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THANK YOU
The LinkedIn Profile Optimiser is based on the 100s of profiles I have written for clients to help
them get found on LinkedIn. I present on this topic for business groups and run tailored programs
across Australia to show people how to leverage LinkedIn.
Whether you are a business owner, a happy employee or a job seeker, this template will walk you
through the key steps of how to prepare and present the best version of your skills, background
and experience and optimise the main elements of your profile.
Please read the step-by-step instructions and review the best practice examples to help craft
your updated LinkedIn Profile.
I encourage you to consider who you are trying to influence on LinkedIn before updating your
profile and to ensure all of your details are relevant and meaningful to them.
You also now have exclusive access to our Think Bespoke Profile Help & Hints Group on
LinkedIn. Please visit this group and request to join.
Please visit our website at www.thinkbespoke.com.au/insights for my weekly blog and the latest
news and tips on LinkedIn to help you leverage this powerful professional networking platform.
Once you are up and running, I invite you to connect on LinkedIn. If we are already connected,
please let me know how this template has helped you.
Enjoy the journey,
Karen
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WHY LINKEDIN
LinkedIn was founded in 2002 and launched in 2003 and is a social networking service for
professionals. It has a variety of purposes, which are all based on professional networking.
LinkedIn offers business owners and leaders a powerful platform to network with other
professionals both in and outside your industry and across the globe.
BRW (Business Review Weekly www.brw.com.au) reported in March, 2013 that LinkedIn
membership in Australia accounts for 4 out of 5 professionals in this country.
But you did not need convincing of the power of this platform, as you have our LinkedIn Profile
Optimiser to get found on LinkedIn by following our guide to ensure you are making the most of
this platform for your business and career goals.

GETTING STARTED
Before creating a LinkedIn profile, consider your goals for using the platform and what you aim to
achieve from using it. There is no point adding another platform to an already full marketing
schedule if you do not know why or aren’t prepared to put any effort into maintaining it.
Your time is precious. It is important to take a moment to consider your goals for LinkedIn and
clarify why you want to be more effective on this platform.
Below is a checklist of the potential goals you may have.
Please consider the goals that are relevant for you.
•

Expand my connections

•

Position myself as a thought leader / expert in the industry

•

Network with potential clients

•

Network with industry colleagues

•

Convert new clients to my business

•

Join groups and contribute to relevant industry discussions

•

Moderate a group on a topic I am passionate about

•

Create a Company page for my business
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Sign-up or Login
Register your details at www.linkedin.com to get started if this is your first attempt at LinkedIn, or
simply login to make amendments to an existing profile.

TIP

If you are re-crafting your LinkedIn Profile and already have some
connections, turn your activity broadcasts off whilst doing so. This is
explained below.
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How to Turn Your Activity Broadcasts Off
If you already have a LinkedIn Profile, I recommend you turn your activity broadcasts off while
you are making the changes on LinkedIn.
There are two ways to turn your activity broadcasts off. The first is via your Privacy Settings (see
page 7) and the second is through editing your profile 1. View your ‘Profile’ by clicking on your photo on the left-hand side of the screen.

2. Click on the pencil to begin editing your profile.
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3. Make sure “Share profile changes” is switched to “No”.

TIP

You can turn your activity broadcasts back on when you
have updated your LinkedIn Profile.
!6
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Get to know your LinkedIn Profile’s Privacy Settings
Just like any online and public platform, I recommend you take some time to orient yourself to the
Privacy Settings for your LinkedIn Profile and click in and out of each section to help you
understand the different elements available in terms of your settings.
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LINKEDIN PROFILE CHECKLIST – WHAT TO DO
Before we begin updating your LinkedIn Profile, let’s take a look at the key elements of a
LinkedIn Profile. If you are like me, you like to see things in pictures, so I have provided both text
and screen shots from a version of my LinkedIn Profile to help you understand the LinkedIn
Profile Checklist.

PHOTO
• A professional headshot photograph that represents your
professional self or personal brand is an essential measure of
the health of your LinkedIn Profile.
• Remember to be professional, relevant to your category and
interesting with your chosen profile headshot – no terrible
driver’s license photos please!

I can recommend a variety of photographers if you need an updated headshot photo.

A professional photo on your LinkedIn profile is
important. For examples of headshots please visit
Think Bespoke’s Pinterest Board at https://
www.pinterest.com/thinkbespoke/linkedin-headshots/
!

TIP

If you are on a budget and do not wish to invest in a professional
headshot photo, ask a friend or colleague to take a few shots of you
next time you’ve just had your hair cut and you are in your normal
professional clothing. White backgrounds are great for these shots.
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CONTACT & PERSONAL INFO

Click on “Contact and Personal Info” in the top right corner of your Profile screen.
Make sure all your contact details are up to date.
Include a contact number.
Depending on your goals for LinkedIn, consider adding a work email address as well as a
personal email address.
Make sure you have two email addresses linked to the account and use the most relevant one
as your primary contact address.
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HEADLINE

Your headline is one of the 3 key places on your LinkedIn profile where you come up in
searches. For others to find you via keyword searches, I recommend a well thought out
headline in terms of the series of services that reflect the problems you solve.
The LinkedIn headline not only helps others find you in keyword searches, It also reflects your
Unique Value Proposition (UVP) and/or how you help your ideal client or employer.
So think laterally about your current position and job role and how this is read by those viewing
your profile. Be creative, use key words relevant within your category.
Include the problems you solve for your clients (I keep repeating this as it is so important) or
the benefits of using your services
Examples – Job Seekers
Professional

Change Agent I HRM Specialist I Business Process Improvement

Senior Sales Role

Strategic Sales Director I Business Transformation

Examples – Business Owners
Branding Agency
Accountant

Creative solutions that will take your brand to the next level

So much more than a number cruncher

Website Developer

Website Solutionist
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LINKEDIN ARTICLES

From your “Home” page you have the option to publish LinkedIn Articles (‘Write an article’).

!
If you choose to publish on LinkedIn, consider who you are trying to reach out to, what sort of
articles you wish to write and what content you can perhaps curate (re-purpose) from other
content you have written.
Please review my articles on LinkedIn and read my LinkedIn articles for examples of format
and style. https://www.linkedin.com/in/karenhollenbach/recent-activity/posts/
There are many advantages of publishing LinkedIn articles for business owners or leaders of
organisations especially. Anyone on LinkedIn can follow your articles, without being connected
to you. Once they follow you, they will receive your future published articles.
Once you publish articles on LinkedIn, they appear in the LinkedIn newsfeed of your
connections. There is also the potential to reach people you are not connected to if your article
contains content that adds value to readers and encourages likes and comments.
In my online seminar series I show clients how to write best practice articles via their profile to
attract, acquire and engage their community.
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SUMMARY
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SUMMARY
The summary is the section directly below your headshot and headline. This section allows a
maximum of approximately 2000 characters and is a key way for you to inform your
connections of who you are, what you do and how you can add value to them.
LinkedIn describes the LinkedIn summary as the place to include information about your
mission, accomplishments and goals. Many people who do use the LinkedIn summary make
the mistake of treating this as they would a resume and it can be quite boring to read. Many
people's LinkedIn summaries either do not exist or are dormant.
An active LinkedIn summary is an introduction that is personable and speaks directly to the
reader. It clearly states who you are, what you do, and suggests a call to action as a result of
people reading it. It is therefore active as it aims at encouraging people to do something as a
result of reading your summary. Many people do not have an active LinkedIn Summary, and
are subsequently missing a valid opportunity to speak with their audience. Perhaps you started
setting up a LinkedIn profile while waiting for your plane at an airport, or accepted an invitation
to connect to a colleague on LinkedIn and never returned to properly set up your LinkedIn
Profile.
If I am describing you, let's explore what an active LinkedIn Summary is and how it can drive
traffic to your website, LinkedIn Company Page, or Twitter account (or other social media site)
and help you stand out from your competition.
When I suggest to clients that they include their website or email address in the summary, I am
often met with the question 'is this really necessary?’
The answer is YES.
An active summary makes it really easy for people for people to take action and contact you,
visit your website, find you on Twitter or whatever other action you suggest.
For businesses, this is a very simple way for you to drive traffic to your website or any other
place you would like viewers of your profile to visit and therefore meet your goals for using
LinkedIn.
You can display samples of your work on your LinkedIn Profile such as external documents,
photos, sites, videos and presentations. Once this media has been added or linked to your
profile you can edit or delete it at any time.
For business I recommend you add your website, but keep an eye on the image LinkedIn uses
from your website. You can find out more here - https://www.linkedin.com/help/linkedin/answer/
34325
Points to remember in creating an active Professional Summary:
•

Tell your story in the context of how you help your ideal clients or future employers

•

Be warm, engaging and consistent with your professional approach

•

Treat it less like a resumé and more like a conversation

•

Speak in the first person (i.e. as you!)

•

Keep it consistent with the key messages on your website (if for business owners)

•

Include a call to action e.g. visit our website at . . . email me at . . .

•

Add media
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EXPERIENCE

This section is your opportunity to demonstrate your experience in your current and past roles.
I encourage you to remain focused on your goals and only include information that is relevant
to your current focus and the ideal clients you wish to influence.
Please review my LinkedIn Profile at au.linkedin.com/in/karenhollenbach/
Note the type of detail I have written for each role as an example of what I mean about
relevance. The key elements of a good summary are:
•

Briefly explain the company (if not well known)

•

Briefly explain what you did (I like to say ‘In this role I was accountable for…’)

•

List 1-3 key achievements

Your current role is typically the most relevant and so warrants you adding more detail.
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EDUCATION

In the education section I encourage you to include all undergraduate, postgraduate and
certificates (Level III to IV) and Diplomas.
Do not be put off by LinkedIn asking you to insert the name of the ‘Degree’.
Please review my LinkedIn Profile as an example of how I have included a variety of different
education in this section.
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VOLUNTEER EXPERIENCE

If you are doing or have done volunteer work that enhances or is relevant to what you want to
be known for and who you are trying to influence on LinkedIn then I recommend you include it.
To add Volunteer Experience click the + icon as shown in the screenshot above and complete
the relevant details.
To edit the existing entries click the pencil next to the one you want to amend.
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SKILLS
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Listing skills on your LinkedIn Profile has a number of benefits.
Firstly, it enables people to see if other people believe you have demonstrated the skills and
experience you have made reference to in the other sections of your LinkedIn Profile.
It is also a searchable element of your profile, so if clients are looking for suppliers or
consultants with particular skills, it is important you have all of your skills listed so you appear
in advanced searches. It works in the same way if recruiters are looking for candidates with
particular skills.
As you can see from the screenshot above, the Top 3 are the most visible so it is important to
make sure that you have the most relevant skills at the top.
To add skills click “Add a new skill”.
I recommend you:
•

Use all 50 skills available to you

•

Think ‘keyword search’ and list the skills as people would type them in to find you

You can also re-order your skills by clicking the pencil icon.
Click on the lines on the right-hand side of the screen and drag the skill up or down depending
on what order you want the list to be in.
In my online seminar series I show people how to use endorsements of skills as a networking
tool.
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RECOMMENDATIONS
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Recommendations provide evidence that others value your contribution and skills.
I suggest you include at least 2 per role and request recommendations from people as senior
as possible. You can ask your connections to write a recommendation of your work that you
can display on your profile:
•

Visit the profile page of the connection you wish to request a recommendation from.

•

Scroll down their profile page until you reach their recommendations.

•

Click “Ask to be recommended” (see screenshot above).

•

Follow the prompts to request the recommendation.

•

Click Send.

Once you have received recommendations you can choose whether they are displayed.
•

Go to your profile page.

•

Scroll down until you reach your recommendations.

•

Click the pencil icon.

•

Click on the “Show” button to turn it off/on.
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If you do not currently have any recommendations, you can request a recommendation as
follows:
1. Click on the 3 dots to the RH side of their profile (see picture below)
2. Click on ‘Request a recommendation from the drop down menu
3. Follow the prompts to request a recommendation
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ACCOMPLISHMENTS

To add to any of these sections click the + button and follow the recommendations below
Only include if it is relevant to your goals for LinkedIn and who you want to influence.

CERTIFICATIONS

Certifications are a great way to showcase
your knowledge and professional
achievements on your LinkedIn profile.

COURSES
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Courses section is meant for you to highlight
coursework you have taken as part of a
degree or certification program.

HONOURS & AWARDS

The Honours & Awards section of your
LinkedIn profile is the area to enter any
honours and awards you earned throughout
your career.
To determine your honours and awards, think
in terms of certificates, plaques, and trophies
you’ve received.

LANGUAGE
Including second languages can be a
distraction.
Only add second languages if this skill is
relevant to what you do. E.g. You use this
language to communicate with people as part
of your role.
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PATENT

A patent is a professional accomplishment and
should be shared on your LinkedIn profile. If
you are an inventor with patents to your name,
the Patents section is the place to showcase
your work.

PROJECTS

Projects are a great opportunity to highlight
the current and past projects you would like to
feature on your profile.
The benefit of this section is that the project is
clickable to the website link you insert. All you
need to do is click “See project”.
Again, remember to be consistent with your
goals when including projects in your Profile.

PUBLICATIONS
Publications are an opportunity for you to
feature your newsletter or blog. Like projects,
they are also clickable and request you insert
a link.
If you have co-written books, journal articles or
white papers with colleagues, you can also
add them as authors.
I include my Blog as a publication as well as
the sign-up form for my monthly E-Insights.

TEST SCORES
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Employers often view strong test scores as
indicators of good problem solving skills. If you
have excelled at standardised tests, or have
excellent results include these scores on your
profile.
This is specifically relevant for Students as
they are different from typical LinkedIn
professionals - with less work experience to
add to their profiles.

ORGANISATIONS
This is where you can add professional
memberships or affiliations with organisations
that are relevant to your work.
Consider:
•

Do you belong to any industry
organisations?

•

Do you belong to any user groups?

•

Are you a member of a networking
group?

•

Do you pay dues to any association?

•

Are you a part of a local government
organisation?

•

Do you sit on a board of directors?
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INTERESTS

You can follow influencers, companies and be part of Groups on LinkedIn.
Consider the relevant influencers, companies and groups for your role and purpose on
LinkedIn.
Remember that who you follow influences what you see in your newsfeed.

You are now ready to begin drafting your LinkedIn Profile Update!
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BEST PRACTICE EXAMPLES
LINKEDIN PROFILE SUMMARY SAMPLE – BUSINESS OWNER

Karen Hollenbach (me!)
If you are seeking guidance with LinkedIn, social media for business or your role as an emerging
leader, I can help. As the founder of Think Bespoke, I lead a collective of experienced content
marketing and career planning professionals dedicated to helping Australians achieve their
business and career goals.
With a warm, friendly and down to earth approach that encourages new ways of thinking, I enjoy
helping individuals and organisations communicate more effectively - online and offline.
LINKEDIN & SOCIAL STRATEGY
I work best with values-based individuals and organisations who genuinely want to help their
community and make the world a better place. My approach helps you apply all the truths you
know and trust (good manners, relationship building) to the digital age. I work at your pace and
guide you through my best practice approach.
I am also available as a Thought Partner for Emerging Leaders and draw on my extensive
experience in sales, marketing and business leadership roles, having successfully managed,
coached and trained professionals who manage and lead people or deal with demanding
wholesale or retail customers.
GUEST SPEAKER
I regularly share my insights about LinkedIn and Social Media Strategy at City Council Economic
Development forums, Small Business Festival Victoria (2014-2016), conferences, Career Expos,
HR Hubs and have been interviewed for business podcasts & published in industry journals.
CREDENTIALS
I'm a registered teacher, qualified Trainer & Assessor, Independent LinkedIn Consultant, and hold
a Graduate Diploma Education, Bachelor of Business Marketing and a Diploma of Management.
www.thinkbespoke.com.au
hello@thinkbespoke.com.au
LinkedIn Specialist, LinkedIn Consultant, Guest Speaker LinkedIn, Executive Business Coach
Melbourne, Emerging Leaders, Leadership, Communication.
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LINKEDIN PROFILE SUMMARY SAMPLE – BUSINESS OWNER

Personal Stylist
Thank you for viewing my profile.
If you are a woman who lives, works or visits Melbourne and needs support, encouragement and
advice on how to look your best, perhaps I can help.
How you look should reflect who you are inside.
I support women who are not happy with their current wardrobe and are unsure what to do about
it. Clients who experience my services are more confident about putting an outfit together,
knowing where to buy clothes that suit them and how to accessorise.
Can you relate to any of these comments?
'I have found my shape! My styling session with you has changed the way I shop. No more
baggy shapeless clothes. I now feel confident knowing which styles are suited to my body shape.
I have also been introduced to some great shops that I wouldn't usually consider'.
Belinda, 39, Surrey Hills
After a long time feeling frustrated and intimidated by shopping, I am now inspired! After 3
children my clothes were tired and out of date. I needed a wardrobe to go back to work. Lisa
saved me a lot of time and money, and most of all it was fun'.
Alison, 42, Richmond
'The wardrobe cleanse with Lisa was just that, a thorough clean out of all the messy bits and
pieces I had managed to accumulate that didn't make me look or feel good. Afterwards I felt free
and organised and ready to take on the world'.
Georgina, 36, Camberwell
'I can't thank Lisa enough. I now know what works for me and this makes my life so much easier'.
Vanessa, 41, Hawthorn
Please connect and call me (mobile phone number)
- Follow my client's journeys on Instagram at (Instagram address)
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LINKEDIN PROFILE SUMMARY SAMPLE – PROFESSIONAL

Human Resource Manager
As a contemporary and forward-thinking Human Resources leader, I am passionate about
working with and understanding people.
My strategic perspective is a key influencer of business decisions at an organisational level and I
develop HR initiatives that support the organisation and drive high performance. I then implement
strategies by supporting and guiding my team with HR tools that fit within recruitment,
engagement, performance management, onboarding, workplace relations and coaching.
My approach is thoughtful, intuitive and honest and I am valued as an informed and realistic
decision maker and leader who rapidly considers all options before offering the best solution. I
adapt my style to the situations, teams or organisations I am working with in order to effectively
lead and manage strategic outcomes.
My senior leadership roles and extensive experience have seen me align people initiatives at a
strategic business level, with measureable improvements to the organisatons from a HR
perspective.
I am a HR leader who can influence and motivate teams across all levels, and lead and drive
business visions and strategies.
Working within a variety of industries, from global organisations to start-ups, I have a wide range
of strategic experience spanning the full spectrum of HR elements. This includes − people and
culture initiatives − remuneration and benefits − talent management − performance management
− employee relations − leadership development programs
Combined with postgraduate qualifications, I hold highly developed skills in leading, mentoring
and coaching teams of people to achieve their potential.
I have proven senior leadership and management skills, inspiring teams to deliver the best
outcomes for business success.
I look forward to connecting with you.
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LINKEDIN PROFILE SUMMARY SAMPLE – PROFESSIONAL

Senior Sales Leader
Thank you for viewing my profile.
If you are looking for the right person to provide sustainable commercial results, visionary
leadership & business transformation, perhaps I can help.
As an experienced Sales Director, I have consistently delivered exceptional business
performance in existing & new channels both in the domestic and international markets including
Asia for X Company.
The key to my success is my strong communication skills & ability to encourage people to think
for themselves. I am a consistent leader & recognized for building meaningful business
relationships by acting with integrity, treating people with respect, adding value & leveraging a
key selling proposition in order to establish relevance.
With my eye always on the prize, my results speak for themselves.
As the Group General Manager – Sales at Vok Beverages I removed $4M of costs out of the
business & returned it to a profitable position & successfully transitioned the business into a
wholly 100% company owned product & brand portfolio with a successful launch strategy and
implementation.
As the National Route Manager at Campbell Arnott's I successfully managed the transition of
Pringles & Biscuit categories into the snack food business; launched a new range of products
into the Licensed channel & developed a 3rd party distributor model to distribute the products to
the Route & Foodservice Channels.
As the National Business Manager at Goodman Fielder I successfully implemented a total route
strategy across the total group, including Uncle Toby’s baking and Meadow Lea.
I am passionate about taking an organisation to the next level & currently exploring roles with
leading national & international organisations seeking a Sales Director, National Sales or Country
Manager, General Manager to lead sustainable change.
I invite you to connect or contact me on (mobile) or (email).
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LINKEDIN PROFILE SUMMARY SAMPLE – PROFESSIONAL

Operations Manager
Thank you for viewing my profile.
As a bi-lingual and results-driven HRM and Business Leader, I am passionate about managing
strategic projects that deliver transformational change within an organisation.
A change agent who improves business processes by embracing uncertainty, I have successfully
led teams through significant organisational changes and am recognised for delivering
profitability through the development and implementation of a range of strategic, operational and
financial initiatives.
In my current role at (company name), as the People & Capability Advisor, I have coached
managers and supervisors during the organisation’s merger, while successfully increasing
workplace satisfaction via the development and engagement of the HR Best Practice Manual for
Managers.
As the Manager – Business & Services at the (company name), I delivered a 15% increase in
revenue and a 30% reduction in expenses by improving systems & procedures, developing new
business and articulating organisational goals for the team members.
As the Operations & HR Manager of (company name), I established a collaborative, resultsoriented and positive workplace culture where 90% of employees & contractors strongly agreed
that they were fully involved and enthusiastic about their work. During my 7 year tenure in this
role I also executed strategic plans to respond to new business initiatives while operating the
business as usual.
The key to my success is my highly developed communication skills and ability to articulate the
vision and align individual and team work functions with the overall strategic direction of the
organisation. This approach has consistently delivered significant corporate and group
performance outcomes.
With experience in Australia, Japan & the USA, I also possess a global perspective and cultural
sensitivity.
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