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LinkedIn Checklist  
 
LinkedIn is a great place to start in social media because it is the largest 
professional network. It’s important to keep your LinkedIn profile updated.  
 
Here are a few simple tips to maximize your LinkedIn profile. 
 
Step 1: Update your profile. 

¤ Background: Include name, title and company you work for 
¤ Summary: Update your summary – this should be 2-3 paragraphs that are 

an overview of your experience and expertise.  
¤ Upload presentations: If you have presentations formatted in Keynote or 

Power Point that talk about your expertise, you can upload these in the 
section below your expertise. You can upload them to SlideShare.net and 
then link them in LinkedIn. 

¤ Experience: Make sure you have the basics in there – updated photo, 
work history (last 10 years), dates, experience and education. 

¤ Skills and expertise: Think of this section as the ‘keywords’ for your profile. 
Pick 7-10 key words to describe your specialties and/or areas of expertise. 
These are skills that people can endorse you for and also can suggest 
additional skills you may not have listed. 

 
Step 2: Recommendations. One of the biggest benefits of LinkedIn is the 
recommendations you can receive. To the average consumer, LinkedIn 
testimonials are more authentic because you did not touch or alter them in any 
way – they are truly from a past colleague or client. This is “social proof.” 

¤ Write one or two recommendations a month for people you have donw 
business with – customer, clients and/or team members. A 
recommendation is unexpected, but almost always appreciated and 
reciprocated.  

o A recommendation can be 2 or 3 sentences of how you know this 
person and why you would recommend them. 

 
Step 3: Driving traffic to your LinkedIn profile 
Add your public profile link to your email signature. If you are using Outlook, edit 
your email signature in the Edit>Options menu. If you are using Gmail or another 
free email provider, a great free service to use is WiseStamp. WiseStamp will 
allow you to add all your social media channels into your email signature. 

¤ Add connections: Add past and current colleagues and clients. It’s worth 
the time to get your client database into an excel spreadsheet (.CSV file). 
If you are using Outlook or Gmail you can easily export your list. Once 
you’ve done that, copy and paste that email list into LinkedIn (Under 
‘Contacts’ > ‘Add Connections.’) 

¤ Every new person you meet that could be a client – are you connecting 
with him or her on LinkedIn? Reach out to potential and current clients via 
LinkedIn – this is an easy way to connect and expand your sphere 
professionally.  It’s easier to send a LinkedIn request than a Facebook 
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Friend request to someone you just met!  
 
Step 4: LinkedIn status updates 
Get in front of your connections on LinkedIn by posting a status update to 
LinkedIn 3 times a week. 

¤ Do’s:  
o Post links to articles about the market (from Inman News, Realtor 

Magazine, your local association or brokerage/franchise) 
o It is recommended that most of your posts on LinkedIn are 

professional and focus on things like: the housing market, real 
estate information, economy news, etc. 

¤ Don’ts: 
o Post links to listings or personal updates (i.e. family or hobbies) 

 
Step 5: Publishing content to LinkedIn 
One of the latest features on LinkedIn is the ability to publish blog posts on 
LinkedIn. By publishing once or twice a month on LinkedIn, it continues to 
establish your credibility throughout your professional network. There is 
tremendous value in publishing new or old blog posts on the LinkedIn platform. If 
your post gains a lot of traction, it can be viewed by thousands of people – 
beyond your connections!  
 
To publish to LinkedIn, go to the status update box on LinkedIn. Click on the 
pencil icon, from there you can add a blog post. 
 

¤ Do’s  
o Post original content. 
o Get creative; what tips can you share about the industry or your 

market that are of value?  
o Include a photo in your post. Create a free image using 

Canva.com.  
o At the end of your post 2-3 sentences about who you are and link 

back to your original post (if this was a post you previously wrote) 
 

¤ Don’ts  
o Copy/paste articles from other sources or articles that you did not 

originally write. 
 
Please visit my LinkedIn profile for examples on all of these items: 
http://linkedin.com/in/katielance 
 


