
LINKEDIN CHECKLIST



LINKEDIN CHECKLIST
OVERVIEW

LinkedIn has only become more important over the years. 

It's used by hiring managers and recruiters to scope out new talent. It's used
to connect with individuals in and outside of your respective industries. It's
used to convey you, your work experience, your interests and your passions
all in one. 

LinkedIn has become an integral part of the job/internship search, and it's
time to make sure yours is in the best shape possible. 

This checklist covers the essentials. There are a million other ways to use your
LinkedIn profile to aid you in your job search. Consider this checklist the
building of the foundation for a dynamic LinkedIn profile. 

If you want an even deeper LinkedIn dive, we recommended this video. 

https://www.youtube.com/watch?v=sSlE5xIsj9w
https://www.youtube.com/watch?v=sSlE5xIsj9w
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PROFILE PICTURE & HEADLINE

FOR PICKING THE RIGHT PHOTO: 

Look friendly and approachable! A photo where you're smiling is
probably the best choice. A selfie works too, as long as it's
professional. You can 100% use your iPhone for this!

Take advantage of the space available by uploading a profile picture
that's at least 200px by 200px. A high quality photo that takes up
the whole frame is better than a blurry one! 

Avoid busy backgrounds or including others in your photo. A
neutral, solid-colored background makes the best impression, as it
keeps the focus on you.

FOR WHAT TO PUT ON YOUR HEADLINE: 

Your headline is a quick summation of your current job title, or
what your skills are, what you're interested in next or even what you
aspire to be! 

EXAMPLE:



ABOUT SECTION

FOR WRITING THE BEST ABOUT SECTION: 

A good about section consists of a few brief paragraphs (or just
one!) summarizing your professional background, key areas of
expertise, and any accomplishments you're particularly proud of.

Consider telling a story with this section; think of it like a mini, non-
job specific cover letter! If you have a personal narrative that ties in
with your career so far, include it! 

If you're looking for a job/internship opportunity, update your
summary to include what you might be pursuing. 

There is an example on the next page and LinkedIn has plenty of
examples, too. Get creative with your about section - it's where your
personality has an opportunity to come through! 

Another helpful resource on building this section section can be found here. 

https://www.linkedin.com/business/talent/blog/product-tips/linkedin-profile-summaries-that-we-love-and-how-to-boost-your-own
https://www.thejobinsiders.com/blog/2023/2/22/how-to-write-a-linkedin-summary-a-5-minute-guide-to-your-about-section
https://www.thejobinsiders.com/blog/2023/2/22/how-to-write-a-linkedin-summary-a-5-minute-guide-to-your-about-section


ABOUT SECTION

EXAMPLE:



EXPERIENCE

FOR PUTTING TOGETHER YOUR EXPERIENCE:

Your experience section of LinkedIn will be just like your resume.
In fact, you can even use the same bullet point format! 

While your resume will just be a few of your experiences, your
LinkedIn can be all of them. As long as you're able to detail it in
bullet points and quantify your impact, include it in this section. 

Link your work! You can include links in this section, so if that's
relevant to the job experience, include them. 

Check for spelling on your whole profile, but especially this section! 

You can include volunteer experience in this section, too. 



EXPERIENCE

EXAMPLE:



EDUCATION & ADDING COURSES

FOR ADDING YOUR EDUCATION:

Adding your education is a great way to connect within your
network. Make sure to include the Hussman School here, too, not just
UNC-CH.

If you transferred, no worries! Just make sure it's clear in this
section. Make sure you have the right dates for when you were at
each respective school.

EXAMPLE:

ADDING RELEVANT COURSES

You can add your classes in your education section, too. We
recommend adding courses that are relevant to your career, and any
other ones you feel set you apart or might catch the eye of an employer.



SKILLS

Skills are important! Take some time to go through each of your
work experiences and think about what you gained at each one. If
you're stumped, you can look up LinkedIn skills and see which ones
apply to you and your experiences!

FOR ADDING YOUR SKILLS:

Stick to hard skills only. Languages you're fluent in or softwares
you're proficient in, not "trustworthy" or "organized" - those should
be obvious! 

A QUICK VIDEO ON SKILLS:

Follow the link below for a message from Simone Bell, the
Communications Manager, Global Impact at LinkedIn, on the
importance of skills. 

Video: Simone Bell on LinkedIn Skills

https://drive.google.com/file/d/1yDezKMjghg0urbjILMmRh-isvvWw2VDb/view?pli=1


FEATURED & PROJECTS SECTIONS

The featured section is a secret weapon. Don't leave it empty! This is
where you showcase your “best of the best” work. Some ideas of
what could go in this section:

FOR WHAT TO FEATURE ON YOUR PROFILE:

Work from your classes that you're proud of
Your website
Your portfolio
Work from a job or internship that you're proud of
A passion project that relates to your career search!

FOR WHAT TO INCLUDE IN YOUR PROJECTS
SECTION:

If the featured section is your quick highlight real, your projects section
can be a more fleshed out showcase of your work. Including other
projects from class or another work opportunity in this section helps to
add more layers of experience and help give whoever is viewing your
profile a fuller picture of who you are as a student and potential
job/internship candidate.

You can add a link in this section to whatever project you choose to
add, then include some action verb bullet points on what you role was
in the project.  



FEATURED & PROJECTS SECTIONS

EXAMPLES:



VISIT THE HUB

NEED MORE HELP? MAKE AN APPOINTMENT!

If you want to meet in person, you can make an appointment here.

If you want to learn more about Career Services, click here.

To check out the Hub instagram page, click here.

While these guides are great resources, there are still many tips and
tricks for resumes, cover letters, LinkedIn profiles and the
job/internship search in general. We're here to help with that! 

Career Services in the Hussman Undergraduate Hub offers support on
any and all facets of your career journey. We're here to help in any way
we can - looking over your application materials, helping you prepare
for an interview or networking opportunity and offering advice on
career decisions. Or whatever else you can think of! Check out the links
below and come see us soon!

https://outlook.office365.com/owa/calendar/HussmanUndergraduateHub@admin.live.unc.edu/bookings/
http://hussman.unc.edu/ug/studentservices/careerservices
https://www.instagram.com/hussmanhub/

