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Getting Started With LinkedIn
What is required to sign up for an account?
1. Your name
2. Your email
3. A password (for LinkedIn – not your email password!)
4. Country & postal code
5. Job title, company, industry
This video will demonstrate the sign up process and basic orientation to LinkedIn:
GCF LearnFree.org “Creating a LinkedIn Account”: https://youtu.be/xvXU84ofFT8 
Navigation Bar
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Home: includes your profile summary (left column), your recent news & a customized newsfeed: i.e. recommended jobs (centre column), and targeted ads (right column).  
My Network: your LinkedIn ‘Connections’ (left column) People You May Know (suggestions from LinkedIn based on your current connections or any imported email contacts, etc. in the centre column), targeted ads (right column).
Jobs: a job board which shows a snapshot of recent job postings (some are sponsored). You can also use the search box to find jobs in other areas.
Messaging: see your recent correspondence with other LinkedIn members.
Notifications: find out who has viewed your profile, and activity related to your connections.
Me: navigate to your profile for editing; manage your account, privacy settings, and language; visit the help centre; manage job postings you created; sign out of your account.
Work: view additional services/products that LinkedIn has to offer. 
Post a Job: create a job posting for your company (for a fee).
Editing Your Profile Sections (click on “Me” > “View Profile”)
[image: ]Treat your profile as you would a resume. Take the time to make sure it is complete, accurate, and professional. Choose to show or hide sections in search engine results (see your Settings – Privacy).
Intro: is the first thing people will see. It should include a professional photo (no kids or pets) and your real name. Add your current position, employer, location, and a summary bio (recommended). Print a PDF of your profile and share it with prospective employers.
Experience: list your current & past employers, job titles, location, dates of employment, and more. You can add hyperlinks to and upload documents such as presentations or images. Supported files include: pdf, ppt, pps, pptx, ppsx, pot, potx, odp, doc, docx, rtf, odt, png, jpg, jpeg.
[image: ]Education: List schools you’ve attended, your degrees, field of study, grades, activities and societies, dates of study, and more.
Volunteer Experience (click on the “Add new profile section” on right to access): list the organization, your role, the cause (e.g. animal welfare).
Skills (max: 50) (click on the “Add new profile section” on right to access): type in keywords that describe your hard and soft skills – suggestions will appear as you type. Ask your connections to ‘endorse’ (confirm) these skills.
Accomplishments (click on the “Add new profile section” on right to access): add publications, certification, courses, projects, honours/awards, patents, test scores, languages, and organizations. 


Expanding Your Network & Profile
Boost your professional image by exploring the following areas:
Connections (visit My Network): Connect with people at work and sync your email contacts. Avoid superficial connections (i.e. family or friends): stick to professional or school-related colleagues and employers. Ask new connections for introductions to others in their workplace/field. Use the search box to find people or select from “People you may know” provided by LinkedIn under “My Network”.

[image: ]Endorsements: Once you have created a comprehensive list of skills you can ask your connections to vouch for you by ‘endorsing’ these skills. Contact them directly or use the “Adjust Endorsement Settings” at the bottom of the Skills section (say YES to 3 options). 
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Recommendations: Ask connections you’ve collaborated with to write recommendations that speak to your professional strengths: this is a short paragraph that will appear on your profile. Visit their profile and click on options > Request a recommendation. Always reciprocate.
Join Groups: Make new connections by joining groups related to your career, college or university. Click on the search [image: ]to see the Group and Schools options.
Follow Companies: Rather than waiting for job postings to appear, take a more active approach by reaching out to employers by following them. You'll be able to see the latest updates and opportunities and they will see your name listed as a follower. 

Settings
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 & invitations, control read receipts and more.
Privacy: Important settings for your account including choosing what profile sections show up in search engine results, blocking, and 2-step verification, and more.  Some privacy to consider changing include:
· [image: ]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 (profile, data, etc.) is shared with third parties by LinkedIn
· How the website can advertise to you
Privacy tips:
· Never give financial information or money to another LinkedIn user: You should not be required to send money to any of its users, for any reason. 
· Question and research all job offers received through LinkedIn: Beware of unrealistic offers (e.g. “Make $2000 a week working from home”).
· Be careful about sharing contact info with people unknown to you. Potential employers do not need your phone number or street address unless they want to hire you. 
· Don’t accept every invitation to connect: Only accept invitations from people you’ve actually worked with or know by association, as these connections will reflect back on you.
· Verify the identities of LinkedIn users whom you deal with: It’s perfectly acceptable to ask new contacts for more information about themselves, and/or for proof of their identity. 
Closing Your Account
1. Visit www.linkedin.com and sign into your account.
2. Click Me, and then click Settings & Privacy.
3. Click Account, scroll down, and then click Closing Your LinkedIn Account.
4. Select a reason for closing your account and click Next.
5. Enter your password in the text box, and then click Close Account.
You will no longer be able to access your LinkedIn.com profile, connections, or messages. In addition, your profile will no longer be visible on LinkedIn.
All recommendations and skill endorsements—received and given—will be lost.
Your activity on the LinkedIn's discussion boards will be removed (e.g. posted content).
If your profile was visible on search engines (e.g. Google), it may take time for your LinkedIn information to disappear from them, based on how they collect and update their search results.
Your LinkedIn account will be deleted within 24 hours. After that time, you can create a new account with the same information, should you ever want to go back.
	LEARN MORE!

	
· Computer and Technology Help (vpl.bibliocommons.com/events)
Drop in to practice your computer and technology skills and get help from VPL staff. For days, times and locations, check out the “Computer & Technology” category in our Events Calendar. Find out about our free Job and Career Search or Small Business tours!

· Lynda.com (www.vpl.ca/lynda): ‘Learning LinkedIn’ by Oliver Schinkten (1hr 30m) & ‘LinkedIn Mobile’ by Brad Batesole (18m 35s)
Free, self-directed video courses for VPL cardholders.
· TechBoomers ‘How to Use LinkedIn’ tutorial (https://techboomers.com/p/linkedin) 
A good place for beginners with step-by-step instructions.
· https://www.linkedin.com/legal/privacy-policy

· We are here to help!
Talk to VPL staff in person, by phone (604-331-3603) or by email (info@vpl.ca) 




[image: ][Type text]	Vancouver Public Library | Last Updated Nov 20, 2018
	Getting Started with LinkedIn | Last updated: Dec 21, 2017	2

image2.png
A & &a B 4a @ i

Home My Network Jobs Messaging Notifications ~ Me™ Work~





image3.png
> 2nd

Erika Roberts

Instructional Designer

Self-employed « Simon Fraser University

Vancouver, Canada Area » 15 &

I have ten years' experience creating and delivering engaging and inspiring training to a variety of companies who
are committed to professional development and career growth for their employees. | am available asa... See more





image4.png
Add new profile secti

Background ~

Work experience

B Listyour work hstory including,
any contracts o internships.

Education

®
B cenemorepoticviensty  (+)
®

adding your school.

Volunteer experience

©  wightght your passions and
howyou ke to give back.

Skills ~

Accomplishments ~




image5.png
HTML Scripting Escorted Tours

Web Chat Microsoft Word

Adjust endorsement settings




image6.png
Ll

oep
uver Public
ary and Arch

1bia, Canada

A Share profile

M m X T3

Save to PDF

Remove Connection

Report / Block

Unfollow

Request a recommendation

Recommend Mark




image7.png




image8.png
Customize Your Public Profile

Select what shows via searches on Bing,
Google, etc. as well as on public profile badges
and permitted services like Outiook, when the
viewers are not logged-in members or did not
bind their Linkedin account to their account on
such services.

Leamn more »

Profile edits affect this public profile’s contents.
Edit your Profile »

Make my public profile visible to no one
 Make my public profile visible to everyone
Basics (required)
Picture
Your connections
Your network
Al Linkedin Members
 Public
I Headiine
Summary
Current Experience
Past Experience
Skills
Education
Groups
Machine-translated Public Profile




image1.jpeg
\WVYPA

Vancouver Public Library





image9.png




