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Gather your tools to 

build an 

outstanding profile! 
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Be where the cool 

kids hang out! 

It might just be the most valuable, but least talked about—and let’s face it, most 
underused—social network available to you.  

We’re talking about LinkedIn, of course, and if you’re not using it to connect with 
other entrepreneurs, business owners and thought leaders, you’re missing out.  

Since 2003, LinkedIn has been bringing business professionals together in a way that’s 
simply not possible with traditional networking. By connecting you with colleagues, 
industry leaders, and other professionals, LinkedIn initially provided a way for those 
seeking employment to meet—and be hired by—the companies seeking new talent.  

But it didn’t stop with the employee/employer relationship. LinkedIn has firmly staked 
its claim as an online database of professionals from all over the globe and in every 
industry you could imagine.  

According to LinkedIn, as of the middle of 2018, LinkedIn boasts more than 575 
million members, with new signups coming in at a rate of two new members per 
second. Members come from over 200 countries and territories around the world—and 
more than 70 percent of LinkedIn members are outside the U.S. Additionally, more 
than 26 million companies are represented on LinkedIn. 

Here’s some other cool stats1:  

• 13% of Millennials use LinkedIn 
• 44% of LinkedIn members earn more than $75,000 per year 
• 41% of millionaires use LinkedIn 
• The average CEO has 930 connections 

As you can see, that creates a lot of opportunity for business professionals to connect. 
In fact, just about anyone who conducts business online will find LinkedIn to be 
helpful in finding and reaching new connections and customers.  

You just have to know where to look. Let’s get started! 

Step 1: Set Up Your Account 
LinkedIn provides you with a profile page designed to show the world what’s special 
and unique about you—and why they should get to know you better. The key is to best 
utilize it to highlight your personal brand. 

Personal branding is simply creating a recognizable professional name and reputation 
for yourself. Your LinkedIn profile should focus on you … not the businesses you’ve 
been associated with. 

LinkedIn offers a basic (free) account as well as several premium (paid) options. The 
majority of LinkedIn users take advantage of the basic account. The premium accounts 
offer more options and are specifically designed for job seekers, sales and talent 
professionals, as well as those who want to utilize more features that LinkedIn offers. 

Start with the basic version and switch to premium only if necessary. 



Four things you 

must get right on 

your profile. 

LinkedIn offers several sections where you can provide information about yourself, 
your skills, your knowledge and your expertise. However, there are four that are 
critical: Photo, Headline, About, Experience. 

Photo 

Ideally, you want to use a professional headshot. Unlike other social media sites, where 
you might be forgiven for using a fun photo, or one with your family or kids in it, 
LinkedIn is a different culture. You will have better results when you use a photo that’s 
both on brand and presents you in a professional manner. And, it should be a recent 
photo! 

Currently, the recommended photo size is at least 400 by 400 pixels. However, it’s 
cropped into a circular format, so be sure to review it once you’ve uploaded it. 

Headline 

The most important piece of your profile, your professional headline, lets everyone 
know at a glance exactly who you are. Once reserved for your current job title, the 
headline is now a space where you can really sell yourself and your brand. With a well-
written headline, readers will know instantly if you are a good connection for them, 
what you can help with and what they stand to gain by adding you to their network.  

A good headline creates relevance. 

Keep in mind that you do need to be concise. You have only 120 characters (including 
spaces) to write your headline.  

About
Formerly the Summary section, this is where you go into more detail about what you do 
and where your specialties lie. You can also include pictures, video, links and even 
documents you’d like to share with your connections.  

While this section is completely optional—as are most others on LinkedIn—it can be 
left blank. However, the About section appears at the top of every profile and is critical 
in telling the story of your professional career. Busy professionals may not read 
anything more. Additionally, this section is an important component in optimizing your 
profile for search. 

There is no need to be brief in the About section. You have 2,000 characters to tell your 
story. Remember that this may be the only section someone reads, so take advantage of 
it! Write for your audience. What will catch their attention? 

Experience 

There is no limit to including the number of positions that you have held. However, to 
show career progression and development, the most current position(s) are shown at the 
top of the list, and are shown in chronological order. 

As with the About section, you have 2,000 characters for each position. If you held 
multiple positions at the same organization, list each one separately. 
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Capture everyone’s 

attention with your 

irresistible 

headline! 

Again, take advantage of the amount of space that you are given. While a resume may 
just have a bulleted list of your job duties and responsibilities, you have the opportunity 
on LinkedIn to expand and describe in detail your accomplishments. 

Typically, your current—or most recent—position should have the most detail and 
information. However, you should go into detail on any and all positions that you want 
your connections to learn about. That said, it’s perfectly acceptable to not include 
positions that don’t apply to your current situation, or to just include basic details about 
them. The one thing you don’t want is to have gaps in your experience because you 
didn’t include everything. 

Exercise: Create Your Headline  

As mentioned, your headline is limited to 120 characters. By default, it is your current 
job title but it’s critical that you edit it to tell your story. You want to include keywords 
that others might use when searching for you, as well as tell the benefit of connecting 
with you. 

NOTE: According to the LinkedIn User Agreement, you cannot include information 
that can be found in other areas, such as your email address, phone number, URL, etc.  

Don’t worry about the character limit right now. You can fine-tune it later. It’s 
important now to simply brainstorm on what you want your headline to convey. 

 

Current job title:  ______________________________________________________  

Ideal connection:  ______________________________________________________  

Benefits:  ____________________________________________________________  

Headline draft: 

Step 2: Using Keywords to Optimize Your 
Profile for Search 
LinkedIn has a sophisticated search algorithm that allows users to find the professionals 
to best connect with. It’s closely aligned with Google’s own algorithm, so a well-
optimized profile will not only rank well on LinkedIn, but it will inevitably show up 
when someone Google’s your name—or your keywords. One thing to remember about 
keywords: they are used not only to find someone, but to filter out others! 
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Selecting your 

keywords isn’t a 

game! 

Keywords can be one word, several words or even short phrases. 

Here’s what’s unique about a LinkedIn search, though: results are limited to “three 
degrees of separation.” That means when you do a search, priority is given to those 
profiles who are three links (connections) or less from you. 

This is why it’s critical to grow your network. The more connections you have on 
LinkedIn, the more frequently you’ll be found in a search.  

Before you can do that, though, you need to be sure your profile is well optimized, and 
that means knowing—and using—good keywords.  

Here’s tips on how to determine your keywords: 

1. Make a list of important topics/subjects based on your business.
2. From this list, create a list of keywords.
3. Put these words and phrases in Google, Bing, etc. and see what additional,

relevant terms appear.
4. Choose the top three to five and optimize your profile around those.

Additionally, look at the profiles for your peers—and competitors—to see what 
keywords they use. 

You will use your keywords in multiple places: 

• Headline
• About
• Experience

If you wrote your headline in Step 1, it’s time to take another look at it, keeping your 
primary keywords in mind. How can you include your best keyword(s) without making 
it difficult to read? That can be a challenge, and it may take several tries to get it right. 
This is a critical element that keeps readers engaged, so don’t rush it. And, it’s not 
written in stone, so update it as needed. 

Your About section is a bit easier, but still important. Be sure to use your keywords 
strategically.  

My Top Keywords and Phrases 
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How will people find 

you? 

Exercise: Using Your Keywords 

Using the keywords you’ve identified as the most important/relevant to your industry 
or niche, revise your Headline and About section to include them.  

Revised headline: 

About Outline: 
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Your network is the 

most important 

marketing tool 

you’ll have. 

 

Step 3: Build Your Ideal Network 
Connections are the key to ranking better in a LinkedIn search. No matter how relevant 
or well-chosen your keywords are, if you’re not connected to a lot of people, your 
search ranking will be limited.  

The good news is that LinkedIn gives you a lot of room to grow. Every LinkedIn profile 
has a maximum of 30,000 connections, so you probably don’t need to worry about 
running out of space.  

However, you are limited to only 3,000 invitations. That means you can’t simply extend 
a request to connect to every profile you come across—or everyone you know.  

In fact, it’s a good strategy to keep your LinkedIn connections laser focused on your 
target audience, for several reasons: 

• Targeted connections result in more targeted searches (and more targeted 
connections, and so on). 

• Ignored invitations are detrimental to your search results. A random 
invitation is much more likely to be ignored or deleted—or reported as 
spam. 

So how do you find that targeted audience of ideal connections? You search for them, of 
course! (And in Step 4, you’ll meet them where they hang out. More on that later.) 

Start with your keywords and see who shows up. Remember, the more connections you 
have, the better your results. Have a list of prospects, business associates, current and 
former coworkers? It’s time to begin sending invitations to connect.  

LinkedIn gives you one-click simplicity here, and while that’s tempting, you’ll have far 
better results when you spend a few seconds customizing your message. After all, how 
compelling is “I’d like to add you to my network on LinkedIn”? Sure, it’s direct and to 
the point, but it also doesn’t tell the recipient anything about you, or why they should 
connect with you.  

Instead, take the time to customize your message with a note about who you are and 
why you’d like to connect. By taking the time to personalize your approach, you’ll not 
only make a more quality connection, but you’ll also be off to a great start with that all-
important relationship building.  

NOTE: Your personal message is limited to 300 characters, so again, be concise but 
informative.  
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Craft invitations 

that people can’t 

turn down! 

 Exercise: Search For and Identify Potential Connections 

Exercise: Create Invitation Templates 

When inviting others to connect with you, it can be helpful to offer more than the 
standard LinkedIn note. But it’s time consuming to craft a personal note each time, so 
templates can help you save time. Create three to four templates for use in different 
situations, and keep them handy for when you are sending invitations. 

Keywords to Search For 

  

  

  

  

  

  

Send To Template Text 

 

 

 

Business Associates 

 

 

 

 

 

 

 

Peers 
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Groups make it 

easy to connect 

with other 

professionals. 

 

Think of other sources of connections—professional groups you belong to, “best of” 
lists, and so on. One you have a good base of connections, try to add one new 
connection per day. 

Step 4: Find, Join and Participate in Relevant 
Groups 
One of the best ways to connect with your ideal connection on LinkedIn is to join 
relevant groups. You’ll gain valuable insight into what’s important to your network, plus 
you’ll have a chance to share your expertise and build relationships.  

You can search for groups related to your industry by using the search box at the top of 
the page when you’re logged in. Be sure to click the dropdown on the left, and choose 
“groups” before searching, to help narrow your results.  

Your results list will include the group name, a brief description, and the number of 
members. You’ll also see a “join” button. Since 2015, LinkedIn no longer offers open 
groups, so you will need to be a member in order to view the conversations.  

You can belong to 100 groups on LinkedIn. However, don’t make the mistake of joining 
dozens of groups. So just like when building your connections, it pays to be discerning. 
Join only those groups which are: 

• Active 
• Populated 
• Relevant 

Send To Template Text 

 

 

Industry Leaders 

 

 

 

 

 

Other 
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You get out of 

groups what you 

put in to them. 

Participate! 

 It’s important to keep it to a manageable number. You want to have time to participate, 
so don’t get carried away. 

The good news is, if you’ve got a few duds in your groups list, it’s just as easy to leave 
as it is to join. Just click the “leave group” button and free up that space for a more 
active, relevant group.  

Once you join a group, take a minute to change your notification settings: 

• Do you want to receive an email every time someone posts a new thread?  
• Can moderators and admins send you an email once each week?  
• Can other members send you a LinkedIn private message?  

You’ll find these settings and more by clicking on the gear icon next to the group name 
in your groups list, then clicking “group settings.”  

Since you’re probably not logged into LinkedIn all the time, it might make sense to 
receive at least a daily digest of group activity—especially in groups which are highly 
targeted to your niche. This will serve as a reminder to pop in and share your thoughts.  

Before you begin posting, though, be sure to take the time to read (and understand) the 
group rules, if they are posted. Each group will have its own culture and expectations, 
and you’ll learn and benefit more if you get to know the dynamics before diving in.  

And here’s another benefit to participating in groups: people you aren’t directly 
connected with will see your posts and comments in the group. This increases your 
visibility. Also, you can message members of the group you aren’t connected with. 

Exercise: Find and Join Relevant Groups in Your Industry 
or Niche 

Potential Group 
What’s Unique About It?  

Benefits to Me? 
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Sharing is caring … 

but make it count! 

 

Step 5: Share Valuable Content 
Becoming a thought leader in your industry or niche and establishing yourself as the “go 
to” person for up-to-date info is a great way to grow your network. When you’re seen as 
the expert in your field, you automatically open up opportunities for: 

• Speaking 
• Partnerships 
• Interviews 
• Guest blogging 
• Webinar presentations 

And, of course, connections and clients.  

You can—and should—establish your expertise by creating your own content on your 
blog, through your podcast, in products, and even in books. But one often overlooked 
way to quickly become a resource to your audience is simply by sharing content others 
have created.  

By acting as a “filter” for the information you share, you’re effectively saying, “I’ve 
read/watched/listened to this, and I found it to be valuable. You will, too.” You’re 
telling your network that you value their time, and that you have vetted the content and 
determined it’s of high value for them.  

We do this on other social media sites and you should do the same on LinkedIn, with a 
couple of big advantages: 

• Less noise. Unlike other social media sites, LinkedIn status updates are far 
less frequent. That means your message has a lot less competition and is 
more likely to be seen and read.  

• Better targeting. LinkedIn gives you a focused professional audience, so 
your updates are more likely to interest them and be relevant.  

Make no mistake, though. The LinkedIn home-page feed is controlled by an algorithm 
of their making, so your connections are unlikely to see everything you post. That’s why 
it’s critical that you carefully select content that is most relevant to your network, and 
that contains insights they won’t find everywhere else. Additionally, they may 
specifically go to your profile because they know you’re a great source of information. 

On LinkedIn, professionalism rules. Your updates and shares should be: 

• Top quality. Don’t share 10 thin articles when you could dig a little deeper 
to find one in-depth, well-researched post that contains real substance.  

• Highly relevant. You know exactly what your connections need and want. 
Don’t waste their time with fluff.  
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If you write it, they 

will come! 

 

Exercise: Find and Share Relevant, High-Quality Content  

Create a saved Google search or bookmark your favorite publications, blogs and other 
sources of content. Make it a weekly habit to browse for new shareable content to share 
on LinkedIn.  

Resist the urge to just click the share button! Your status update will be far more 
compelling if you take the time to write a short comment about why you’re sharing.  

Step 6: Publish Articles on LinkedIn 
What to do when you have more to say than a status update will accommodate? Write an 
article on LinkedIn.  

LinkedIn’s publishing platform allows its members to write and publish articles about 
their interests and expertise. This is also a great option if you don’t already have your 
own personal blog. 

When you publish an article: 

• Your articles become part of your profile and are displayed in the Articles 
section of your profile.  

• Articles are shared with your connections in their news feeds. 
• Someone you aren’t connected with can follow you from your articles. The 

next time you publish, it will appear in their news feed. 
• Articles are searchable on AND off LinkedIn. 

Resource Content Value 
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What will your 

network find 

interesting and 

valuable? 

 Here’s some tips to ensure your articles are valued by your connections: 

• Use the formatting tools that LinkedIn offers to create an article that is 
visually appealing. You can also include images and video. 

• Avoid the hard sell. It should be clear by now that LinkedIn users don’t 
appreciate constant promotions. Give them value in the form of solid 
information, and they’ll check out what you have to offer. Hammer them 
with endless promotions, and you’ll quickly lose your credibility.  

• Include a short bio at the end of the article. Remember that some readers 
may not be connected with you, so let them know who you are! 

• ALWAYS include a strong call to action. Just because you’re not being 
pushy doesn’t mean being coy. Offer a clear call to action in all your 
content, and your results will improve greatly.  

How often to publish? Well, that’s up to you, but as with most content marketing, more 
is generally better…to a point. Keep in mind that your connections will receive a 
notification about your new post in real time, so it’s best not to publish several posts in a 
single day. On the other hand, you don’t want to be too quiet either.  

Much like your own blog, best practices dictate that you post frequently and 
consistently. In other words, pick a schedule that works for you, and stick to it.  

As with your profile, you’ll want to make good use of keywords to help attract a wider 
audience. All the rules of SEO apply, so use your keywords in your article title, in sub-
headlines, and in the article itself. 

Exercise: Brainstorm Content Ideas for LinkedIn Articles 

As you’re creating your editorial calendar, add a section for regular LinkedIn articles as 
well.  

Topic Keywords 
Notes/Call to     

Action 

   

   

   

   

   

   

   

LinkedIn Architect Page 12 



Be someone to 

trust … not run 

from! 

 Step 7: Promote Your Products & Services 
So far, we’ve created and optimized your profile, participated in groups, and published 
content on LinkedIn. What we haven’t done—at least not much—is promote.  

As mentioned in Step 6, LinkedIn users might not necessarily be anti-promotion, but 
they’re not as receptive (or as accustomed) to sales pitches as are users on other 
platforms. After all, LinkedIn started life as a place for professionals to connect and 
network, and users still expect a higher quality of content and engagement than they 
routinely see on other social networks.  

But that doesn’t mean you can’t pitch—it just means it shouldn’t be your sole reason for 
being on LinkedIn.  

The key to promoting your products and services on LinkedIn is this: a perfectly timed 
and matched offer. Carefully consider your products and services and choose just one or 
two that will most likely resonate with your connections, and then share them 
strategically.  

And don’t discount the power of free. Rather than always promoting a paid product, use 
your growing LinkedIn influence to increase your mailing list size by occasionally 
promoting your free items as well. 

Exercise: Create Promotions for LinkedIn 

Product or Service Link Promote to Group, 
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Invest the time in 

LinkedIn and the 

possibilities are 

limitless! 

 Step 8: But Wait … There’s More! 
There are several more sections in LinkedIn, including education and volunteer 
experience. Include everything that’s relevant to your audience, but feel free to leave out 
anything that is outside your industry or niche.  

The volunteer section can be a vital part of your profile, especially when you are 
building relationships. It’s also a way to highlight job skills and experience that you 
didn’t get in a paid position. 

The recommendations section is also very important. People may not always read all the 
recommendations that you have … but they do note how many you have! And remember 
that it’s just as important to give as it is to receive. When possible, if someone gives you 
a recommendation, give them one in return.  

We all know that pictures are worth a thousand words, so LinkedIn allows you to 
include “rich media” in several sections. There are many items that you can include: 
video, PDFs, slideshows, images and documents. 

Once you have the critical items in your profile—photo, Headline, About, and recent/
relevant Experience—spend time filling out the rest of your profile. Just do a bit at a 
time, but the more complete your profile is, the better. When someone does a search, 
LinkedIn’s algorithms give priority to the profiles that are the most complete. 

LinkedIn is continually making changes, including adding and deleting sections. It’s 
important to review your profile on a regular basis to ensure that the information you 
want to emphasize is included. 

Step 9: Final Thoughts 
LinkedIn is rapidly approaching 600 million members. However, it’s estimated that only 
about half are active users. Even more importantly, an average user only spends 17 
minutes PER MONTH on LinkedIn. 

It is estimated that only 3 million LinkedIn members share content every week. So, if 
you are one of those who shares quality content at least once a week, your profile—and 
YOU—will stand out!  

Think of it like this: is your LinkedIn profile a busy, active “city” that people want to 
visit … or is it more like a ghost town? Spend just 15 minutes a day on LinkedIn and 
you will see the benefits! 

1LinkedIn statistics source: https://www.omnicoreagency.com/linkedin-statistics/ 
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About Deb Krier 
Twenty-five or so years ago, Deb was going through the “what do I want to be” 

stage of her life. One advisor asked why she didn’t want to make a career out of 

what she liked doing as a hobby. She liked helping people with their marketing 

and public relations … and a career was born!  

In 2002, Deb founded Wise Women Communications, LLC, an award-winning, 

full-service public relations and marketing firm. Since 2008, Deb has focused 

her efforts on showing business professionals the importance of social media as 

a marketing tool. She specializes in working with business owners and 

executives on optimizing their use of LinkedIn. 

Deb is also the host of The Business Power Hour® on C-Suite Radio. Since 

2011, Deb has interviewed business experts, providing tips and techniques for 

entrepreneurs and business owners to help make themselves and their businesses 

successful. 

Deb has an MBA degree with an emphasis in marketing from the University of 

Colorado and an MS in communications management from Colorado State 

University.  

© 2018, Wise Women Communications, LLC 

Click here to connect with Deb on LinkedIn! 

DISCLAIMER: 

LinkedIn is a registered trademark of LinkedIn Corporation. Deborah Krier is not affiliated with, certified by, nor 

endorsed by LinkedIn Corporation. LinkedIn does not endorse any material contained in this publication. 
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