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JOB SEARCH PROCESS OVERVIEW



Your Business Networking Profile (Practice 3.3)

• Pick one business network for employment and keep it up to 
date

• If you are on other social networks for personal pursuits, make 
sure that they show you in a professional way

• Your Business Network Profile must be aligned with your 
resume



LinkedIn Profile - Target

Profile Strength

All-Star



Basic LinkedIn Requirements

• Ensure that your profile is complete
• Match the keywords in your profile to your target job
• Use keywords to search for your competition and look at 

their profiles 
• Get strong recommendations that build your brand
• Join and engage in groups that match your job needs
• Follow your target companies 
• Update your status weekly to increase your exposure
• Monitor your metrics
• Change your approach if you’re not getting enough hits

Susan Kubiak’s LinkedIn 101/201 Training Summary



LinkedIn 301 Training

6

Essential LinkedIn Upgrades



LinkedIn Profile – OverviewKeep your name simple, 
but include certifications 

that are important to 
your current work

Use a 
descriptive bi-line 
that summarizes 

what you do

Get a 
professional 

picture of you 
and only you

Include your contact 
information if you want 
employers to reach you 
directly without using 

LinkedIn

Customize your 
LinkedIn URL

Be cautious 
about using your 
marketing catch 

phrase

Get your 
connections above 
200 as soon as you 

can.  This shows that 
you have a broad 

network



LinkedIn Profile – Summary 

Your resume 
summary works 

great here.  But use 
your biography if you 
need to change your 

resume summary 
frequently

Add a short list of 
your specialties here.  

This is your first 
opportunity to get 
the right key words 

into your profile



LinkedIn Profile – Projects 

Here’s your 
opportunity to show 

your selected 
accomplishments



LinkedIn Profile – Experience 
Write a strong, but concise 
summary of what you do in 

your current role.  Leave 
achievements out of this 

section so that the 
reviewer must call you to 

see which of your 
achievements occurred in 

which position.

Again, a clear and concise 
summary of what you did 

without achievement 
statements

Get 1-2 recommendations 
for each recent position 
held, including one from 

your boss at the time



LinkedIn Profile – Experience 

Old positions don’t 
necessarily need 

recommendations

You may prefer to put this key word list at 
the end of your background summary 

section, but it will take up much of that 
section’s character limit 

Here is your best chance 
to get all of the key 

words you need into this 
profile.  Put this at the 

end of your last position 
description using a short 

line and spaces to 
delineate this from your 

positions held.

Limit years of 
experience covered if 

you have age 
discrimination concerns



LinkedIn Profile – Languages 

Add language proficiencies 
immediately after your 

experience if your are multi-
lingual. Consider learning a 

new language if you are not.



LinkedIn Profile – Certifications 

Place any certifications that you 
have after your language 

capabilities or your experience.  
Get appropriate certifications if 

you haven’t already.



LinkedIn Profile – Organizations 

Organization 
affiliations show that 
you are professionally 
engaged beyond the 

job



LinkedIn Profile – Education/Courses

Include all education 
relevant to the 

position, eliminating 
the graduation date 
if age concerns exist

Include courses 
that are applicable 

to the positions 
that you are 

seeking



LinkedIn Profile – Volunteer Efforts

Here’s your 
opportunity to show 

your passion for 
helping other 

people.  Be cautious 
about including too 

many causes.



LinkedIn Profile – Skills 

Here’s where others 
can support your 
efforts without 

writing a 
recommendation.

But watch your 
recommendations. 
Potential employers 
may check them out 

as well.



LinkedIn Profile – Other Possibilities



LinkedIn Profile - Target

Profile Strength

All-Star



LinkedIn 401 Training
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Advanced LinkedIn Requirements



LinkedIn Profile – Groups

Join and follow 
groups that are 

important to your 
field

Pick one or two 
groups to 

engage heavily

Respond to posts 
with intelligent, 
well thought out 

answers 

Once you are known 
in the group, start 
posting your own 

information



LinkedIn Profile – LinkedIn Posts 

Use the LinkedIn 
Posting tool to 
show off your 
existing work 
capabilities

Write 3-4 good 
posts to get 

started

Post only one in 
the first week Post another each week 

and write new ones as 
you find time.



Questions?

Go to:
https://intuitivum.com/job-search-training-aids/

for more information

https://intuitivum.com/job-search-training-aids/
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