Reference Sheet

LinkedIn Basics
 LinkedIn is a professional networking site whose users establish connections with co-workers,
customers, business contacts and potential employees and employers. Users post and share
information and current and previous employment, education, military activities, specialties and
interests.
 Assume that ANYONE can see any information about your activities, personal life, or professional life
that you post and share.
 Ensure that your family takes similar precautions with their accounts; their privacy and sharing settings
can expose your personal data.
 LinkedIn profiles tend to be more visible and searchable than in social networks such as Facebook.
 Only establish and maintain connections with people you know and trust. Review your connections
often.
 Use secure browser settings when possible and monitor your bowing history to ensure that you
recognize all access points.

Tips and Managing Your LinkedIn Profile
 Use your LinkedIn profile to showcase everything that does not fit on your resume. Upload or link
to appropriate examples of your work, such as videos, images, PDFs and Microsoft Word
documents.
 Users tend to share information related to their careers or jobs as opposed to photographs from
social events.
 Make your profile visually appealing with a professional photo and a succinct and completing
headline. Think of it at your mini elevator speech.
 Strategically connect with existing professional and personal contacts. Use your network as a
source of information for your next job hunt.
 Stay active, use it as a resource and keep your profile up to date.
 Manage your Privacy and Settings to allow an appropriate level of visibility. More on back.

To manage settings select Privacy and Settings
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Profile Privacy Settings
Complete the setting on the left according to its corresponding color on the right.
Only share information you feel
comfortable being accessible to
the public.

Change third
party sharing
and advertising
preferences.
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