
BOOK 2
L E T ' S  S T A R T  B U I L D I N G  Y O U R  B R A N D
Creating and finding content

L I N K E D I N  I S  C A R E E R  G O L D

Build it and they will come
Perfect the Profile
Keywords are King

D E C O D I N G  T H E  J O B
P O S T I N G



Welcome to Day 8
You are well on your way to finding your
Successfully Ever After. During the first
seven days, you laid the groundwork for a
successful career search. You clarified
what you wanted (and don't want) and
identified your unique set of skills and
traits. You'll be using these lists as we
move forward to develop your personal
career brand. 

During your first week, you created a
posting template for you to follow. It's
important for you to set aside time each
day to work your social accounts. Each
platform has it's own set of algorithms,
but the basic premise is, the more you
show up and interact with it, the more
you start showing up where others can
see you. We're going to break down the
must have platform for job searchers -
LINKEDIN. 
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What the heck is my profile? 

The Profile Page
This gives others the whole picture of who
you are and all of your amazing work. Your
profile is made of multiple sections
including: photo, summary/bio, work
history, education, recommendations,
specialties, licenses or certification,
community activities, awards and interests. 

Think of the the first section like a
billboard. It's designed to get attention and
most people don't take advantage of all this
area offers. 

Before you jump into the deep end, let's talk about the parts of a LinkedIn Profile and what each one needs. 

Banner

Headline

Summary or Bio

Profile Picture
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Experience
this is where you list your work history. If possible,
make sure you list current position and a two (2) past
positions. 

You can also draw attention to this section by adding
websites, videos, or attaching documents. Many
people don't take advantage of this option because
they don't know it's there. If you can add this content,
it's just another way to make sure your information
stands out ahead of someone else.

Education
Use this area to highlight your education. If the
institute you received a degree from is in the
LinkedIn Database, it will populate with their logo.
This is a great way to connect with the alumni base
and later reach out and build your network.

License and Certification
List any license you hold or certifications you have received which might be relevant to your desired
career field. 
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Skills and Endorsements
If you list it on your resume, you need to at least
show those skills in this area. Reach out to
colleagues to provide endorsements. 

This is another area where you can highlight skills
not necessarily featured in your current position. It
also shows others verify you have these skills.It adds
a layer of comfort to potential employers. 

Volunteer Experience
Not only does this show a potential employer
you are active in the community, it also gives
you a chance to highlight projects you've been
involved with which can supplement work
experience.  Many organizations focus on
developing their corporate culture. This shows
you are concerned, active, and involved. 

Recommendations
Think of this area like the reference section on old resumes.
Once you build your network, you'll learn how to reach out to
individuals and ask for these recommendations. 
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Accomplishments
your mom probably told you it wasn't nice
to brag, but in this case it's a necessity.
This is the area where you list any
awards, honors or achievements you think
would make you stand out to a potential
employer. 

Let's Review!

This isn't Facebook. Facebook is like a
playground, where LinkedIn is like your
boardroom.
Over 70% of hiring managers check out
potential job candidates through social
platforms. 
Linked In is a great way to establish your
professional online brand and use the
over 500 million users to network with. 

You've got to think of LinkedIn as your way
to get in front of recruiters and hiring
managers. Learning why each part matters
and how to optimize them so you receive
maximum exposure is key. 

Remember:

Tomorrow we start the process of building
you a Profile designed to land you your
Successfully Ever After. 
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Day 9- Let's Start Growing!
Before you start building your network and putting your personal brand in front of potential employers, we
need to build out a profile designed to get a potential employers attention. In order to do that, we need to
focus on your summary and headline. Over the next two days, you'll begin researching job postings and learn
the importance of key words. 

But first, most of you are probably using sites like Monster and Indeed to look for job and applying online for
them. But do you truly know how to read those job posting. There's a lot of information hidden inside most
posting if you take the time to really look through them. You'll find descriptions of the company, get a sense of
the roles and responsibilities and of course, find the qualifications. You'll also find a lot of industry jargon too. 

So let's make sure you know what to be on the lookout for and begin to learn how to find hidden clues along
the way, 



Who's Hiring?
You can learn a lot about the companies who are hiring if you know where to look. Look closely at
how they describe themselves and you can begin to tell what they value. During the first week, you
made a list of things (and people) who were important to you. Make sure the companies you are
considering value the same things. 

What are their core values? Who founded them? Take a moment and search that person. See what
you can find out about them and what people say about them. What is their future vision? A
company without a plan for the future, might not be one you want to invest time in. Don't forget to
check their corporate website too. Does the language match? Are the values they advertise mirrored
on their corporate website? If not, that's a red flag. 

Some sites give you feedback from actual
employees.
With Indeed, you can see how employees feel about the
company they work for. You can get a feel for the
corporate culture and the environment you'll work in. 

It's great to check the company out on multiple site and in
multiple ways. If you run across a lot of conflicting
language or thoughts, that's a good sign you might want to
proceed with caution. 
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Check here

Make sure you pay attention to the tone of
the ad as well.
When you read the job posting is it centered around the
company or the potential employee? The posting should
make you feel like you are a priority to the company. Does
their profile list any awards or accolades, for example:
"Named one of Denver's Top 10 places to Work." Check
out the award criteria to see why they received the award.
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The Job Description
This area should tell you exactly what the hiring manager expects and it's also the area you can begin to look
for keywords. Keywords will play an important part of your social summary and later, your resume and cover
letter. 

Just in this short description, you can already see a few keywords you need to incorporate into your personal
branding if this it the company where your dream job is located. You'd want to include organized, highlight
your editing skills, talk about your ability to work in a team and collaborate just to name a few. This listing also
gives you a great idea of what your week would look like, so you can determine ahead of time if it really does
match your idea. 

Reading a lot of job descriptions will give you a great idea about how to talk about your work as well. If it's
been a few year's since you interviewed, it can be a great place to pick up the latest terms too. 
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Day 10- The Job Responsibilities
This area should tell you exactly what the hiring manager expects and it's also the area you can begin to
look for keywords. Keywords will play an important part of your social summary and later, your resume and
cover letter. 

Dig Through the Responsibilities
Today, you're going to find as many job posting for your dream position. Don't limit yourself to one
company. Find the job you are interested in, and similar ones, on multiple sites. You can even look on
corporate websites in their jobs sections for this exercise. Print them out. 

You'll need at least two different colored pens or highlighters for this next part. Take a highlighter or
colored pen and circle all the words used to description that relate to the expectations of the role (team
player, collaborator, punctuality, etc...). With the other, circle specific skills mentioned in the posting
(editing, create financial forecasts, deliver presentations)/ 

Now create two lists; One of traits or role expectations, the other with skills. Take a few moments and
mark which ones you think "I can nail that" or "I've been doing that for year," ones that make you think
"I've done some of that," and finally, "I have nothing that relates to that to show."
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Day 11- It's Time To Craft Your Headline
Now that you have your key words and a basic idea of the job description for your dream job, it's time to start
building out your profile. The first step is to craft your headline. If you don't remember, the headline refers to
the words directly underneath your name on your Linked In Profile. Linked In is the starting point for someone
who wants to find out about you in a professional capacity. Let's make sure they find everything they need to
select you for an interview.

Ok a couple of those might be a little out there, but here's a few more examples. 

"Expert in trend forecasting, data analytics and every bit of internet lingo you have to go look
up on Urban Dictionary. 

Enterprise software executive - I help retailers increase performance, productivity and profits. 

Helping managers engage employees and increase productivity. 

Freelance graphic designer with 5+ years of experience helping restaurants with epic menu
design. 

Job Title or Company+
Keyword + Bling!

I've created a secret formula.....
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Now it's your turn....
Use the formula and create your headline.
If you want feedback, drop your favorite
headlines in our Private Facebook Group
and I'll give you feedback. You can also
see how it resonates with others in the
group. 
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Day 12- Build Your Summary
Most people skip the summary because it can be challenging to write, but that's a
mistake. Your summary is where you get to tell the story of you. Keep in mind
recruiters, just like people, respond to stories more than mind numbing statistics. This
is where you can weave in your successes in a way that makes you memorable. It's
also a great place for professionals who are looking to reinvent themselves or those
making mid-life career changes to shine. 

LinkedIn algorithms are crafted to send like-minded people your way. Your summary
section factors highly in this calculation. Your career history, word choice, location
and several other factors play in to how often your profile shows up. Your summary
section is your chance to craft how you want a hiring manager to think of you. It's the
first impression, along with your photo, a person has of you. 

The most effective ones are written in first person. I know, you feel weird writing about
yourself. But trust me, everyone else feels weird too, and it makes it more readable. It
gives you a chance for your voice to shine through and encourages others to take
action. 



What if I'm changing careers? 
The summary section is a great place for those considering a transition to explain why you're
jumping industries or why your varied background is a huge plus. A clear simple explanation about
your diverse work experience can show how you'll bring value in your next position. Weave your
vaired experience with part story telling and you're sure to draw an audience. 
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I showed you how you can use the summary,
now here's a few things you want to avoid:

Don't put everything in your resume in the summary. It's
not a casserole. You can share more about each
position and what you accomplished under the
employment history.
Don't over use industry jargon. Too many adjectives
and not enough information will cause someone to
scroll past. 
If you don't write a headline, Linked In will make a
default one for you. You're less likely to get any
attention from it. 
Don't make your public profile invisible.
DON"T LEAVE THE SECTION BLANK! I know it's a
challenge to write a summary, but it's vital.

1.

2.

3.

4.
5.

What if I'm trying for my dream job?
If it's your dream job, this is where you can shine! It's time to make sure your passion shows. Talk
about the mentor who has inspired you to reach for the moon. Talk about a mission trip that forever
left you changed and how that experience left you knowing this was a position you could change the
world in. Paint the picture so there's no doubt in the hiring managers mind, you are the only choice
for this position. 

What if I've had several jobs?
Show how what you've learned has prepared you for this career. You're well rounded and cross-
functional. You have a lot of value to bring. Don't list interests, instead explain how you can bring
value to their day to day operation. Your future employer needs to understand how you can help her
company improve. 
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So what do I include in my summary?

Who are you? What are your values and passions?
What do you do currently? Or what is your background? I call this your vital
statistics. This is where you validate your worth as a potential employee.
What accomplishments are you most proud of? Give one really great example.
What are you looking forward to most in your future career? 

Your summary should answer the following questions:
1.
2.

3.
4.

and finally.....
5. Your superpowers! Have a little fun with this. Remember storytelling is the best
way to be memorable. 

Now it's time to write your summary.
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Day 13- Professional Image
Your LinkedIn Profile Image
doesn't need to be a selfie, or
you on vacation. Remember,
you're goal is to present as
the ideal employee. Profiles
with photos are 10x's more
likely to be looked at than
those without them. 

Your picture should be a high-
resolution image showing you
in work mode. Your clothing
portrays an image. 

If you can't schedule a
professional photo shoot for
new head shots, at least get a
friend to take a photo of you
in a well let area standing in
front of a blank wall or
outdoors. 

Keep in mind, LinkedIn
Profiles are circular. Make
sure the photo is a close up
so when it's cropped, your
beautiful face is front and
center. 
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Day 14- Let's Keep Building
WooHoo! You've conquered the hardest parts of your profile.

Today, you'll fill out the skills section, build out your work experience, and add
information on your community/volunteer activities and update any awards or
certifications you have received. 

The skills section is vital if you want to appear in recruiter's searches. They can
search for profiles that include certain skills. If you don't fill out that area, you
could be missing out. LinkedIn allows you to add up to 50 skills. Choose wisely
and make sure they are relevant to your chosen career path. A good rule of
thumb is to include 15-20 skills that showcase a mix of technical and soft skills. 

Your Work History On LinkedIn you aren't limited to
the number of previous careers
you can list. It's important to list
at least your current and previous
two (if you have them). However,
you can list as many as you would
like. The catch is, when you list
them, you need to show what
skills you learned or what you
accomplished while there. Make a
list of bullet points and
accomplishments for each
position. 

Many recruiters will scan this area
so the fact it's longer than an
average resume is ok. 


