VPL DIGITAL LITERACY – Social Media Essentials – Getting Started With LinkedIn
getting started with linkedin
Description
Learn how to use the professional networking service LinkedIn for your work or business. Explore how to highlight your skills and experience, connect with employers in your field, and create a professional profile. This is an introductory class for beginners with an active LinkedIn account. Basic ability to use a keyboard and mouse is required.
 This class is part of the Social Media Essentials series.

Learning Goals > learning outcomes

Digital Proficiency > Secure > Secure Private Information
Learners will be able to…
· Locate, review and modify important account settings for privacy, and is able to generalize this knowledge to future accounts.

Digital Proficiency > Secure > Understand and Shape Online Identity
Learners will be able to…
· Examine and assess the consequences of sharing data online. 
· Manage personalization settings in online accounts to present the personal and professional identity they wish to project. 

Digital Fluency > Connect > Identify and Use Online Communication Platforms
Learners will be able to…
· Identify and use the common features and mechanics of participating online. 
· Locate and participate in online communities of interest. 

Digital Fluency > Connect > Communicate Effectively Online
Learners will be able to…
· Recognize and demonstrate behaviour norms, common terms and conventions in online environments.  
· Communicate effectively using a variety of media. 
· Discover and share information and resources via social networks. 


Preparation

	Equipment Needed:

	· Computers for learners
· Projector/laptop
· Internet access
· Sound

	Materials Needed:

	· PowerPoint on usb
· Handouts/evaluation forms for learners

	Setup Procedures:

	· Review the “Adult Teaching & Learning at VPL” teaching philosophy: http://hub.vpl.ca/content/85898 
· Review the lesson materials
· Confirm that all necessary space and equipment has been booked

	Background Reading 
	· See slides – reading included as topics are introduced
· Overview of LinkedIn (included on the handout): https://techboomers.com/p/linkedin This goes in depth, step-by-step how to

	# of Staff and/or Staff: Learner Ratio
	· 1-5 learners: 1 instructor
· 6-12 learners: 2 instructors
· For branch meeting room capacities, please see: http://hub.vpl.ca/content/64490


Opening
Before doors open:
· Optional: Load 2 stock images to each computer for learners to use during editing
· Log in to Lynda.com: 21383028631286 / 2013 & queue videos:
· Learning LinkedIn: Find and Add Connections by Oliver Schinkten  (Stop at 2:56)
· Learning LinkedIn: Add Skills and Endorsements by Oliver Schinkten (Start at 3:50 min)
· Log in to the PLG LinkedIn account:  Erika Roberts : plgvpl@yahoo.ca / tpi4plgL  (Yahoo mail psd: tpi4plgY, birth date – May 26, 1996) 
· Write your name and contact info (optional) somewhere visible
· Distribute handouts, evaluation forms
· Test internet & speakers
Open doors:
· As people arrive, get them to log in to LinkedIn– if anyone has a password issue you can deal with it before the class starts
· If they don’t have an account: the class description states “for those who have an active LinkedIn account” otherwise they are welcome to stay and watch.  We have a video resource at the beginning of the handout that outlines the process for signing up.

Lesson

	LEARNING ACTIVITIES
	LEARNING OUTCOMES

	Slideshow and/or Demo
	Time
	Trainer Does
	Learners Do
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	2 min
	· Welcome
· Remind learners of washroom locations; turn off cell phones; emergency evacuation procedures; etc.
· Ask learners to sign into LinkedIn if they have an account. Those that need help to access their account can go to Tech Café.
· Ask questions: What is your experience with LinkedIn? Are you new? Have you used it before? Are you actively seeking work?
	· Listen to instructor
· Respond to instructor’s questions
· Ask questions
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	5 min
	Before we get started…

· This is one of many learning opportunities at the library.
· Today’s class is meant to be an introduction to the topic – there are lots more ways to delve deeper.
· Work toward a certificate for each series – when you take the final class, we’ll award it to you. 

	· Listen to instructor
· Ask questions
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	Online learning at your own pace…

· Lynda.com 
· vpl.ca/lynda 
· videos; various tech topics; basic to advanced
· Learning Express Library 
· vpl.ca/digital-library/learning-express-library 
· basic computer skills; job skills; exam preparation
· VPL Research Guides
· guides.vpl.ca 
· Wide variety of topics; collected books & online resources    
	· Listen to instructor
· Ask questions
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	· Drop in to any branch
· Tech Café at Central 

	· Listen to instructor
· Ask questions
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	2 min
	Today We Will Learn How To...

· Explain that this will be largely hands-on
· Review the description and outcomes on slide
· Set expectations. We won’t be covering the mobile app (just the desktop version). Handout lists a Lynda tutorial we will explore today: “Learning LinkedIn”
· Ask questions: What would you like to learn about LinkedIn? Do you have any specific questions or concerns?
	· Listen to instructor
· Respond to instructor’s questions
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	5 min
	What is LinkedIn?  

· Watch video linked in slide: What is LinkedIn & How Does It Work? https://techboomers.com/t/what-is-linkedin  (3:07)
· Discuss only one LinkedIn account per email. Use a professional email address when signing up, e.g.:
· Lee.March@gmail.com vs. babycakes1987@gmail.com 
	· Watch video
· Ask questions
	· Discover and share information and resources via social networks
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	5 min
	Key Features of LinkedIn

Recap video’s ‘key features’ 
· Ask: Can you think of any other features on LinkedIn?
· Tell learners: LinkedIn is a professional network, not a casual social media platform so consider your behaviour and the information you share
	· Listen to instructor
· Respond to instructor’s questions/prompts
· Ask questions
	· See previous

	No Slide



	10 min
	Overview of LinkedIn Menu Bar

Highlight the following from www.linkedIn.com (refer learners to handout pg. 1):
· Home: Includes your profile summary (left column), your recent news & a generated newsfeed: i.e. recommended jobs (centre column), and targeted ads (right column) 
· My Network: ‘Your connections’ (left column) People You May Know (suggestions based on your current connections or any imported email contacts in the centre column), targeted ads (right column)
· Jobs: Presents a snapshot of recent job postings (some are sponsored). You can also use the search box to find jobs in other areas
· Messaging: Correspondence with other members
· Notifications: Find out who has viewed your profile, and activity related to your connections
· Me: Edit your profile; manage your account, privacy settings, and language; visit the help centre; manage job postings you created; sign out
· Work: View additional services/products that LinkedIn offers
· Post a Job: Create job postings for your company (for a fee)
	· Listen to instructor
· Follow along
· Ask questions
	· Identify and use the common features and mechanics of participating online

	No Slide 


	20 min
	Edit your profile    Go to “Me” > “View Profile” > select [image: C:\Users\janetlee\Desktop\Capture.JPG] to edit

Explain:
· Choose to share/not share edits to your network (might be a benefit to highlight new skills to your network)
· Sections can be customized to either show or hide in search engines results (we’ll explore later)
· You can save and print a PDF of your profile!

Highlight “Intro” section:
· Full name
· Profile photo
· Upload a high-quality JPEG file 
· Make sure you're the only person in the photo
· Dress appropriately for your career
· Current position + employer, location
· Summary bio (recommended)

Allow learners to edit their profile:
· Upload a photo or add a job position, employer, city

Highlight the following sections:
· Experience: List employers, job titles, dates, etc. Add weblinks or upload documents (e.g. presentations)
· Education: List schools, degrees, field of study, grades, activities & societies, and dates of study
· Volunteer Experience: Click “Add new profile section” on top right for drop down menu. List organization, role, cause
· Skills: Click “Add new profile section” on top right for drop down menu. Type keywords to add, then ask your connections to ‘endorse’ (confirm) these skills.
· Accomplishments: Click “Add new profile section” on top right for list of accomplishments

Explain best practices: Update regularly, be truthful, be concise, save extensive details for the interview, doesn’t need to be chronological, look at other profiles for ideas
	· Follow along with instructor
· Update their profile info
· Ask questions
	· Examine and assess the consequences of sharing data online. 
· Locate, review and modify important account settings for privacy, and is able to generalize this knowledge to future accounts.
· Manage personalization settings in online accounts to present the personal and professional identity they wish to project. 
· Identify and use the common features and mechanics of participating online.
· Recognize and demonstrate behaviour norms, common terms and conventions in online environments.
· Communicate effectively using a variety of media.






























	No Slide 
	8 min
	Adding Connections

Background reading: Who are those ‘People You May Know’ in LinkedIn’s suggested connections?
http://www.socialmarketingdiva.com/who-are-those-people-you-may-know-in-linkedins-suggested-connections/

Watch Lynda.com video: Learning LinkedIn: Find and Add Connections by Oliver Schinkten  (Stop at 2:56)
Oliver Schinkten is a national speaker, consultant, writer, and video trainer for LinkedIn.

Allow learners to add connections by using search box or recommendations under “My Network”. Note: Connection invitation requests must be accepted. Alternative to “connecting” is to “follow” the individual. 

Explain best practices:
· Use your existing network: Connect with people you already work (not family or friends)
· Customize the invitation message: Avoid generic invitations
· Ask for introductions: Ask your connections for an introduction to others in your field
	· Watch video
· Search for ‘connections’
· Ask questions
	· Identify and use the common features and mechanics of participating online.
· Locate and participate in online communities of interest. 
· Recognize and demonstrate behaviour norms, common terms and conventions in online environments.
· Communicate effectively using a variety of media.


	No Slide 
	7min
	Endorsements

Watch Lynda.com video Learning LinkedIn: Add Skills and Endorsements by Oliver Schinkten (Start at 3:50 min) 

Allow learners to manage endorsements
· Navigate to your profile > “Featured Skills & Endorsements” > “Adjust Endorsement Settings” >

	· Watch video
· Manage ‘endorsements’
· Ask questions
	· Examine and assess the consequences of sharing data online. 
· Identify and use the common features and mechanics of participating online.
· Recognize and demonstrate behaviour norms, common terms and conventions in online environments.
· Communicate effectively using a variety of media

	No Slide 
	7min
	Recommendations

Watch Lynda.com video: Learning LinkedIn: Recommendations by Oliver Schinkten (2:20 min) 

Allow learners to provide or request a recommendation
· Navigate to your profile > “Recommendations” 
· Visit your connection’s profile > click on three horizontal dots for dropdown menu > “Request a recommendation” or “Recommend (name)”
	· Watch video
· Manage ‘recommendation’
· Ask questions
	· See previous

	No Slide 


	8 min
	Settings      Go to “Me” > “Settings & Privacy”

Background reading: Is LinkedIn Safe? By TechBoomers https://techboomers.com/t/is-linkedin-safe; p. 4 handout

Explore “Settings & Privacy” (refer learners to handout)
 (“Account” + “Communications” are basic and can be quickly skimmed over):
· Account: Includes personal information (email, passwords), preferences for using the site (auto play videos), and useful features (downloading your personal data)
· Communications: Review how you receive notifications and invitations, controlling read receipts + 
· Privacy: Important settings for your account including choosing what profile sections show up in search engine results, blocking, and 2-step verification +

Explain settings to consider:
· How your profile appears in search engines
· Whether you view profiles in public or private mode
· Who can see you as a suggested connection
· If your information is shared with third parties
· How the website can advertise to you
	· Follow along with instructor
· Refer to handout
· Update settings (learners can adjust based on their comfort level)
· Ask questions
	· Examine and assess the consequences of sharing data online. 
· Locate, review and modify important account settings for privacy, and is able to generalize this knowledge to future accounts.
· Manage personalization settings in online accounts to present the personal and professional identity they wish to project. 
· Identify and use the common features and mechanics of participating online.
· Recognize and demonstrate behaviour norms, common terms and conventions in online environments.
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	Optional: review Paid Features of LinkedIn
	· Listen to instructor
· Ask and answer questions
	· Identify and use the common features and mechanics of participating online.
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	2 min
	Did we learn how to…?

· Ask: Did we meet all of our goals today? Was there anything we didn’t cover? Do you have any other questions and/or comments 
· Refer learners to resources on the handout
· Review how to search for more classes
	· Listen to instructor
· Ask and answer questions
	

	
	40+  apx
	Time for practice, questions, etc.


Closing
· Thank learners for coming
· Ask them to take some time to fill out the evaluation form 
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