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Having a profile photo also makes you: 

2. Include a profile photo. According to LinkedIn, profiles with a photo are 21 times more
likely to be viewed than those without one. 

Setting Up Your Profile 

1. Begin your profile by entering your name (as you are known by, should be the same as
your name on your résumé), job title or area of expertise and location. LinkedIn allows you
to show a former name and who can see your entire profile. 

Just creating a LinkedIn profile is a bit like writing your résumé and then putting it in a
drawer. The key to using LinkedIn is to access the various tools it offers to raise your profile
and connect with people who may be able to help you in your job search. Setting up your
profile your profile is only the first step and without further engagement, may not send the
message you hope. 

Introduction 

LinkedIn is considered an essential tool for job seekers, for you to be able to research
companies, connect with other people, to join groups and to apply for job postings. It’s also
become a tool for potential employers to vet you, to see if they want to meet or connect
with you. 

For example, LinkedIn allows you to connect with people you know and keeps track of those
connections. A profile with only a few connections sends a very different message than a
profile with hundreds of connections. Same with a profile with little recent activity or a
partially completed profile. Don’t join just because someone said you should – join because
you see the value in the tools it offers, and you are willing to commit to using them. 



Tips: 

a. Colour or black and white

b. Head and shoulder shot

c. Smiling 

d. Current 

Your picture should be professional. No selfies, vacation shots, no alcohol, other people,
passport photo mug shots, pets or distance shots. 

36 times more likely to receive a message. 9 times more likely to receive a connection
request. 

As humans, this helps us to build trust. Some people are concerned that a picture may allow
a potential employer to discriminate against you. I’m recommending you use LinkedIn to
expand your network and a picture will help a potential connection to remember who you
are. Plus, profiles without a picture are less appealing and fewer people look at them. 

3. Add a background photo – no random shots of nature or too abstract, must connect to
your job objective to help your self-marketing. For example, no Toronto skyline shots, unless
you are working for Destination Toronto or have played a direct role with the construction
companies responsible for the skyline. 

You can find free, high-quality images for your LinkedIn background on websites like
Unsplash, Pixabay, and Pexels. 

You can remove any background behind you in your photo by using https://www.remove.bg/

- upload your photo 

- go to background – colour – select bright colour (no reds, pinks, purples, or anything that

ages you or makes you look unwell) 

- if bright colour is not your thing, use the colour wheel icon to select a less dense gradient 

of colour – pale blue can work well for most skin tones. 



Use ChatGPT to help you: 

Prompt: Create 20 LinkedIn headlines for the role of Software Engineer. 

Select one you think summarises what you do quite well and paste in to your headline
section. 

Open To Section: 

Down to personal choice. You can choose from Open to Work, Open to Services, Open to
Hiring. Open to work has the option of letting everyone see that, or recruiters only. 

Open to Work preferences - you can select one primary title and location preference to
improve recommendations and search suggestions for you. 

Headline Section 

This is not just about adding your job title/job title objective. This is where you can add a
‘hook’ to want to get people to read on. Some examples include: 

About Section 

This is the most important section and for many of us, the most difficult part to write. You
want this section to highlight your most valuable skills, accomplishments and experiences as
they relate to your job objective. 

Tips: 

a. Let your personality come through as you would in a covering letter. Use the first 
person ‘I’ as you are speaking with an online audience that number many at the
same time, not just one person reading your résumé at a time. 

Financial Services Data Entry Clerk – Efficiently Increasing Productivity and Process 

Senior Data Analyst – Finding the Story in Big Data 

Administrator – Providing Quality Business System Improvements to Save Time and Cost 

Not Your Average Chemist 

Recruiter – Helping Busy Managers Put the Right Person, in the Right Place, at the Right Time 



 
b. No spelling errors, grammatical errors, or syntax errors. 

c. Use short sentences and use white space: most people are reading your profile using the
LinkedIn app, so big blocks of text are not reader friendly. 

d. Add a toolbox of key words: copy and paste a job description from Indeed.ca that you
would apply for into ChatGPT, using the following prompt: 

Using the following job description, give me the top 20 skills I will need to have to get an
interview for the job. 

You can then use these in your About section on LinkedIn. 

e. In your role, what makes you stand out? What have you noticed that you do
best/differently/better than other people doing the same thing? Now is the time to tell us
about your unique selling point/s. 

Experience Section 

This section includes your chronological work history. Do go back too far, unless your
experience is absolutely relevant, or you have previously worked for big name companies
that you know will open doors, or you have senior level experience. 

If you have only for one employer for the last 17 years, then obviously, you need to express
that, but it would be worth separating out separate roles within this time if you have had
promotions/increases in responsibility. 

If the experience you have is worthy of an additional mention (e.g. you worked at some
household-named corporates/companies that absolutely relate to the post applied for) but it
is from over 25 years ago, then instead of mentioning them in your work history section, you
could mention brief details in your about section: 

“Before working as an HR Consultant, I developed my HR expertise working in HR roles for
major corporate companies including Heinz, Toyota, and TD Bank”. 

By following LinkedIn’s format, you will be prompted to note your title, name of employer,
length of time you worked there. Briefly note your accomplishments, using metrics where
appropriate. 



Volunteer Experience Section 

Keep this recent, and relevant. No details of volunteering at cat shelters or kids clubs unless

you are planning on working with animals/children as your job objective. 

Ifit’s appropriate for your job objective, LinkedIn allows you to include links to relevant
websites, to upload rich text media such as photos or documents. For those in creative
fields, you can let people see your portfolio of creations. Do not upload your résumé –
LinkedIn is your résumé, and usually, your résumé has your phone number/identifying
details, leaving you open to potential fraud. 

a. If the company you worked for is on LinkedIn and has posted the company logo, the 
logo will automatically appear on your profile. 

b. LinkedIn will automatically default to reverse chronological format for positions held 
in the past. 

c. Ensure that the dates, names, job titles and responsibilities are consistent with your 
résumé. Many potential employers are using LinkedIn to verify or double check your
work history. 

d. You can also add selected skills that relate to the job. The first 5 get read. These will 
be taken from your Skills section list (you can have up to 50). It will now allow you to
choose new skills that do not appear within your Skills section. 

Education Section 

List your education using the prompts to guide you. 

Ensure logos/avatars of training/educational institutions you attended are selected where
possible. 

Do not put start dates of your training – only the graduation/completion year is required. If
the dates of graduation are from more than 15 years ago, omit the year of graduation
altogether – it’s not when you gained your degree/s that matter, it’s the fact that you have it
that will count. 



Details of volunteering more than 4 years old need not be added unless absolutely relevant
to the industry/role objective. 

Skills and Endorsements Section 

LinkedIn is no longer run by humans, it’s run by bot driven algorithms - select from a wide
variety of skills to a maximum of 100. Review the list and select your strengths but keep the
number of skills you highlight reasonable. 

a. Skills and expertise increase with endorsements. Endorsements come from your 
connections and add credibility to your profile. 

b. The simplest way to solicit endorsements is to endorse your connections’ skills. You 
don’t need to endorse every skills listed in your connections’ profile, just a few will
get the ball rolling. You can do this by going directly to someone’s profile and clicking
‘endorse’ when prompted by LinkedIn. 

c. Periodically, review your skills. If you have skills listed that no one has endorsed, you 
can move these to the top of this section in your profile by clicking and dragging
them up to gain visibility of them to your network; otherwise you may choose to
simply delete them. 

d. Use ChatGPT or other AI to help you: copy and paste a job description into ChatGPT, 
and ask it to list the top 20 or 30 skills you will need to add on your resume to get an
interview for the job, with no explanation (otherwise it will give you lots of fluff
about what each skill keyword means). Make note of where you meet the skill, and
skills that are required for the kinds of roles you are looking for. This will keep your
skills current. 

e. When searching for of applying for jobs on LinkedIn, you can add skills listed in the 
job descriptions by clicking on them if you are missing any. 

Recommendations Section 

Recommendations are similar to endorsements but carry more weight. A recommendation is a
testimonial written by one of your connections, praising your work. Often, recommendations
are linked to a specific position you held or hold and will show up as part of your experience
section. Recommendations include the name and picture of the LinkedIn member who
provided the recommendation and can really boost the credibility of your profile. 



c. 

a. 

b. 

d. 

Licenses and Certifications Section 

Here you can add details of publications, courses you have taken, honours, awards, and
training you have received that is not already covered by the education section. 

Recommendations can come in unsolicited but in general, you will need to request
them. 

Recommendations can come from peers/co-workers; managers; supervisors;
vendors/suppliers or customers/clients: anyone who can vouch for your skills,
experience and professional accomplishments. 

To request a recommendation, go to the person’s profile, click ‘more’ and select
‘request a recommendation’ from the drop down menu. Then follow the prompts
LinkedIn gives you. 

Be courteous and polite, and always tailor your request: what is it that you want to
be recommended for? 

Interests Section 

Keep these related to your career only. 

a. Influencers: keep these professional and related to your industry where possible. 

b. Companies: Keep these local and/or related to your target job objective. This is a very 
powerful job search tool as LinkedIn is set up to allow you to search companies. You
can find links to the corporate websites, current and recent company news and, 
more importantly, you can find out who works there. The company pages on LinkedIn
will list employees who are also on LinkedIn so you can see if you know people who
work there OR if one of your connections knows someone who works there. 

c. Groups: there are thousands and thousands of groups on LinkedIn – you can belong 
to 100. Participating in groups is a good way to build your online profile and connect
with new people. They are also a great way to keep informed of topics in your
industry. Groups are discussion boards where professionals can share information,
post links to articles and websites of interest and comment/like other people’s posts. 



d. 

Author: Bella Doswell CCDP RCDP 

Schools: you can add your alumni here. This allows you to tap into the pathways of
your fellow alumni for more potential networking opportunities in companies you
are interested in working for. 

You can use the search box (click on the magnifying glass on the right of the search box as
you click into it) and then click on ‘more’ underneath. Type in a key word of your choice and
then groups will begin to come up. 

Don’t join too many groups and keep your membership to groups that support your career
objective. Remember, you need to be active in order to build your online presence. 
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