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Introduction to LinkedIn

LinkedIn is the world’s largest professional networking site. Since its launch

in May 2003, this business-oriented social networking site has seen rapid

growth; as of May 2017 the site has over 500 million members, growing at a

rate of more than two new members per second.

The purpose of the platform is to help its users network professionally with

colleagues, peers and clients. Users can invite anyone (whether they are an

existing member of LinkedIn or not) to become a ‘connection’.

Benefits to jobseekers

• You can view live, relevant job opportunities through employer profiles

and pages of hiring managers.

• Your updated profile will help employers and recruiters find you, saving

time in your job search.

• Utilise your connections for increased exposure and to be introduced to

hiring managers.

• Demonstrate your expertise in your specialist field to build your personal

brand.

• Keep up-to-date with the latest industry news and insights relevant to you.

Benefits to employers

• Creating a company profile guarantees maximum exposure to over 500

million users, allowing talent to find you.

• An excellent resource for your recruitment strategy, with the ability to

search thousands of relevant candidate profiles with a premium account.

• A platform to list your job opportunities to relevant and active candidates.

• Increase brand/employer awareness and boost your online presence

through blogs, showcasing projects or awards and accreditations you have

received.

• The opportunity to network with a larger circle of potential clients.
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Step 1 – Signing up 

LinkedIn is incredibly user-friendly and signing up is a similar process to

joining other networking sites such as Facebook or Twitter.

1. Go to www.linkedin.com and fill in the form in the middle of the

homepage.

2. Enter the requested user details. Ideally, you should use your work email

address as LinkedIn can automatically detect your work contacts from

your current position to get you started. You can add a personal email

address as well as a backup, but as this is a professional networking site

we recommend you use a work one.

3. You can choose between a basic (free) or a premium account (pay per

month for extra features and unrestricted access). We recommend you

begin with the basic account.

4. LinkedIn will verify your account by sending you an email. You will need

to follow the link provided in the email to verify your account and to log

on for the first time.

5. When you sign in, you will be directed to your homepage. See the

following page for a guide to the different sections of this page.

http://www.linkedin.com/


Page 5

Homepage 

Your homepage is the first page you reach when you first login and allows

you to view or navigate to other areas of the site. This includes viewing what

your connections are saying as well as having the ability to search for jobs or

new connections.

My network –

view your 

contacts and 

add connections.

Jobs – search jobs 

or add jobs posts. 

Messaging –

manage invitations 

and view direct 

messages.

Notifications –

receive real time 

notifications. 

Search – search 

for people, posts, 

companies, jobs 

and groups with 

the universal 

search box. 

Settings – access 

your account 

settings and privacy 

controls. 

Profile views –

analytics on who 

has viewed your 

profile and recent 

posts.

Update box –

share updates and 

links with your 

connections. 

Upload content or 

publish your own 

articles. 

News feed –

news stories and 

updates from 

your connections 

and companies 

that you follow. 

Instant 

messaging –

message another 

connection 

directly and in 

real time. 
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Step 2 – Building your profile

Your profile should be professional and credible consisting of a short

summary, career history, academic background, professional qualifications

and technical skills. It should showcase your skills and experience to contacts

who want to discuss any potential career or business development

opportunities.

To get the most out of LinkedIn you should integrate it as part of your daily

work routine. As a business, it can help you to build a strong presence

amongst your stakeholders and help to develop relationships with key

clients.

As a jobseeker, whether you are passively or actively searching for a new role,

following company profiles, expanding your network and showcasing your

industry knowledge will be highly beneficial to your job hunt. It is essential

that the information you provide is accurate, professional and up-to-date.

You should spend at least 30 minutes completing your profile to ensure it is

thoroughly updated.

LinkedIn will prompt you to complete the missing areas until you have an

‘All-Star profile’.

There may be areas within your profile (e.g. education) that you do not feel

are relevant. However, these sections are crucial in helping to widen your

network as people are able to search education and previous companies you

may have worked for.

Avoid any employment or education gaps by explaining what you were

doing during this time such as a gap year for travelling. Take the time to

review your profile on a regular basis to ensure it remains up-to-date.
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Your profile page 

TOP TIP: Your 

profile is 14 times 

more likely to be 

viewed if it 

includes a profile 

photo.

Headline – edit your 

name, title, location, 

sector and personal 

statement here. 

Change how you want 

your profile to look to 

the public and edit 

your profile URL.

Activity – see your 

recent activity 

including posts, likes, 

shares and comments.  

Add other sections of 

your profile including 

education, work 

experience and 

accomplishments. 

Click on the pencil 

icon to edit the 

sections of your 

profile. 

Scroll down the page 

to view and amend 

the different sections 

of your profile.
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Profile photo

• Be sure to choose a professional headshot with a plain background to

ensure you are the focal point of the image.

• As LinkedIn is a professional social networking site, your photo should be

suitable for your audience. If you are expected to dress professionally in

your sector, ensure this can be seen in your photo. Try to avoid ‘selfies’ or

holiday pictures.

• Use a recent photo – avoid using dated photos as you want people to

recognise you when they meet you in person.

Name and headline

• This is included at the top of your profile and is the first thing that people

viewing your profile will see. Therefore, you must keep your name strictly

professional (no nicknames) and within 120 characters.

• Your headline should be a description of your current position and

keywords that will improve your chances of being found in a search. For

example, you may wish to include the sector you specialise in, your

location and some of your contact details including an email address and

telephone number.

Some examples are as follows

“Management Accountant | Company name | Financial Services | North

West”

Or

“Childcare Solicitor | Local Authority name | 

firstname.lastname@mail.com”  
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Location

• When editing your name and headline you will also see a field below

where you can input your location. You can make this as broad as you

wish, narrowing it down by adding your full postcode or make it UK-

wide by including the first two letters of any postcode.

Summary

• This is an introduction to yourself so you need to give people an

indication of the kind of person you are and the work you do. We

recommend that you keep to the following structure:

1. Personal paragraph – this should outline who you are and what you do.

2. Include a sentence relating to what you are currently working on e.g.

“Working as locum with ABC Limited as a Childcare Solicitor in the East

Sussex area”.

3. A professional paragraph about your organisation, with an overview of

the service that they provide and where you are based.

4. Add a list of your specialisms and keywords to ensure you can be found

easily in searches.

Experience

• Include as much information as possible. Add each position that you

have worked in, including your core responsibilities and key

achievements.

• You can also add links to your own work and any relevant projects

including blog posts or articles, giving you the opportunity to develop

your personal brand.
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Education

• Complete your education background as people seeking to contact you

may well search for you under this information. This is also an excellent

opportunity to reach and connect with fellow alumni to build your

network even further.

Featured skills and endorsements  

• Add as many skills as possible that truly reflect your current skillset and

the areas you specialise in. The more you use, the more likely you are to

be found in a search. Connections can endorse your listed skills to

validate your credibility and make you more likely to appear in the

keyword searches so it is a useful function to use on LinkedIn.

Recommendations 

• To complete your profile try to secure at least three recommendations –

they can really differentiate you from other users as well as increasing

your credibility. You are able to ask people to recommend you (as along

as they have a LinkedIn profile).

Accomplishments

• Include any relevant accomplishments or achievements you have. This

could include another language, a professional development course you

have completed or any awards you have received.

Sellick Partnership LinkedIn Guide 
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Step 3 – Building your network

Building your network is easy. You can search by job title, location, industry,

company or name to find fellow professionals who you work or have worked

with and click ‘add to network’ to send them a connection request.

There is some etiquette to keep in mind when expanding your network.

1st degree connections are users you are already connected with and you

can communicate with them via direct messages and status updates.

2nd and 3rd degree connections – you can request to connect with them

with a personal message, indicating how you know them.

Writing a personalised message

If you do not know the person you are trying to connect with or have only

met them briefly, be sure to write a tailored invitation to ensure your

message stands out.

1. Introduce yourself – summarise who you are and what you do.

2. Why are you getting in touch? – include a brief summary of why you

wish to connect with them such as following up from a networking

event or asking for advice.

3. Conclude and thank them for taking the time to read the message.
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Step 4 – Privacy settings

Amending your privacy control settings will affect who can see your profile

and your updates, which will impact upon the growth of your network. You

can get to these via ‘Settings’ (the top right of the page, see Homepage

section on page 5), under the sub-sections ‘Profile’ and ‘Accounts’.

Under ‘profile viewing options’ we recommend that you allow other

connections to view your name and headline if you view their profile. This

makes it clear you are open to making other connections and actively

building your network.

TOP TIP: Let recruiters know that you are open to new opportunities.

Amend your privacy settings to allow recruiters to find you more easily in a

search.
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Step 5 – Interacting on LinkedIn and other top tips

Now that you have fully set up your LinkedIn profile, you have an excellent

tool to start building your professional network – but do not forget to

engage with people, as this is the whole basis of a ‘networking’ site!

TOP TIPS

Update your status frequently. To do this, simply select ‘share an update’

at the top of your homepage. You can comment on interesting articles or

news by sharing links, asking questions, or using this as a platform to

inform your network about developments within your organisation.

Keep your profile updated, so that anyone that finds you on a search can

see that you are actively using LinkedIn and that the information on your

profile is current and relevant.

Add a note when you send out an invite to connect with another user.

Include where you know them from and why you would like to connect

with them.

Make your profile more visual by adding a background photo and ensure

your profile grabs other users’ attention.

Continue to expand your network, through the members of your Groups

and your 1st, 2nd and 3rd degree connections.

Grow your network by syncing your email address book so LinkedIn can

suggest relevant people you can potentially connect with.

Keep up-to-date with all the latest industry news as a well as job

opportunities and career tips by following the Sellick Partnership

company page. Alternatively, make your first connection your

Sellick Partnership consultant today!
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Glossary

1st degree connection: Other LinkedIn users that you have chosen to

connect with and most likely know, such as a colleague or classmate.

2nd degree connection: A contact of one of your first degree connections

or a “friend of a friend”.

3rd degree connection: A contact of a 2nd degree connection. You must

request an introduction in order to connect with them.

Company page: A page for businesses to include information about their

company and provide updates about their news, events, market intelligence 

and provide any career opportunities.  

Groups: Public or private groups that act as a forum, allowing users to

come together and discuss specific topics on one page.

Inbox: View and reply to messages from your connections or those trying to 

connect with you.

InMail: Messages that are sent directly to another LinkedIn member you are 

not connected to. You must upgrade to a Premium account to use

this feature.

Invitation: Invite someone to join your network by connecting with you.

Mentions: Similar to Twitter and Facebook in that you can mention other

members or organisations in your updates by using ‘@’. 

Network: Group of users that you can connect with up to three degrees

away.

Profile: Similar to a CV where you can add information about your job

and academic history.

Recommendation: A way to recommend a friend or colleague based on

their professional experience.

Skills endorsements: A list of key skills that you have developed which can 

be approved by people who know you. 



About Sellick Partnership
Established in 2002, Sellick Partnership is a market-leading professional

services recruitment specialist providing recruitment solutions within the

private, public and not-for-profit sectors. Our experienced team of consultants

operate across seven offices nationwide providing both employers and

jobseekers with a full recruitment service. We work across a range of

disciplines including: Finance and Accountancy, Legal, HR, Housing & Property

Services, Actuarial, Procurement and Change & Transformation.

Why Sellick Partnership?

Expertise – our proven track-record of success in our specialist sectors

demonstrates our in-depth knowledge, vast network and unrivalled

reputation.

Quality – we represent experienced professionals with excellent

commercial acumen and wide skill sets.

Flexibility – we understand the need for flexible support when you

need it. We can satisfy your requirements whether you are looking to

expand your team or looking for a role yourself.

Partnership – we will work in genuine partnership with you to ensure

that we select the candidate who will meet your business requirements.

Industry associations – our close relationships with associations across

our specialist sectors mean we are at the forefront of industry

development, with unparalleled market insight.

Added value – we pride ourselves on adding value to the organisations

we work with, through initiatives such as salary surveys, breakfast

briefings, media booking and production, diversity monitoring and

psychometric testing.
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www.sellickpartnership.co.uk

/company/sellick-partnership 

@SellickGroup

/SellickPartnershipGroup
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