
 
LinkedIn Profile Template 

 

 

TO GET STARTED:  
 

If you don’t have an existing LinkedIn profile to edit, please click on the following link to Join LinkedIn and create your free 
account: linkedin.com/start/join. I suggest using the same email address found on your CV; ideally this email should be 
dedicated to your job-search and networking activities.  
 
If you have an existing profile, sign into your LinkedIn account at linkedin.com and click on the Profile button on the top left side 
of the page to Edit Profile. 
 
IMPORTANT:  
 

If you do not want to broadcast your profile changes to your netwotk, edit your settings so your changes will not be broadcasted. 
To do this:  
 

• Go to Account & Settings, which is located in the upper right hand corner of the page 
• Choose to Manage the Privacy & Settings.  
• Underneath the Profile section, choose to Turn on/off your activity broadcasts within the Privacy Controls.  

 
I suggest updating your LinkedIn profile, starting at the top of the page and working your way down. 
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NAME & PROFILE SUMMARY 
 
First and Last Name  

 
 
 
Your Professional Headline (120 characters) 
This is a short statement or a few words that best describes you. This section is below your name when you log in to edit your 
LinkedIn profile. (120 characters) 

This is the very first thing that a recruiter will see. Keep it short and shar – your professional job title, and industry will usually 
suffice – e.g. Banking Project Manager with expertise in business trandformation 

 
Country 

 
 
POSTCODE 

 
 

Location Name 
 

 
Industry 

 

Summary (2000 characters) 
The profile Summary can be used to provide additional descriptions about your experience, expertise, awards, etc. It is also the 
section of your profile which has the highest character count. This is where you can give viewers a glimpse into who you are, what 
your background is, what you're looking to accomplish, and additional places they can find you online or contact you. The summary 
section also presents an opportunity to include links to content that you've created (or participated in creating) and display them. 

 
 
 
This section is very similar to your CV’s profile – it’s an introductory paragraph designed to give a high level overview 
of your core capabilities. 
 
Break it up into 2 or 3 paragraphs to ensure an easy reading experience and ensure that you hook readers before they 
click elsewhere. 
 
A brief summary of your experience, industry/market knowledge, main skills, project exposure and seniority level will be 
enough for this section. 
 
Try to include plenty of terms that your target recruiters will be searching for. This will a) ensure that you appear in 
plenty of searches, and b) help you to hold the attention of busy people.  
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CONTACT INFORMATION 
 
Choose which information you’d like to be visible for your connections. This includes your email address, phone number, and 
address. If you’re actively searching for a job and would like employers and networking contacts you’ve connected with to reach 
you, I recommend including the email address you’re using for your job-search activities and your mobile phone number (the 
same one on your CV).  
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PROFESSIONAL EXPERIENCE 
This is where your work history and job experience go. Please take the information that I have provided for you and begin 
entering it from the most recent position, and work backward. 
 
Company Name 

If you cannot find your employers company in LinkedIn – you will need to briefly explain what they do in the role description 
 
Title 

Use a variation of your role title that is commonly used and likely to be searched for – don’t use a term that only your 
employer uses 

 
Location 

 
 
Time Period (Start Date – End Date) 
 
Description (200 characters minimum, 1000 maximum) 

 
As with your CV, start the role with an intro to the role which shows your position within the hierarchy and the overall goal of 
the role 
 
- Bullet point your responsibilities by copy and pasting this example (actual bullet points cannot be entered in LinkedIn) 
- Try to reduce these descriptions to about 50-75% of your CV role descriptions  
- Keep your points short and sharp – try to explain the point of 2 lines from your CV, in the space of 1 here 
 
- Add your achievements and include tangible figures 
- When quoting facts and figures, check that you are allowed to make them public first 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Once you’ve filled out this information, click the blue Save button. Then click the blue + Add position button to add your next 
job. Repeat these steps for all the following positions.  
 
 
EXPERIENCE, continued. 
 
 Company Name 

 
 
Title 

 
 
Location 
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Time Period (Start Date – End Date) 

  
 
Description (200 characters minimum, 1000 maximum) 

 
As with your CV, start the role with an intro to the role which shows your position within the hierarchy and the overall goal of 
the role 
 
- Bullet point your responsibilities by copy and pasting this example (actual bullet points cannot be entered in LinkedIn) 
- Try to reduce these descriptions to about 50-75% of your CV role descriptions  
- Keep your points short and sharp – try to explain the point of 2 lines from your CV, in the space of 1 here 
 
- Add your achievements and include tangible figures 
- When quoting facts and figures, check that you are allowed to make them public first 
 
 
 
 
 
 
 
 

 
 
EXPERIENCE 
 
Company Name 

 
 
Title 

 
 
Location 

 
 
Time Period (Start Date – End Date) 

  
 
Description (200 characters minimum, 1000 maximum) 

 
 
 
 
As with your CV – older roles can be shortened down to one line summaries 
 
 
 
 
 
 

Company Name 
 

 
Title 

 
 
Location 
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Time Period (Start Date – End Date) 

  
 
Description (200 characters minimum, 1000 maximum) 

 
 
 
 
 
 
 
 
 
 

 
 
 

EXPERIENCE, continued. 
 
 (A4) Company Name 

 
 
(B4) Title 

 
 
(C4) Location 

 
 
(D4) Time Period (Start Date – End Date) 

 Check the box for “I currently work here” 
 
(E4) Description (200 characters minimum, 1000 maximum) 

 
 
 
 
 
 
 
 
 
 

 
 
EXPERIENCE 
 
(A5) Company Name 

 
 
(B5) Title 

 
 
(C5) Location 

 
 
(D5) Time Period (Start Date – End Date) 
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 Check the box for “I currently work here” 

 
(E5) Description (200 characters minimum, 1000 maximum) 

 
 
 
 
 
 
 
 
 
 

 
 

SKILLS & EXPERTISE 
LinkedIn Skills & Endorsements helps other professionals and recruiters discover the expertise you have. Your LinkedIn 
connections will have an opportunity to endorse or recommend you based on these skills chosen so be sure to choose carefully. 
Skills are particularly important to include because they are also buzzwords/keywords within your industry that will stand out to 
hiring managers and increase your chances of getting through automated filters. 
 
You can: 

1. Add a skill to the Skills & Endorsements section of your profile from the Edit Profile page. 
2. Add up to a maximum of 50 skills. 

   
Skills & Endorsements 

 
 
 
This section should be filled with all the important requirements that you discovered from the research you carried out 
before writing your CV. Stick to factual skills, experience and knowledge – avoid clichés. 
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EDUCATION 
This is where your education goes. Please take the information that we have provided for you and begin entering it from the 
most recent educational experience, and work backward. If you received your degree more than 10 years ago, leave the Dates 
Attended fields blank.   
 
School 

 
 
Dates Attended (end year only) 

 
 
Degree 

 

Field of Study 
 

 
Grade 

 
 
 
 

 
Once you’ve filled out this information, click the blue Save button. Then click the Add education button to add your next degree. 
Repeat these steps for all the following degrees.  
 
School 

 
 
Dates Attended (end year only) 

 
 
Degree 

 

Field of Study 
 

 
Grade 

 
 
 
 

 

CERTIFICATIONS 
Certifications are a great way to showcase your knowledge and professional achievements on your LinkedIn profile. If you've 
never added a certification, you'll first want to add a Certifications section. Under your profile summary at the top, you'll see 2 
sections that you can add to your profile. If you don't see Add Certifications here, click View More to see a full list of sections 
you can add. Type in your certification information. 
 
 
Certifications 
 

 
 
 
 
 

ADDITIONAL INFORMATION (2000 characters) 
 
 
 
 
 

RECOMMENDATIONS & TIPS 
In addition to the information I listed above, there are a number of changes and additions you can make to optimize your 
LinkedIn profile and improve your personal brand. For additional help and pointers, check out LinkedIn’s Help Center. 
 
 
INCLUDE AN APPROPRIATE HEAD SHOT 
Studies have shown your LinkedIn profile is 40 percent more likely to get clicked on when you include a profile picture. However, 
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not just any photo will do. When choosing your profile picture, opt for a standard head shot of you that supports your personal 
brand and portrays you as professional and friendly. Avoid using a group shot, an awkward selfie, or a cropped image where 
half of your hair is cut out or covered by someone’s arm. To avoid the image looking blurry, select a photo that’s 400 x 400 
pixels or larger. If either width or height exceeds 20,000 pixels, your photo will not upload.  
 
ADD MEDIA SAMPLES TO YOUR PROFILE 
There’s no better way to give employers a better sense of your accomplishments than showing them visual samples of your 
achievement. You have the ability to provide samples of your work by adding links and uploading presentations, videos, and 
images to projects you’ve worked on that demonstrate your expertise and skills.  
 
SHOW OFF YOUR ADDITIONAL TALENTS 
You have the ability to add additional sections to your profile to give employers a more personal, 360-degree view of you as a 
professional. If you speak multiple languages, volunteer in your spare time, or participate in relevant professional associations, 
add this information to the appropriate sections of your LinkedIn profile.  
 
REQUEST RECOMMENDATIONS 
How many times have you asked your friends for a recommendation on a product or checked out a company’s reviews on Yelp 
before purchasing an item? As humans, we often make decisions based upon what’s known as social proof. The same process 
goes on for hiring decisions. Hiring managers, recruiters, and HR professionals are on the lookout for “social proof” of your 
talents. LinkedIn recommendations are a perfect opportunity to share reviews from your former employers, managers, peers, 
direct reports, customers, and clients.  
 
 
JOIN LINKEDIN GROUPS 
Join and actively participate in LinkedIn groups that are specific to your industry and field. Recruiters are notorious for trolling 
these groups in search of qualified candidates.  
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