LinkedIn isn’t just a platform for you to look for jobs, it’s a platform
where recruiters will look for you. One of the easiest ways recruiters do this is by
filtering candidates through industry and regional specifications. So if you’re
looking to work in customer services in London, make sure you specify this on
your profile using the location and industry tools.

Add your location & industry



So you have the perfect picture and your location and job listed but this is just
the start. To attract the eye of recruiters you need to tell them a bit about
yourself. Remember, many recruiters won’t have seen your CV so they don’t
know everything about you. Writing a brief summary of who you are, what you
stand for and what you hope to achieve is a great way of showcasing yourself,
your passions and your goals.

This section is called a “summary” and
not “autobiography”. Try and keep your
summary to five or six lines.

Step 4
Write A Summary

Top TIp:
Make sure to write in the first person. Unlike a CV, which is typically written in the
third person, a LinkedIn summary is more personal and should be thought of as
if you were introducing yourself to someone in person for the first time.

If you are unsure of the etiquette of summary writing you are always free to
search other industry professionals on LinkedIn and see what style they employ.

Remember!



Step 5
List And Describe Your Experience

Whilst your LinkedIn profile isn’t your CV, it can often work in a very similar way.
One of the most important things recruiters will be looking for is your experience.

By listing your experience, recruiters can find out if you have worked in a job role
previously or if you have transferrable skills that could be instrumentalised in a
new job role.

What separates a beginner from a pro however is who describes their
experiences and who does not. Describing experiences can elevate your profile
and turn ostensibly unrelated job experiences into valuable learning curves that
would enable you to fulfil the requirements of your dream job.

Demonstrated my ability to multi-task
Operated to tight deadlines in a fast-paced environment
Communicated effectively with my team

Example

let's say you want to be a teacher. If you simply list one of your experiences on
your LinkedIn as a “fast food server”. The value of this job and its usefulness in
your new career path is not immediately clear. However, if below fast food server
you describe the job, it may help recruiters connect the dots.  

Whilst working as a fast-food server I:

By listing three simple bullet points outlining what you did, recruiters and hiring
managers can then begin to build up a picture of your experience and its
relevance to the job.



Step 6
Education, Education, Education!

Whether you have been out of education for 10 months or 10 years, adding your
education to your LinkedIn is a crucial step when building your online profile.

Firstly, a certain level of education might be an essential requirement for some
roles. Many jobs ask for a Bachelor’s degree, making sure that you highlight your
level of education is crucial to avoid slipping through the recruiters net.

Adding your place of study is also a great way of finding fellow alumni who work
for a company you are interested in. If you search Barclays Bank into the LinkedIn
search bar and someone from your school works at the bank, LinkedIn will
highlight this.

This is an incredibly useful tool when you start a job hunt. Getting in touch with
an old school friend who works at a company is a great way to learn about the
company and office culture.



Step 7
Add Your Skills!

The skills section is a brilliant feature and allows you to showcase your talents.
Do you speak another language? Do you have experience with Python
programming? Or maybe you have excellent time and project management.
These skills are valuable and actively sought by recruiters so listing them is a
great way of grabbing their attention and demonstrating your value.



Step 8
Take A Skills Assessment

A skills assessment allows you to exhibit your skills and gain online certificates
and badges and shows employers that any skills you have listed have been
tested through the skills assessment function. Data from LinkedIn suggests that
those with verified skills are around 30% more likely to be hired for the roles they
apply for.

At phoenix learning we offer a range of courses that give you qualifications that
can be posted to your Linked in, so make sure you give your profile a sense of
authority by posting your Phoenix Learning badges to your profile!



Step 9
Request Recommendations

Endorsements and recommendations are another way to bolster your profile
and lend authority to any claims you make. Having professionals endorse your
skills in public speaking or management add a human element and show
recruiters that your colleagues respect you and think of you highly.

In many ways, this has become a sort of online reference and is incredibly
valuable.



Now that you have created an online profile and given it the sort of depth and
quality fit for a professional, it's time to grow your network. Remember this isn’t a
social network like Facebook where you might only add your friends.

LinkedIn is a great space for professionals with shared interests to engage with
each other, therefore if you see someone’s profile and they look like they would
be interesting to talk to, add them! Be sure to include a message explaining who
you are and why you have requested to add them. Don’t be shy, people will be
flattered and keen to grow their network.

By adding relevant people, following influencers or companies you would like to
work for you can begin to populate your feed with insightful content. Companies
and industry professionals often share job postings that become available, so
this is a great way to keep on top of industry trends and follow up on any job
leads!

Step 10
Grow Your Network

Make sure to follow Phoenix Learning on LinkedIn so that we can
follow you on your journey and celebrate your achievements, we

can’t wait to see what you do next!

@phoenixlearning
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