LinkedIn Personal Profile Review & Optimization Checklist

1. First Impressions: The Profile Header

e Profile Picture — Is it clear, professional, and friendly?
o Should be a headshot with good lighting (not a selfie, no distracting
backgrounds).
o Example: “A simple, smiling headshot against a neutral background works best.”
e Background/Banner Image — Does it represent your industry, personal brand, or
professional interests?
o Example: A conference stage, industry-related graphic, or custom Canva-designed
banner.
e Headline (120 characters max) — Does it go beyond just your job title?
o Formula: [Job Role] | [Industry/Expertise] | [Value Proposition]
o Example: "Event Strategist | Helping Organizations Create Meaningful
Experiences"
e Location & Industry — Is this accurate and up to date?
o Do you want to show current job and school at the top or not?
e Contact Info (Click "Contact Info" on profile)
o Make sure the LinkedIn URL is customized (linkedin.com/in/yourname instead of
/randomnumbers)
o Add relevant email or website links (if applicable).

2. About Section (The Personal Bio)

e First Few Lines Should Hook Readers
o Example: “I believe great events create lasting impact. With 10+ years in event
marketing, I help organizations craft unforgettable experiences.”
e Does it Tell a Story? (Not just a bullet-point resume recap)
o Answer these 3 questions:
=  What do you do?
=  Why do you do it?
=  What’s your unique value?
e Call to Action (CTA) at the End
o Example: “Open to networking and collaboration in event marketing—Ilet’s
connect!”



3. Experience Section

e Are Job Titles and Companies Correct?
o Bullet-Point Descriptions for Each Role (2-5 key achievements per job)
o Use quantifiable results if possible (e.g., "Increased attendee engagement by 40%
through interactive event strategies").
o Media Attachments (if available)

Add PDFs, links, presentations, videos to showcase work.

4. Skills & Endorsements

e Top 3 Skills Are Relevant to Your Career Goals

o Example: "Event Planning, Public Speaking, Digital Marketing"
o Note: You can reorder them!

e Have You Received Endorsements?
o Encourage participants to endorse each other!

5. Recommendations (The Power of Social Proof)

e Do You Have at Least 2-3 Recommendations?
o Ifnot, request one today!
o How to Request a Strong Recommendation (Best Practices)
o Personalized Message: “Hi [Name], I really enjoyed working together on

[Project]. Would you be open to writing a short recommendation highlighting
[specific skill or contribution]?”

6. Education, Certifications & Licenses

e Is Your Education Listed Correctly?

o Include university, degree, and years attended* if applicable.
o Certifications Added?

» LinkedIn Learning courses, industry certificates, etc.
o Relevant Courses or Honors?

» Optional but good for students or early-career professionals.



7. Engaging with LinkedIn (Home Feed, Posts, and Comments)

e Do You Know How to Navigate the LinkedIn Home Feed?
o Explain how the algorithm works—engagement boosts visibility.
o How to Interact Professionally
o Commenting on others' posts thoughtfully
o Reacting (Like, Celebrate, Insightful, Support, etc.
o How to Share a Post Effectively (Not Just Hit ‘Share”)
» Add a personal insight or takeaway when resharing.

8. Making Meaningful Connections (Networking Basics)

e How to Find & Connect with the Right People
o Search for colleagues, industry leaders, alumni, event attendees.
e How to Send a Personalized Connection Request (Not Generic!)
o Example: “Hi [Name], I came across your profile and love your work in
[Industry]. I’d love to connect and learn more about your insights!”

9. Privacy & Profile Settings (Basic Account Management)

e Check Your Visibility Settings:
o Public profile visibility (What can non-connections see?)
o Can people message you easily?

o Profile Viewing Options:
o Do you want people to see when you view their profile?
o Can be set to public, private, or anonymous.



