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Using LinkedIn for Job Search

LinkedIn is probably the most professional looking of the social media networking sites.
It is a simple but powerful tool to use for job search, online networking, and employer
research. LinkedIn is a free online site that anyone with an internet connection can
access. The free version will suffice for most job seekers, but upgradable levels can be
purchased for a monthly fee. LinkedIn allows a person to promote themselves for job
search, marketing of services, or business development. It is your online resume and

portfolio.

There are many tools that can be used on LinkedIn. These are explained on the website

in the learning center (http://learn.linkedin.com/). We will cover some of the main topics

to get you started:

Creating 8 Profil€ ............ e i pages 3-10
LinkedIn SKillS & EXPEITISE .....ccevviiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeee et pages 11-13
pae [0 1 gTo I @o] 4 aT=Y o] 1o 1S page 14

Job Search Using LINKEAIN .....uuiiiiiiiiicceece e pages 15-17
COMPANY RESEAICH. ... ettt ennee pages 18-20
GIOUPS ittt ettt r e e e e e e e e e e e e e e e e e e e e e eenne pages 21-22
Additional Learning and HelP ......coovvuiiiiiiiiiiie e pages 23-24

Please note: Due to the dynamic nature of the internet, websites viewed may vary
from the screen shots included in this presentation. However, the general content

and concept should be similar, if not the same.
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Creating a Profile

Go to the Linkedl

n web site www.linkedin.com

Below is the Home Page. Enter your name and email, create a password and then click
on “Join Now” to sign up and register your new account.

|

Linked[fi].

Email Password Forgetjour passhona?

Be great at\what you do.

y

e
Get started — it's free.
Registration takes less than 2 minutes.
First Name
Last Name
Email
Paceword (5 or mors charasters “— /
"As an entrepreneur, | find Linkedin invaluable for
reaching decision makers and expens * )
sicrel Gerg — Co-bunder 2 Spod TellgLTE

Find a eolleague: | First Name

Do NOT use your
e-mail password!!
This is your
password for
LinkedIn and
should be different
than your e-mail
for security.

Fill out the profile information on the next page. All of the * items are required. If you
choose “Employed” from the radio buttons, this is what will appear:

Linked {3]-

John, let's start creating your professional profile

*1live in

Use your “working”
job title, not
necessarily the title
that your employer
uses. For example,
instead of WSS3 use
Employment
Specialist.

: |United States V|
Linked(n progile helps you...
“ZIP Code: | | A [ s f
£.g. 94043 v Showcase your skills and experience
- v Be found for new opperunities
I am currently: ® Employed ¢ Job Seeker ¢ Student + Stay in touch with colleagues and friend
* Job title: | | P
<
™ 1am zelf-employed
* Company: | |
Create my profile
* Indicates required field.
Linkedin Corporation ® 2012 | Commercial use of this site without express authorization is prohibited.
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If you change the “| am currently:” radio button to “Job Seeker” it will change the
required fields.

Click “Create my profile”

Linked [3]-

John, let's start creating your professional profile

*Iive in: [United States ~|
Linked!n progile helps
* ZIP Code: [g5002 | AL e s s e
c.0 94042 + Showcase your skills and experience
T v Be found for new opportunities
I am currently: © Employed ™ Job Seeker ¢ Student + Stay in touch with colleagues and friends

* Most recent job title: |recepti0nist |

* Most recent company: |F|'a|1k'g Retail |

* Industry: |Cunsumer Goods v|

* Time period: |1ggg v| to |2[]12 v

* Indicates required field.

Linkedin Corperation ® 2012 | Commercial use of this site without express authorization is prehibited.

LinkedIn will ask you to pick your web e-mail to search for contacts that you may know
who are already on LinkedIn. It is best to skip this step and search for contacts later.
More information on connections will be covered later.

Linked [}~

See Who You Already Know on Linkedln Step2of6 [ |

Searching your ernail contacts is the easiest way to find people you already know on
Linkedin.

~ YrEHoO! &7 Windows Live Hotmal & Gmazil ~ AOL &

¢ Other

*ou will ke taken to Yahoo! to enter your username and password.

Wiz wyon't contact anyone without your permission.

Login to Yahoo!

Linkedin Corporstion & 2010 Commercial use of this site without express authorization is prohibited.
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You must confirm your e-mail address. Click on the link to Send a confirmation email
instead. It will take you to your e-mail.

Linked [[}]-

Confirm Your Yahoo! Account

Click below to sign in with Yahoo! and verify your email address.

We'l also check your Yahoo! contacts to see who you already known on Linkedin.

Send a confirmation email insteads -

Below is the e-mail that you should receive. Click on the link to confirm your e-mail
address.

Please confirm your email address Inbes | =

LinkedIn Email Confirmation to me  ghow details 1:18 PM (4 minutes ago) s Reply ¥

LinkedIn

Click here to corffirm your email address,

e aoye IR does notwark, you can paste the following address inta your browsetr:

hitp s S linkedin. com/e/enivumikP B O ew WG odvn QR g ew TS T ol Sos Sl

Youwill he asked to log into your account to confirm this email address. Be sure to log in with yvaur
current primary email address.

We askyou to confirm your email address before sending invitations ar requesting contacts at
Linkedin. ¥au can have several email addresseas, hut ane will nead ta be confirmed at all times ta
use the systam.

Ifyou have more than one email address, you can choose one to be your primary email address.
This is the address you will log inwith, and the address towhich we will deliver all email messages
regarding invitations and requests, and other systerm mail.

Thank you for uging Linkedin!

--The Linkedln Team
hittpy ity linkedin. c ool
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It will take you back to LinkedIn and you will be asked to sign in again. Click on the
“Confirm” button:

Linked [[,]-

Confirm Your Email Address
Confirm the ermail address jobseekerjames@gmail.com.

After clicking the botton below you will be asked to sign in to your aceount to confirm this
email address.

=

Sign in with your e-mail address and LinkedIn password:

Biasic Account: Uporade Welcome, James Jobseeker Add Connections Settings Help Sign Out

Linkedﬁ.a Home Profile Contacts Groups Jobs Inbox More... Peaple ~ ﬂ Acvanced

Sign In to Linkedin

Please sign in to confirm your email address. If you are adding an email address, please sign in with your previously registered address. If you were invited to join
Linkedln, please sign in with the email address at which you were invited.

Email address: |jobseekerjames@gmaiI.com |

Password: || | Forgot password?

G orJoin Linkedin

Linkedin Corporation @ 2010 User &greement | Privacy Policy | Copyright Policy

Note: While on LinkedIn, if you choose to make a change to your profile it may return to
this screen and ask you to re-enter your password. This is a security feature that
prevents someone else from making changes to your profile.
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When you log in you may be taken to a page with a list of people that you may know

based on who you identified as your employer. Choose “Skip this step”

anddoitata

later time. It is important to build your profile before you send invitations to connect
with people as that may be the only time your connections actually look at your profile.
You can then select people you know and have an invitation to connect sent to them.

Linked [}

6 Thanks foi confinming yeur #inai jobseekerjames@gmail.com

Step 4 of 6 | — |

Select poople you know and trust, and connect with them to stay in touch.

[ Salect AN 0 Sekected
|||||| [ AL B gy - 2
O Analyst O Postdoc
Cathy B Mlike #omee g b
0 Administrative Assistant O Merchant Marsiner
dohi e - Rick b
O none O Union President
Crystal e, CPA Staphen s
il Asgsistant State Auditor O Rest Area Attendant
Limila ey ) Isaac il
a Blood Bank Superdsor a Mational guard recruiter P

Al Connections)

You will then be logged in to LinkedIn and taken to the Welcome page.
begin building your profile, change your profile settings.
\

Before you

~

- N
Linked[[io ~coountmype easic

Home Profile Contacts Groups Jobs Inbox Companies News More ‘People' Search.

Do NOT try to sign

Add Connections

a Advanced

¥ Jamie Jobseeker

Sign Out

Adobe eLearning Suite 2.5: The complete toolbox for creating professional eLearni

in here! This is
asking for your Welcome, Jamie! See who you already know on Linkedin.
personal e-mail

password to find

Searching your email contacts is the easiest way to find people you already know on LinkedIn.

| Your email: |ediev @grnail.c
>

A

connections. You

‘e will not store your password or email anyone without your permizsion

can do this later.

Do you use Outlook, Apple Mail or another email application? Import your desktop email contacts.

f Share an update
el ‘_I\_l.\u_u_._l.
<,

& Attach a link

Linkedin Today See all headlines

Karl Lagerfeld Designs
Capsule Collection for Macy's

1 B

What Entrepreneurs Can Learn
from Borders' Demise

. E—

My Second 500 Favorites

People You May Know

Edie Training and x
Development Specialist
@ connect

See more »

Jobs You May Be Interested In detz

Account Executive
=
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From the settings page select Edit your public profile

Llnkedﬂa Account Type: Basic ~ Jamie Jobseeker  Add Connections
Home Profle Contacts Groups Jobs Inbox Companies News More People = m Advanced
.. Jamie Jobseeker B mmais 2 Frequently asked questions

"4  Member since: June 29, 2010 0 available Purchis= + Closing Your Account
PRIF* ™ =24 Change PAYMENT o + Managing your Groups
£ = INTRODUCTIgNS ? Submission and Moderation
ediewuiksuurce@gmail .com * View purchase history Queues

5 of 5 available Jpgrade

+ Changing, Adding or Removing

PASSWORD Change
Your Email Address

+ Invoices and Receipts of Biling
ACCOUNT TYPE: Basic GET MORE WHEN YOU UPGRADE! History
Compare account types * More communication options

+ Enhanced search tools =+ Updating Your Credit Card

Information

Upgrade
See all frequently asked questions
Q
gemn Profile PRIVACY CONTROLS SETTINGS You are using the new settings
) . . ) § page.
Turn on/off your activity broadcasts Manage yofr Twitter settings Send us feedback
g Email Preferences Select who can see your activity feed HELPFUL L‘ ks
y
- Select what others see when youve viewed ~ Edityour name, location & industry »
ih Groups, Companies & their profile
Applications
PP Select who can see your connections
U Account Change your profile photo & visibility »

On the next screen that opens change your Profile Content to Make my public profile
visible to no one by selecting the radio button. This will prevent your LinkedIn profile
from showing up in online searches outside of LinkedIn, such as through Google. Once
your profile is set up you can go back and change it to visible.

.
Llnkedﬂa Account Type: Basic * lamie Jobsesker Add Connections
Ho Profile  Cpntacts Groups Jobs Inbox Companies News More People ~ |Search.. E Advanced
Publi « Go back to Settings

Your public profile URL

Jamie, take sontrol of how you appear in public search resulis.

Your current URL
. . L http:/fwww_linkedin.com/publ/jamie-jobseeker/22/7a0/b39
G Your Link&gin Public Profile is visible to no one. Customize your public profile URL * View your public profile

Click here to m3ke your public profile visible to everyone.

Profile Badges
Create a profile badge to promote your profile like this:

“iew my profile on Linked [

Customize Your Public Profile

Contral how you appear when people search far you on
Google, Yahoo!, Bing, etc.

Profile Content
i@ Make my public profile visible to no one

' Make my public profile visible to everyone
[J Basics

Name, industry, location, number of recommendations
O Picture
[ Headline
[ Current Positions
[T interested In

\
Now you can select the Profile link to set up your profile.
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That will take you to the “Edit My Profile” screen where you can start adding your
information by clicking on the blue edit links. On the right side of the screen it will tell
you how complete your profile is by percentage.

.
Llﬂkedﬁa Account Type: Basic | Upgrade ¥ Jamie Jobzeeker Add Connections

Home Profile Contacts Groups Jobs Inbox Companies MNews More People ~ Egd-.-anced

Director of Business Dev - Deliver cutting edge innovation & technologies for large events. Apply Now - From AV Concepts

i Improve your Profile Wiew profile
Jamie Jobseeker e
Independent Beauty Consultant at Mary Kay

—~ Cosmetics
Greater Seattle Area | Cosmetics

Ask for recommendations
Create your profile in another language

to

e 1 75% profile completeness

Post an update

Complete your profile quickly

Current  Independent Beauty Consultant at Mary Kay Cosmetics Edit 5 Import your résumé to build a complete profile in
+ &dd & currert posttion minutes

Past  Retail SuperisorManager at Harvey's Retail
Education  Shareline Community Callege Profile Completion Tips [why do this?)
Recommendations  + &zk for a recommendation % Add another position (+5%)

Connections  + Add connections . S ror
% Describe your current pasition (+5%)

Weises  cadlondel & Add your skills & expertise (+5%)
Tl ofea el ceean] & Add connections (+10%)
Public Profile  + Publish your puklic profie

&

- o — L cannooni-ccncoco

Build your profile before you send invitations to connect with people as that may be the
only time your connections actually look at your profile. A “blank” one doesn’t do
anything for you and actually may work against you. You wouldn’t want to send out your
resume with just your name and job title on it. According to LinkedIn, complete profiles
are 40 times more likely to receive opportunities through their site. Set up your profile as
completely as possible to get the most out of it, but don’t let “perfectionism” get the best
of you either and keep you from starting to connect.

A 100% “complete” profile includes:
e Your industry and location by zip code.

e Your current position with a description — Don’t just copy and paste from your
resume. Briefly describe your company and your position. Use clear, succinct
phrases.

e Two past positions — Listing past employers not only gives a clear picture of your
experience, it also enables you to find additional connections

e Education — List all education and achievements to give a complete history and
to increase connections.
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e Your skills and expertise; minimum of three — These are searchable, so use
keywords from your industry for search engine optimization.

e Your picture — Photos help personalize and bring recognition. It is optional,
however, and there are personal reasons not to have a picture. Some people
have preferred to put a graphic or avatar, which will then give you a “complete”
profile. You may also choose who can view your picture; connections, network,
or public.

e At least 50 connections — This is what networking is all about.
There are other items that you may include in your profile to make it stronger.

e Profile summary — Think of this as your “elevator pitch” or “30-second
commercial”. Use it to engage readers and capture attention. The more
meaningful it is, the more time readers will spend.

¢ Recommendations from connections - These are vitally important as they are
your online references. Some recruiters suggest having at least 15.
Recommending other people is also a great way to get your name out to their
connections. However, be careful not to just have the same number of
recommendations as the number of people that you recommend. It will appear
that it was only done to return a favor. Also, have recommendations from a
variety of sources; e.g., co-workers from current and past jobs, customers, etc.

e Status message — Share professional updates. It catches attention and shows
that you are active.

e Public profile — What is seen by users not signed in to LinkedIn. Make sure that
you change the URL to a personalized one with your name, not just the default.
For example, http://www.linkedin.com/in/jamiejobseeker, instead of
http://www.linkedin.com/pub/jamie-jobseeker/22/7a0/b39.

e Additional information —

o Websites — Link to personal blog, company website. You can use LinkedIn
applications such as WordPress to show your blog posts.

o Interests — What you enjoy doing, learning.

o Groups and Associations — Professional organizations or LinkedIn groups
you are part of. A great way to build connections.

o Honors and Awards

e Contact settings — What type of messages you will accept, opportunity
preferences, and advice to users considering contacting you.

(return to table of contents)
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LinkedIn Skills & Expertise

A relatively new feature that LinkedIn has added to profile set up is Skills. This allows
you to add specific skills to your profile that become keywords and improve search
options.

From the LinkedIn Help Center:

What is LinkedIn Skills?
Last Updated: 02/28/2011

The Skills page is found under the More menu at the top of your home page.

LinkedIn Skills helps you discover the expertise that other professionals have and
see how the demand for these skills is changing over time. The information we show
is based on data LinkedIln members enter on their profiles.

Search for a skill or expertise on the Skills page to see:

« Related skills.

« Professionals with that skill.

e Groups that focus on that skill.

« Relative growth and size.

« Related companies where that skill is common.
o Current jobs posted for that skKill.

« Related locations.

e An option to add that skill to your profile.

You can also add a skill to the Skills section of your profile from the Edit Profile
page.

.
Llﬂked ﬁa Account Type: Basic T Edie Schumacher  Add Connections

Home Profle Contacts Groups Jobs Inbox EE] Companies MNews More People - E;.d.-an:sd

Skills & Expertise

Staying ahead of the curve has never been this easy

Discover the skills wou need to succeed. Learn what you need to
know frorm the thousands of hot, up-and-caming skills we're tracking.

Search

Discover world-class professionals and related skills in tens of thousands of fields.

iPhone aso

Top Cities: San Francisco, CA; Cupertino, CA; Palo Alto, CA; San Jose, CA; Mountain View, CA
Related Skills

@ Objective-C Blackberry RIM

11
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Type in the skill that you have and click on Search. When you type the system will start
giving you suggestions of skills. If you see the skill that you are looking for, you can
select it from the list and the search will start immediately. If there is a match it will
display a screen like the one below for Resume Writing.

L ]

Related Skills
Caover Letters
Interview Preparation
Job Search Strategies
Interview Coaching
Job Search
Mock Interviews
Career Exploration
Interview Prep
Career Assessment
Strong Interest Inventory
MNetworking Strategies
Career Advising
Career Senices
Career Transitions
Career Counseling

Self Assessment

Home Profle Contacts Groups Jobs Inbox [E] Companies News Mare | People = |Search a Advanced
Skills & Expertise ##%# > Resume Writing
ﬁshare —
Search Skills & Expertise Resume W”t'ng AT%

Primary Industry: Staffing and Recruiting

A résumeé is a document that contains a summary of relevant job
experience and education. The résumé is typically the first item
that a potential employer encounters regarding the job seeker and
15 typically used to screen applicants, often followed by an
interview, when seeking employment. The résumé is comparable to
a curriculum vitae in many countries, ..

Add Skill

Editfour Skills

Resume Writing Professionals
Neha Chopra

HR Executive at Ericsson

Rick Helliwell
u Vice President - Corporate Leadership & Talent Management at

Relative Growth | Size | Age
Joh Search St _
Cover Letters _
Interview Coa.. _
Interview Pre —

Resume Wiriting -

0% B 12 18 24 30

Related Companies

a Right Management

Management Consulting, Greater
Philadelphia Area

Follows

Send Feedhack

Bernhart Associates
reane  EXecutive Search, LLC

Marketing and Advertising, Rochester,
Minnesota Area

Follows
LEE HECHT Lee Hecht Harrison
WaRR an
2 ....m.‘._. Professional Training & Coaching,

Greater New York City Area

Information about the skill will display including the primary industry that the skill is from,
a short description of the skill, a link to Wikipedia for more information, professionals on
LinkedIn with the skill, relative growth chart, and related companies. There is also a list

of related skills on the left side that you can click into to display a screen with the details
about that skill.

Select Add Skill (the blue box) to add the skill to your profile. There is a Skills section
on your profile page where the skill will be displayed (see example below).

Training Delivery Training Course Development Workshop Delivery

Metworking Strategies Group Dynamics Large Group Facilitation

Job Search Strategies Training & Development Resume Writing

ERELE L x ALY

12
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You can also add skills from the Edit Profile view. After selecting Edit Profile from the
Profile drop down menu, go to the Skills section. On the right side is +Add a skill which
you may select. You may also select Edit to take you to the same screen.

Edit

Training Delivery
Metworking Strategies
Job Search Strategies

Training Course Development

Group Dynamics

Training & Development

+ Add a =kil

Workshop Delivery

Large Group Facilitation

Below is an example of the screen that will display. You can add a new skill directly
from this page. It will give you suggestions like the Skills & Expertise page but it will not
take you to the screen with more information. It will immediately add it to your profile.
You can add skills exactly as you type them, unlike the Skills & Expertise page which
looks for a match in the system. You also have the option on this screen to add your
Proficiency level and Years of Experience. Click on the skill that you have added and
a pop up box will display with drop down options as in the example below. Proficiency
levels are Beginner, Intermediate, Advanced and Expert. Years of experience has
options of < 1 to 20+.

Edit Profile Wiew Profile

Edit Skills

Proficiency:
Expert hd

ears of Experience:
10 hd

“ou can add 42 more =kill(z) to your profile

Training Delivery ®x  Training Course Development x orkshop Delivery

Metworking Strategies X Group Dynamics ¥ Large Group Facilitation x

Job Search Strategies ®*  Training & Development x

or Cancel

Viewers of your profile can see this if they roll the mouse curser over your skill and a
pop up box displays.

Training Delivery Training Course Development Workshop Delivery \Vorkshop Deliverv a12.0%

Networking Strategies Group Dynamics Large Group Facilitation Primary Industry: Professional Training & Coaching

Job Search Strategies Training & Development

You are: Expert, 10 years experience

13
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(return to table of contents)

14
06/15/2012



Using LinkedIn for Job Search

Adding Connections

To increase your visibility and optimize the use of LinkedIn, you need to add
connections. The more connections that you have the more you will gain, and this will
increase the likelihood that you will be found by others. You can do this several ways.

e Webmail import — Allows you to connect to your web based email account, such
as Windows Live Hotmail, Yahoo!, Gmail, and AOL.

e Upload from your contacts file — Outlook, Act!, Lotus, Palm, or Mac Address.
¢ Find past or present colleagues and classmates

Simply click on the Add Connections link on the upper right corner of any page on
LinkedIn to find these options.

Once you have added connections, LinkedIn will start making suggestions of other
people who you may know. You can also look at their connections to see if you know
anyone, or ask to be introduced if it is someone who would be a positive connection.

LinkedIn shows three levels, or degrees, of connections.

1) Your Connections 178
Your trusted friends and colleagues
= Two degrees away
'\2,-, sy Friends of friends; each connected to one of your connections 34,300+
= Three degrees away
@% Reach these users through a friend and one of their friends 2,370,700+
Total users you can contact through an Introduction 2,405,200+

The more people that you have as first connections the more people who will be in your
network and allow for more connections.

Your Connections 553
Your trusted friends and colleagues

Two degrees away

Friends of friends; each connected to one of your connections 143,500+
Three degrees away
' Reach these users through a friend and one of their friends 6,084,000+
Total users you can contact through an Introduction 6,228,100+

(return to table of contents)
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Job Search

LinkedIn lets you to do job search directly from the site. You can start by using the basic
job search. After signing in you can go to “Jobs” from any page. Type in a keyword
relating to the job you want to locate.

Jobs Home

Basic Account: Upgrade

Linked ([

Home  Profile

My Jobs  Saved Searches

Contacts  Group

Jobs

Advanced Search

0x (3}

More...

Welcome, Edie Schumacher - Add Conneetions - Seftings - Help - Sign Out

Jobs -

Learn how to get hired faster with Linkedin's Job Seeker YWebinar, hosted by Lindsey Pollak

Search for Jobs
Keyworids:

Jobs you may be interested in

Jab Tille, Keywords, or Company Name:

Achvanced

See more »

Google - California , Mountain View

Training and Development Specialist

Emenm g ; ; E3
SunGard Availability Services - Wayne, PA

@uwsict Training Specialist x
Mawiance - Washington D.C. Metro Area

e Curriculum Developer, Fo.rce.com x
8 Salesforce.com - San Francisco, CA

L Sr, Training & Development Spec. x
Transametica - Greater Los Angeles Area

Google  Enterprise Technical Trainer/Curriculum Developer - Mountain View 5

Employers: Post a Job Mai

LinkedIn Premium [J

Be the CEO of your future

* new Get noticed with a
Job Seeker Badge

= Stand out as a "Featured Applicant”

= Directly contact hiring managers
with InMail

Who's viewed my profile

4 The number of people who viewed your profile

10 The number of times you appeared in search

results

m Advanced

nage Jobs

@

ASE

It will take you to a list of jobs nationwide. You can refine your search by filling in fields
on the left, particularly the Location and Postal Code, within a certain distance.

Johs Home

Basic Account: Upgrads

My Jobs  Advanced Search

Joh Search

Keywords:

Job Title:

Company

Location

Postal Code:

hurman resources —

Countr

United States b
I
Within:

D Keep refine selections

Sort by: Relevance =

Linkedﬁ@ Home Profile Contacts Groups Jobs Inbox

Mo

re...

Human Resources Director
IInited BioSource Corporation - Bethesda, MD or Lexington, MA - Jul 1, 2010
b Find people in your network at United BioSource Corporation

Welcome, Jamie Jobseeker Add Connections  Seftinus  Help Sian Out

Jobs ~ human resources

921 resufls

2010

Vice President of Human Resources (Chief HR Officer)
“leading multi-site manufacturing company” - Retained Search by Gilbert Tweed
International - South Central Region USA / medium-sized metro area - Jun 19,

b Find people in your netwark at "leading multi-site manufacturing company” -
Retained Search by Gilbert Tweed International

Manager, Human Resources
e Condgra Foods - Naperille, IL - Jul 1, 2010
b Find people in your netwark at Condgra Foods

VP of Human Resources
Diesign YWithin Reach - Samford, CT/ Mew York City Area - Jun 28, 2010
b Find people in your netwark at Design Within Reach

Showr less..

Human Resources Director
WorkingBuildings, LLC - United States - Jul 1, 2010
b Find people in your netwark at WaorkingBuildings, LLC

Vice President of Human Resources

ﬂ Addvanced

Fost a Job

Linked[{.

Stand out
from the
crowd

Get hired faster
with Job Seeker
Premium

Get started

AR
S
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A powerful tool that LinkedIn offers is the ability to Advance Search the database for

information.

Below is a list of jobs that came up when | searched for “human resources” jobs. If you
want to get more specific and refine your search results, click on the “Advanced” link.

Basic Accournt: Upgrads

Linkﬂdﬁg Home Profile Contacts Groups Jobs Inbox More...

Wa\comWﬂions Seftings Help Sign Out

Jobs - human resources

Jobs Home My Jobs

Advanced Search

Job Search

Keywiords:

human resources
Job Title

Company

Location

Located in or near: b

Countr
United States b
Postal Code:

Lookup

D Keep refine selections

Search

Refine By

Show less...

321 resulis

Sort by: Relevance ~

wusc_  Human Resources Director
. United BioZource Corporation - Bethesda, MD or Lexington, MA - Jul 1, 2010
Find people in your network at United BioSource Corporation
Vice President of Human Resources (Chief HR Officer)
“leading rmulti-site manufacturing company” - Retained Search by Gilbert Tweed
International - South Central Region USA / medium-sized metro area - Jun 19,
2010
Find people in your network at "leading rulti-site manufacturing cormpany” -
Retained Search by Gilbert Tweed Intermnational
ConAga - Manager, Human Resources
QoSS onagra Foods - Napenille, IL - Jul 1, 2010

Find people in your network at ConAgra Foods

VP of Human Resources
Design YWithin Reach - Samford, CT/ New York City Area - Jun 28, 2010
Find people in your network at Design Within Reach

Human Resources Director
WyorkingBuildings, LLE - United States - Jul 1, 2010
Find people in your network at WorkingBuildings, LLC

Vice President of Human Resources

E Achvanced

Post a.Job

Linked .

Stand out
from the
crowd

Get hired faster
with Job Seeker
Premium

Get started

P

.

Now you can enter any information you want to help narrow down your search results.
You can choose from Functions, Experience, Industries and Date Posted.

Linked » Acoount Type: Basko | Upgrads - Jamk Jopsesker  Add Connsctions
Home Profile Contscts Groups  Jobs  Inbox  Companies  News  More Jobs = | Search ﬂ Aoanesd
Jobs Home Saved Jobs Saved Searches | Advanced Search

Keywords: | | Job Title: | |

Losaton: Gonpany: | |

Country: [unes sies ~
Postal Code: [ |oous
Within

Functions: Al Job Functions. = Date Posted Ay Time:
[ Accounting!Audiing
[ amiizraie
O asenishg
[ Aty ~

Experience: Ay el ~ Salary [USD):
O zm=cine
[ oirector |3
O wg-semior el
[ associz -

Industries: prT——— -
O Accourting
[ Airines Autztion
[ amerztve Dizpuiz Resoltkn
[ Amzmatie Medkine = i PaySeale |7
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Using LinkedIn for Job Search

If there are no jobs listed on LinkedIn which fit your criteria your search may show
results from the Simply Hired website:

|

-

Basic Account: Upgrade

Jobs Home My Johs

Joh Search

Keywaords:

Job Title:

Linkﬂdﬁ® Home  Profile

Welcame, Jamie Jobseeker Add Connections Settings Help Sign Ot

Contacts  Groups Jobs Inbox More... Jobs ~

Agvanced Search

hurnan resources ‘

A resuts [ Go back to Linkedin resutts |

Principal Human Resources Generalist
Liberty Mutual - Seattle, WA - Jun 12, 2010
See who at Liberty Mutual can help you get this job.

Location:

Located in or near:

Postal Code:

98155 Lookup|

dobs by simply

Customer Care Center Manager
Fluke - Everett, WA - Jun 23, 2010
See who at Fluke can help you get this job

Aerospace Engineer - Structures(Project Manager)
Federal Aviation Administration - Renton, WA - Jun 29, 2010
See who at Federal Avistion Administration can help you get this job.

HR Sr Manager or Director
Methdation Wireless - Seattle, WA - Jul 1, 2010
See who at NetiMotion Wireless can help you get this job

Aerospace Engineer-Avionics and Software(Project Manager)
Federal Aviation Administration - Renton, WA - Jun 29, 2010
See who at Federal Avistion Administration can help you get this job.

Aerospace Engineer-Flight Test (Project Manager)
Federal Aviation Administration - Renton, WA, - Jun 29, 2010

See who at Federal Aviation Administration can help you get lh\sp?\

Aerospace Engineer-Cabin Safety & Environmental Systems({Project

(Y] 1

Linked[T3.

Stand out
from the
crowd

Get hired faster
with Job Seeker
Premium.

Get started

£ 5
& S
‘;ﬁ-V

ﬂ Achvanced

Fost a Job

To see more information about any job, including how to apply, click on the blue lettered

job title listed.

If you know someone who is connected to that company you will want to contact them
first. In the next section, Company Research, we will cover how to ask for introductions

to someone who works at the company which listed the job through LinkedIn.

(return to table of contents)
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Using LinkedIn for Job Search

Company Research

Before applying for any position you should research the company. To search LinkedIn
for companies go to the upper right corner of the page drop down menu next to the
advanced box, change the drop down to Companies, and type in the name of the

company that you want to research.
x Companies News More People ~ E Advanced
People
sult w/ TOP-rated law firms. Don't st. Sign up now
Updates = Edie Schumacher  Add Connections
Jobs

People You M

T Eliza| . e
\nnswers ill make your trainin
© co
Inbox
Groups —|

Companies ~ | Starbucks|

rogram mare successiul

People You May Know

Turn off suggestions

Ads by Linkedin Members

Twitter!

Wildfire Is Huge: First Stats In

When you find the company you're looking for, you will get a page that gives you
information about the company. There will also be a list of any first and second
connections you have, as well as all other employees that have LinkedIn accounts.

Companies » Starbucks

Overview = Careers

®

Your Network (259)

award-winning coffee. We

... more

Jim

By bringing people together over coffee. Starbucks has become one of the
world's best-known and best-loved companies. We purchase, roast and serve

also offer Italian-style espresso beverages, cold

blended beverages, delicious food, premium teas and selected compact discs

Your College Alumni (680)

Sr. Business Analyst
Greater Seattle Area

Barista

Michgel Greater

£

Seattle Area

How are you connected? (1 shared connection)

Kirk

How are you connected?
2nd

sr T Project Manager
Greater Seattle Area

(1 shared connection)

Starbucks has 95,243 followers

Follow Company

Share

How you're connected to Starbucks

1 First degree connection

258 Second degree connections

22,113 Employees on Linkedin

Check out insightful statistics about
Starbucks employees »

Learn more about working at
Starbucks
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Using LinkedIn for Job Search

If you have a first degree connection, you may want to contact that person to inquire
about possible positions and let them know more about yourself and your goals. Tailor
your contact with that person depending on your relationship. If you know them well and
feel comfortable, it may be appropriate to be fairly upfront. If they are more of an
acquaintance, use discretion on how you approach them. Don’t go about it as asking for
a favor, but give more about what you can offer to their company. Use this same
approach when requesting an introduction to a second or third degree connection by
one of your first degree connections.

For example:

Hi John!

As you know | have been in the software industry for four years now and find
it a challenging and rewarding occupation. | am always on the lookout for new
opportunities, however, and recently came across a position at New Egg for a
software developer.

| see that you are connected to Joe Smith at New Egg. | would like to talk to
Mr. Smith about the company to see if it would be a good fit for me, and me
for the company. Could you please forward this request to Mr. Smith for me?
I know that you are busy but | would be greatly appreciative of your
assistance and willing to return the favor if ever needed.

Thank you for your consideration. Let’s get together for coffee soon, my treat!

Be aware! Whatever you write will be forwarded to the second (and third if applicable)
connection so make sure that it is appropriate!

You can look at recently posted jobs for that company by selecting the Careers tab.
Select the job to get a detailed description and a link to apply on the company website.

Linked [ accourt Type Bcic < Ede Schumacher  AddC.

Home Profle Contacts  Groups Jobs  Inbox [@]  Companies Mare Companies + u

Compariies %%t > Starbucks Coffee Company

Ovenview | Careers

Re¢enrly posted jobs at Starbucks Coffee Company Starbucks Coffee Company has 31,683
followers

supenvisor -Vork Roasting Plant, Statbucks Coffee Company
VkUSPAJ 32mw

tegory manager, tegic pricing, Starbucks Coffee Company
S attle, US WA - J 2 20m
Haw youte comnected to Starbucks Coffee

s development manager, CPG & Foadsenvice Finance, Starbucks Coflee Company Company
e, US-Wa- Jan 2, 2011
1 [= connection

164 B Employees in your network

cher Short Tem Assignment (February — June), Starbucks Coffee Company 14.034 Emplayees on Linkedin
010 ||l Check out insightful statistics aout

Starbu:ks Coffes Compary
on Valley Roasting Plant, Starbucks Goffee Company i

nd Construction Standards, Starbucks Coffee Company
29,2010

it or-Cars
USN\/ Bec 24 2010

ager - Glendale Heights Bloamingdale, IL area, Starbucks Caflee Corpany
S-IL - Dec 22, 2010

vict Man lothern Virginia, Starbucks Coflee Company
P US\/AD 21,2010

orporate development, Starbucks Coffee Company
S m s e 21,2010

ong lsland, NY (Nassau & Suffalk County), Starbucks Caffee Company
E mmwn e 20,2010

See alljobs
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Using LinkedIn for Job Search

Going into the company profile gives you the opportunity to check the “references” of
the company, current and former employees. You can look at employee’s profiles for
information that they provide about their own position, how long they have held the
position, what kind of turnover there is at the company, former employees, and who
may have had the position that you are applying for, or currently holds a similar position.

You may “follow” any companies that you are interested knowing about on a regular
basis. While on the company profile page choose Follow Company on the right side.

Starbucks has 95,243 followers

Follow Company Share

Select Settings from the drop down

Starbucks has 95,247 followers

ing v Share

Stop Following
Settings

d to Starbucks

Then select from the options shown:

I~ Change Following Settings x

| want to be notified when:
Promeotions

Employees Join, Leave, or Are Promoted
Which Employees

® i My Network 4

a =

O All Employees

New Jobs

New Job Opportunities
Company Profile

Company Profile Updates
| want to be notified by: ]
Network Updates

[+] Network Updates

Email
|| Emsil Digest o]
(Will affect all followed companies)

ancel Edit Privacy Settings

| | Starhiicka

This will keep you up to date about job postings and movement within the company.

(return to table of contents)
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Using LinkedIn for Job Search

Groups

Joining groups on LinkedIn allows you to connect and share with people who have a
common occupation, industry, interest or hobby. You gain tips and ideas from each
other through discussions. This can help expand your network from the people who are
already in your immediate circle, such as colleagues and former classmates, as you
form new relationships.

From LinkedIn:

LinkedIn Groups allow you to:
* Quickly discover the most popular discussions in your professional groups.

* Have an active part in determining the top discussions by liking and
commenting.

* Follow the most influential people in your groups by checking the Top
Influencers board or clicking their profile image to see all their group activity.

+ See both member-generated discussions and news in one setting.
« Easily browse previews of the last three comments in a discussion.

* Find interesting discussions by seeing who liked a discussion and how many
people commented.

From the Groups drop down menu you have four options: Your Groups, Groups You
May Like, Groups Directory, and Create a Group.

LinkEdﬁ@ Account Type: Basic | Upgrade

Home Profle Contacts | Groups | Jobs Inbox Companies News More People ~

Your Groups - Join Google Engage to deliver better results for your SMB cl

Groups You May Like

| Groups Directory People
T T

U‘&

“ L -
# Attach a link visible to: anyone ~ O Share

LinkedIn Today: See all Top Headlines for You

Create a Group

¢

Your Groups will take to a list of groups that you belong to, if any.

Groups You May Like will get a list of groups based on past positions, skills, other
groups that you have already joined, etc.

Groups Directory will take you a list of featured groups.
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To narrow your search, use the search box on the left of your screen. Enter a keyword
such as your occupation or job title. You may also choose connection level, category
and language.

When you find a group that interests you, you may either select the View or Join button
on the right or click on the blue group title to find out more about it.

.
L“'Ikedﬁa Account Type: Basic | Upgrade ¥ Jamie Jobzeeker  Add Connections

Home Profle Contacts Groups Jobs Inbox Companies MNews More Groups ~ E

E 1325448 results

Job Openings, Job Leads and Job Connections!
All LinkedIn members JDbS #1 LinkedIn Jobs, Career and Metworking Group: HR human resources recruiter
1st Connections (0 recruners executive executlves managers management consultants

and Connections (0 Very Active: 89,036 discussions this month - 854,334 members

3rd + Everyone Else (1325448

OoooxE

Linked:HR (#1 Human Resources Group)

All categories — ‘Linked:-7 Leadership CHRO professional management executive executives consultant
) - consultams coaching trammg HRIS SHRM ASTD corporate recruiter..
O Your groups (1 Very Active: 353 discuss s month - 678,690 members
[0 Groups You May Like (45
Open groups (438108 . .
S I'--12mhgers fmf i Linkedin Accounting [offician
: S B m Join the conversation with 500,000 other Accounting professionals. All contributions here
are moderated to keep tne conversatlon at a high...
All languages - Very Active: 56 discussions this month - 500,263 members
[0 English (1075508
[ Dutch s LinkedIn Residential Real Estate [offician
[0 Spanish (goz43 m Join the fully moderated conversation with 500,000 other Residential Real Estate
[0 Portuguese (33225 professionals. All contributions here are moderated to keep...
[ French (28579 1 discussion this month - 497,069 members

eMarketing Association Network
Marketing @ Largest marketing group with 437 000+ members. Managed by the eMarketing
Assuciation Assomatlon the world's \argestlntemet Marketing Assomatlon Focus...
Very Active: 11,269 discussions this month - 437,101 members
What conversation would
youl like to have? Sl Moo Moo L

Once you join a group what do you do next? Get active! Participate in group
discussions. That is the main power of groups. Find a discussion that you are interested
in and make comments. If you are a little unsure at first, or don’t know what to say, you
may simply “Like” a comment or discussion. Doing so will show activity on your profile (if
you have that allowed on your settings) as well as in the group. Participating in the
discussion gets your name in front of other group members, especially if it is insightful
or controversial. However, be wary of being too controversial! You want to be someone
whom others know, like, and trust, not someone to dislike and avoid!

You can also look at other activities from the group such as Promotions, Jobs, Search
and More by selecting the tabs at the top of the group page. Some groups have
networking events that you can participate in to actually meet people in person. If
available, it is usually beneficial. Just because you can network online don’t stop
networking in person as well!

(return to table of contents)
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Additional Learning Topics and Help

LinkedIn has a learning center that can help you with using your account. You can go
directly to the Learning Center with the following address: http://learn.linkedin.com/

You can access it from any page on LinkedIn from the drop down menu by selecting
“More” at the top of the page and then “Learning Center”. This is an excellent resource
to learn more about LinkedIn and how to use it.

= T
Hies More | People ~ ﬂ Advanced
Answers
[ery k Here
Learning Center
_____ Upgrade My Account People You May Know
| Wy Applications Dacia Emmel indzpendent Retail X
Reard List bl Professianal
eading List by Amazon © Connect
A — Robert Bamba Human Resource x
Faolls Consuttant at Washington State
. Employment Securty Department
Get Mare Applications @ Connect
ind B oo X
odical Device Sales Mike Dadey Director of Recruting x
and Staffing

There are step by step directions for several topics in the Resources list, as well as links
to specific topics. Customer Service will take you to a question and answer help page.

You can access Tools from the bottom of any page.

Help Center | About | Blog @ Careers Advertising @ Recruiting Solution Tools | Mobile | Developers | Pul

Linkedin Corporation @ 2012 | User Agreement | Privacy Policy | Copyright Policy end reeaback

This takes you to a page where you can choose to add several tools to your own
Outlook email and computer browser.

Choose one or all of LinkedIn’s productivity tools
Search, build your network, and manage your contacts, all fram the applications you use today.

|¢] Outlook Social Connector @P Browser Toolbar
Quickly and easily build your network using Outlook Quickly search and access LinkedIn anytime
Build your network from frequent contacts Quick search fram anywhere
Manage your Linkedin contacts in Outlook Direct access to Linkedin
Stay connected to your network See your inside connections at any hiring company
Learn mare Download it now Learn mare Download it now |

€4-bit version

Don’t see what you want? Try these other tools

il Si Customized signatures for your email. Supports

Email Signature g Y PP
g Outlook, Outlook Express, and Thunderbird koW
i Search LinkedIn anytime from your Mac
Mac Search Widget ! !
9 Dashboard. OS 10.4 (Tiger) required Soniceditngy

Google Toolbar Optimize your Google Tnf\har by installing the Domioediinen
Assistant Linkedin search button. Google Toolbar required
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Using LinkedIn for Job Search

Additional websites for help and information:

+ www.linkedinlabs.com Not accessible directly from LinkedIn, this site shows
projects and experimental features developed by LinkedIn employees that you
can use with LinkedIn. One of the most valuable items for job seekers is Resume
Builder which allows you to create a printable resume from your LinkedIn profile
with several formats to choose from.

+ www.how-to-really-use-linkedin.com A great website full of information and help
for using LinkedIn hosted by Jan Vermeiren and Bert Verdonck. You can
download a free digital copy of their book, How to Really Use LinkedIn, view free
webinars and more.

« www.careerenlightenment.com Website hosted by Joshua Waldman all about
using social media to get jobs.

(return to table of contents)
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