Using LinkedIn to Get Noticed
Training by Kristi Merritt, Internal Recruiter at Daxko (www.daxko.com)
· Link with me www.linkedin.com/in/kristimerritt
· Follow me @kristi_merritt
What is the No 1 way people find jobs? NETWORKING

Stat: As of this year, LinkedIn operates the world’s largest professional network on the Internet with more than 120 million members in over 200 countries. Professional is important to note. This is not Facebook – it is for business use only. That’s what makes it so powerful in getting noticed for your job search.
Quick Tips to Get Started:
1.   Go to www.Linkedin.com

a. Fill out the ‘Get Started’ form and click ‘Join Now’

b. Complete the ‘Let’s start creating your professional profile’, click ‘Create my profile’.

c. You will receive an email from Linkedin to confirm your email account. Follow the directions in that email to continue adding your profile on Linkedin.

2.    Build A Profile 
a. Click the ‘Import your resume link’ on the Edit Profile page. The upload feature on Linkedin will work best with Word, PDF, text or HTML documents
b. You can also enter  your resume and work experience in ‘Edit your Profile’

c. Use industry standard titles and condensed responsibilities w/achievements 

d. Make a headline that states what you do or are interested in. Do not use “unemployed or looking for work”

e. Ask for a few recommendations

f. Use key words that relate to your profession, including skills, technologies, titles  
g. Import your picture. You can upload a JPG, GIF or PNG photo (4MB size limit).

h. Go to Edit your Profile, you will see your public URL, click the ‘Edit’ link. A box will open with instruction on how to create your custom URL. Take note that if you have sent the original link to anyone it will not work after you change your URL.
3. Add Connections
a. Search your email connections. You can use the ‘See Who You Already Know on Linkedin’ to automatically search your email contacts.
b. Send Invitations to Past and Current Colleagues using the ‘Add Connections’ tool. 

c. Invite everyone you meet to connect with you.
Get Familiar with LinkedIn’s Website

1.  Explore Linkedin by clicking on the links at the top of the Home page (Home, Profile, Contacts, Groups,
 Jobs, Inbox, Companies, News, More).  Each page will have links other features of Linkedin.
2. Make sure you ‘Save’ or ‘Update’ your changes. 

3. Remember to ‘View Profile’ after you make any changes. This lets you see your profile as
     other professionals will see it.
You applied for a job online. How do you get your resume to the top of the stack?
1. Search the company under Advanced Search – start specific and get broader

a. Co Name - current, Zip Code (picks up 50 mi radius)

Expl: Healthsouth
b. Use titles who have hiring power and mark current

Expl: Applied for Staff Accountant, so search for Accounting, Accounting  Manager; CFO; Controller; Senior Accountant
2. Connect

a. “Message” 1st degree (people you know)

Short and sweet message letting them know you applied for the __ position, briefly how you’re qualified, and if they could possibly get you in touch with the hiring manager for that position. 
b. “Get Introduced” to 2nd degree contacts (friends of friends)

Only use this option for 2nd degree otherwise it gets too complicated. If you have more than 1 mutual connection, pick the person who is most likely to help you. Make a written side note that you requested an introduction so you can follow up with that person in a week if you haven’t been connected. Your 1st connection will be asked to forward your message to their connection.
Hiring Manager Example:  “We’re connected through _______ and I was hoping to link with you. I’m very interested in the ____ position at __(their company)__.  I have __ years of experience in __ and specialize in __, __, and __.  Are you able to review my resume and let me know if you think I’m a fit? I’m available to talk anytime and the best number to reach me is ____. Thank you in advance and I look forward to hearing from you.”

Peer Example: “We’re connected through _______ and I was hoping to link with you. I’ve been looking into _(their company name)__ and it looks like I could really contribute on your __ team.  Do you mind if I ask you a little about what you do and what it’s like to work there?  If it’s not too much trouble perhaps you could pass my name to the hiring manager or HR rep recruiting for this position? I appreciate anything you could do to help connect me.”

NOTE: If they respond, you can email them a few questions OR they may give you their phone number to call them. The idea is to build rapport so that they WANT to put in a good word for you. You do NOT want to seem too eager or bothersome.
c. “Connect” directly with 2nd & 3rd degree 

If you have a lot of mutual connections and you think this person will directly link with you, send them a short message letting them know you applied for the __ position, briefly how you’re qualified, and that you’d like to connect. There is a word limit and you can’t use links or email addresses. Once they connect, you can write more and use the examples above.
1. “Group” – join the same group as your connection so you can pick this option  – expl Stacy Neel
2. “We’ve done business together” – I use this one a lot
Networking in Groups
There are groups for everything. Do a search under Groups for “Birmingham” and your field or interest, i.e. IT, Marketing, Accounting, Auburn, UA, Career Assistance, your alumni group .

MUST JOIN: “Career Assistance Ministry Network in Birmingham, AL” 

Join groups to:

1. Connect with like-minded individuals and share information

2. Use it as a way to link with them 

3. Participate in discussions and share ideas and questions

4. Find hidden jobs – they are often posted as a Discussion or on the Job tab

5. Ask for advice – let them know what you’re looking for and if they know anyone you should connect with

6. Become a thought leader and get noticed

7. Find out about local meetings so you can network in person

NOTE: Be sure to save your settings to receive the updates via email. You can belong to up to 50 different groups.
Learn How to Find the Answers You Need

1. Use Google, Yahoo and Bing to find answers to your questions. Type in a keyword, question or multiple keywords using a ‘+’ between the words. If you don’t find your answer the first time, try changing your question or the keywords you’re using.

2. The most useful information isn’t always the first or second link on the page. Read the information                  shown in the results from your search
Useful Links: 
www.Linkedin.com
             

www.learn.linkedin.com

www.mail.gmail.com

www.hotmail.com

www.google.com

www.yahoo.com

