
1 

 

 

780 million users worldwide 

1.5 million users in New Zealand 

 

What to share?  

• Low maintenance is required from LinkedIn. 
• Create an updated profile, clearly state what your business is and products/services that you 

offer.  
• Post simple news/articles that can catch users’ attention, this way, you can start engaging 

them.  
• Join Groups with members that are your targeted demographics.  

Post Frequency: Three to Seven times a week 

 

Although LinkedIn is typically the choice platform for B2B businesses, and especially if your goal is 
lead generation. If you are in business a personal LinkedIn page is essential for your personal 
branding.  

This is also an ideal platform for editorial content, and it can help you establish your company as a 
trusted leader in your field, build authority for your brand, and engage leads through conversations. 
The demographic on LinkedIn is also different than other sites because there are more users 
between the ages of 30 to 49 than there are users under 30.  

29% of 18-29-year olds use LinkedIn. 

33% of 30-49 year olds use LinkedIn. 

24% of 50-64 year olds use LinkedIn. 

9% of 65+ year olds use LinkedIn. 

 

 



2 

 

HOW TO CREATE A KILLER ‘ALL-STAR’ LINKEDIN PROFILE 

Your LinkedIn profile is a direct reflection of who you are professionally. You must be authentic, 
communicate your values, experiences, goals and personality in your profile. 
 

 
 
Your profile photo 
The first thing you need to do is to add a professional picture. Having a photo puts a face to a name 
and increases your search-ability. Pick a friendly picture that aligns with your role and personal 
brand. We really recommend using professional head shots, not just a photo of you at a black tie 
event! As we have mentioned already, consistency is key, so keep the same profile image across 
your different social media platforms. 
 
Recommended image size: 400 x 400 pixels.  
 
If either width or height exceeds 20,000 pixels, your photo will not upload. 
 

• Photo checklist: 
• Choose a photo that truely looks like you 
• Make your face at least 60% of the picture 
• Wear your normal work clothes 
• Smile!  
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Background image 
The LinkedIn background image is a little bit like a Facebook cover image. It's displayed above your 
name and headline. This will give your personal profile a little bit more personality. Do keep in mind, 
LinkedIn is a professional social platform, so choose a photo that is suitable. Use an image that 
reflects your personal brand. Check out pixels for images to use. You can search for specific types of 
images, they are free, and high resolution.  
 
Recommended image size: 1400 x 425 pixels 
 
Your cover photo needs to be a JPG, PNG or GIF file. Visit our favourite website Canva to get your 
image looking great. If you don't stick to the recommended dimensions your image will be pixelated, 
which is not a good first impression! 
 
To add a background photo, go to edit your profile. You will see a button to 'Add a background 
photo' very clearly behind your profile information. Simply click the button and upload your image: 
 

 
 
Once you've uploaded your image, double and triple check that it is looking right, especially if you 
are including text in your image. Check in with us if you're unsure if the cover photo you are thinking 
of is suitable or not- post it up in the Facebook group! 
 
Edit your settings 
To edit your settings, click the drop-down menu from your profile image in the top navigation bar: 

 
 

A new page will open, with lots of options for you to have a look through about your account, 
privacy and communication settings. If you have any questions about any of your settings. 
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Create your unique Profile 
Make your personal profile look more professional and easier to share, by customising your LinkedIn 
public profile URL. Instead of using the default URL which includes messy numbers, you can clean it 
up so it is simply your name. This is ideal for sharing, for example, you can include this link in your 
email signature, presentation decks, business cards and any other material that you hand out. 
 
To create a unique URL, click on me and view profile  

 
 

 
Click on the edit tool, top right, to make any changes to your contact information. A pop-up will 
appear, where you can make the edits: 

 

 
 
 

Simply edit the URL to what you want, we suggest removing the numbers and keeping your name 
and surname. Click save, and you're done! 
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Edit your info 
Your intro is the first thing a user sees when they come to your LinkedIn profile: 
 
 

 
 

To edit your intro, click the edit icon from your profile:  
 
A pop-up will appear for you to fill out the information shown on your profile: 
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Most of this is self explanatory. But pay particular attention to what you add in. 
Don't overlook the power of your headline! By default your headline is your current employment 
position, however, you can easily customise it by clicking on the pencil tool next to it. Rather than 
just using your title, get creative and make a headline that makes you unique.  
 

 
 

Try describing yourself creatively in one line to capture people’s attention. It might be as simple as 
adding a little something to the end of your current role, like: serial entrepreneur. It should be about 
what you do as opposed to what you are.  
 

 
 
Writing your summary 
Your summary is the most important element of your LinkedIn profile, do not leave it blank and do 
not just copy and paste from your CV. You can edit it at the end of 'Edit your info' pop-up form: 
 

 
 
It's the ultimate place to tell your story, and capture the attention of readers. Make the most of it, 
and express your personal brand in 2000 characters. Let readers get a true understanding into who 
you are and what you stand for, and how you add value by doing what you are doing. Your profile 
will evolve and need refining, it's important to keep it updated overtime.  
 

 

Social Media Lover, Retail Black Belter 
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Below we have some simple tips on writing your summary: 
 

1. Our first tip is to write your summary in first person.  
2. Make your opening sentence interesting, so people will want to read more. When people go 

to your profile, they have to click 'See more' so it is really important to make those first 
couple of sentences really attention-grabbing. Your goal is to make people want to learn 
more after reading your summary. 

3. Be yourself. It's really important to try and be original with your summary, and to be 
yourself. Try and make your opening line something interesting that will make readers want 
to read on. 

4. Who you want to be reading your summary? Are they potential employees, investors, 
mentors, influencers? This will help you write a summary that will appeal to your ideal 
audience.  

 
• What do you want them to know about you? 
• What do you want them to do when they read your summary? 
• How do you want them to feel? 

 
5. Add important keywords you want to be known for, to improve your search-ability. At the 

end of your summary, it's a great idea to include some additional information that will help 
with your search-ability by including keywords you want to be associated with. Focus on 
your top five strengths. Repeat those strengths throughout your profile. This will build 
keywords on your page and help the right audience find you. 

6. Include some personal information about your interests, passions, values, point of view and 
life experiences.  

7. Consider the formatting of your summary. Create enough white space to break up 
paragraphs and make it look better, and be easier to read. 

8. Where possible, look to include some validation. For example, "I was awarded..." or "People 
often say I am..." 

9. Include organisations you are involved with, recent awards won, judging and speaking 
engagements.  

10. Add in rich media. When LinkedIn talks about Rich Media, they are talking about videos, 
images and documents. You are able to add these to your summary, for a more interesting 
way of telling your story, as well as evidence of what you have been talking about. By adding 
in rich media, the look of your profile will change, providing your readers with opportunities 
to get to know you better.  

 
 

You likely have some images of PowerPoint presentations, videos or images of you speaking 
at events, these are great to include. If you don't have any, make a plan to create some 
content for your LinkedIn summary. Your LinkedIn summary will be a powerful 3D 
representation of your personal brand.  

11. Get feedback. Once you have a draft summary written, get feedback from some people who 
know you well, who you trust, and who have impeccable grammar! As well as grammar and 
punctuation, get some honest feedback about your summary. Make sure it's a true 
representation of who you are as a person. You can always send it to us to have a look at, or 
share with the Facebook group for feedback. Grammatically correct and perfectly proofed- 
this is essential. No mistakes. Get it proofread by a couple of people. Or, send it to us to 
have a look at! 
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Experience 
You have an area to include past roles, under 'Experience.' Your experience section should include a 
tidy list of the key positions you've held: 
 

 
 
Just like the summary, it's important to go into detail about each role.  
 
 
To add a new role, click on the + sign on right hand side of the Experience heading: 
 

 
 

A pop-up box will appear for you to fill out all of the information about this role: 
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It's always great to back up what you have described with media - by adding documents, photos, 
sites, videos and presentations. 
 
You can edit and move the order of your roles by clicking on the pencil or 4x lines, under the + sign 
on the right hand side. 
 

 
Education 
It's important to include any relevant education and qualifications you have. You are able to connect 
with the university you attended.  
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To add education, click on the + sign on the right hand side. To edit, click on the pencil icon: 
 

 
Fill out the information in the pop-up box: 
 

 
 

Ensure you connect with the university: 
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That way, you become a part of their LinkedIn alumni: 
 

 
 
Skills & Endorsements 
Your connections can endorse your skills and vice-versa. These endorsements then show up on your 
profile, giving it a bit of credibility boost. All your LinkedIn contacts have to do is click on the + sign 
next to a particular skill on your profile, you'll find that many of them will do it anyway.  
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You need to list the skills you want to be endorsed for.  
 

To add a new skill, click 'Add a new skill' on the right-hand corner. To edit, click the pencil icon: 
 

 
 
This is where you can choose how you want to be viewed, and what skills are most important to 
you.  Make sure you've spent the time to list the skills you want your contacts to endorse you for. 
You can also remove endorsements if you find you have been endorsed for a skill that isn't relevant 
to you. 
 
Order so your first skills are your top skills and/or the skills you want to be known for most: 

 
 
 

Click on 'Adjust endorsement settings' at the bottom of your list, and make sure you have your 
settings all clicked on 'Yes', to increase the likelihood of you receiving more endorsements: 

 

 
 
Recommendations 
Recommendations can be a very powerful element. Place your best recommendations first, you're 
able to change the order, so place the best at the top. When asking for recommendations, make it 
easy for them by providing a bulleted list of your skills, strengths and services so people will write a 
more accurate and personalised recommendation, rather than just a generic one.  
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Recommendations you have given will also be visible on your profile, so give them away!  
 
Once you have your killer profile set up, like we've already mentioned, it's so important to review 
and update your profile, adding in new content to showcase your latest work. 
 

CREATING MEANINGFUL CONNECTIONS 
 
Who should you be connecting with? 
Once you have your killer profile all up and running, you'll be ready to grow your network on 
LinkedIn. LinkedIn is a network of professionals looking to engage, interact, and find opportunities to 
collaborate, we want to help you to make meaningful connections. 
 

 
 
First things first, you should only be connecting with people you actually know. There are a lot of 
spam profiles out there who will ask you to connect. Build your initial network by connecting with 
colleagues, clients, friends, and family.  
 

 
Focus on the quality of your connections not the quantity. Your network is an extension of your 
professional brand, we can't stress enough our advice to only connect with those you know and 
trust.  
 
Leverage search to reach out, and pay attention to who's viewed your profile. If it's someone you 
aren't connected with, they obviously have some interest in your or your business. If they are 
someone you would like to connect with, who could be beneficial to you, now is the perfect 
opportunity to reach out. LinkedIn will also offer suggestions to people you might know and want to 
connect with. 
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Don't be shy about asking your contacts for introductions to people in their networks. If you're trying 
to connect with someone you don't know, include a personal note explaining why you'd like to 
connect. For example, "I saw you speak at the Yellow Biz Event in Tauranga, and was blown away by 
the ideas you shared." That person is then more likely to accept your request. 
 

 
 
Follow industry thought leaders 
Stay informed of insights and challenge your current thinking by following thought leaders who are 
relevant to your industry or specialisation. There are some really great, active international thought 
leaders to follow too. Hear what we have to say about becoming a thought leader here. 
 
 

 
 
 
Follow Companies 
Follow companies on LinkedIn. Companies will share updates and articles that you'll be able to see 
directly in your feed. Learn about setting up and utilising your own company page here. 
 

 
 
Join and engage in LinkedIn groups 
You're allowed to join 50 LinkedIn groups. Groups are private, and membership must be approved, 
and you can leave a group at any time. Find and join groups relating to your industry or career 
interests, you will find interests and topics on any business subject imaginable.  
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Once you're in a group you can start and join in on discussions. By taking part in group discussions 
and sharing your articles in groups, you're able to establish yourself as an expert and a thought 
leader. Here's our top tips for engaging in LinkedIn groups: 
 
• Post useful and interesting content in your groups - articles and blog posts you read or written 
• Share a major report on your industry that just hit the news. 
• Make it easy for others to engage with you. Ask a question where people can give a very short 

answer, choosing from A, B or C. 
• Always engage back to any comments, even if it’s just a short thank you!  
• Avoid arguing with people, instead, facilitate a good discussion. 

 

 
 
 
PUBLISHING FROM YOUR PERSONAL PROFILE 
 
Publishing on LinkedIn is an amazing way to build your professional brand. The more quality and 
relevant posts you publish, the more people you'll reach and the stronger your personal brand will 
become.  
 
Share an update 
At the top of your Newsfeed, you'll see the following options: 
 

 
 

If you click on the space, you can write a basic update, like a Facebook status. 
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As it says, you are able to @mention someone or a company in your post. 
 

  
 
 

We really recommend you share a photo with your updates. Simply click the image button 
and uploading one from your computer.  
 
If you upload an image directly, the image will appear at a maximum width of 350 pixels. The height 
of the image will scale to fit the new width, whether it's square, landscape or portrait.  
 
You'll want to select to share your update publicly, even better, if you have a twitter account, you 
can select to share your update on twitter too. We would however, recommend you upload an 
update with an image to get greater impact and attention. 

 

 
 
Share a link 
To share a link, simply copy & paste the link into your update. The link post will automatically be 
generated. So, just like with Facebook, you should remove the link from the status. 
 
Make sure you always add some of your own thoughts about what you are sharing.  
 
When you add a link to your update, the thumbnail photos appear at a maximum of 180 x 110 pixels. 
Just like with Facebook, you should remove the link from the status. 
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BECOME A THOUGHT LEADER  
 

 
 
What is a Thought Leader? 
LinkedIn cannot be ignored for thought leadership. By now you've probably realised it's so much 
more than just an online CV. LinkedIn is the place to be if you want to be seen as a professional 
thought leader in your industry. So what exactly is a thought leader? 
 
A thought leader is someone whose expertise is sought after in their specialised field. Quite literally, 
thought leadership means leading an audience's thoughts in a new and groundbreaking direction, 
someone whose ideas are more than mediocre and merit attention. A thought leader has the future 
in mind. Thought leadership consists of ideas that require attention, that offer guidance or clarity 
and that can lead people in unexpected directions. 
 
The approach a thought leader takes to their work is a unique blend of expertise, vision and 
leadership. 
 
If you want to be a thought leader in your industry, it's a great idea to start publishing articles on 
LinkedIn.  
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Thought leadership advances your brand and your business by allowing you: 
 

• To educate 
• To illustrate your best capabilities in a natural way 
• To authentically connect and engage with your audience 

 
How to become a Thought Leader 
To be a thought leader you need to inspire and motivate others to do something bigger and better. 
You can do this by publishing on LinkedIn and utilising the power of Slide Share. 
 
LinkedIn’s platform makes long form publishing available to every subscriber, providing 
entrepreneurs and business owners of every variety with access to their entire network of more 
than 780 million! 
 
Getting started as thought leader 
When you start, you shouldn't think of yourself as a thought leader yet. You earn a reputation as a 
thought leader by delivering content that people find interesting, useful and fresh.  Thought 
leadership comes as a result of the content you post overtime. 
 
Produce quality content 
Producing the highest quality content goes without saying, but you also need to make sure your 
content is timely. Stay up to date on industry news and insights, your followers will want to read or 
watch content from you, that they can relate to immediately. Posting quality updates will build your 
reputation as a thought leader. Provide value in the content you share through- posts, ebooks, data 
analysis presentation and trend commentary.  
 
 
Think about your audience 
It's important to have a really clear idea of who your ideal readers are, this will help you to create 
content that is valuable to them. Think about how to solve their problems and help them to achieve 
their values and goals. What does your audience want to know more about? What will benefit 
them? 
 
Forward thinking 
This really is the foundation to thought leadership. Having the ability to share information and 
knowledge through your past experiences and gut instinct, allowing you to make predictions on the 
future. You need to understand your industry and the world, and have your own thoughts and ideas 
on how it should evolve and why. 
 
Add value 
The aim is to stand out in your industry as a thought leader. Don't just re-hash what's already been 
said, challenge people's thinking with a fresh perspective. Focus on areas where you can add value 
to the conversation, instead of just adding noise. Thought Leadership is about people, think about 
how to provide people with value in your publishings. 
 
There are no shortcuts to thought leadership 
Becoming a thought leader requires patience and commitment. It won't happen overnight, it's likely 
to take at least a year. You will eventually build your tribe of advocates.  
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Build your brand as a Thought Leader in LinkedIn Groups 
With patience and hard work you can use LinkedIn Groups to establish yourself as an industry 
expert. Whenever you see an opportunity to answer a question posted in a Group you are part of, 
take the time to respond thoughtfully.  
 
As the moderator of a Group, you’re already on the right track to position yourself as a thought 
leader. Ensure you’re regularly posting timely and industry-relevant news, whether from your own 
site or another reputable sources. Post interesting questions and discussion topics, and participate in 
these conversations once they get rolling.   
 
A LinkedIn Group is the perfect place to grow your online community from a personal standpoint 
and a business perspective. 
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LinkedIn Cheat Sheet Image Guide 
 
Despite the fact LinkedIn is not a social network focused on sharing photos, it’s still important to use 
the correct image sizes, so they don’t display pixelated or distorted to your professional contacts. 
Learning about the correct image sizes on LinkedIn won't just assist you with protecting your 
profile’s image and transmit professionalism, it will likewise enable you to improve the engagement. 
 
Let's start with sizes and dimensions for visual elements on your LinkedIn page: 
Image Sizes and Dimensions 

• Banner image: 1584 x 396 px | maximum 4 MB 
• Profile image: 400 x 400 px | maximum 10 MB 
• Company cover image: 1536 x 768 px | maximum 4 MB 
• Company logo image: 300 x 300 px | maximum 4 MB 
• Company page banner image: 646 x 220 px | maximum 2 MB 
• Supported image file types: PNG, JPG or GIF 
• Slideshare file size limit: 300 MB 
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