
 
 
 
 
 
 

 

 
 

2021 LinkedIn Recommendations                                        
 

 

 

 PICTURE: Make sure you have a current, professional picture                                                      

displayed on your profile.  

 HEADLINE: Describe your role: Sales Guru, Visionary, Philanthropist,                                                 

etc. Title can be embellished with key words describing who you are                                         use 

and words that are searchable.  

 INDUSTRY: Make sure you have a current industry selected that                                         to your 

would apply to your current role/company.  

 UPDATE BACKGROUND PHOTO: (When you click the pencil ICON in                                                              

your headline box click on the pencil ICON in the upper right). 1584 X 396                                                 

would be the recommended pixel dimensions.  

 CONTACT AND PERSONAL INFORMATION: (Click Contact Info in                                                                              

blue in your headline box and click on pencil ICON to edit). Add your                                                                                    

website(s), phone number, Twitter information, company address,                                                                           

email address(s). This is can be visible to only you everyone, only                                                       

visible to your 1st or 2nd Degree Network.  Go to the Me Icon, click on                                                              

the drop down arrow and click on Settings and Privacy.  Click on                                                                                                                                                      

visibility of your profile and network on the left and click on who can                                                                                            

see or download your email address.   Make your selection.                                                                            

 PROFILE URL / PUBLIC PROFILE SETTINGS: (Click Contact Info in                                                                              

blue in your headline box and click on pencil ICON to edit, top option).                                                                    

(Same location to edit your contact information) This is the link you will                                                                                  

send to your network. You can customize the URL address and also                                                                                    

change your public profile settings, so you can be found on the                                                               

internet.   

 ADD NEW PROFILE SECTION: (Under you headline & connections)  

Add a language or other information to your profile.  

 ABOUT: This is where you can share more about you, who you                                                                          

are to your network and the Public. You can also mention your                                                                        

company, but share your expertise beyond your current employer –                                                                                   

something interesting about you. You can also upload articles,                                                                                                          

videos, presentations in this section.  

 

 

    
Larry Kaufman 
Regional Managing Director 
Midwest Region 
847.226.5398 
larry.kaufman@jeffersonwells.com 

https://www.linkedin.com/in/larryka

ufmanlinkedinspeaker/  

www.jeffersonwells.com  
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 FEATURED:  You can upload videos, documents and links. If you post something, you can                                                                                    

click on the 3 dots in the upper right of   your post and add to your Featured section of your profile. 

 EXPERIENCE:  You should incorporate your work history in chronological order aligned with your 

resume work history.  You can also attach PDF’s, links, videos. Highlight key accomplishments or 

responsibilities that will be searchable and relevant. 

 SKILLS & ENDORSEMENTS: These skills are searchable and help prospective clients, Trusted 

Advisors and many others understand your skills and expertise. Endorsements are                                                                                                                                                                                                                      

helpful, but most important is highlighting your skills that help others to find your profile on LinkedIn.                                                                     

 PROJECTS: List projects completed or in process to further highlight your experience and include 

words that will be searchable to find your profile.  

 PUBLICATIONS / ARTICLES: Include any books and/or articles that would be noteworthy to share 

on your profile.  

 VOLUNTEER EXPERIENCE: Include any causes you support to show another side to you beyond 

your professional experience.  

 ADDITIONAL INFORMATION / ADVICE TO CONTACT YOU: Include interests that show your “fun 

or athletic, cultural and personal side”. Make sure you are accessible (optional, but recommended – 

include a phone number, email addresses are not permitted according to LinkedIn’s member policy). 

 RECOMMENDATIONS: Make sure any recommendation is from people anyone can call at any time 

and their recommendation would be consistent with the one on your profile. 

ADDITIONAL RECOMMENDATIONS 

 Capitalize your first and last name: Optional, but helps to highlight your profile when you are found in 

a search with others that have similar expertise.  

 Follow companies and people, your profile will be found by others searching for those companies 

and people.  

 Publish posts and author articles of interest.  Use #’s, tag people/companies with the @sign. 

 Include title variations in your profile (COO = Chief Operating Officer = SVP of Operations, etc.)  

 Include additional industries: You can only include one industry within your headline box. List out 

additional industries where you have expertise.  

 Keywords: Include keywords that relate to you or your firm’s expertise throughout your profile that 

others would use to find someone with your experience. Repetition will help others to find you and 

your expertise. 

 Slide the “Notify your network” to NO (found in Settings & Privacy). Make all changes except for your 

last change.  Slide to YES and then make the last change/update to your profile. 
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Add Symbols to your profile: 

Simply COPY & PASTE the symbols below into your LinkedIn® profile! 

 

Unicode Symbols 

‾‾‾‾‾‾‾‾‾‾‾‾‾‾‾‾‾‾‾‾‾‾‾‾‾‾ 

Stars: ★ ✪ ✯ ✰ 

Arrows: ☛ ☚ ☜ ☝ ☞ ☟ ⇨ ► ◄ ► » 

Traditional bullets: ▪️ ♦ ◆ ● 

Ticks: ✔ ✘ ☐ ☑ 

Email: ✉ ✍ ✎ ✏ ✑ ⌨ 

Phone: ✆ ☎ ☏ 📞 

Lines: ☲☲☲☲☲☲☲☲☲☲☲ 

▄▀▄▀▄▀▄▀▄▀▄▀▄▀▄▀▄ 

▬▬▬▬▬▬▬▬▬▬▬▬▬ 

▓▒░▓▒░▓▒░▓▒░▓▒░▓▒░ 

 

Emoji  

‾‾‾‾‾‾‾‾‾‾‾‾‾‾‾‾‾‾‾‾‾‾‾‾‾‾ 

People: 👤 👦 👧 👨 👩 👪 👫 � � 👮 👯 

Space: 🌏 🌙 🌟 🌠  

Nature: 🌴 🌵 🌷 🌸 🌼 🍀 🍁 🍂 🍎 🔥 

Hand Gestures: 👆 👇 👈 👉 👊 👋 👌 👍 👏 👐  

Business Concepts: 👑 💡 💯 📎 🔍 🔎 🔑 🎯 🏆 ✂️ 

Financial: 💰 💱💲 💳 📈 📊 

Medical/Pharma: 💊 🔠 🏢 💉  

IT: 💻 💾 💿 📁 📱 📶 📡 

Architecture/Construction:🔧 🔨 ⚒ 🏠 

Creative: 📖 📰 📷 📹 📐 

Fashion: 👗 👘 👚 👛 👜 👝 👞 👟 👠 👡 👢💎 👓 

 

Bold Text and other formats for your profile*** 

http://www.babelstone.co.uk/Unicode/text.html 

https://coolsymbol.com/cool-fancy-text-generator.html  

 

***Please note, bolding text or putting into another format through these sites will not be searchable on 
the LinkedIn platform and it will take up more of your character count limit. 

 

http://www.babelstone.co.uk/Unicode/text.html
https://coolsymbol.com/cool-fancy-text-generator.html


 
 
 
 
 
 

 

 
 

LinkedIn Best Practices 
During and After Physical Distancing 

 

Great time to update your LinkedIn profile! 

 Update or include a background JPEG in your headline box at the top of  

your profile.   

 About Section is the summary about you - your credibility,  

accomplishments and more. Share that you climbed Mt. Everest,                                                                     

2nd Degree Black Belt in Kung-Fu. Include philanthropic focus and  

keywords, areas of expertise, etc. 

 Does your headline define you? Check out my profile for ideas.  

 Keywords aligned with your expertise and business. People find you on  

LinkedIn and your profile on the internet through keywords aligned with 

your business expertise and related skills and experience. The more you  

repeat the words aligned with you, the more you will come up in searches. 

 Add skills to your profile - maybe you need to change, update and add.  

You can add 50 skills. 

 Some of you will have a new “Featured Section”. You can click on a post  

or article of yours and include it in this section and more. 

 Client or Peers and other recommendations:  Do you have  

recommendations on your profile? Now is a good time to ask! 

 Volunteer work, awards, languages, education, certifications – anything  

missing? Go to the Add Profile section and start adding! 

 Attach press releases, firm collateral, links to your website, etc.  

 
Connect with fellow Entrepreneurs, CEO’s, Financial                                                        
Executives, HR Executives, Business Leaders and Trusted                                                                      
Advisors. Expand your professional network to help others                                                                    
and in transition!                                                                                                                       

 2nd Degree Connections are the pathway to fellow peers in your role and 

 other executives and trusted advisors you should know. One or more of  

your 1st degree connections are the pathway to those executives.  

If a CXO is a 2nd Degree to you, leverage the warmest 1st degree  

connections to request an introduction. 

 Execute 2nd Degree searches on LinkedIn. Click in the search window  

and then click on the magnifying glass icon on the right of the search  

window and click on ALL Filters, happy hunting! 

 Search for Companies and then search for 2nd degree decision makers.  

Type in a company name of interest in the search window and once on  

their company page, click on See all X,XXX employees in blue in the  

upper right and click all filters to find the executives you want to know. 

 Leverage these searches to help others and yourself if you are in  

transition to connect to the hiring executives at companies of interest. 
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Thought Leadership 

Great time to post about how your business is “open for business” during COVID-19 – something you can share 
as a best practice others should know about today.  

 Go to your home page and start a post. You can also write an article, which has no limitations on character 

count, and can format an article the way you want. Remember, the @ sign is how you can “TAG” a person 

or company within that post. Just type the @ sign and slowly type in the person’s name or company and 

click on that name to attach to your post.  Hashtags are also another way LinkedIn members can find your 

post: #TheNCGFactor, #Sanitizer, #Masks, #SocialDistancing, #openforbusiness 

 If you do not have your own content, like, share and comment on other articles and posts. 

 Search for topics and other posts/articles. Click in the search window and content will appear to click and 

find what you want to like or share. 

  

Research 

 If you are in transition or attending networking meetings, are you preparing for them? Use LinkedIn to 

research anyone you are meeting with. If they are 2nd Degree to you, ask those shared connections how 

and what they can share with you about the person you share. Identify interesting facts on their profile that 

you may want to bring up in a meeting (so, tell me more about P90X or Planes, Trains and Automobiles). 

 Research company profile pages to learn more about the companies you are meeting with. 

 Find business partners and trusted advisers and use the same process to conduct a 2nd degree search. 

  
Update your Privacy and Other Settings/Export Your Network 

 Click on the upside-down triangle on the toolbar by “Me” and click on Settings & Privacy. 

 Review ALL settings. Maybe update your password, add multi-factor authentication, check privacy setting 

options. Look at all of them. 

 Export your connections into an Excel CSV file. Go to the Privacy Settings and click on “Get a copy of your 

data”. 

  

Search your Network 

 If you have a large network, search for all the CXOs, Trusted Advisors, etc. you know in a city or 

industry. Click on “My Network”, then click on your connections on the upper left and filter away! 

  

Kaplan Financial Education (for professionals in need of CPE) 

 If you or your company have a Kaplan Education membership, ask your representative or internal company 

contact how to access my CPE – 35-minute video about LinkedIn for additional insights. Here is brief 

snippet: https://www.linkedin.com/feed/update/urn:li:activity:6608794680916275200/. 

 
ADDITIONAL RECOMMENDATIONS 

 Capitalize your first and last name: Optional but helps to highlight your profile when you are found in a 

search with others that have similar expertise.  

 Follow companies and people, your profile will be found by others searching for those companies and 

people.  

 Publish posts and attach articles of interest.  

 Include title variations in your profile (CHRO = Chief Human Resources Officer)  

 Include additional industries: You can only include one industry within your headline box. List out additional 

industries where you have expertise.  

 Keywords: Include keywords that relate to you or your firm’s expertise throughout your profile that others 

would use to find someone with your experience. 

 Slide the “Notify your network” to NO (found in Settings & Privacy). Make all changes except for your last 

change.  Slide to YES and then make the last change/update to your profile. 
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