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I’ve no clue if this ebook will be helpful to you or not, and even if it is, I don’t 
know whether you would be interested in any of our services at T&S or not.

On the off chance that you do need to get in touch with us, feel free to do so 
using the information below.
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Call, Email, Chat

mailto:info@tandsgo.com
mailto:tim@tandsgo.com


Initially creating your account on LinkedIn is a fairly quick 
process. Unfortunately, many people stop with the bare 
minimum, then wonder why LinkedIn isn’t doing anything 
for them.

Don’t fall into that trap! Follow the 25 steps below to take
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charge of your LinkedIn Profile.

Ready to get started?

3

Introduction
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Getting Started
1. Fill out Basic Information

Naturally, you need to completely fill out your basic 
information when you create your account. That includes 
your first name, last name, email address, and password. 
Don’t be cute with your name, be professional!

2. Fill out Industry and Location

On industry, pick the closest one you can from the options made available. 
On location, be as specific as possible.

3. Fill out Current Position

You absolutely need to have your current position filled out, including the 
description. Remember, you’re describing the position, not yourself. It 
doesn’t have to be long, it just has to be there. In fact, too long, and people 
will skip right over it.



4. Add Two Past Positions

Whenever possible, you'll want to add a minimum of two 
past positions, in addition to your current position. 
LinkedIn will use those to suggest people you should 
connect with.
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5. Fill out Education

You need to have at least one school, along with all the 
information about when you attended, your field of study, 
and activities and societies. Just like your past positions, 
LinkedIn will use this to suggest people you should 
connect with.

6. Add At Least Three Skills

Among other things, LinkedIn uses your skills for 
endorsements, where others can choose to endorse you 
for the skills you’ve listed.

7. Professional Profile Picture

For your profile photo, you need to 
make sure it’s a professional looking 
photo of you. This is not the place for a 
photo of you with family members, a
pet, or some inanimate object. And it’s definitely not the place for your 
company logo. You need to have a good, clear shot of your face.



8. Make 50 connections

Once you’ve filled everything else out, start looking for people you know. 
You’ll want to upload your address book and go through all the people 
LinkedIn thinks you might know. Make sure you request more than 50 
connections, as some people won’t connect with you.
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9. Add Publications

Put any publications that you’ve 
been published in.

If you’ve written any columns, 
books, or you or your company 
has been featured in any 
publication, list them here.

The Next Level

10. List Honors & Awards

If you’ve received any awards or 
honors, list them in this section. 
You should primarily list honors 
you’ve personally received, not
ones your company has received. Of course, if you’re the 
owner or in a similar position, that line may be blurred 
somewhat.



11. List Organizations

If you’re involved in any other organizations, list them in the Organizations 
section.
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12. Fill out Other Appropriate Sections

Depending on your industry, it may be appropriate to fill out other sections 
as well. If any of the sections apply to you fill them out! The more you fill out 
on your profile, the better.

13. Customize Your Profile URL

The more readable your profile URL is to 
a human, the better it is for both them and 
for search engines. Take advantage of 
the ability to customize your profile URL.

14. Enter Contact Information

Too many people don’t fill in the basic contact information. If someone is 
interested enough in you to visit your LinkedIn profile, the least you can do 
is have your professional contact information entered in.

15. Consider Ideal Reader

When you’re writing in all the different sections of your profile, keep in mind 
who you’re writing for. Don’t write for everyone, write as if you’re writing 
directly to your ideal reader.
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17. Get Recommendations

Get recommendations not by requesting them, but by first giving 
recommendations!

Go through your contacts and recommend everyone you feel comfortable 
recommending. Then send them a message thanking them for being so 
great, and let them know you’d love a recommendation as well. Be sure to 
say you only want one if they’re comfortable giving you one! Be sure they 
know that if they’re not, that’s perfectly okay!

16. Utilize Video

A video is a great way to introduce 
yourself and common problems 
you solve for people. LinkedIn has 
made it really easy, so once you 
have a professional looking video 
uploaded to a site like YouTube, it 
takes only seconds to add it to your 
Summary section.
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18. Pay to Play

LinkedIn made some changes in 2014 that made a paid account much more 
beneficial, as it now stands out more to people browsing LinkedIn.

The pricing and plans have fluctuated over time. At one point in 2014, they 
had a plan available for about $10 a month. However, there has not been 
pricing that low in a while. Your best bet is to go to premium.linkedin.com to 
find out the pricing.

19. Make over 500 Connections

Go through that stack of business cards you 
have, look at LinkedIn’s suggested 
connections, and make sure you’re importing 
your address book on a fairly regular basis. 
Keep working until you have over 500 
connections.

At that point, LinkedIn will show that you have
500+ connections, which demonstrates that you’re a well connected 
person. And that tends to attract others.



20. Don’t Keyword Stuff

Lots of guides out there suggest that you put keywords in various places in 
your LinkedIn profile so it will show up higher in the results in search 
engines. Don’t!

Although your profile could rank well in search engines, you want people to 
actually read it. And if you have specific terms in there a lot, something 
known as keyword stuffing, it becomes awkward to read, and makes you 
look like an idiot.

21. Don’t Stuff Your Name

Your name field should only contain your name. It should not include any 
additional information about you, titles, or other letters of any kind. If you 
want to appear professional, it should only have your name.

22. Don’t Write in Third Person

Everyone assumes you wrote your own LinkedIn profile information, so it 
makes you look unprofessional if you write it in the third person. The 
standard across LinkedIn is to write in first person.

Mistakes to Avoid
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23. Don’t Forget to Log In

Once you’ve set up your account, make sure you actually log in on a regular 
basis! Read the latest updates, check your mail, connect with new people 
you meet.

24. Don’t Be Inactive

Post some of those updates yourself! That helps reminds your connections 
that you’re out there, and can often lead to new opportunities simply 
because they were reminded that you exist.

25. Don’t Neglect Your Profile

Finally, don’t ignore your profile for months or years at a time. Go back and 
check your profile on a regular basis. Is your contact information up to date? 
Is your profile photo current, or as old as a real estate agent’s business card 
photo?
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Bonus: Block Out Time

If you don’t block out time on your calendar, chances are 
good that you’ll never actually do any of these things. Take 
one minute right now to schedule an hour or two to work on 
your LinkedIn profile over the next month.



Need a speaker?

Connect with us online

Still need help?

Want more helpful info?

Frustrated because you need to find a speaker for your 
event? We speak about online marketing to groups of a few 
hundred down to smaller groups like rotary clubs.

If you want to see if we might be a good fit for you, visit us 
online.

Done reading this, but still frustrated with having to do it all on your own? While we’re 
not a good fit for everyone, but it’s possible we may be able to help. Contact us to see 
if it’s worth a conversation.

tandsgo.com/contact • 405.285.0348

tandsgo.com/speaking

Frustrated with marketing online, and need advice? Sign up for our weekly, free email 
newsletter.

tandsgo.com/newsletter

tandsgo.com/linkedin

tandsgo.com/facebook

tandsgo.com/twitter

tandsgo.com/youtube

tandsgo.com/googleplus

tandsgo.com/pinterest

tandsgo.com/instagram

http://tandsgo.com/speaking
http://tandsgo.com/contact
http://tandsgo.com/newsletter
http://tandsgo.com/facebook
http://tandsgo.com/twitter
http://tandsgo.com/linkedin
http://tandsgo.com/googleplus
http://tandsgo.com/instagram
http://tandsgo.com/pinterest
http://tandsgo.com/youtube


How We Help

Websites Social Media Email Newsletters

Blogs

Embarrassed by your current 
website? Do you run a non-profit or 

business without a website? We 
have many ways to help transform 
the look of your business, and a 

website is just the beginning!

Frustrated with the time needed to 
effectively use social media? Afraid 
yours may not be set up correctly? 

Need help with social media 
management? Our social media 

services may be a great fit for you!

Confused how to establish expertise 
with a blog? Struggling to blog on a 

consistent basis? Find writing 
painful, but believe blogging can be 
beneficial? We have your blogging 

solution!

Overwhelmed with the time it takes 
to consistently put an email 

newsletter out? Concerned your 
email newsletter looks cluttered or 
unprofessional? We can manage 

your newsletter, or get you started.

Online Videos

Fearful you’re missing out by not 
utilizing videos in your digital 

marketing? Worried that you can’t 
afford ongoing video marketing? We 

have a variety of video options to 
choose from!

Search Engine Optimization

Frustrated that your website is 
ranking low in searches, or not 

receiving enough traffic? Our SEO 
services will help your website move 

up the list of search results on 
popular search engine sites.

Our Other Services

Mobile
Websites

Identity
& Print

Website
Management

Website
Hosting

Local
SEO

SpeakingConsulting &
Training

WANT TO KNOW MORE?

405.285.0348
WWW.TANDSGO.COM

http://tandsgo.com



