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B O N U S  R E S O U R C E  

The LinkedIn Profile 

Optimization Checklist 

A ready reference to turn your profile into an interview magnet 
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How to use this checklist 

Recruiters and hiring managers screen LinkedIn before they ever read your resume — and many never 
look at a resume at all. Work through each section below and tick the box once that item is genuinely 
done. Aim to complete every box; that is what moves your profile to LinkedIn’s “All-Star” status and 
makes you far easier to find in recruiter searches. Set aside about 60–90 minutes for a first full pass, then 
revisit before every job hunt. 

Before you start — three ground rules 

→ Optimize for the role you want next, not the one you have now. Mirror the language used in your 
target job descriptions. 

→ Every claim should be specific and, wherever possible, backed by a number, result, or outcome. 

→ Keep one browser tab on the live profile and one on this checklist so you can update as you go. 

1.  Profile Foundations — First Impressions 

The visual basics a recruiter judges in the first three seconds. 

☐ 

Professional profile photo 

Recent, well-lit headshot; face fills about 60% of the frame; plain or simple background; 
approachable expression. Profiles with photos get far more views. 

☐ 

Branded background banner 

Replace the default grey banner with an image that signals your field, a simple brand color, or a 
short value statement (1584 × 396 px works best). 

☐ 

Custom public URL 

Edit it to linkedin.com/in/yourname — clean, professional, and easy to add to your resume and 
email signature. 

☐ 

Accurate location and industry 

Set the location where you want to work (not necessarily where you live) so you appear in the right 
recruiter searches. 

☐ 
Pronouns and name pronunciation (optional) 

Adds a personal, polished touch and helps people address you correctly. 

☐ Contact info updated 
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Add a professional email and, if relevant, a portfolio, GitHub, or personal website link. 

2.  Headline & About Section 

Your headline follows you everywhere on LinkedIn. The About section is your pitch. 

Headline 

☐ 

Go beyond your job title 

Use the full ~220 characters: combine your role, key skills, and the value you deliver (e.g. “Data 
Analyst | SQL, Python & Power BI | Turning messy data into clear decisions”). 

☐ 
Include searchable keywords 

Add the exact terms recruiters type when hunting for someone like you. 

☐ 
Signal your target role 

If switching fields, name the role you want, not just the one you hold. 

About / Summary 

☐ 
Open with a strong hook 

The first two lines show before “…see more.” Lead with what you do and the value you bring. 

☐ 
Tell your professional story 

Who you are, what you specialize in, and what you are known for — written in first person. 

☐ 
Include measurable achievements 

Weave in 2–3 concrete results with numbers, percentages, or scale. 

☐ 
Add keywords naturally 

Repeat your most important skills and role terms without stuffing. 

☐ 
Keep it scannable 

Short paragraphs or a few line breaks beat one dense block of text. 

☐ 
End with a call to action 

Invite people to connect or reach out, and say how (“Open to roles in… / Reach me at…”). 

3.  Experience Section 

Where you prove the headline. Results over responsibilities. 

☐ 
List all relevant roles 

Include positions that support your target career path; trim or condense the unrelated ones. 

☐ 
Use clear, recognizable job titles 

Match standard industry titles recruiters search for rather than internal or quirky ones. 

☐ 
Lead each bullet with a strong action verb 

Built, Led, Launched, Reduced, Grew, Automated — not “Responsible for…” 

☐ Quantify achievements 
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Add numbers, %, $, time saved, or scale. “Cut reporting time 40%” beats “improved reporting.” 

☐ 
Focus on outcomes, not duties 

Show the impact and result, not just the task you performed. 

☐ 
Add media and links 

Attach projects, presentations, articles, or case studies to bring roles to life. 

☐ 
Keep formatting consistent 

Same tense, structure, and bullet style across every role. 

4.  Skills & Endorsements 

Skills feed LinkedIn’s search algorithm and recruiter filters. 

☐ 
Add up to 50 relevant skills 

Cover technical, tool-specific, and soft skills that match your target roles. 

☐ 
Pin your top 3 skills 

These appear most prominently — choose the ones most central to the job you want. 

☐ 
Match skills to target job descriptions 

Use the exact wording employers use so filters surface your profile. 

☐ 
Take LinkedIn Skill Assessments 

Passing earns a verified badge that builds credibility and can boost search ranking. 

☐ 
Gather genuine endorsements 

Endorse colleagues thoughtfully; many will reciprocate on the skills that matter. 

5.  Education, Certifications & Licenses 

☐ 
Add degrees and key coursework 

Include relevant modules, projects, or specializations — especially early-career or career-switchers. 

☐ 
List certifications and licenses 

Add the issuing organization, credential ID, and date; link to the verification page where possible. 

☐ 
Include courses and bootcamps 

Online programs and micro-credentials show ongoing learning and current skills. 

☐ 
Add honors and awards 

Scholarships, recognitions, and competition results all reinforce credibility. 

6.  Featured & Media 

A visual portfolio that lives right at the top of your profile. 

☐ Showcase your best work 
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Pin standout posts, articles, presentations, or external links to the Featured section. 

☐ 
Link to a portfolio or repository 

Personal site, GitHub, Behance, published work — whatever proves your skills directly. 

☐ 
Keep it current 

Refresh the Featured items so the strongest, most recent work shows first. 

7.  Recommendations 

Social proof from real people carries weight no self-description can. 

☐ 
Request 2–3+ recommendations 

Ask managers, peers, clients, or professors who can speak to specific strengths. 

☐ 
Personalize each request 

Suggest one or two things you’d love them to highlight — it makes saying yes easy. 

☐ 
Give recommendations too 

Writing thoughtful recommendations often prompts others to return the favor. 

8.  Job-Search Settings — Get Found 

The switches that put you in front of recruiters who are actively hiring. 

☐ 
Turn on “Open to Work” 

Choose “recruiters only” to stay discreet, or the public #OpenToWork frame for maximum visibility. 

☐ 
Set your job preferences 

Specify target titles, locations, remote/hybrid, start date, and job types. 

☐ 
Make your profile public and visible 

Confirm your profile shows in search and to people outside your network. 

☐ 
Set up job alerts 

Save searches for your target roles so new postings come to you. 

☐ 
Follow target companies 

You’ll see their openings early and warm up your familiarity with their content. 

9.  Networking & Engagement 

An active profile ranks higher and keeps you on recruiters’ radar. 

☐ 
Grow toward 500+ connections 

LinkedIn stops showing the exact count at 500, which signals an established network. 

☐ 
Personalize connection requests 

A one-line note on why you’re connecting dramatically lifts acceptance rates. 
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☐ 
Engage every week 

Comment thoughtfully, share useful content, or post once a week to stay visible. 

☐ 
Join and participate in relevant groups 

Industry groups expand reach and surface conversations worth joining. 

☐ 
Follow industry leaders and companies 

Keeps your feed relevant and gives you material to comment on intelligently. 

☐ 
Follow up after applying or interviewing 

A brief, polite message to recruiters or interviewers keeps you memorable. 

10.  Keyword & Search Optimization 

LinkedIn is a search engine. Help it match you to the right roles. 

☐ 
Pull keywords from 5–10 target job posts 

Note the skills, tools, and titles that repeat — those are your keywords. 

☐ 
Place keywords across the profile 

Headline, About, Experience, and Skills should all reflect your priority terms. 

☐ 
Use industry-standard terminology 

Favor the words recruiters actually search over internal jargon or acronyms. 

☐ 
Avoid keyword stuffing 

Keep it natural and readable — humans make the final call. 

11.  Final Polish — Pre-Launch Review 

☐ 
Proofread everything 

Spelling, grammar, and consistent verb tense across the whole profile. 

☐ 
Check every link 

Portfolio, Featured items, and contact links all open correctly. 

☐ 
Preview on mobile 

Most recruiters view profiles on a phone — confirm photo, banner, and text look right. 

☐ 
Confirm “All-Star” completeness 

Photo, headline, experience, skills, education, and summary all complete. 

☐ 
Refresh before each job hunt 

Re-tune keywords and the headline to match the specific roles you’re targeting now. 

 

Quick wins if you only have 15 minutes 

→ Rewrite your headline to include your target role plus two key skills. 
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→ Swap the default banner for a clean, on-brand image. 

→ Add or pin your top 3 skills and turn on “Open to Work” (recruiters only). 

→ Add one quantified achievement to your most recent role. 

 

You’ve got this. A sharp profile is the difference between being found and being missed. 
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