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INTRODUCTION

Once your cover email is prepared, you are almost ready to contact headhunters and prospect employers. Almost, because all you have to do is to make 
sure that your LinkedIn Profile is professional and coherent with your application files. Before we give you tips on how to professionally fill in your profile, 
three general rules to keep in mind: 

• No language mistakes allowed.
• Check and double-check your spelling, punctuation, sentence structure & grammar – if unsure, ask a friend for help. Reach out to your target 

markets. Ask yourself who is going to look at your profile, what information they are looking for and how you want them to perceive you through what 
they see and read.

• Before adding any changes, switch off visibility of changes!
USE THE CHECKLIST AT THE END OF THE DOCUMENT PRIOR TO SHOWING THE PROFILE TO YOUR CAREER ANGEL

LINKEDIN PROFILE STRUCTURE 1. picture

2. connections

4. personalised link

3. professional 
summary

5. recent posts & 
activities

6. contact information
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7. professional 
experience
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improve your Internet 
presence and networking 
by giving & asking for 
recommendations

add your languages with
actual level of knowledge, 
try to be objective

add your publications
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delete or hide all unnecessary 
groups and pages you follow, 
leave only those you are an 
active member of (3-5)

give only those details you are 
comfortable with and cannot be 
a ground for discrimination or 
do not give them at all
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PROFILE EVALUATION – CHECKLIST

Once you have filled out all the information, but before you ask your Career Angel to check your profile, imagine the following:

You are a headhunter or potential employer that has come across your profile. Answer the following questions from the other person's perspective:
• What is the target group of the profile? (the answer should ideally be: decision makers from xxx industry)
• What does the owner of the profile want to emphasize? What competencies and skills do they want to highlight?
• Are interests, languages, courses and groups congruent with the entire profile?
• Is the tag line appropriate?
• Is the professional summary relevant & unique?
• Is the picture:

◦ suitable for the person on such a position?
◦ representing a professional?
◦ of good quality?

Irrespectively, check: 

Is the content of the profile:       Other elements to double-check:
• well formatted?

◦ no double spaces
◦ uniform bullet style
◦ uniform ending & beginning of sentences
◦ ... 

• grammatically correct? 
◦ consistent verb forms
◦ correct sentence or phrase structure
◦ consistent punctuation
◦ ...

• linguistically correct? 
◦ no typos
◦ no tautologies
◦ not verbose
◦ … 

• is the profile in line with, but shorter than your CV:
◦ describe your last 10 years OR 3 work places
◦ do not include your achievements
◦ describe your responsibilities briefer than in your CV

• is the profile relevant to the reader?
• is any information duplicated?
• is the link personalized? (see page 1)
• have you used the correct quotation marks? 
• are all currencies uniform?
• have you hidden / deleted non-relevant groups?
• is there anything else that should or should not be on the profile?

NOW you are ready to show your profile for triple-checking to 
your Career Angel!


