
How to Create a Great LinkedIn Profile 

And Stand out From the Crowd...
Did you know that over 8 people per minute are hired worldwide through LinkedIn.

LinkedIn is now 20 years old and is a trusted
source for both employers and recruiters.
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Step 1: Getting started

Having a LinkedIn profile is almost as 

important as a resume when it comes to 

applying for a job. 

LinkedIn has increasingly been used as a 
professional resume online. In fact, 
LinkedIn has its own resume creation 
function (more on that later.) Now in its 
20th year LinkedIn has more than 900 
million users worldwide in more than 200 
countries. In Australia alone, more than 14 
million people have a LinkedIn profile: 
that’s almost 75% of the working-age 
population. In short – you need one!

Nearly every industry uses LinkedIn to find 
and vet job candidates with over 70% of 
recruiters using the site, but more 
importantly, 67% of recruiters say that 
LinkedIn-hired Professionals are of a higher 
quality.

In this guide, we will walk you through the 
elements you need to include to create a 
LinkedIn profile that presents you in the  
best possible light to future employees. We 
will use the profile of Tricia Velthuizen, 
Churchill Education’s co-founder as an  
example.

LinkedIn is designed to be easily editable 
so keep your eye out for the edit logo  
which is a pencil in a circle. Clicking on this 
allows you to edit each section and will 
also give you other drop-down options.
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Step 1.1 - Photo

Adding a photo will make you 21 times more�
likely to get noticed.	Photo tips - 

• Smile!
• Professional presentation
• Proper setting and lighting
• Quality image not blurry
• Engaging photo if possible
• No sunglasses

Step 1.2 - Headline

This is what appears directly under your name 
and is the most important real estate on your 
profile. Ensure that this is about your skills not 
just your job title or industry specific initials. 
Use keywords that potential employers may be 
searching for. 

If you have a difficult name to pronounce there 
is now even a voice tag that you can record the 
correct pronunciation in your own voice.

Step 1.3 - Contact details

Make sure you include contact details so that 
recruiters know how to get in touch – 
email, mobile or website if you have one.

Also, LinkedIn now has a                 feature. This 
allows you to openly share that you Are 
looking for work or just share with Recruiters. 

Professionals w
ith a photo on

their profile 
are 21 times more

likely to be v
iewed in gene

ral

2023 Version

marketingteam
Line

marketingteam
Line

marketingteam
Line



WWW.CHURCHILLEDUCATION.EDU.AU

Step 2: About
The first four lines of your About section 
is the second most important piece of 
real estate on your profile. This is the 
visible section before someone has to 
click the ‘see more’ button. 

Your summary is integral to your 
professional brand. It’s where you can 
present the whole you – not just your 
work experience or education. 

• Always write in the first person.

• Outline clearly what you have to offer to
your potential audience.

• Ensure it aligns with your purpose (e.g.
new job, promotion, transition, building a
network of new connections)

• Use keywords (specific words that will
show up in searches)

• Keep paragraphs short to increase
readability.

• Share some personal insights into who
you are and the type of person that you
would bring to a new employer.

• Think of this section as your personal
‘sales pitch’ to potential employers. The
more authentic the better.
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Step 3: Experience & Education
Step 3.1: Experience

• Provide full details for your last 10 years of experience.
• Use the Company name autofill section to ensure that
you get the correct company/division. This will make
sure that the logo of the business is included. (Make
sure to turn off the Notify Network option when you are
editing this section.)
• Ensure that you not only mention your roles but break
down what you did and how this would apply to a
potential employer.
• Where possible, include some images or achievements
from each of these roles. Look for some good examples
or projects.
• Make sure to add any relevant skills in the editing
section.
• Remember to fill in as many of the edit sections as
possible to ensure that you are giving a complete picture
of your experience and skills.
• Take your time to fill out all sections. You may want to
revisit/revise them a few times before you feel that its
complete and a true representation of who you are.

Step 3.2: Education
• List your qualifications in reverse chronological order.

• Ensure that you provide details about each course but
also how you have used that in your field. This is where
qualifications gained through Recognition of Prior
Learning (RPL) are extremely helpful as they provide
evidence of real-world usage of your skills.

• Make sure that you have selected the correct provider
from the School* autofill section. (*School on LinkedIn
means any formal educator from university through to
Registered Training Organizations)

• We recommend adding your top 5 skills for each one.
This is in the edit section when you are adding the
School.
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“Members with at least one past 
position listed on their profile are 
12 times more likely to be viewed 
for potential opportunities 
through LinkedIn.” 

“People with at least one 
education listed are seven times 
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Step 4.1: Build your resume
LinkedIn is all about helping people connect 
professionally and to build careers. That’s why this 
function is so important if you are trying to stand out in 
your career progression or transition.

Click the    button then click ‘Save to PDF’ or ‘Build a 
resume’ in the drop-down menu.

Here’s what makes this such a great feature on LinkedIn. 
‘Save to PDF’ will create and download a basic overview 
of you and your profile. 

If you click ‘Build a resume’ then click ‘Create from profile’ 
this will use the detailed information in your profile 
(experience & education etc) to generate a PDF version of 
your resume.

That’s why it’s important to provide as much information 
as possible when filling out these sections. The better 
you are at your descriptions, the better your resume will 
look to potential employers.

You also have the option of uploading your own resume 
into your profile if you have already made one.

How to Create a Great LinkedIn Profile: STEP 4

“Listing 5 or more skills will get 
you 17 times more views.” 
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Step 4.2: Continue to build your profile
There are so many sections to complete that it is 
important to remember to not get overwhelmed trying to 
do it all. Make it a regular process to keep adding to your 
profile.
Complete the following sections where possible.
• Licenses & certifications
• Volunteering
• Skills
• Recommendations
• Courses
• Honors & awards
• Languages
• Organizations
• Causes
• Interests

Build your o
wn

resume here
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