PSS LinkedIn Best Practices 
Ed Brodka, UB Career Design Consultant

Create a professional profile (Click on the Add Profile Sections box for most of these sections)

1. Add a headshot as well as a background photo of something related to your field of interest.
2. Update your “Headline”. You have 220 characters to say who you are. Can be more than just your job title, a focus you have in your role, mention skills or other things you are involved in, here’s mine: Career Counselor ✔ Workshop Facilitator ✔ Networking-LinkedIn Educator ✔ Helping Students w/Careers in Arts, Design, Entertainment & Communications ✔ Gallup-Certified CliftonStrengths Coach ✔ Laughter Yoga Leader
3. Customize your LinkedIn url e.g. www.linkedin.com/(your first and last name, no spaces), so you can list it on your resume with your other contact info. https://www.linkedin.com/help/linkedin/answer/87/customize-your-public-profile-url?lang=en
4. Write your “About” section explaining your “Headline”, the types of projects and experience you have included in your profile. It should summarize the information on your profile. Make it easy to read, lists, not long paragraphs. 
5. Add “Media” to your Featured section and other profile sections as samples of your work like links to your office’s website, posts you want to feature, PowerPoints or even a link to a video of you demonstrating a skill. 
6. Add current and past jobs to your Experience section. Include the bullet points from your resume in the description of your experience.
7. Add your Education, Licenses and Certifications and Volunteer Experience 
8. Add at least 2 Skills. Make these your top 2 keywords related to your job. You can endorse your connections for skills they have. 
9. Add your Accomplishments like, Courses, Projects, Languages and Organizations 
10. Recommendations – You can write a brief recommendation for anyone you are connected to and you can ask a connection to write you a recommendation. Just go to their profile and click on More and see the drop-down for Recommendations.

Be active on LinkedIn

· Join at least 3 LinkedIn groups related to your field of interest. Please join the UB Professional Staff Senate group at https://www.linkedin.com/groups/4100960/
· Share, Like and Comment on content related to your field
· Publish an article on LinkedIn. Create content from knowledge you have, choose a picture, title and add the content. Limit your article to 5-7 paragraphs. You can then share your article’s URL with others on LinkedIn. Here’s and article I wrote about how LinkedIn is like being at a conference.
 
Tips for Connecting on LinkedIn

· Try to have at least 50 connections on LinkedIn and have a few connections that have 500+ connections, as this will help increase the number of profiles you can see on LinkedIn. 
· If you don’t know the person, always add a note when you invite someone to “Connect” on LinkedIn. Include what you have in common, why you want to connect, how you met them, etc. See professional invitation template below. (Remember if you are using the LinkedIn app on your phone, do not hit the Connect button, as it will not give you the option to add a note. If using the app, you will need to click on the 3 little dots and look for the Personalize invite option.) 
· Follow up with a person when they accept your invitation to connect. Ask them if they would be willing to meet with you and give them choices of 3 days and times to meet with them. 


Remember to always add a personalized invite to connect on LinkedIn 
Professional Introduction Template 
Found on the UB Career Design Center website under Resumes and more, Samples, Templates 

Dear Mr./Ms. [Last Name]
I'm a student at UB, and I see from your profile that you were a(n)  major at UB.  I know that you're in the  industry working at . I was hoping to connect with you to see if I can ask you some questions or to see if you have any tips for me as I'm interested in getting in the industry too.
I look forward to hearing from you. Thank you.
Sincerely,



If they respond to you: 
Thank you for getting back to me. If you’re willing, would you mind meeting with me virtually, in person or by phone for a brief 30-minute conversation? I would like to talk to you about:
I’m available on the following days:
· 
· 
· 
Please let me know if any of these times work for you. Thank you.
Sincerely,
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