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Introduction to LinkedIn

LinkedIn is a professional online network designed

for business and employment purposes. Like Facebook,
LinkedIn allows users to create their own profile about
themselves and connect with other people.

However, there is a major difference What are the benefits of having
between the two social media platforms. 3 LinkedIn profile?

* Facebook is about communicatin .
9 * You can control your professional

your daily activities and connecting
with friends and family.

* Linkedin is a professional network
about communicating your
knowledge, skills and career
interests to connect you with other
professionals in a particular industry.

Why join LinkedIn?

* One in four people in New Zealand
are on LinkedIn (2015), which makes

it a good opportunity for networking.

* 66% of recruiters in New Zealand
use LinkedIn in their recruitment
process (2015).

Sources:

Seth James Heynes, 'LinkedIn for Personnel
Recruitment and Selection: A New Zealand
perspective (Thesis, Master of Applied
Psychology), 2015.

LinkedIn, 'Profile Strength’, December 2018,
(www.linkedin.com).

brand. Ideally, if someone searches
for you online your LinkedIn profile
is the first link that comes up.

You can easily let recruiters across
New Zealand know you are looking
for work.

LinkedIn enables you to connect
with professionals in your field in
New Zealand and internationally.

You gain access to a broader network
of people than you would normally
meet in your everyday activities.

Sandra Long, 'LinkedIn for Personal Branding:
The Ultimate Guide!, 2016.

Wersm, ‘Top LinkedIn Facts and Stats|
December 2018, (www.wersm.com).

Oliver Schinkten, ‘Course- Learning LinkedIn’
LinkedIn Corporation 2019, www.linkedin.com/
learning/learning-linkedin-3/


http://www.linkedin.com
http://www.wersm.com
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LinkedIn tips

Profile photo: Professional and clear so people
can recognise you.

* Headshot only * Smile

* Wear professional * Have a plain
business attire background

Headline:

* May include: titles of jobs you are looking for, what
you're studying, status of your study, your current
position, a skill or attribute you're proud of.

Examples:

> Marketing student | Graduating 2019 |
Teamwork focused | New Zealand work
experience

> Office and project administrator | Customer
service focused | Word and Excel specialist

Location: Current location -
not where you came from.

Keywords: Keywords will help make you more visible
in search results. Look at other people in your field
and their accounts to see what keywords they're
using. Use a site like Google Trends and constantly be
on the look out for keywords.

.&}

Arjun Kumar

ICT Service Desk Specialist | Technical Analy:
Zealand qualified | Exceptional Customer sen,

Wellington & Wairarapa, Mew Zealand

Add profile section ¥ | More...
| I

I’'m an enthusiastic and ene
Technical Analyst with four \
in complex IT environments
UK and India.

My experience has includec
across ICT hardware, softw
on Windows and Linux platf
Symantec and IBM.

I’'m especially committed to
service to clients and have
by persisting with complex f
resolved in a timely way.

| am dedicated to continuou
to completing my Graduate
attend ICT forums in Welling

I’'m very interested in conne

| have a real passion in ITIL
specialise in this area in the




Edit pen, continue to > o -
add to your profile

@ BurgerKing®
) oeiniuniversny
{z] seecontactinfo

it | New
ice skills

rgetic Service Desk/
/ears of experience working
servicing clients in USA,

| responding to incidents
are and networking systems
orms through my roles at

providing an exceptional
always gone the extra mile
roblems to ensure they are

s learning and, in addition
Diploma in IT, | regularly
jton, New Zealand.

cting with ICT professionals.

‘and would be keen to
future.

Edit pen: Your profile should be evolving, edit and
update your profile when you do something new.

Focus on your key skills, experiences and
accomplishments, and put other details in
the later sections.

Summary: Impress recruiters and employers with
a brief overview.

Your summary serves as a description of who

you are, what you've experienced and achieved and
what you're aiming for. It should also tell a story of
you as a person and what you're interested in and
passionate about. It's an opportunity to share your
aspirations, explain how you can provide value and
show some personality.

Make sure all the information you include in the
summary is relevant to the New Zealand job market.
Check your grammar and spelling.

Passion: Show what you are passionate about in
relation to what you've studied or your desired job,
for example, working with data, helping people,
and creating content.

Experience: Write about your work experience
relevant to the field you want to work in. Include
information on relevant full time, part time, or
voluntary roles, projects and university activities

(if you're an international student).

Skills and endorsements: Focus on the skills that

are sought after in the jobs you're applying for. Skills
can be listed or written in a paragraph. Focus on the
attributes that are valued in New Zealand. Attributes
are the qualities that help you do your job, such as
enthusiasm, patience, and a can-do attitude.

Future goal: This could be your desired job or what
you're looking for in your career. Make sure it's
relevant to the New Zealand job market.




Improve your chances of being found online

Have a complete profile

According to LinkedIn, a profile with all the main sections included (profile picture,
headline, location, summary, skills, experience, education and connections) is 27 times
more likely to be found in recruiter searches.

Make your profile public

* From your profile: Edit public profile & URL
> Edit visibility

Vg
-t
Arjun Kumar @ Burger King®
ICT Service Desk Specialist | Technical Analyst | New €} el university

Zealand qualified | Exceptional Customer service skills
Wellington & Wawarapa, New Zealand

{i] seecontact inte

More...

= Edit Content

This i your public profile. To et #s sections,
wpdate your profile.

Edit contents |

o Edit Visibility
You control your profile’s appearance for viewers
WhO BT Nt Iepged-in members. LIMIts you set
here affect how your profile appears on seacch

f engnes, profile badges, and permitted services
Iioe Qutiogk,
Arjun Kumar @ Burger King® Learm more
ICT Service Desk Speciafist | Technical Analyst | New [l e
Zealand qualified | Exceptional Customer service Your profile's public
skills ) Demi university visibility
‘Wellington & Wairarapa, New Zealand 0 connections
Comguter Software Basic (required)
W, admssmssaisns bashoames




Update your experience and education

Click on the edit pen icon to update your experience.

Add experience X
Title *

[ Ex: Manager ]
Company *

@ Ex: Microsoft I
Location

| Ex: Londan, United Kingdom |

® 1 am currently working in this role

Start Date *
| Month b | Present
[veu -]

] wpaate my industry
B uedate my headline

Headling *

ICT Service Desk Specialist | Technical Analyst | New Zealand gualtied | Exceptional Customer service
skl

Description

Mexfia

Add or link to external documents, phatos, sites, videos, and presentations.

Upload Link

(® Supporied farmats

Share with network
off () # enablud, your natwerk may b notified of job changes, sducation changes, and work

anniversaries. Learn what's shared

* Itis important to enter your accomplishments. Do not copy and paste from
your job description, use words from your CV instead.

» Focus on some of the highlights, or the wins that you've had, so that it's a
compelling reason to take a second look at the rest of your profile.

* Elaborate using bullet points and give specifics showing what you have achieved.




Modify your career interest

* See Your Dashboard > Career Interest,

* Or go to Setting & privacy > Privacy > Let recruiters know you're open to

opportunities > Update

Career interests

Let recrulters know you're

'We take s1eps not to show your current company that you're open, but can't guarantee complete

privacy. Laarn mare
Note 1o recruitens

What would you like recrulters to know?

07300

Be active

Privacy settings

* Update your profile regularly by adding new experiences and skills.
* Avoid spamming your network by turning off the notifications of these updates.

> Setting & privacy > Privacy > Sharing profile edit

Share job changes, education changes, and work
anniversaries from profile

Choose whether your network is notified

Do you want your network to be notified of your work anniversaries and

rhI' II your prafile? Learn mare

» Comment and like posts, keep the comments positive and professional.
= Join groups relevant to your industry. Find these by using the search bar.
> type keywords in the search bar > press “Enter” > More > Groups

B

I @ rotw 2esiare I

in

Date Posted =

Jobs = Linkedin Features = Com Arjn, gut staried on Liskedin with 3PS Pedcenrecions o Profls vanied | o o basiags
L Jsskvien = .
Euapis
fen Toalardd -
son a0 = F

o a » P L =
Canaries the Analtyst  Peemsnsd G itk

P Techeical Baniness Analyst Forum

oo wson 2

Semocts P gy o 134TE menivens

% Tehrvical Anadyst of S2ock Market

oo + 1,213 members




Expand your connections

* Ask people you know through work or study to connect with you on LinkedIn.
They could include previous work colleagues, managers and people you've
studied with.

* Once you're familiar with LinkedIn, consider connecting with people you've only
met briefly by sending them a customised note introducing yourself. They could
be people you've met at a networking event, or social event if they work in the
same industry.

* If you want to connect with someone you don't know who works in your industry,
spend more time customising your message to them. Because you don't have an
established relationship, you need to convince them that connecting with you will
be worthwhile.

* Consider connecting with people who have viewed your profile.

* If someone hasn't responded to your request to connect, don't chase them.

m You appeared in 2 searches this week o)
3d

New message X

Gary Wilson X

Hi Gary,

| really enjoyed talking with you last night at
the IT service management forum. | look forward
to catching up with you again at a future event.

Regards,
Arjun

B & wr &




Ways to increase your chances of being contacted

Tell astory

Your profile should reflect how you've changed over time.

* For each work experience, qualification and accomplishment, include a short
description of the organisation you worked for, your role and what you
accomplished.

+ All parts and sections (headline, summary, experience, skills and background
image) should create a consistent and clear representation about your personality
and values.

Get your skills endorsed

= Ask people for their endorsements after they've worked with you, and you've also
endorsed their skills.

» Endorse the skills of other people often. These endorsements should be real -
you do know them, and they do possess those skKills.

Skills & Endorsements

C++-18

n Endersed by 15 of Agun's colleagues at B i e
Symantes o

Distributed Systems - 16

- Endeorsed by 12 of Agun's coleagues at

Multithreading - 1

- Endarsed by 13 of Arjun's collagues at

* You can manage how you receive and give endorsements by changing the settings.
This way your connections will be automatically prompted.

Endorsements X

Manage haw you receive and Qe endorsaments
I want to be endorsed Yes ()
inciude me in endorsement suggestions to my connections Yes D

Show mie Suggestions to endorse my connections fes D




Ask for recommendations

Ask your connections for a recommendation, which is a personal testimonial written
about someone, their skills and abilities.

» Choose people who know you well, such as co-workers, colleagues and managers.
= Askthem at the right time such as after you've finished a successful project with them.
* Make it easy for them. Send them the link and give them some ideas on what to write.
* Send them a thank you note afterwards.

* Write recommendations for other people.

Recommendations
Received (%) Given {8)
Sam Sagar Arjun (2 an excelient Technical Anabyst. He has the ability to
DeveloperProgrammer priontise, work under pressure and is abwvays willing o support
” others on difficut tasks. | wish him all the best in his future

ENiaaVHUrS.

Add more diversity to your accomplishments

As well as certificates, honours and awards, you can add any courses and projects
you have completed.

eskiTechncal Aralyst wih four years of experience
ng chonts in USA, LK and Inda.
Bakgrannd  Isidents acroas IET hantare, softwace 359 refadrong
Sragh my roles at Symartet and IBM.
e chienits and have always gong the extra
3 ensuse thry ane ieschond In 3 timely wary.
in addition to completing my Graduate Diploma in IT,
-~ loa Zealarad.
e B0 specialue in this area in the future.

+) o5 Lnw
Hilthes, Microsalt Lyme, video conferencing

ety
I+ siversity. Incia
eiesgionals.

Show less -~




Ask for feedback

Get feedback about your profile from other professionals on LinkedIn.

Adjust your skills

* Find some job descriptions you like using the search bar
> Click on the search bar > Jobs > Type the keywords > Press “Enter” > Click on
the jobs
* Match your skills to these job descriptions, and use this as a guide to adjust your
skills to match the jobs you want to do.

0 payment

ﬁ} us
Technical Support Analyst

P. » Auckland, N I
ayment Express » Auckland, New Zea ..and B Easy Apply
Posted 3 weeks ago « @ Over 200 applicants

The Payment Express Auckland office is now seeking a Technical Support How you match @
Analyst to join the team.

Criteria provided by job poster

Key Objectives: Skills
* Providing first-level contact and problem resclution for customers © Analytical Skills
with hardware, software and application problems,

. ¢ o : @ Technical Support
* Demonstrate efficient work practices to ensure objectives and service

level agreements (SLAs) are met. © Teamwork
* Contribute and deliver high quality technical support through @ Communication
thorough analysis of technical problems. @ High degree of initiative
* Provide project support for implementation strategies; work closely @© Problem Solving

with nroiact laade tn nrovida hinh analite nraiact dalivans within

10



Build an offline network

Talk to people you're connected with on LinkedIn and ask them out for
a coffee to develop your network. (See our resource on how to conduct an

informational interview.)

Simplify your Linkedin URL

Simplifying your URL will make it easier to access your profile when you put

the link into your CV.

s
L
Arjun Kumar @ Burger King®
ICT Service Desk Specialist | Technical Anatyst | New ) Deini university
Zealand qualified | Exceptional Customer service skills [ Seeconisetin
Welington & Wairarapa, Mew Zealand S
# Edit URL " Edit URL

Personalize the URL for your profile.

Personalize the URL for your profile.

wwrwlinkedin.com/i www linkedin, finjarjun-ki FYRRREIN
Mote: Your custom URL must contain 3-100 letters Note: Your custom URL must contain 3-100 letters

or numbers. Please do not use spaces, symbals, of numbers. Please do not use spaces, symbols,

or special characters. or special characters.

Cancel m Cancel m

Now, you can put this in your CV <

11



LinkedIn profile checklist

Use this checklist to make sure your LinkedIn profile
is complete and represents you well for the New Zealand
job market.

Before updating your profile, have you switched off “Sharing profile O O
edits"? You can turn this back on once you've updated your profile.

Have you completed all the main sections?

* Profile picture O O
* Headline O O
° Location O O
° Summary O O
* Experience O O
+ Skills & endorsements O O

O O

* Education

Have you uploaded a professional profile picture (headshot, plain O O
background, smiling and wearing professional business attire)?

Have you written a headline that clearly describes what you have to O O
offer New Zealand organisations?

Have you written a summary that covers your passion for your work, O O
experience, skills, and future goals?

12



Does your profile include skills and experiences that are relevant O O
to the New Zealand job market?

Does your profile include keywords that are relevant in your field? O O
Heveyouidentfed stleast e skl 0O O
(e your pofie ree o speling and grammarmisakes? 0O O
Willyourprofle appeal to many potental New Zesland employers ()
(not just one)?

Are you using New Zealand job titles and technical terms? O O
Does your proflle ncluce your cortact detals? 0O O
Have you switched on the secton called Letyourrecrutersknow ()

you're open to opportunities”?

Have you sent requests to people you know in current and O O
past roles to connect with you?

13
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