Introduction To LinkedIn

What is LinkedIn?

LinkedIn is the Internet’s premier professional network, where professionals find
customers, employees, jobs, investors, business partners, service providers,
industry experts, and opportunities through their network of business relationships.
LinkedIn includes all five hundred of the Fortune 500 companies, as well as a wide
range of household names in technology, financial services, media, consumer
packaged goods, entertainment, and numerous other industries.

What you can do on LinkedIn:

o Strengthen Professional Relationships
= Connect with colleagues, classmates and clients
= Maintain and grow your professional network

o Share Business Knowledge
= Ask & answer business related questions
= Send (receive) messages to (from) industry experts

o Build your personal brand
= Publish professional profile to Google
= Showecase endorsements from colleagues

e Hire & Search for Jobs
» Find & hire qualified candidates
= Discover job opportunities posted by your network

How to sign up with LinkedIn
Step 1 — Registration

1) Visit www.LinkedIn.com



http://www.linkedin.com/
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exchange information, ideas and opportunities

Sx% & | Stay informed about your contacts and industry
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ﬂ Control your professional identity online

Join LinkedIn Today
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2) Fill out your first name, last name, email and password and click "Join Now."
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Your account has been created

to create your professional profile on Linkedin

* Country: United States -

* Postal Code: eg 04043

Only your region will be public, not your postal code

Please enter your geographical location and employment status. This information will be used

Iam currently: Employed -
* Company:
* Title:

* Industry: - -

Enter Linkedin

By clicki

3) Continue your registrati

Choose the industry that best describes your primary expertise

he button above, you are indicating that you have read, understood
and agrfe to Linkedin's User Agreement and Privacy Policy.

Linkedin helps you...

Ssxv 4 Re-connect
Connect and stay in touch
with colleagues, classmates,
& clients.

~224mi Power your

career

Discover inside connections
when you're looking for a job or
new business opportunity.

q jE Get Answers

Your network is full of industry
experts willing to share
advice. Have a question? Just
ask.

n by entering your country of residence and your zip

code. Enter your current emnployment status (employed, business owner, looking
for work, working independently or student) and the required information for that

selection. Click "Enter LinkedIn."
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This is an optional step. If you click Login, LinkedIn will search your e-mail
address book for|contacts.

This completes ypur initial registration for LinkedIn. Make sure you confirm your
email address by tlicking the confirm link in the email sent to you by LinkedIn.

Step 2 - Your Profile

After you login and confirm your email address, you can begin building your
profile. Click "Profile™ on the left-hand navigation menu to view your profile and
begin entering information. In addition to your current and past positions, you can
enter your graduation information so that other alumni can locate you.

Your Profile page will look like this. You can add information by clicking on each
item—~Past (jobs), Education, etc. or by scrolling further down the page.
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Edward
Goldberg

Reference Supervisor at
Syosset Public Library

What are you working on?

Your profie is 26%
complste [ Edit]

Profile

Edit My Profile | View My Profile

Edward Goldberg it
Reference Supervisor at Syosset Public Library [ Edit)

Greater New York City Area [Edt] Libraries [Edit]

# Add Photo

what are you working on?

Current + Reference Supervisor at Syosset Public
Library [Edit)
9 Add Current Position
Past « None % Add Past Position
Education + MNone & Add Education
Recommended You haven't been recommended
<7 Get Recommended
Connections 0 connections
Websites « None & Add Websites
Public Profile http:/fwww_linkedin com/pub/edward-

goldberg/15/259/a35 [ Edit]

@ Customize your URL with an address
like this:
www linkedin.com/in/EdwardGoldberg

Edit Public Profile Settings

Hi, Edward

# Forward your profile to a connection b

+ Edit Contact Settings

# Create your profile in another language
Qe
B 125% profile completeness

Complete your profile quickly

@ Import your résumé to build a complete
profile in minutes.

Profile Completion Tips (Why do this?)
& Add a position (+15%)

@ Add your education (+15%)

& Add a picture (+6%)

& Add your summary (+5%)

& Add your specialties (+5%)

& Ask for a recommendation (+5%)

Ads by Linkedin Members B

Move Excel data Online
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ailed profile on LinkedIn, including,

employment (currentand past), education, industry, and web sites.

You can edit your profile here as well.
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<7 Add Application

Tip: Add more to your professional profile by adding applications from our
featured partners.

Featured Applications

Box.net Files
by Box.net
-aa
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T Vet TEWy UTR.COTTT
From. Ariana Ahmadzadeh

Stop the Spread of Germs!
Up to 70% off Disinfectants, Purell
Free Shipping on Most ltems.
www ReStocklt. com
From: Maria Nelson
What's this?

Edward Recommends edit

People

Recommend colleagues, business partners, and
professional senice providers and share your
recommendations on your profile.

Recommend people »




Further down the Profile page you will come to Summary. Summary is where you
can list your professional experience, goals and spécialties.
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Edward
Goldberg

Reference Supervisor at
Syosset Public Library

What are you working on? See examples.

- [
Your profike is 25% B
complete [ Edit ]

Specialties -

Examples: Union negotiation, purchasing, government ligison, branding and
identity, server architecture, mergers and acquisttion, salary arbitration,
international law .. See more

Save Changes s

Building Contacts

You can build contacts by inviting people via e-mail, import contacts from your e-
mail address book, viewing colleagues or classmates who are already registered
with Linkedin.
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Your Home Page

Your Home Page provides a tremendous amount of information for you. Two
items of note are:

People You May Know: lists LinkedIn registrants who you may know.

Network Update: shows what people in your LinkedIn network are doing on
LinkedIn.

There is miscellaneous other information including reading lists, events, questions
and answers. Explore the page at your convenience.

Network Update People You May Know
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Your profile is 70% Q’& 15 5"“"‘ W 49,200+ y

complete [ Edit]

fink you to 49,200+ Network Updates © See more updates » Who's viewed my profile?

professionals Claudia P h Fle phot Your profile has been viewed by 6 people in
[ Hew People in your e g 1Y a8 @ New prOTE Ehote the last 15 days. In the last 15 days. you have
network since appeared in search results 10 times

See more »
Claudia Perry has added new links and updated their profile
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Groups

Groups allows you to join groups of people with similar interests. There is a

Group Directory. There are only a limited number of groups.
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Goto ~ Actions ~

Imported Contacts
Network Statistics

1 Inbox +

Reference Librarians World Wide
Goto ~ Actions ~

{8 Applications *

W Linkedin | Edit My Profile
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Groups Directory

LinkedlIn's Groups Directory allows you to find
communities of professionals who share a
commaon experience, passion, interest, affiliation or
goal.
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< Add Photo
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Delicious, Linkedin, etc...newer internet social
[ Update |

« Reference Supervisor at Syosset Public
Library [Edit]
=¥ Add Current Position

+ Consultant at Goldstein & Ganz

» Vice President-Controller at ADP Investor
Communication Senices

» Corporate Controller at Swiss Re

+ City University of New York-Queens College

You haven't been recommended
<7 Get Recommended

15 connections

« Mone % Add Websites

Current
Edward
Goldber
9 Past
Reference Supervisor at
Syosset Public Library
Edward Working on
creating computer lessons .
for patrons on Facebook, Education
Digg, Delicious, Linkedin,
efc__newer internet social Recommended
networks.
[ Update ]
Connections
Your profie is 70% Websites
complete [ Edit] -
plete [Eat] Public Profile

Summary 1t

http:/fwwnw_linkedin com/pub/edward-
goldberg/13/760/741 [ Edit]

@ Customize your URL with an address
like this:
www.linkedin.com/in/EdwardGoldberg

Edit Public Profile Settings

Hi, Edward
+ Forward your profile to a connection
+ Edit Contact Settings

+ Create your profile in another language
=T
| ] 70% profile completeness

Complete your profile quickly

{a Import your résumé to build a complete
profile in minutes.

Profile Completion Tips (why do this?)
& Add a picture (+5%)

& Add your summary (#5%)

& Add your specialties (+5%)

& Ask for a recommendation (+5%)

Select your $100K+ job:
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Profile allows you to:

Edit Your Profile including business and personal information,

View Your Profile including contacts and jobs you have had and invite new
contacts from that business; and

Recommendations: recommend a contact, request a reference or recommendation
and track your references
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Edit My Profile .
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\igw Wy Profile (Looking for recommendations you've made? Click here.)
Recommendations
Contacts = . . . B
B & Reference Supervisor at Syosset Public Library
Cennections

You have 0 recommendation for this position and 1 pending request.

Imported Contacts [Manage | Askto be endorsed |

MNetwork Statistics
# Inbox +
Consultant at Goldstein & Ganz
~ You have no recommendations for this position. [ Ask to be endorsed |

&0 Applications

Contacts
Contacts allows you to:

Connections: list your contacts and by clicking on each contact, you can view their
contacts and request that they become part of your network.

Import Connections from your e-mail address book

Network Statistics: see how far removed you are from contacts; i.e. someone on
your contact list is a contact from someone else...you may not have worked with
that person.

You may Add(and remove) Connections as well.
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You can also search for References based on company and employment term.
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Job Searching

The Job Search Engine Page looks like this:
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Linkedﬁ.a People |~ Jobs '~ Answers |- Companies |~

Account & Settings | Help | Sign Out Language >

Explore People Search: Engineer at IBM - Internet - Senior Consultant

Search Jobs

Search Advanced

£} Home v
24 g 5

e Broups Jobs Home || Advanced Job Search

£h Profile 3

B contacts " Find a job using your LinkedIn network

1 Inbox +

& Applications * Keywords:

Reference Supervisor at
Syosset Public Library

What are you working on?

S I

e.g. "Engineer” or "Product Manager

Country: Postal Code:

United States - 177
Edward Lookup
Goldberg

Tips for finding jobs with LinkedIn

|£‘@m Update Your Profile

Advanced Search

o Hiring Solutions

Be Found

0 The number of people who
have viewed your profile

O The number of times you've
appeared in search results

A complete profile increases your
chances of being found.
“Your profie is 25%

B 1 compiets [Update]

Sr_ Project Coordinator

The basic job search requires that you enter the following information:

Keywords: such as Finance, Marketing, Accounting, Advertising, etc.

Country and Zip Code where you are seeking a job

An Advanced Search gives you more options:

Job Title

Location (including miles away)

Groups
Industry
Companies
Names.

m
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Search for:
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Read our search tips.
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Edward
Goldberg Location: Learn more Job Title:
Anywhere -
Reference Supervisor at
Syosset Public Library

Country: | United States
What are you working on?
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Your profile is 26% Within: | 50 mi (80 km)
complete [ Edit]

Company:
Postal Code: | 11577

Job Function:

Accounting / Auditing
Any level - Administrative
Advertising

Analyst

Art / Creative <

Experience Level:

Search jobs posted:
At any time -

Industry:

Date posted - Accounting

Airlines/Aviation

Alternative Dispute Resolution
Alternative Medicine
Animation =2

Sort search results by:

Reset

Post a Job
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You can also Post a Job



Answers

Answers allows you to ask or answer questions posed by LinkedIn members.
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Companies
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Companies allows you to search companies. It will provide you with a synopsis
of the company, lists of management and links to various employees who are

registered in LinkedIn.
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Deleting Your Account

Click on Account & Settings on the upper right hand corner of the screen.

Under the column heading Personal Information, one of the items will be Close

Your Account. Follow the instructions.



Summary - How to Use LinkedIn to Find a Job - Or Have a Job Find You

« Create a Profile. Create a detailed profile on LinkedIn, including
employment (current and past), education, industry, and web sites.

« Consider a Photo. You can add a photo (a headshot is recommended or
upload a larger photo and edit it) to your LinkedIn profile. Note that it
must be a small photo - no larger than 80x80 pixels.

« Keywords and Skills. Include all your resume keywords and skills in
your profile, so your profile will be found.

« Build Your Network. Connect with other members and build your
network. The more connections you have, the more opportunities you
have, with one caveat - Connect to people you know and trust or have a
business relationship with, no need to go crazy and connect with everyone.

. Get Recommendations. Recommendations from people you have worked
with carry a lot of weight.

« Search Jobs. Use the job search section to find job listings.

« Use Answers. The Answers section of LinkedlIn is a good way to increase
your visibility. Respond to questions, and ask a question if you need
information or assistance.

What can you do with your Linkedin account?

The following links provide detailed instructions on using the various
features of Linkedin in and effective ways to use Linkedin to find jobs, build
a network, search for people and other useful networking resources.

e Ten ways to use Linkedin
http://blog.guykawasaki.com/2007/01/ten_ways to use.html

e Ten ways to use Linkedin to find a job

o http://blog.guykawasaki.com/2009/02/10-ways-to-use.html

e Navigating the Linkedin Site
http://learn.linkedin.com/

e Linkedin Learning Center — Video/slide
http://learn.linkedin.com/training/

o Getting started with Linkedin
http://www.bnet.com/2403-13070 23-219860.html
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