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Preface

The Job Seeker's Guide to Online Networking and Using
Linked (]3]

This guide was originally written for the Professional Services Group of Dowehidllis supported by and
affiliated with The New Jersey Department of Labor. If you are unemglioyew Jersey, look up the PSG
state network for a site near you. You are also welcome to attend the weekly meeting for PSG Dover on
Wednesdays at 9:00m which includesnformation and guest speakers about the job hunting process.

If you want to partigpate in thePSGlasses and volunteer programplease ca®73-361-1034 to reserve a
place at one of the group's orientation meetings, at 1F80on Wednesdays (space is limited). All classes are at
the: Dover OneStopCareer Centerl07 Bassett HwyDower, NJ 07801

Currently the Morris Count¢areer Networkformed by PSG members, meets on the second and fourth
Mondays of the month at 9:00 AM at St. Peter's Episcopal Cht@diaple Are., Morristown, NJ 07960, the
church'sphone: (973) 538555 Althoudh the meetings are for professionals seeknew posibns,we also
invite HR profesionalscounselorsand other interested people. If you want to check on the next session,
please calPSG a973-361-1034.

About Andrew Brandt

Andrew Brandhelps nonprdits meet their mission by organizing their fundraising and
' ' \ improving their communicationgde has experience in annual fund drives, special event
=Y ﬁ—.

management, grant writing, database design and maintenance, donor communications,

I:I )
4 Fz@ newsletter creation, prinprojects, ad sales, writing and editing, and working with printers.

In addition to beinga professional nonprofit fundraisend administratorhe is currentlyan
instructor at PS&over. His previous career was as a professional bassoonist. He fouredgatiyue Artists
of Shreveporin Louisianawas principal bassoonist with the Shreveport Symphony Orchestdaywas
president of the Regional Orchestra Players' Association, a national labor group for orchestra musicians. He has
also served fundraisingnd administrative positions with the JacksdminesseeSymphony Orchestra and
the Long Bay Symphon$duth CarolinaHe also taught at Centenary College of Louisiana and Northwestern
State University in Natchitoches, L®ee hid.inkedInprofile at: http://www.linkedin.com/in/andybrandtl

If you like this presentation, send an invitation to Andrew Brandt on LinkedIn and write him a good
recommendation. If you have additions, suggestions or correstimmob offers,please email him at
andybrandt531@yahoo.conif you want to share this book with your friends and fellow-faimters,first
email himfor the latest editionpr even better, have them emdilim directly, introduce themselvesay how
they heard about the booland ask for a free copy.

Thanks to all who have made suggestitarsveb sitesto listand improvements to this texiThis book is
dedicated to you and to job seeker's around the globe.


http://www.linkedin.com/in/andybrandt1
mailto:andybrandt531@yahoo.com
http://www.linkedin.com/?trk=hb_logo

Chapter One

Online Networking and Setting Goals

What is Online Networking?

Online networking, or Internet 2.0, or internsbcialnetworking all refer to using resources on the Internet to

help youconnect with otherswvhile looking for a job oto enhance your job activitiesr just to connect with

friends Particularly, it involves using one or more of gaial networking site6.e. Facebook or LinkedIn) to

make contacts. You can use those sites (and many others) to create an online presence so potential employers
and others can find you and learn necabout you. After establishingrourself ona social networking site, you

may alsayo on to create an online résumérite a blog,usecontact management sitesreateonline videg,

participate indiscussion groupsweet on Twitter, create your own welpageanduseother resources to make it

easy for potential employers to find you online.

What is a social networking site?

A social networking stis a large welbased businesshich allows you to contact others of like mind to

socialize. Some networkirgites were started by university studentginlyfor social purposes and have since
added business networking tools to their si@ther social networking sites, such as LinkedIn, began with
business networking tools as the main focus, and have addedoympgint, news, and social networking todds

their business. Many people on LinkedIn prefer not to use the term "social networking site" to define the service
(preferring to use "business networkingut others use thexpression

Why should | network oline?

Ellen Sautter an®iane Cromptorin Seven Days to Online Networkighgdianapolis: JIST Works ©2008) say
"It's about relationship Building

Everybody Wins

It's 24/7 networking.It works for you day and night.

1 It's a screening toolBy readhg profiles, welblios or reading contribution$o blogs and discussions, you
can evaluate whether "someone's knowledge, experience, and style are compatible with the goals you have
for your network."

1 It gives unprecedented access with the utmost convemée.You carhaveseveral networkingessionsn a

single daymaking it possible to meet hundreds or thousands of people in a much shorter time than live

networking

It's less threatening or intimidating.For many peoplét's a less scary way to meet people for the fiiste.

It lets you show off your technical skills and appear tech savvy.

It gives you a wide platform for communicating who you are.

It's a way to build your credibility.

It levels the playing fieldPeoplewith disabilities mobility problemsor speech impedimentsan network

with ease andvithout regard to personal appearance.

f It's a springboard to offline meetings, appointments, and relationships.

=
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What is the downsidgo online networking?
! You have to watch how you spend your time.

1 Online networking can be a major tineater, so set limits.
1 "Online networking is not a substitute for getting out of the hous®ffice and attending networking
events, meeting peopléor lunch or coffee, or picking up the phone to haviéeva conversation.”

Of special interest to HR recruiters (and therefore, togebkerg, Ellen Sautter an®iane Cromptorfagain, in
Seven Days to Online Netwoiiralso note that there are many advantagesising services like LinkedIn for
HR recruitersincluding:

1

Accurate informationg profilesare generally updated much more quickly than other databases and
directories.

Access to passive candidateRRecruiterscan research profiles of people who are not ety actively
looking for workbut may have skills they are seeking. (In turn, employees can keep their info "out there"
without upsettingtheir supervisors This is very important in today's economy.

Access to hardo-find candidatesc Beforeonline networks, it was difficult faiecruiters to findthose
mid-level enployeeswho didn't show up ircompanydirectories.

Candidate evaluatiorg profilesare opportunities to see how potential candidates present themselves
in writing.

Reference checking capabilityLinkedIns Recommendationsre a quek way to check some
referencesfinding other colleaguew interviewis also easielOther internet resourcesalsomakeit

easier to find ifo about candidateand see if what they are saying or writing is true.

By offering services specifically farsiness andecruiters, Linkedlishrewdlymadetheir servicgpopular with
HRprofessimals. This, in turn, makes Linkedin more attige to job seekers, whidhen attracts more
recruiters, and so on. That is part tietreason why Linkedhms becomefor many, the most important web
resource for finding candidates ajmbs

Page2
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What canl expect from my networkingand other online services

First, set your objdovesor targetsfor networking in generigaand your job hunt in particulagnline and off.

Advice

Research

JobListings

People

Getadvice ondefining your
career objectivesind
narrowing your job search
to a manageable size

Gather info about
occupations and industries

Corporate welsites

to target

Regional job sites (multi
state, state, regional, city)

Evaluate suggestions on
general types of employers
or recruiters to targetand
names of specific
organizations or search
firms to approach

Research people: CEQ's, H
professionals, current and
former employees of a
business you are targeting

Specializedareer sites for
your industry or jobtitle

Live networking allows you
to connect with a few
people at a time; online
networking allows you to
connect withor get noticed
by, potentially, thousands
of people

Get marketing dvice to set
up Me, Inc ¢ learn how to

be noiced as a professiong
resource

Learn how to present
yourself in writingfor:

Learn how to survive while
unemployed. Research
unemployment benefits,
temp work temp agencies,
state benefitsfind
babysitters, counsellors
and other help

Web-based classifieds
(Craig's List, professional
societies)

Find

Gounsellors,

HR professionals,
Soecialists in your field

résumes, cover letters, biz
cards, online profiles, etc.

Research volunteer groups
available to help (such as
PSG), networking groups,
job hunting clubs

Learn how to present
yourself in persotfor:
interviews, meetings,
presentations, networking
forums

Find names, addresses,
email addressesndweb
sites for job applications

Newspapeibased
classifiedstocaland
national, (i.e. CareerBuilde
Monster, Washington Post,

Find Role Models and
Educators

New York Times papers,
Chronicles of Plahthropy
& Higher Educatioretc)

Get introductions and make
connectionsonline

Get direct leads

Get advice orhow to
evaluate and negotiat@b
offers

Use online wage research
and cost of living tools

Find books, blogs, web
sites and atttend web
conferencedo learn more
about job hunting and
career advancement

Research the corporate
culture, strengths and
weaknesses, hiring method
or other characteristics of
your target employers

AggregatorsSites which
collectopportunitiesfrom a
wide variety of sourcés
LinkedIn, Indeed,
Simplyhted, others (See
Chapter 1}

Helping others helps your
selfesteem which, in turn,
helps you in your job searc

Research and connect with
recruiters

Get emotional support
throughout the job hunt

TheJob Seeker's Guidler Online Networking and Using LinkedIn
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What can | do online after | find a job?

Online networking (just like regular netwanky) isimportantfor people in their career who are NOT job hunting,
too. Here are some potential goasddeasfor online networkingafter you landed the job

Advice and Research

Learn best pratces for your job and industry

People and Networking

Find mentors and role models

Learn how to innovate, be creative and improve
efficiency

Compare notes with professionals in similar roles in
your industry

Keep upto-date on advances in your industayd job
category. Become more savvy and improve your valu
your employer

Find professional networking groups and keeptop
date on meetings and celebratiorBecomepart of
your professional community.

Watch your compgtion using LinkedIn research tools,
profiles, and updates.

Use your online network for passive job searches. (
your next jobfind you.) Stay visible to recruiters and
colleague®n LinkedIn and other sitesithout
upsetting your employer ansiabotaying your current
job.

Communicate with your customers or client base,
suppliers, and vendors. Find potential customers.

Use the social tools you learned in your job search to| Developcollegiality and build selsteem.
feedback from your customers and clients, and those
you work for and withUsing Internet 2.0 techniques to

promote your business will make you look tesdvvy.

Contirue and expand your network (online and off);
don't forget your jobhunt supporterskeep in touch
with PSG members anend a hand.

Getstrategic negotiting advice from your networto
position yourself for promotions, advancement, and
raises.

In a large business, LinkedIn may be the easiest wg
research colleagues's experience and build teams.
you are already on a team, have everybody connec
LinkedIn so they can see each @tls profiles.

Page4d

Have your immediate colleagues pass on LinkedIn
invitations to new contacts within the company. This
could be especially useful in businesses with many

offices. Check their profiles for other potential contact

Remember to help bring othie together, too.

In a large business, LinkedIn may also be the quick
way to keep track of your colleagues's promotions g
job and title changes. Send them congratulations or]
LinkedIn.

Research Career 2.0: the future of your industry and t

potential for new and different jobs and industries.

If your employer doesn't have online tools for

networking, you can start a LinkedIn group in your
business's name and invite your colleagues to join g
network. (Invite your bosses so they know you're ng
plotting against them.) Consider inviting alumni, too

All these tipswill help you ke more prepared if you shoulek looking for a job again sometime soon.

TheJob Seeker's Guifle Online Networking and Using LinkedIn



OK, I've selected my goals. Who should | try to network with online?
Michelle Tullier, in hebookNetworking for Job Search and Career Sex¢H8ST, 2004), suggests networking

with STARSamely

f Srategists: The people who help you plot a course toward your goals. They give advice, feedback, and
coaching to direct you down the right path.

1 Targets: The people most closely linked to your career or businessgdaléS LIS2 LX S &2 dzQ@ S
sights on reaching, such as prospective employers, customers, or clients.

f  Allied forces: The professionals who provide expertise to strengthen your networiorgseand brand
expression. They might be image consultants, Web site designers, career coaches, communications
consultants, and more.

1 Role models: The mentors or sages who serve as role models for your business or career and who can
offer advice and wisaim.

1 Supporters: The people who provide emotional support and cheer you along the path to reaching your

goals.

TheJob Seeker's Guidler Online Networking and Using LinkedIn Page5



Chapter Two

Protecting Yourself and Your Reputation on the Web

I'd like to improve my online network, buivhen | Google my name, | found stuff that makes me look
bad. Should I just ignore online networkirend use the traditional methods?
Ignoring something on the Internet won't make it go away. Even traditional employers are using Google and

online detectives to see what "Digital Dirt" they can find on you. Again, bamlrtisiendsElen Sautter and
Diare Cromptornin Seven Days to Online Networking:

What is Digital Dirt?

T tSNE2YIf AyF2 @2dzQR NI GKSNJ y2i aKFENB Ay 0GKS 62 NJ

1 Controversial associations, opinions, or memberships

1 Embarrassing evidence of unprofessional behavior (such as photos of
yourself apearing drunk and wild at a party)

1 Public records or references to lawsuits or felonies

1 Information about your credentials that contradicts data on your
resume or business marketing materials and therefore reveals you to be
lying.

1 Evidence of a moonlighmg business that could be a conflict of interest with,
or distraction from, your primary work

[Digital Dirt might even be something that's not bad (say, when you Google yothiaeWjllage Voice

photo of you winning lhe Columbus Dagie-eating conteskeeps popping upbut it's not consistent with

the online image you want to create.

How do Icleanmy digital dirt?

f Washoverit¢/ NBF S Sy2dzZakK RAIAGEE O2yiaSyd (KFG GKS &R
content. Also helps when there is sebody sharing your name.

1 Wash it outg Get it deleted(Some private sites will delete info; public recadd newsgenerally
cannot be deleted. Even if it is deleted, backups of the information still exist on many computers.

I Waitit out.¢ Time overcorgs even the net. This is helpgteatlyif you actively write, speak or blog
often. Adding new content makes the old stuff harder to find and less relevant.

Another technique is to add your middle initial or name, or use a majdemaiden plus married)ame, to
differentiate yourself from others on the Internet. If you do, make sure your résumé, your business card and
LinkedIn profile use the same name form. (HR peapleallyGoogle your name as it is spelled on your résumé.)

If this advice seems toaagsive or can't remove some nasty diggehmutz look at the website for

Reputation Defenderhttp://www.reputationdefender.com/index Lancer Media, Inc.
http://www.lancermedia.com/reputation_management.shtralso does some internet reputation scrubbing as
a portion of their businesgOther firms specialize in corporate reputatioranipulation)

A notsao-difficult search on the iternet will find lots oforganizationsvhich snoop on you and yours.

One place that aggregates information about yohttg://www.zoominfo.com/. You may go on the site and do
a search for your name. (You may findel people with the same name, so you need to sort through to find
your records) You may make additions, deletions and corrections, but only after you do the free registration.
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This is apparently a popular site for HR people and other sleuths to forniation about you. You could, of
course, ask ZoomInfo to delete your file but that may risk searchers digging even deeper to find your records.

Another site, somewhat similar to ZoominfoSpock.comA quick look at the site suggests that you can gearc
for and "own" profile information, add inf@nd upload photos to the sitdt isa privateinformation-aggregator
meetssociatnetworkingsite. (A somewhat bizarre concept.)

Then there are commercial detective agencies, sudbhemple Finderswww.peoplefinders.comwhich
reportedly controls billions of online recorddnlike Zoominfpthere is no way to access your information
without paying for it on this site. They also do checks for criminal records, Isssimenership, public records,
andthey will search social networks (like LinkedIn) to locate people. (I did find an incorrect variation in my
name, which explains why | started gettijpgnk mail for somebody whdoesn'treallyexist.) You may find many,
many other people in the U.S. with your same name. (I found 90 Andrew Brafiitiis could be slightly ego
deflating, at the least, or damaging if a criminal or sex offender shares your.name

Like a bargainorthe modest fee of629for three fullyears, you can spy oall your friends and neighbors on
netdetective.com Oneemployertestimonial prominentlyfeaturedon the site:"We are using Net Detective to
really check out all of our new employees before we hire them. Using Net Diated have made some rather
startling discoveries. One applicant was wanted by the FBI for embezzlement and he was applying for a job in
our accounting department.”

If you believed in the fantasy that there was any semblance of privacy in this worlkl ahain after reading this
NetDetectiveadvertisementshownafter enteringsomesearchparameters:

Free and Unlimited Background Checks for Net Detective® Members

Met Detective® members get FREE and UNLIMITED access to the following background searches,
including these searches onJiERgy WY

« State Criminal Checks (including LA)
o Nationwide Criminal Checks (Federal)
» Wants and Warrants

» Registered Sex Offenders

« Bankruptcies and Liens

+ Judgments and Lawsuits

+« Home Value and Property Ownership
+ MNeighbors and Neighborhood Details
» Relatives and Associates

+ Verified Addresses and Phone Numbers
o Address Histories and Aliases

« Marriage and Divorce Records
« Date and Place of Birth
« S5N and ldentity Verification
« DMV and Vehicle Records

All searches are legal and 100% confidential (ANDREW will NOT be notified). PLUS: With unlimited
access to all searches, you'll be able to run regular checks on yourself to see what others - including
criminals - can find out about YOU. It's one of the best ways to protect yourself from identity theft.

Members receive unlimited access to all searches shown above.
Check as many people as you want |including yourself) at NO extra charge!

i
Become a Net Detective Member ]

< < Back to Free Results
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Anotherevenmore alarmingsite (if that is possiblejsthe BostonbasedinstantBackgroundReport.comwhose

slogan appears to be "WARNING, Looks Cdveseiving' The siteallows various general and background

checks. Their Comprehensive Background Regaominclude: State Criminal Check, Nationwide Criminal Check,

al NAGEE {dFddAaz t K2yS bdzYoSNHAOS 51 (S orBobd Infok NESKZ ! RR
Names, Sex Offender Check, Possible Deceased Records, Relatives and Associates, Property Information, and
Liens, Bankruptcies, and Judgments

This site is run b€omplete Investigation Servicé&SIS)which also rua suchentertainingand educational
resources asCellPhoneRegistry.com, CivilRecords.org, CourtRecords.org, CriminalRegistry.org,
CourtRegistry.org, Emaiil1l.com, FederaRecords.org, FindPublicRecords.com, GovernmentRegistry.org,
InstantBackgroundReport.com, InvestigateX2#n, LocatePeople.org, PhoneRegistry.com, ReverseGenie.com,
ReverseMobile.com, ReverseRecords.org, SSNRecords.org, StateRecords.org, StateRegistry.org,
Weblnvestigator.org, Webstigate.com, ZipOffenders.com, Marriagerecords.org, Deathrecords.org,
Divorcereords.org, BirtArecords.org, Criminatecords.orgGovregistry.us, CISNationwide.com and
CISWorldwide.com

And there are probably plenty more sites out theBmesthis make YOU want t{go somewhereand hide&

ThisGuidewon't even touchon FBigovernment background checksr security clearanceshere they actually
talk toliving peoplerather than rely solely on online resourcé&or will we talk about credit reports. Or your
phone records. Or those databases which keefaden all your grocery purchases to give you coup@rghose
funny clicking sounds you hear when calling yoather in Islamabad (or Brooklyn)

What's the moral of this tale?

s
200

With the information on your résumé and your Social Security numpmir bithday, or your < (u
driver's license numbeipeople can find out an awful lot of information about you and your family
and not all of it has been checked for accurallyink twice before putting your résumé on a search site where
anybody can see it. If you DQtpt on publicjob sites, don't put your contact info on it (y@an even delete
yourname) and consider usiranly a unique email addressou create just for that purposélso, remember to
delete any contact info for your references or supervisors astgebrésumeés or on any online site.

Don't fill in your Social Security number on preliminary job applications if yoawadit, explaining you'll be
happy to share that information if you get a job offer. (They reddiy't need that information for an
application.)if an HR web site requires that info before submittingoatine application they are also creating a
liability for themselveshould that info be missed or stolen. You can try entering zeros, om@es,or 12345
6789 andadda note later thatyou will supply a real SSN upon job offer or background check Stagemay or
may not work.

Bad hires are bad news for employers. Background checks are a reality in today's age. When employers have so
many choices of candidates, it's difficult to arqagainst it.

If an employeiasks for permissioto do a background chediefore offering you a job, it seems reasonable to
ask how they will use your information to conduct that search. (I suspect that many of the HR people assigned to
collect those formsvill have no idea how they do their search#ésough)

Forewarned is forearmed. It can be a scary world out there. Being paranoid dimegrotve anything,
it just makes you feel worse. So tieeerful, bereasonably carefubnd go on with your job sedic
@ E' and your life.You may want to consider a job in the burgeoning field of background cheatdng a
Avﬂ\' maybe check thatveb address for Reputation Defender one more time.
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Chapter Three

Getting Started on LinkedIn

Is Linke'dﬁ® the only business networking service?

No, but it is the largest business netwosince 2003 it has grown from 30036 million members in 200
countries and territories around the world. Based in California, it is also the most popular busatessking
site in the US but does not have as many members as social networks FaceBy@pace. You can now
access LinkedIn in English, German, French and Sp&asbhapter Eleveior a list of other online networking
and job hunting sites around the web.

OK, | decided to join LinkedIn. How do | start?

1. Go tohttp://learn.linkedin.com/for an introto LinkedIn, including a short video

2. Set your web browser tasww.LinkedIn.congor click onlbin at the above site)You will have to fill out a short
applicdion and agree to the Terms of Service. You do not have t@pghing. Do not accept arpaid services
that might be offered at least for now

3. Once you open an account, you create a PROYULE profile is the equivalent of your 3@cond elevator
pitch plusyour résuméplusa marketing statement plugour business cardome people call it Résumé 2.0.

Take time to fill out your profile; you don't have to do everything at once. You can edit, add, delete, and change
the settingson who sees what any time.Jason Alba (authorfé'm on LinkedIn, Now What?P@mphasizes

including keywords to allv HR professionals to find yoeven if you aren't actually looking for a job when you
create your account. Take the time to correct grammar and spelipnding 1615 hours finetuning your

Profile (over a period of days or weeks or even moiathst in one sitting!) is not unusual and can be well

worth the results.

4. Start your profileby entering the names dll the schools you attended (colleges, usisities,or professional
school$ andthe yearsyou attended. (You'll see why dates mattéFhjese will show in a neladucationsection.
(You carpickwhich schools others can see in your profile.)

5. Do the same for each employer you've worked for. if gon't have a current employer, you can include
volunteer activities (like the volunteer work you do for PS@Ese will show up in d&xperiencesection. (You
can choose which employers are visible in your profile.

6. Create &summary If you are job hinting, a Summary can be a mmdéisuméor your 30second elevator pitch

If you have a job, explain what it is, what your interests are, and what you hope to do. Take your time and create
an attractive, welwritten Summary. Remember, HR people and otheitsread your Profile to learn about you,

so it can be the first impression you make online.

7. Click on thé=dit Contact Settingbnk to the right of your name, near the upper right of your profile.

Under 'What type of messages will you acceptdr now, clickon . Qf £  OOSLJi Ly "NRB RdzOG A 2
(InMail is internal Linkedlemail)
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UnderOpportunity Preferencegheck the ones which you feel are appropriate. For now, don't be too
restrictive.

Under 'What advice would you give to users consideringntacting you? Say youllaccept InMails,
introductions andijf you want tobroadcastyouremailaddressjnclude youremailaddress. (i.e. "Will accept
InMails and invitations as well as Emaiyturname@providr.net').

8. If you are asked t8dd Featured Applicationssay "no' Concentrate on your networfor the moment
(unless you already have a blog you want to link to your profile)

9. If you have other websites with info about you that you want to shaag éscorporate websitéor your
employer,yourblog, or an onlindiographyor resume), you may adihksto up to three of these sites.

10. Interests¢ add what you wishor not This is not critical info.
11 Groups and Associationsyoumay include frgernities, sororities, and professional associations

12. UnderPublic Profileclick[edit] to create a more useffriendly web address for your profil@ising your
name) You can then advertise your LinkedIn profile in your email and on your résumésisingss cards.

13. Upload a photo, if you wislkomeolder job-hunters, worried about age discrimination, might not want to
include a photo.Yes, age discrimination is rampant, even as it is illegal. However, a photo is also éhasaful

if you are ative in discussions and Answers. People are more likely to recognize your photo than your name if it
pops up often (even on other online services). Aweltle headshot also gives you an aura of professionalism
(and can be tweaked in Photoshop to take awinkles and other blemished¥.you still don'twant toinclude a

photo, you could use a small piece of artwork instead, which is more interesting than the blank space LinkedIn
leaves next to your name. (Create a personal logo if you like.)

At any time click the tab<edit my Profileor View My Profileto toggle between the editing and viewing modes

of yourprofile to see how it looks to othersbu can usesettingsto control what others segAccount &

Settingsat the top of each page also takes yte tsame controls.) Note that when you enter your zip code in
LinkedlIn, if you live in northern New Jersey, it will list your geographical location as the "Greater New York area"
in your profile. There jsapparently, no option to listourself from NJ, jugreater NYC agreaterPhiladelphia,
although | haven't checked the Cape May area.

How do Inavigate around LinkedIn?

Themain tools fomavigating around Linkedhre at the top and the upper left of each screen.
On top of each screen you will see:

Li“k&dﬁ@ People Jobs Answers Companies

which will connect you to the main functions of LinkedIn. You may click on the general title to go to that area of
LinkedIn, or click on the small arrow to get a choice ofcatbkgories.Clicking on the LinkedIn logo at the top
left of page takes you toour Homepage.

If you are looking for a specific person, group, company, message, answer, or job, yspcse theSearch

tool:
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For example, with th&earch Peopléunction selected, try typing in your own name and see if anylzdsly

with the sane name is also on Liné. You may also click on tAeévancedbutton to go to a much more
advanced (and slightly mommmplicated) search table. The Advanced Semretvery powerful tool for locating
people, companies, and other info on LinkedIn atid worthwhile spending some timexploring it

Saved Searches

Advanced Search Tip: Get Search & shortcuts in our Learning Center.

People Search Reference Search
Keywords: First Name:
Location:  Apywhere - Last Name:
Country:
United States
Postal Code: (7885 undefined
Within: 25 mi (40 km) ~
Title: Industry: | [7] Accounting I
Current & past [C] Airlines/Aviation W
[C] Alternative Dispute Resolution
Company: [7] Alternative Medicine
Current & past [C] Animation -
School: Groups: | [7] Careers in Transition -
[Z] Indiana University Alumni Metwork |i|
[C] Well-dressed Professionals
[*] GroupLinked.com
[C] Chamber of Creativity -
Interested In: Al ysers - Language: | [] English
Joined: At any time - ] Spanish
Network [] German
etwork: 7] |imit search to my network only [ French

Sort By: Relationship -

View: Expanded -

New! You are using the new Linkedin People Search. Send uz your feedback.

For example, from here you can searcHibst and/or lastname, location (clickindefinedto go to a zip code
finder), current or former job titles,ame of company, or name of school. Note tBeups:box. This area is
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personalized with the names of the groups tlyaubelong to, so it looks different for each us&ou can then

restrict a search to one of your groups, or a particular career, or language, or to people only in your network, or
who have jenedLinkedIn since your last logim the last day or last week (or longer). You can also use Boolean
search terms AND, OR, NOT with parentheses to create sophisticated searches. (For exampgetrifigguo
remember the last name of somebody in yMWell-dressed Professionalgroupwho worksin accountingwith

the first nameBarb OR Barbara OR Barbie OR Bascan narrow down the search rather quickly.) If you have

a complicated search you want to repeat (i.e. people living within 100 miles @frigmdes in the Defense and
Aerospace industry from one of several companso joined Linkedlim the last week you can save the

search and run it each weeXou may also sort by several criteria:

Curiously, LinkedIn eliminated the ability to soraseh results by the total

. Sort By: | Relationship -
number of 1st level contacts. (Perhaps they were trying to reduce the Relovance
. View: : -
amount of competition between some supaetworkers to grab more R Rl ationshic :
. L Relationship + Recommendations
people into their network.) Keyword

To learn maorescroll down to thebottom of the page, seledtearning Centerand, then, click osearch(under
Site Featurepand read the tutorials there.

How do I find all my personal information?

If you want tonavigatearound your personal records, tools, contacts, amdups look on the upper left side of
your scren and you will see your personal navigation box:

Home is your personal communication centétshows all the activity going on in

£} Home your network and has tools you can use to grow your network. This is all
84 Groups = customlzablg, but can include: .
BW Alumni Group 1 Build Your Netwak (more on this later);
Careers in Transition 1 your InBoxwhere you can read and respond to your Linkedln email (called
Chamber of Creativity InMail), invitations, and referrals;
See all »
R 1 Network Updates where you hear news about your network members;
= Profile - . . ..
= it I Profi 1 Groups Updategassuming you've joined at least onegp ¢ more on
dit My Profile L
View My Profie joinng groups latey
Recommendations i Statistics on how often others vieyour profile
Bk contacts - i some other customized applicatioasd various other modules which you
Connections can open or shut as you desire.
Imported Contacts
Network Statistics Of particular note is thentitled sectionwhich lists your fist, second and third
& Inbox (32) ; degree connections:
o Your connections | Their connections One of the things LinkedIn igery good at is
e Applications + . .
= ; : il checking your connections, everybody elsq
l=rl0 49 { 4m0129,9004+ ) ) .
- connections, and showing how these lists overl
| Your network with each other in different levelsf connections
e and groups
(@ 3,206,300+ group

Going back to the navigatidyox (above left) you also see links to connect you with &wpoupsyou've joined,
your Profile, Contacts yourinboxand Applicationswhich you may add to your Profile area.
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On Designing Your Profile

People who have used other social networking sites will quickly notice that the presentation of your profil¢ on
LinkedIn is comparatively rigid. For example, you can only upload one photo of yourself and it is in the same size
and location on each member's profile. You also cannot edit the font or styles for your profile. This keeps|all the

Profiles uniform in appearance and more professional looking.

Unlike Facebook and other services, nobody can add anything to your lirkedile without your permission

(and that's only a recommendation).

To personalize and show (or NOT show) sections of your profile, click &ct¢bants & Settingbutton on top

of the screen.

User TrickSome people who do not want to reveal thegea(for whatever reason) on LinkedIn are dismayed to
find that they cannot show whickchoolshey attended without also revealing the years that they attended.
Thisinformationis usefulwhen looking for classmates (which is probably the main reasondlimleesks for

thosedates. But if you go tdeditthe entry for each school, LinkedIn won't simply let you delete the ddtes.
work-around to hide that info is talickEdit (next to each school), scroll to the bottom of the edit page, and c¢lick
on Removethis education Then retype the informationback in without entering the year¥oilg dateless

school entries.
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Chapter Four

Connecting with Individuals on LinkedIn

Why should | invite people to connect with me on LinkedIn?

In real life, you have close friends and colleagues, people you know legthweelgh others), and people you

know only by reputation. The same occurs on social networking sites, but LinkedIn is one of the few that tries to
quantify this reality with T, 2, and ¥ degree connectiond.inkedIn also rewards you for adding peofue

your personal network (or connections, in LinkedIn parlabgedllowing you to see more information on the

profiles for ' degree connections (and also group members). Why? One reason is that Linkedin makes money
by sellingupgradedmemberships whicshow you more complete information on nemonnected people. This is
something ofgreatvalue, for example, to people who are HR professiooaleoking for potential employees
LinkedIn also makeasoney selling InMails to contact people outside your netw@At $10 apiece, this writer

thinks they are ovepriced for what email does for free outside LinkedIn.) By joining groups and growing your
network, you have more access to data in searches and can access more people more easily.

How do | add people tony LinkedIn list of contacts?

You add contacts by inviting people to join your network. LinkedIn is a bit formal and insists that you send
people a written invitation (albeit via InMail, not an engraved printed invitatidhere are many ways to find
peaople to join your network.

For example, let's go back to your Home pageu should have a bomi{ne hasa green border) with the
headline:Build your network(Why?) Go ahead and click on tMhy?button for a popup screen if you likEor
now, let's skip down td-ormer Classmate<Click on thd-indbutton. AbracadabralYou now see a list of the
different schools that you entered into your profile artietyears that you attended. Click, in tuon one of
those schools andApracadabraagain), LinkedIn gives you a list of all the other people on Linkgabralso
attended that schoolYou have a choice of listing those who attendeg year you were the, or restrict the
list to classmates whgraduated the same year as you.

Find somebody whoseame you recognize or think you ¥ |nvite Deborah to connect on Linkedin
recognize and click on their nam@braca...(well, you
get the idea), and you see their public profile. (Looks a

How do you know Deborah?

© Colleague

little bit like the one you've been working on.) If that is, ® Classmate
indeed, the person you wanted to contact, click on the Baldwin-Wallace College -
link Add [name] to your network If the person was Actiity or Society: (optional)

named Deborah, you will see a screen something like:

) We've done business together
) Friend
) Groups & Associations
O Other
© 1don't know Deborah
Include a personal note: (optional)

I'd like to add you to my professional network on Linkedin. o

- Andrew
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Since you were classmates, that option whecked and, depending what you entered in your profile about
your activities at the school, you can select from the activities or societies you listed, if that is appropriate.

While we're looking at this screen, notice the other optio@slleaguds smebody you worked witlor, at
least,worked for the same companyVe've done business togethewill allow you select your company and
title to remind themof another business relationshipriendwill then prompt you to enter theiemailaddress
Groups& Associationsrefers to Linkedln groupgndOther prompts you for theiemailaddress before
allowing you to send an invitation. If you don't have any connection to the person and ketett know
Deborah well, LinkedIn won't allow you to send ancction. Sorry, no spamming and no strangers allowed.
(It's a trick question.)

Note also the box with thénclude a personal note: (optionabutton. Well, thisshouldn'tbe optional and you
shouldalwayssend a personal notdHey, this is a classmate ydaven't seen in years and you can't even

bother towrite a note?)The person receiving the invitation may or may not rememipou (or may remember

you notso-fondly). You should ALWAYS send a personalized note and be as creative as you feel comfortable.
DO NOT SEND THE CANNED "I'd like to add you tofegsmpnal network on Linkedlminless it's part of a

longer note, &en if it's just, "I haven't seen you since we graduated fEmormoudJniversitys School of
IndustrialCosmetdogyandjustfound you name on LikedIn. I'd love to connect with yoaatch up with what's
happening in your lifand pick your brain about theosmetologyconglomeratesn your area Pleasgoin my

network on LinkedIn." OK, thatgetty lame, but it's certainly more personahan the cannednippit

If, in your offline (a.k.a. "normal")ife, you were at a partyand went up to somebody and asked, "I'd like to add
you to myprofessionahetwork of contacts" you'd probably only get some strange lookkawever, if you said,
"Several of my friends at Intercontinent@yelinertold me aboutthe terrific work youdid on their recent ad
campaign I'd like to buy you a cup of coffee sometime, discuss your woik ahtl see if you have suggestions
for contacts there," that mightet a very different response. (Flattery works wonders.)

When you cliclSend Invitation it will go to your friend and he or she will have a choicei¢sv your profile and

then:;
1 Accept the invitation,
9 Archive the invitation (take no action)
1 Tell LitkkedIn"l don't know [your name]
1 Senda reply back without acceptirtipe invitation [The reply buttonis not grouped with thether options,

but isthere if you lookcarefully.]

Here's why it's a good idea not to send an invitation to a strangéifive of your invitations get the "l don't
knowyou" response, LinkedIn automatically stops your ability to send invitations to others. You can go to
Qustomer Servicand send an apologetic note saying you'll be careful and would likeste your invitations
restored andhey will probably restore it. The policy is there to prevent spammers, con artists, idiots, slimeballs
social trasheriminalsand politiciansfrom sending out invitations all overinkedIn. To avoid thigsponse you
couldalso add to your invitation something like: "If you decide that you do not want to link with me, instead of
dicking the 'l don't know Anmew Simeballand wouldn't peak to him if he wes the last person on the planet’
option, pleasgust archive ior reply to declineand I'll be happy to withdraw the invitation." If the person
understands LinkedIn'soficies, he or she might actuabgkyou to withdrawthe invitation You might want to
consider the same courtesy if somebody ytmn't know (or don't like)sends you an invitation. Note that
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accepting an invitation is NOT a permaneammitment Eitherparty can disconnect theink at any timeOf
course, if Mr. or Ms. Slimebalbessend you an invitatiorolitely declinebeforeyouthreaten tocall the police.

You can only have maximum ofive outstanding invitations at a tieunless you pay LinkedIn for extra
services)If you get no response you may withdraw the invitation. As invitations are acceptethdrawn, you
can reuse them (If you are unsure how many invitations are outstanding, checlAtteunt & Settingsab on
the top of the page) Five invitations doesn't sound like a lot, but if you're gradually growing your network, it
shouldbe enough(The time between sending an invitation and getting a response from an aeivwerker

can be less than a day.)

The irvitation process is pretty much the same when you find people who are not classmates. LinkedIn will
automatically search for people who worked at the same companies as you (at the same yeargwmnelet
and Past Colleagues

I've got a large collectiorof email addresses. Do | have to search each person's name to see if they
are on LinkedIn?

No, you can actually automate this process (at least partidflypu've been doing networking for a whitar if
you have used email at workjou shouldhavean electronic address bookith lots of names of people you
know. Depending on whether your email directory is an online email service, Microsoft Outlook, or another
contact manager, there are several ways to import your address list into LinkedIn and @hpokdible
contacts.

If you use an online email service, such as Hotmail, Gmail (from Google), Yah#dOL,you can instruct

LinkedIn to Upload contacts from that site automatically, and then search the LinkedIn database to see if they
arealsoon LirkedIn. For example, if you get your email from Yahoo!, selecY #teo!button, clickLogin and

you will be prompted for your Yahoo! password. You will then be shown a legal document &fuoon!saying

that you give them legal permission to share datéhvliinkedIn. This will look scary and might be intimidating to
novices, but if you arenftaranoid about'Big Brother; you can click th@ermissiorbutton.

If you thought THAT was scary, LinkedIn can automatically do the same thing with youtedsnpntact
manager software.

If you useMicrosoft Outlook, you carinstalla LinkedIn toolbar to Outlook and, with a click of a button, it will

search your address book and your email messages for people on LinkedIn who you could, conceivably, send an
invitation. (As an added Outlook bonus, it will look through your Outlook contacts and see if it has updated
contactinfo on any of those on Linkedlnflyou don't want to install the Outlook toolbar, you can still click on

the greenAdd Connection®ox on youmavigation box and follow the instructions.

If you useAct!, Palm Desktopor theMac OS X Address Boak mostother contact managers, therare a few
extrahoopsto jump through. You have to export a file from your address book and then upload it kedin.
First,open up your contacdr emailprogram andind the Exportcommand(it's probably undethe Filemenu).
SelectExport You may then need to seldékport to a fileand then select a format. You walat create a
Comma Separated Valudext file, also known as a&svtext file. (If you want to see if the export worked
properly, you may import the file in Excéll the program to look for commaand the fields should line up in
nice columns.)The only field that LinkedIn really needs is thenail addressbut names are nice, too
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After you've created your .csv file, remember where it is located on your computer. Check your adaress book to ses
Then go to LinkedIn. In your personal navigaklior(on the upper left of each R R e
page), you will see a green box that saglsl Comections Click it. You will see the £ Windows Live Hotmail
Add Connectiongool box. You could manually type names and email addresses, but e

AOL &
what you really want to do is look on the right, and find the button on the bottom of _
the box that say®on't use webmail or Outlook®ick it. e

29| Microsoft Outlook

Check Outlook
contacts

You will see a box that looks like: < Jontuse weomal ”0”@

Add Contacts

Upfoad your Contacts f”e Once you have created your export file, select it

here. Choose only files in the following formats:

e . ’ .cav, txt, wvef

L ae @) totus. @) 168

You can export contacts to a file from = Te—
Just about any address book software IMI
and simply upload that file. Upload Contacts File |

From here, it gets easy. Click on Bwse...button, select that .csv file you saved earlier, and impoffiitst,
LinkedIn will show you a list of five names with their email addresses. Check and matteaumeect email
addresses are lined up with the correct names and titles. If everything laolsrdory, click onFinish upload

You will now see a list of all the contacts you uploaded to LinkedIn. This might be a large collection if you had a
large ontact file. You will probably see that all the names have a checkmark in a box next to them. If so, click on
the Select Albutton to DEselect all the names. As you scroll through the list, you will see some names have a

@ box next to them. Those are threnail addresses that LinkedIn matched with profiles. Cligdkhertheckbox

next to one of thoseames, then click next taAdd a personal note to your invitation . Write a personalized
invitation to that person, click on the Invite selected contacts button, and vavoom, your personalized invitation is
sent. Repeat until all your friends have been invited.

A plausible alternative is to have your online email service (such as Gmail) import your .csv file and then have
LinkedlIn import that file, in turn. If you have some addresses online and some on your computer, you could
consolidate both lists before sending the data to LinkedIn.

You could take ANY list ofnaail addresses in text format (say, copied from an Excel sheet or a Word document)
and upload that fild¢o LinkedIn in the same fashion as the exported .csv file we described above. Again, all
LinkedIn really needs to match is the email address. Note that most people have more than one email address
and if the one you have isn't or# the addressethat your friend registeed with LinkedIn, it won't find a

match. In that casgyou have to do a manual search.

When importing names (from whichever list you uB®) NOTKelect all the names and have LinkedIn send
invitations to all the matches it findl3 his wil send a generic invitation to EVERY match LinkedIn fBetsesius
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Jaromsky (on blogspot.com) warns that this can get you the dreaded "I Don't Know" respamgé¢imes, and
get you"LockedOutinstead of LinkedlrBesidesdo you really want to connectithh that boss who fired you,
that peskyinsurancesalesmanyour child's fifthgrade teacheror your motherin-law?

Note that just because LinkedIn matches a name with a LinkedIn profile, that daksajts guarantee that they
are the same persorCheckheir profileand make sure. (I found someone on LinkedIn with the same name as
my sisterand | have @oppelgangeor two.) With 36 million users, there will be many duplicate names.

HOT TIPIf you're not sire if a person in your contatist will wantto connect with you, it igntirely proper
etiquette to send them an emafbutside of Linkedlmsking them if they want to join your network before
sending them amwfficial Linkedlnnvitation. You may do the same for LinkedIn members who post theirlemai
addresses on their profil&Some contacts, appreciating the courtesy, will sgadan invitation in response.

HOT TIP #4f you use Microsof@Outlook as your contact or email manager, go to the Xidni.comand check
out (and download) this free Owibk addon. Xobni (a different perspective on the word "inbois)an amazing
little tool that will automatically look up any email correspondent's LinkedIn (or Facebook) profile, including
their photo, when you click on an email message. It also has lextebols for searching your messages (sorted
by conversationand files sent and received.

What are recommendations?

If you link with somebody on LinkedIn who you worked with and respect, you may send a short
recommendation to that person for their Pridfi Recommendations are THE best way to show off for
prospective employers on LinkedIn. When writing a recommendation, keep it short (one paragraph should do),
anddoublecheck your spelling and grammar. When your friend receives the recommendation,aheyte

options of showing it on their profile, not showing it, or asking you to make changes.

This is an excellent way to help colleagues hihidlr profile. While LinkedInecommendations may not have
the same weight as a live, personal recommendatibcen be a big help to others in their job search. Be
honest, but be generous.

Who should | ask for a recommendation?

It's completely appropriate to ask others to write you a recommendaitidimey actually know you wedinough

to write you a good oneSme people you may ask: former supervisors, people you contracted with or provided
services for, former work colleagues or collaborators, fellow volunteers for a nonmodibybody familiar with

your work.(You may ask classmates and fraternity anestyr members to write recommendations, especially

if you are a recent grad, but they might reyppearas impartial as business partne®9 not ask people who

don't know you well or don't know your work to write you a recommendation. (It's embarrassiggtta

request for a recommendation from somebody and you can't even remember what they looked like.)

A European correspondent notes that it is very unusual to approach others for a recommendation in Europe and
doing so iolates unwritten social taboos.fie same may occur in other countries and cultuf@bere are no

such taboos in the United States, especially in busindg@l are job hunting in a difficult job market, perhaps

it is better to break a few social taboos and get the recommendation aadiab.
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Chapter Five

Connecting with Groups of People on LinkedIn

Arethere moreways to connect with people on Linkedn

Yes! You can also add contacts by sending invitations to people youGeauios

What are Groups?

Glad you askedRemember that navigation box on the uppettlgiie of your LinkedIn widows?Click on
Groups(it won't hurt). Then click, in turn, on th8roups Directorytab. This gives you a simple search box to
type in a school name, a business, a professional description, or even a hobby. Try it: enter "New Jersey
Marketing" (pretty esoéric interest, right?) and clicRearchZooom!l found 11 Search Results: groups which
are connected with marketing and New Jersey in serag Enter "Accounting."o'll get the names of at least
686 groups on LinkedIn dealing with accounting. Enter ddgiabund living," you'll find a group (in this case, the
Sustainabld.iving Underground Grouypr SLUS It is difficultto find aprofessionatopic that DOESN'T have a
group on LinkedIn(If you do, then you can start your own group, but thattepic we don't want to get into

right now.)

So, find a group you want to joi@lick on the name of the group in your search list, and you'll see a page with a
bigger description about the group and who it's fé.typical sample:

PSG - Professional Service Group of Dover, NJ
J Professional Senices Group (F5G) of Morris County in

Diover, MJ is a voluntary, self-managing, non-profit resource

for WJ residents in career transition. PSG is sponsared by

the state of Mew Jersey, Department of Labor. PSG Dover

includes both the PSGMorris and PSGTechnology Yahoo!

groups.

Cwner: Jayne L. Wells | 103 members | Share |

Jaoin this group =
Click thedointhis group button. You'll see anothefoin Groupscreen where you can choose whether to include
the group's logo on your LinkedIn Profilehfy not?), whether to get a digest of the group's messages via email,
and which email address to send it to (you might want to geradessional info to your work computer, alumni
info to your home computer). Again, when all is right with the world, clicklthie this grougbutton. You may
be prompted to send a message to the grodjwner" (especially if the group restricts its méerships. For
example, if you want to join the PSi%ver group, you need temailthe ownerand give her your PSG member

number for fasér processing.

What do | do when | join a Group?

When you join a groug clickable linkvill show up inyour personalGroupsdirectoryon your Profile (which you
can hide if you don't want others to seey go back toyour navigation box (upper left) and click Gnoups If
necessaryclickon the My Groupstab. Click on the group's name and you will see a directorihdrgroup
which might look something like:
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