
Every great future
begins with a blueprint.
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Profile and Use
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LINKEDIN Q & A

What is the purpose of LinkedIn?

Is a LinkedIn profile necessary?

Why should I be on LinkedIn?
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LINKEDIN Q & A

Q:  What is the purpose of Linkedin?

A:  LinkedIn is the world's largest professional networking platform.  Its purpose is to 
connect people.  It is social media for professionals and for professional networking 
purposes.



LinkedIn  

LINKEDIN Q & A

Q:  Is a LinkedIn profile necessary?

A:  YES!  Not only can LinkedIn help you build a network, but it also can help you get 
discovered.  LinkedIn is where recruiters start when they are looking for talent.
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LINKEDIN Q & A

Q:  Why should I be on LinkedIn?

A:  LinkedIn will allow you to be noticed.  It is one aspect of your personal brand. It will also 
enable you to connect with millions of people.  It should be your second strategy for growing your 
network.  You can learn about companies, careers and people on LinkedIn. 

Internship Architects’ Networking course offers many suggestions for growing 
your network.



LinkedIn  

LINKEDIN GETTING STARTED

Step 1: Complete your LinkedIn Profile

Step 2: Search for positions

Step 3: Join groups, follow companies, etc.

Step 4: Post 

Step 5: Connect with people 



LinkedIn  

LINKEDIN GETTING STARTED

Let’s get started building your LinkedIn profile.

If you DON’T have an account on LinkedIn or a profile yet, STOP and set that up.



LinkedIn  

STEP 1: COMPLETE YOUR PROFILE

This course is designed to be a workshop.  You will work on your LinkedIn profile as you 
proceed through the lesson.

Open your LinkedIn profile

● Review your profile and note changes needed as you proceed through the video
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LINKEDIN GETTING STARTED

Have the following items to help you throughout the rest of this lesson:

● The LinkedIn Profile Checklist and open it in another tab or print it out!
● A copy of your resume
● A copy of the Resume Information Gathering Activity (from the Resumes: Drafting course if 

you took it)
● Your LinkedIn account open in another tab

These items will help you add your experiences to your profile.



LinkedIn  

LINKEDIN GETTING STARTED

To complete this workshop lesson:

● Watch the video which focuses on each section of your LinkedIn profile
● Pause the video 
● Review your LinkedIn profile in comparison to the checklist and the video
● Complete/update your profile as you go
● Restart when ready to move onto the next section
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STEP 1: COMPLETE YOUR PROFILE

● Be complete and accurate when setting up or updating your profile!
● Make it inviting, engaging and interesting
● Market yourself and your skills
● Put forward a professional image
● Compare your profile with the checklist
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STEP 1: COMPLETE YOUR PROFILE

Be complete and accurate when setting up or updating your profile!

● Name–same name as your resume=legal name
● Headline–make it interesting, not just “student at Gotcha University”
● City/Location–use a city area near you for instance Boston Metropolitan Area
● Banner–customize it, upload your own picture or use a relevant stock image
● Picture–get a professional headshot, dressed well, no distracting background
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STEP 1: COMPLETE YOUR PROFILE

PHOTO/BANNER

❏ Professional headshot 
(close up, professional 
dress, chest up, good 
quality)

❏ Banner is customized to 
person or industry of 
interest

❏ “Open to Work” is 
highlighted (if interested 
in being recruited)
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STEP 1: COMPLETE YOUR PROFILE

WHAT NOT TO DO!

Can you identify why not?
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STEP 1: COMPLETE YOUR PROFILE

WHAT NOT TO DO!

Can you identify why not?

Too much brick! 

Would you hire 
this guy?

Send this to mom, but 
potential boss doesn’t 
need to see the 
wedding guest photo
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STEP 1: COMPLETE YOUR PROFILE

BASIC INFORMATION 

❏ Full, legal name, same as 
resume

❏ City location is broad
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STEP 1: COMPLETE YOUR PROFILE

HEADLINE (under name)
❏ Engaging, connected to career goals
❏ Presents passion, motivation, interests or 

skills
❏ Uses industry keywords
❏ Strengthens your personal brand
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STEP 1: COMPLETE YOUR PROFILE

WHAT NOT TO DO!

Why not?
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STEP 1: COMPLETE YOUR PROFILE

WHAT NOT TO DO!
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STEP 1: COMPLETE YOUR PROFILE

STOP AND WORK ON YOUR PERSONAL INFORMATION SECTION!
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STEP 1: COMPLETE YOUR PROFILE

ABOUT (paragraphs)

❏ Well written paragraphs
❏ Engaging content
❏ Doesn’t list information 

gathered elsewhere
❏ Focuses on skills, career 

readiness competencies and 
results

❏ What are you telling others 
about you; your personal 
brand
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STEP 1: COMPLETE YOUR PROFILE

WHAT NOT TO DO!

The last sentence is 
the only one that is 
okay, but most will 

never read it because 
the beginning didn’t 

capture their 
attention.
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STEP 1: COMPLETE YOUR PROFILE

STOP AND WORK ON YOUR ABOUT SECTION!
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STEP 1: COMPLETE YOUR PROFILE

ACTIVITY/POSTS
❏ Post regularly (once a month)
❏ Pictures with posts
❏ Post professional topics, not 

personal
❏ Comment or repost on other 

topics
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STEP 1: COMPLETE YOUR PROFILE

ACTIVITY/POSTS WHAT NOT TO DO!

❖ Post too frequently
❖ Post non-professional content
❖ Only ever re-post
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STEP 1: COMPLETE YOUR PROFILE

EDUCATION
❏ All schools are listed
❏ Information is accurate
❏ Activities and honors listed

ADDITIONAL SECTIONS
❏ Completely filled in
❏ Adds to your profile and getting to know 

you

EXPERIENCE

❏ All experiences are listed
❏ Information is complete and accurate
❏ Skills developed are included
❏ Not a reiteration of resume
❏ Focus on competencies/skills in text
❏ Can list Linkedin skills
❏ Customized icons if available
❏ Consistent formatting
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STEP 1: COMPLETE YOUR PROFILE

STOP AND WORK ON YOUR ENTIRE PROFILE AND A POST!
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STEP 1: COMPLETE YOUR PROFILE

How is your profile?  Is it much improved?  
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STEP 1: COMPLETE YOUR 
PROFILE

One other thing, be sure 
your URL address is 
customized.

LinkedIn will give you a URL 
with your name and several 
letters and numbers.  You need 
to simplify and customize it. 

How to 
customize 

URL
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USING AI 

Use AI as a tool to refine or improve your profile, not to write it. 

Ask AI to help you refine your Headline, About, and Experience sections. Provide it the information 
you want included and the industry you are targeting.

● You will have to copy and paste what you have in LinkedIn, AI won’t go to your profile
● As always with AI generated material, take your content and the AI suggestions and combine 

the two so it sounds like you. Don’t just use the AI material.
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USING AI 

Example Prompts:

● Provide 3 suggestions for a LinkedIn headline that draws attention to my skills and experience 
in A, B and is focused on jobs in X 

● Write a 3 paragraph LinkedIn About section highlighting my skills in A, B, C using keywords for 
a career in X

● Improve my About/Experience sections of LinkedIn with keywords for x industry so that 
recruiters will find my profile
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STEP 1: COMPLETE YOUR PROFILE

Take one last OVERALL look at your entire profile

❏ Fully complete profile, all sections have content
❏ Well written/edited no typos, errors
❏ Factual, accurate information (the same as your resume)
❏ Professional content
❏ URL address is customized 
❏ Keywords are utilized
❏ AI content edited to sound like you
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STEP 1: COMPLETE YOUR PROFILE

STOP AND WORK ON YOUR ENTIRE PROFILE

DON’T FORGET TO CUSTOMIZE YOUR URL





LinkedIn  

STEP 1: COMPLETE YOUR PROFILE

What do you think of your full LinkedIn profile?  

Don’t start actively networking on LinkedIn until your profile is complete and professional.

Now to start using LinkedIn!
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LINKEDIN GETTING STARTED

Step 1: Complete your LinkedIn Profile

Step 2: Search for positions

Step 3: Join groups, follow companies, etc.

Step 4: Post 

Step 5: Connect with people 
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STEP 2: SEARCH FOR POSITIONS

The job search feature on LinkedIn 
will allow you to search for 
positions.

Set up job alerts.

Even if you are not ready to apply 
yet, start exploring options.
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STEP 3: JOIN and FOLLOW

● Join Groups
○ Your college/university
○ Career centers
○ Industry focused groups
○ Any topic of interest 

there are soooo many
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STEP 3: JOIN and FOLLOW

● Follow Companies
○ Targeted employers
○ Dream companies
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STEP 4: POST

Post on a regular basis: 

● Academic news–awards, graduation, projects
● Job news–starting or leaving work
● Significant accomplishments
● Event attendance
● Repost with comments
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STEP 5: CONNECT WITH PEOPLE

The real power of LinkedIn is connecting and networking with people.

Start by adding people you know to your LinkedIn network.

Add: friends, family, classmates, professors/teachers, co-workers, supervisors, etc.
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STEP 5: CONNECT WITH PEOPLE

Understand CONNECTIONS 1st, 2nd, 3rd

● 1st connections are people who are your 
connections in LinkedIn

● 2nd connections are people that you 
have mutual connections 

● 3rd connections are people that are in a 
group with you
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STEP 5: CONNECT WITH PEOPLE

CONNECTIONS 2nd

● Use your mutual connections to 
help you connect 

● Ask mutual connections to 
introduce you (outside of 
LinkedIn)
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STEP 5: CONNECT WITH PEOPLE

“Add a Note” if you don’t know the person (but limited number/month)
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STEP 5: CONNECT WITH PEOPLE

Check the “Contact Info” section.  Some 
people include an email address, so you 
could email them directly (save the note 
for someone without an email)

Once you are 1st connections, you can 
message unlimitedly.
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STEP 5: CONNECT WITH PEOPLE

COMPANY CONTACTS

● Know of a company where you’d like 
to work?

● Search for the company in the 
search box

● Remember to follow them
● LinkedIn will help you find people at 

those companies
● Go to the company page
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STEP 5: CONNECT WITH PEOPLE

COMPANY TABS

● Jobs tab to see their current 
postings

● People tab to find people who 
have the company name in their 
profile
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STEP 5: CONNECT WITH PEOPLE

PEOPLE TAB

● Now a searchable database of 
all the people on LinkedIn with 
this company in their profile

● Connect with people of interest 
to you

● For 2nd connections, ask your 
mutual connections to introduce 
you 

Searchable database

Some 
categories

2nd connections– 
open profile and see 
mutual connections
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STEP 5: CONNECT WITH PEOPLE

ALUMNI OF YOUR SCHOOLS

Networking with alumni can lead you to find 
connections in careers, locations, industries, 
and companies

● Search for your college/university (high 
schools limited)

● Go to the company page
● Use the “Alumni” tab (instead of the 

people tab)
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STEP 5: CONNECT WITH PEOPLE

ALUMNI OF YOUR SCHOOLS

● Takes you to a searchable database 
(much like the company one)

● Use the search box to search alumni 
who works at a company, are in your 
career field, etc. 

● Use the Categories provided such as 
“where they work”, “where they live”, 
“what they 

Searchable 
database of alumni

Some presorted 
groups
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STEP 5: CONNECT WITH PEOPLE

ALUMNI OF YOUR SCHOOLS

● Use mutual connections for 2nd 
connections

● Reach out to alumni connections and 
ask for career advice, many alumni 
enjoy helping students

Searchable 
database of alumni

Use your 
mutual 

connections 
to network
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STEP 5: CONNECT WITH PEOPLE

Your college may have additional networking platforms or resources.  Inquire at your career center. 

Internship Architects’ Networking course will provide you with information on how to connect and 
what to say to possible connections found on LinkedIn.
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ACTIVITY

Time for you to use LinkedIn to find some interesting:

● Jobs
● Companies/Groups
● NETWORKING CONTACTS
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ACTIVITY

Time for you to use LinkedIn!

Complete the LinkedIn Activity.

Find jobs, companies and people on 
LinkedIn
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LinkedIn Activity

Did you find some people with whom you will connect?  From your college?  From a 
company of interest?

LinkedIn will be another useful tool in your career toolbox.   
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REFLECTION and LESSON COMPLETION

1. Complete the Reflection and Action Steps.
2. Take the quiz to complete this lesson and move on to the next lesson.

The Internship or Job Search Strategies course is recommended next. 

Thank you for using Internship Architects’ blueprints.

Every great future
begins with a blueprint.


