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LET'S START BUILDING YOUR BRAND

Creating and finding content

LINKEDIN IS CAREER GOLD

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

DECODING THE JOB
POSTING
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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.

What the heck is my profile?

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

Profile Picture

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,

. .
; .-' e ]
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. 3
Add profile section ™ Mare... f

Chellie Phillips ‘{I.{\eadline

== puthor Academy Elite

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.

Author, Strategic Storyteller, Coach, Speaker . Troy University

Mewnan, Georgia - 500+ connections - Contact info

About ﬁummary or Bio 4

A strategic storyteller who gets results. Stonies connect people with other people, businesses, brands, and their dreams.
Your business cannot succeed without thes connechion. Stonytelling takes place everpwhera, A story shows dients the
problem you sclve. Stofes cannect your brand with a company wision throughout your platfoem. Let me show you how
stories attract and keep the bew employess, and create 3 culture of satisfaction and engagement,

> g ST




02 SUCCESSFULLY EVER AFTER - BOOK 2

Experience

Experience +
i P this is where you list your work history. If possible,
TR [t make sure you list current position and a two (2) past
Wheari In Doubit, Delte ! pOS|t|0nS

You can also draw attention to this section by adding

g ¥ fersdemt of Commusication: and Public Retal websites, videos, or attaching documents. Many
o people don't take advantage of this option because
e they don't know it's there. If you can add this content,
E Marketing, Member Services and Communications it's just another way to make sure your information
South Alabara Boctrk: Cocparative
el 956 - May 2017 21 3 4 me stands out ahead of someone else.
Mam;‘ il pubies Sred INRGHTIGH COHTHTLNECILIONS, JVarsae loan PR and man::r.r;mm:l:ms
Marketing and Member Servicesy Communication
Sorth Alahana Bacin Coop
FI‘I;FWRF;';I;Q_‘-I“I.D(";I use of SRSy 10 O b, [l R samnswpmgf:mmtludmg
[0 afficiont koans, NM’Fump rebatas, alecnic warar Rostors, and = DN P
CONSETUCTION. Work with mamitees an hn':h DIIIC:\mlII.:mI’SDQTIjI anadl hoats hn;‘h.sﬂ #0035 in thow
. e amony Education o
E Freelance Wiriter and Photographer Troy University Fd
Frosdamos wiltes and pvm'.glaphar‘\a Landeeapes Wg.‘dﬂ, Soaanm MPM:QQ!IM. A iy . BS. Joumalsm and PR

ot
D05 3012 Tym

Hae workae fon sovinall Iegienal and Speciaily Mangazines &5 3 eclande wiitar/ phatog rapher. Alss
iR AT TS GIoupe And AR 35 want photographer
Troy University

. Contineing Education, Soclal Modia Socunty Protassicnal
Thasir Pertect Place 2004 2014
&

TROY - Teoy Unkversiy's Frofesdonal Davelapment wsinuie wil offer 2 now onlfine course i sockl
et seutity starting in Saptamber that will kel ndivicduals identi®y soclal meda secorty ks

Features Editor and guaid sensitive personal information
Troty Messerger 3
1992, 1385 | 3 yre Thi Course SI31% 5000, B, and ICGISTanion must be oomplkts by Sapt. 3 Thes Couwse propaie

participants for the Sodial MeSa Securty Profectional (SMSP} Commication am

Riqpeoialoda 107 iNDSTVIEwng, wWITling nt phatogqiaphing il amiloes for section. Responsibls fo

Lot 2 Geign of sacTion The SMSP comfication & designed for pecple who work, or plan Towodk in, profescions dealing
with sovial redia solutions of Cyber secunity. Inckading nAcrmatken soury taheician, sty

A ndmidSIrEAn s, Uity anchétaots, SECuTity endinirs of any ofher ol that & responaible for
g e Trey Messengar Tt SRouiiny.

Thie: coeesewrk will Blp pRImOpants understand voinerabditios and Hoeats Sacing social mediz
natwoiies and Fowy S0 quickdy meepond 1o socurity Braaches. The onling course indudes lechuees,

M Wrriter demansirations and hands. o aearises
Troy Progeess

¥ 983 1 yr

SR writar and photomation Tor wiakly nowspaper
Education
Use this area to highlight your education. If the
institute you received a degree from is in the
Linkedln Database, it will populate with their logo.
Licemses & Certifications This is a great way to connect with the alumni base

and later reach out and build your network.
Social Marketing Certification
Hootasis

Hgud Row 20168 - Mo Bxpiraton Dot

Crasdanaal (D Accrecible 10406563

Soa orogheimial

Certifiad Life Coach

Armaaican Liniom of MLF

g Say 006 - Mo Espiraton Dot
Frcide N GEES

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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Violunteer Experience

Chapter Adwvisor )
dAlpha Dwlta P ity
2004 Present »+ 15 ys

Serea 25 chaptar adwsor dor a growing ADPT chapeer located oot campus of Tioy Linkersay. |
work with tha chapier and officer i make sune decisions maat s policks and principles so
torth by cur national DIGanEason. | Al SENVe 25 MENton, codeh, fkend and a nesdad shaulkdor 38
times for tha women & Ty maks canser and §e decicons

Board Member
COMMUNITES B ECHOOLS OF COWETA COUNTY BT

Board Member
!-—! Canitied Cooperashe Communicacas

May 2008 May dymlmo

Board Member
Coogerative COMNMNICIRc Assocalion
2075 - Presant + 8 yTs

Curranily sons as Board Prosdent

Board Member
ﬂ Corwita Coenerunty Foundarion
;i zant = 8o

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 Aok for a recomemendation &

Begehwed i G (4}

April Tribe Gisugque
MSED

Wuringaeng Speahe |
Futblichad Sasmhed | Light
Loty | Erepleyee Asiistan
Frograend | Leetind &

st Cornotnse

Ly

Kary Oberbrunner
Publicher who Tems authors
avclkes s 18 ameares of
nesme

Criz Bowerman, MKM,
CAE
Brguniramions Crarpisn

Experiive and lend a helping hand. This is evident in her. See more

Logan Horton Chefic & an outssanding person. Her wrising not onfy draws the
Baachid a1 Chiciatam City attention bus it afs informe, She iz able to paind a vivid
Sehuodi S

happering. ang et

tary that s

simg Addibensily, her lesderhip sklls se wvend te pone

She i & role ol 10 tee vhe sErves

Vince L. Rodrgues Wi, Phdlips mdit rederithy peoaented at OOMMNECT 15, auf shnual
Director, Memba Mgt nasinnal conlerence for AEaN, marietng mibers
B Comeronces 5t Mationsl AT e,
Ruaral Bloriric Cooporathve servares puoiesionaly inodectn
Assocanen presentation wias informative. thorough, thowghthul, and even

i 1. Lo *  erdertaining. She provided usehul. pracical tactics and i See mare

CHRE. CHE, CHO, CHET,  Alsbams Cocperatae Youlh Conferende wihith was held =
CHE Codurmbiana, Alshama Her posaion at the conference ws Co

' Dir, Mare Clark, CHAL Recertly | had the apgertursty B wesk wath Chellie a8 the 278h

In my three decades of PRIrEreg with conference and
cormention cepanizers. Chelie is = a keagur of her own... See mere

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.

Skilks & Endorsaments Addapewskill &

Imternal Communications 57

@ oo vy 7 pooplo who know lenemal Comenunications

Meda Relations 4%

. Enciorsad by Megan McKoy-Mes, CCC and 3 thers whe are highly skillod an iz

Pulblic Refations - ==

‘ Eradorsad by Marlan Douglas Molemore, APR, OOC 2nd 5 arhars whi ane highly skilked atvhis

Industry Knowiedge

Sacial Media == Editing &

Mewsletters 2= Corporate Communications 15
Press Releases s Marketing Communications 2
Adwertzing = Strategic Planning 17
Phatography = Ewvent Planining - ¢

Crisis Communications 8 Pubfications - &

Marketing = Writing - 5

Speech Writing = Magazines =

Mon-profits- 2 Budgets 2

Program Management 2 Creative Wniting =

Event Mansgement 1 Journafism |

Desktop Publishing 1 Budget Management
Strategic Communications - | Marketing Strategy

Budgeting Copywriting

Tools & Technaologies

Photoshop

Imterpersanai Skills

Public Speaking - 19 Management 10
Community Dewelopment 2

Othes Skils @

Layout Design Promotions |

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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Accomplishrents

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.

? Homee's: & Amarncs

Leadership Fayeite Gradatn
May 2018 = Faywite Courty Chamber of Commiorta

2013 AREA Award of Excellence - Bo Photogragh, Best 'Whebsite, Bast Annisl Repart
Ager 20373 = Alabarma Rural Eleonnic Assorizbon

Rizeiiied shmards Tor waork i TR micrmibs cormmunication fld.

Coenmunicator of the Year
2007 -+ Alabareg Rural Slecine Ansaciztion of Cooportives

Let's Review!
You've got to think of LinkedIn as your way
to get in front of recruiters and hiring

S B i e managers. Learning why each part matters
and how to optimize them so you receive
maximum exposure is key.

Fbchiaa Grazrak ¥ou my Commumscasor Aeand Remember:
e A000 » Coonaraities COMmimLUnceno Aasoeia Sonm

« This isn't Facebook. Facebook is like a
playground, where LinkedIn is like your
Duastanding Alumes of the Yea in Public Relations boardroom.
PP LI 2 M AN R AN ON) AL SN (e ity « Over 70% of hiring managers check out
potential job candidates through social

platforms.
i i o Linked In is a great way to establish your
2000 = MAECA professional online brand and use the

over 500 million users to network with.

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,




SUCCESSFULLY EVER AFTER - WEEK 1 | 06

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.

M ONSTE R Q, [search for Jobs l [ @ Location
Find Jobs - Career Resources « Company Profiles Salary Past a Resume
Check here
Some sites give you feedback from actual e =

employees.

With Indeed, you can see how employees feel about the
company they work for. You can get a feel for the

oot L — )

corporate culture and the environment you'll work in. 42 Feddr amomen
b Wopnts R S i M B veen

It's great to check the company out on multiple site and in Dalta Caroers and Employmant

multiple ways. If you run across a lot of conflicting S L .

language or thoughts, that's a good sign you might want to imﬁ%fﬁﬁmj;ﬁ = -l

proceed with caution.

Seavitny on s

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.

DESCRIPTION d

%s looking for a highly organized, self-starting proofreaderieditor/writer to help
produce marketing materials for medical device, pharmaceutical and healthcare

marketing campaigns. d

The candidate will work closely with the creative team to ensure creative concepts,
campaigns, and executions meet brand standards and businass objectives.

-

Additionally, the candidate will be responsible for editing, organizing and managing content
through complex legal and medical compliance review. The candidate will proofread
materials, as well as oversee all QA/proofreading processes.

What does your week look like atm

Monday:
-

» Work collaboratively with creative team to generate original copy for landing pages

and email cam Eaig ns

» Make meticulous content revisions for a client using notes from their legal and
regulatory team.

* Ensure all claims in new campaign emails are correctly annotated in AMA style

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 "lI'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.

I've created a secret formula.....

Job Title or Company+
Keyword + Bling!

p ¢
p ¢
Hustle beats talent, when - [ —
"t Revolutionizing the wa
taentroesn't gstle: | g, g ¥ Talent Acquisition Geek | JobSeeker Ally | Wordsmith | Job- . Albright ©
Growth Hacker & brands work with their Hunt.org Contributor o
Hoshenain | S superfans. Announcing a — AT
Founder | Founder new project soon. 28 500+ comn
Growth.!y | é Message ‘ ! More.. |

View full profile
View full profile

Pasitive, engaging and tech-savvy recruiter with knack for connecting the dots for cultur

+ Foll . V" F{}llowing | fit. Whether using behavioral techniques, clearly communicating requirements or under:
oliowing manager preferences. | am passionate about candidate experience and best practices, M

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 - | 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.
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and create youl

vack, drop your favorite

Private Facebeok Group
ou feedback. You can also

W it resonates with others in he
Dup. |
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Your Summary

immary because it can be challenging to write, but that's a

is where you get to tell the story of you. Keep in mind

yle, respond to stories more than mind numbing statistics. This
in your successes in a way that makes you memorable. It's
ofessionals who are looking to reinvent themselves or those
hanges to shine.

Day 12- B

Most people skif
mistake. Your s
recruiters, just li
is where you ca
also a great plac
making mid-life c

crafted to send like-minded people your way. Your summary
this calculation. Your career history, word choice, location
play in to how often your profile shows up. Your summary
 craft how you want a hiring manager to think of you. It's the
our photo, a person has of you.

LinkedIn algorith
section factors h
and several othe
section is your ¢
first impression,

written in first person. | know, you feel weird writing about
one else feels weird too, and it makes it more readable. It
voice to shine through and encourages others to take

The most effecti
yourself. But trus
gives you a chanc
action.
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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.

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.

| showed you how you can use the summary,

now here's a few things you want to avoid:

1.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.

2.Don't over use industry jargon. Too many adjectives
and not enough information will cause someone to
scroll past.

3.1f 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.

4.Don't make your public profile invisible.

5.DON"T LEAVE THE SECTION BLANK! I know it's a
challenge to write a summary, but it's vital.
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7

'So what do I include in my summary?

Your summary should answer the following questions:
1.Who are you? What are your values and passions?
2.What do you do currently? Or what is your background? | call this your vital

statistics. This is where you validate your worth as a potential employee.
3.What accomplishments are you most proud of? Give one really great example.
4.What are you looking forward to most in your future career?

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- Professionc

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 yo
in work mode. Your clothing
portrays an image.

If you can't schedule a
professional photo shoot fo

new head shots, at least ge
friend to take a photg '
in a well let area

front of a bla

outdoors.

Keep in mi
Profiles ar
sure the p

so when it
beautiful fe
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.

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.

Your Work History On LinkedIn you aren't limited to

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



