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What is social networking? 

Social networking builds on your real-world network (the people you know) and expands it. It’s great for 

keeping in touch with people you care about, but don’t often take the time to contact. You can use it to 

reach out to people from your past, for references or job search purposes, or just because you want to 

hear from them again. If you’re shy, it’s an easy way to establish contact. In addition, you don’t need very 

specific contact information (address, email, etc.) to find them. Usually all it takes is the correct spelling of a 

person’s name. 

It’s also an increasingly crucial job-search tool. It has long been known that approximately 75% of people 

find their jobs by networking: by talking with people, by being known. If anything, networking is more 

important now. The good news is that, in some ways, it’s easier than it’s ever been. 

How will social networking help your job search?  

Gives you information that will enhance your job search. 

 Provides opportunities to put your information in places it would not go otherwise. 

 Allows you to establish your brand (reputation.) 

 Gives you chances to help others and share your expertise. 

 Makes you smarter. 

 Helps you get in touch with people you’ve lost track of. 

 Makes it easy to job search passively (keep an eye out for opportunities without going into full job-

search mode.) 

 Provides information and job leads on companies in which you’re interested. 

 When you use social networking well, it demonstrates a certain level of technological knowledge. In a 

few years, not having a LinkedIn address on your resume will suggest to employers that you are old-

fashioned (if not actually old), as it does now if you don’t list an email address.  
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 Most important, as many as 90% of employers use LinkedIn as a recruiting tool. Only about 3% of 

job openings appear on the major job boards like CareerBuilder and Monster.  

LinkedIn, Facebook and Twitter 

The big three social networks are LinkedIn, Facebook and Twitter. There are interesting similarities and 

differences among the three of them. 

According to author Hildy Gottlieb, blogger at Creating the Future, LinkedIn is like a meeting at the 

Chamber of Commerce. Everyone is there to promote his/her own business, and to learn about other 

businesses. Gottlieb likens Twitter to the “party at the end of the universe.” Many, many people are having 

many, many conversations. You can eavesdrop for a while, and move on when you lose interest. It’s a 

good place to meet new friends, but there isn’t much depth. Facebook, according to Gottlieb, is the online 

equivalent of a block party. You know some of the people there pretty well; you know others just by face, 

by reputation, or because you know their friends. You don’t have to dress formally or be on your very best 

behavior there. 

When you start your account in any of these sites, it’s a good idea to just watch the action for a while. This 

will give you an idea of how it works, what the norms are, what your particular network posts and expects. 

You don’t need to spend endless hours on social networking, but it’s a good idea to get on it frequently.  

As you create your profiles in social networking sites, remember that you are creating your brand. “Brand” 

is the online version of your reputation. Your brand is displayed by your LinkedIn profile, what you tweet on 

Twitter, your Facebook page, your blog, your YouTube channel, what Google picks up about you, your 

entire online presence.  

Your brand should be fairly consistent from one platform to another.         

Someone who follows you on Twitter should be able to recognize                                                                  

your Facebook page. You may want the same profile picture on                                                              

each one, and you’ll want to behave in a fairly predictable way from one                                                             

site to the next. 

If you’ve ever created a profile online, look at it again as if you were                                                            

an employer who is considering a new hire. Would you be pleased                                                           

with what you find on that MySpace page?  Would you hire the                                                                              

person in that photo your friend posted on Instagram? Think before you post! 

Introduction to LinkedIn 

LinkedIn is the most useful of the three main sites for job search and professional purposes. Over half a 

billion professionals, of all levels, all over the world, use LinkedIn. It’s been said that over 90% of 

employers use LinkedIn as part of their recruitment efforts. In the foreseeable future, your LinkedIn profile 

will be more important than your resume.  

Employers can search profiles by keyword: a job title, certification, company, skills, etc. The more 

keywords your profile contains, the higher up on the list of candidates it will appear. 

You enter this wonderful new world by clicking on your Internet browser (Internet Explorer or Google 

Chrome.) Type “LinkedIn.com” in the address box and tap ENTER on the keyboard.  

The Golden Rule of social 

networking: 
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This is the LinkedIn home page. To start a new account, click in the boxes and fill in your first and last 

name, your email address, and a password. (Be sure the password is something you can remember.) Click 

Join Now. 

My LinkedIn login (email address): _______________________________________________ 

My LinkedIn password: ________________________________________________________ 

LinkedIn will take you to a new page. Fill in the requested information, but DO NOT invite all your email 

contacts to connect; click Skip instead. (This is small and hard to see. Look to the lower right corner of 

each screen.) You will need to do this several times. Choose an industry as close to yours as possible; you 

can change it later. Proofread your information! 

Go to your email account or cell phone; you should find a message from LinkedIn to welcome you. Click on 

the link in the email to go back to LinkedIn. Click on Confirm, or enter the code.  

The next step is to set up the Profile. This is your LinkedIn website: the information people will see when 

they look you up.  

The purpose of the profile is to let 

others find you; to give information 

about you; to attract the attention of 

search engines and employers; to 

update your contacts on what you’re 

doing. Be sure the Profile shows you 

at your professional best. Don’t 

worry; you can update it at any time. 

You can add sections to the profile about the certifications you hold, the languages you speak, your 

patents and publications, etc. 

Click on Me at the top right to go to your profile. Wherever you see a blue pencil, you can click on it and 

edit that item. 

 

 

The background photo is an 

opportunity to promote 

yourself. Find a photo on your 

computer (or on the Internet) 

that is landscape oriented 

(horizontal) and supports your 

message. If possible, choose 

one that shows you in action. 

 



Frederick County Workforce Services    4 

 

Your headline is under your name, and is one of the most important parts of your profile. When employers 

use the search box to look for candidates, they don’t see the whole profile, only a snippet. That snippet 

contains your name, your picture, and your headline. 

You’ll want a professional, attention-grabbing headline. It needs to be short (no more than 120 characters) 

and memorable. You might include your job title, or the one you want. Use keywords that employers would 

use to find you in a search. Show how you will solve problems, increase productivity or make money for 

your potential employer. Ask yourself how you make a difference in the world. If possible, show a little bit of 

your personality too. 

Examples include:  

“I show high achievers how to have more success with less stress!” 

“Connecting you with your next success.” 

“Creating a brighter future as a marketing professional.” 

“Ask about a free product evaluation!” 

“Helping you define and reach your goals.” 
 

If you’re unemployed, consider these possibilities: 

“Operations professional seeking new opportunities.” 

“Marketing professional in transition.” 

“Recent college graduate seeking entry level programming position.” 

 

You will also want to add a digital photo to your profile. There are several reasons: 

 Not having a picture on LinkedIn is like going to a networking event with a paper bag over your head. 

 Most people remember faces better than names. An important contact may recognize your face, 
even though he has forgotten your name. 

 Profiles with photos receive 21 times more views than those without. 

 Not having a picture suggests that either you don’t know what you’re doing on LinkedIn; or you 
can’t be bothered to do it properly; or you are hiding something. 

 Some employers say, “No picture on LinkedIn, no interview.” 

You may be worried that if you include a picture, employers will discriminate against you. If so, they will 

eliminate you at the interview, after you’ve gone to a lot of trouble to prepare. Wouldn’t you rather they 

discriminate at the LinkedIn stage? 

Your photo should be a headshot of you, looking your professional best. The space is just too small for 

anyone to recognize you from a full-body shot. Experts on social networking recommend using the same 

photo on all your social networking sites, providing consistency from one platform to another. 

It’s simple to add a digital photo from your computer. To the right of your photo (or picture of a blank head), 

you’ll see a blue pencil.  Click on it; it will take you to the Intro section of your profile. Your picture will 

appear in a circle with another blue pencil.                              

You can also edit the 

background photo in this box, 

using the blue pencil in the 

upper right corner. 
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To add a photo, click Upload in the bottom right corner. Find the picture you want in your computer; then 

click Open. The picture will appear in the circle. 

 

 

The next step is the career summary. It’s found below your picture and headline. List your very best 

accomplishments and skills. People may or may not click “See more” after the first few lines, so be sure the 

most important information is at the very beginning. 

  

Think about the factors that will help your business contacts and potential employers find you. What will 

they put in the search box when they’re looking for you, but don’t know it’s you they want? Be sure those 

keywords appear as often as feasible in your LinkedIn profile. 

The summary section can be taken from your 30-second commercial or the professional summary on your 

resume. Think about your best skills, your areas of expertise, the accomplishments that employers will 

most want to know about. Add numbers if you can: dollar amounts, percentages, timelines, or hard 

numbers (e.g., $10,000, 75%, six months or 7.) 

You can upload your resume, but don’t. A resume is very different from a good LinkedIn profile. A resume 

shows you off as a job machine, as if you had nothing else in your life. A good LinkedIn profile shows you 

as a more well-rounded human being. 

LinkedIn is more conversational than a resume; use full paragraphs in addition to bulleted lists. There are 

many ways to write your profile; some are more effective than others, but very few are wrong. 

You can adjust the picture.  

Click on your picture and drag it up or down 

within the circle.  

Zoom in or out, using the slider bar at the 

bottom, to make your face take up more or less 

of the circle. 

 If it’s not working out, click Back and try again. 

When you’re satisfied, click Apply in the lower 

right corner. 
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Think about your audience. Who do you hope will read this? You’ll write it differently when you’re in job 

search mode than you would if you were just reaching out to your professional contacts. In any event, be 

honest but not humble.  When you’re satisfied with your profile, click on Save. 

Remember you can change your profile, and any of your information on LinkedIn, whenever you want. Go 

into your account, click on Me, then View Profile, and change whatever you like with the blue pencil. 
Under your summary, you’ll find the Your Activity section. It describes how complete your profile is; who 

has looked at your profile; what you’ve posted; and how many people have read it. 

  
 

The next section is Experience. 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 
                                    

 

 

Once you get your most recent job described, you can add the job before that by clicking on Add a 

Position in the upper right-hand corner of this section. Experts recommend you list three jobs or more; this                                                                               

will make your profile more complete, and make it easier for employers to find you.  

 

 

To add a job, click on the 

plus sign in the upper 

right corner. To edit a 

job, use the blue pencil. 

 

Clicking on the plus sign or the blue pencil will take 

you to a new window where you can write a brief 

description of what you do (or what you did on 

your most recent job.) Start with your job title. In 

the Company box, type the beginning of the name 

of your company; a list will drop down. If your 

company’s name appears on the list, click on it. 

That will cause the company logo to appear on 

your profile, giving you extra credibility. Focus on 

your accomplishments; add numbers if you can, so 

that those who read your profile can appreciate 

what you’ve done. Again, don’t be humble! Click 

on “I currently work there” if you do; otherwise, 

put in the months and years you did work at that 

company (it’s required.) Click Save at the bottom 

right corner.                                                                        
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By default, your Connections will not be notified when you add a job to your profile. If you want them all to 

get an email announcing your new (or not) job, click on the white circle near the bottom where it says, “No, 

don’t update my network.” 

Then you come to the Education section. As you fill in these sections, remember that part of the purpose is 

to help people find you.  Friends from college can search by school to find you; if you went to a particularly 

prestigious school, or one with a specialized curriculum, employers may look for its graduates to fill their 

job openings. You can add your college, university, graduate school, any trade school or ongoing training 

you’ve attended. Be sure to click on Save when you’re done. 

 

 

  

 

You’ll get some aggregated information on where alumni live, what industry they work in, etc. Below that 

you’ll find snippets of the profiles of graduates from your school. You can specify the years you’re 

interested in at the top right corner of the page. This can be an important networking tool. 

 

 

There are several other sections you might want, including Volunteer Experience, Languages, and 

Certifications. You’ll find the options under your Headline. 

You can also see the alumni from 

your school who are on LinkedIn. 

The quickest way to do this is to 

click on the name of your school. 

LinkedIn will take you to the 

school’s home page; then click on 

See Alumni. Don’t neglect this 

feature; it might give you some 

valuable connections. 
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You can list up to 50 skills on your profile. LinkedIn will have some suggestions for you, based on the 

information you already have on your profile, and you can add your own. 

  

The next section is Recommendations. Once you have some                                                       

Connections, they can recommend your work. This is the equivalent of                                                     a 

letter of recommendation, and in some ways is even more effective.  

You can also recommend the work of your Connections. Go to                                                                    

the profile of the person you want to recommend. Click on More under                                                        

the headline. A list will drop down; at the end of it, you’ll see “Recommend”. Click on it, and you’ll be in a 

new window.                                                                        

Type the person’s name in the first box, under Who do you want to recommend? Under “What’s 

your relationship?” choose the option that’s closest to the truth. You’ll need to choose a company 

that you and the person you’re recommending both worked for. At last, you get to write the actual 

recommendation in the Write a Recommendation box. 

PROOFREAD carefully, then send it off to your Connection. 

You can also ask your Connections to write recommendations for you. Above Recommend in the 

box above, you’ll see Request a Recommendation.  

You’ll want to add some Skills to your profile. Click on Skills in the menu, then click on the +.  

 

 

You can click on it, and LinkedIn 

will ask you for the same 

information as when you want to 

write a recommendation. When 
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Finally, it’s time to add Connections. Connections are the heart of social networking: people you know, 

whether in real life or in the virtual world. You can make this as far-reaching or as restricted as you like. 

However, if you are in job search mode, you may want to have at least 100 Connections; more 

Connections makes it easier to find you. You never know who may have that piece of information or 

contact that you desperately need in order to move on with your life. (It’s also more fun when you have 

many Connections.) 

There is only ONE right way to connect! 

To find Connections, go to the search bar at the top left corner of the screen. Type in the name of a person 

you want to connect with, then click the magnifying glass at the end of the box. You’ll see a list of LinkedIn 

users whose names are similar to the one you typed in. With any luck, the person you’re looking for will be 

on the list. You can click on his/her name and see his/her profile. 

LinkedIn experts highly recommend you save your profile under your 

own name, rather than the random address that LinkedIn generates. 

This will help people find you and add you to their professional 

networks. To do that, click on the blue pencil Personalize the URL for 

your profile on the right side of the screen at the top. (A URL is a 

website address.) Click the blue pencil; type your name in the 

Personalize the URL box; if you like, add your degree, certification or 

some other specialty. (If someone else already has your name, this 

step may be necessary to properly identify you.) Then click Save. Your 

profile URL will now be something like www.linkedin.com/in/yourname. 

While you’re making many changes to your profile, you may want to 

click on Make my public profile visible to no one. However, be sure 

to change it back to Make my public profile visible to everyone 

when you have your profile pretty much the way you want it.  



Frederick County Workforce Services    10 

 

  

 

On the profile, near the bottom left, is a link to Connect with the person. If you’re sure it’s the person you’re 

looking for, click on the Connect button. You’ll have a chance to personalize the invitation; take it!   

 

  

 

 

LinkedIn is also great for company research, a very important part of job search. You’ll want to know all 

you can about a company you’re applying to, optimally before you invest a lot of time and emotion in them. 

You’ll want to revisit this before your next interview as well. 

  

Go to the search box, and type in the name of the company you’re interested in. Depending on what the 

company has chosen to post, you can find all kinds of information: what they do, where they are located, 

whether they have a parent company or subsidiary, recent updates, how many people work there, and so 

on. There may also be job openings listed; if so, they may be listed only on LinkedIn. You’ll also see if you 

have any Connections there. If you have a Connection (it’s more likely than you think), you can ask for the 

inside scoop on how to get a job there. You may also be able to get your Connection to recommend you, 

both on LinkedIn and to the hiring manager.  

Be sure to send a personal note! Don’t use 

the default one that LinkedIn supplies. If you 

use the default message, people will assume 

that you don’t know what you’re doing. Many 

people will refuse to connect with you for this 

reason alone. Click Add a note, and tell the 

person why you want to connect.  When 

you’re done, click on Send Invitation. 
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If you want to know more about LinkedIn, check out the LinkedIn Help Center; you can get there by clicking 

on your picture in the upper right corner. You’ll find many topics to choose from. 

   

 

Twitter 

Twitter is a microblog. It’s said to be blogging for people who don’t like to write. 

To sign up for Twitter, go to Twitter.com. In the boxes in the lower right corner, type your name, email 

address and password. Click Sign Up, and you’re in! 

 

In Twitter, you can send out “tweets,” which are very short messages of no more than 280 characters. (A 

character is a letter, number, punctuation mark or space.) You don’t have to count them; Twitter keeps 

track for you. You can also read what others post; you can “follow” anyone with a Twitter account (meaning 

you can read whatever he/she posts.) You can follow people you know in real life, interesting characters, 

celebrities, and even companies. Other folks can follow you (read your posts) too.  

  

As with LinkedIn, you can use it to establish your expertise in the public forum. You can tweet (send a 

message about) virtually anything you can fit into 280 characters. If you find a website your followers might 

like, you can tweet a link to it. You can tweet a link to your LinkedIn profile (useful when you’ve updated 

your profile.) You can publicize events, let folks know what you’re up to, even send out news about your 

job search. You can also “retweet” information (tweet to your followers information that others have posted, 

like forwarding an email.) It’s still important to have the best possible resume, network, etc., but Twitter is 

one more tool to use. 

In order to send a tweet, click on Tweet in the upper right corner, next to your picture. Or type your 

message in the box that says, “What’s happening?”  

When you’re done with LinkedIn (especially 

on a public computer), be sure to sign out. 

At Me in the upper right corner, choose Sign 

Out. This will keep your account safe and 

protect your privacy. 
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You can click in the box and type your message, using no more than 280 characters. Twitter lets you know 

approximately how many you have left with the circle above the “Tweet” box. 

Twitter is a very casual medium. It’s okay to tweet about the TV show you’re watching; however, if you’re in 

job search mode, it’s best to keep it professional.  

People have found great job leads just by tweeting “I’m looking for a job as ….” Followers (those who get 

your tweets) will respond with whatever appropriate job leads they know about, and will know to keep an 

eye out for you. 

An increasing number of employers post job openings on Twitter. Some post only on Twitter, assuming 

that the person who can best fill the opening is already spending lots of time on Twitter and is very familiar 

with it. Consider following the company you’re interested in. 

Like LinkedIn, Twitter is a valuable networking tool. Employers prefer to hire someone they know. If you 
tweet frequently and the hiring manager follows you, he will be somewhat familiar with your expertise 
before you’re ever invited to interview. Here are some ways to help Twitter help your job search: 

 Include a professional picture, for all the same reasons you do on LinkedIn; use the same picture, 
and have a consistent, professional image. 

 Follow industry experts; establish yourself as an expert in your industry by giving out up-                 
to-the-minute info. You can retweet information by clicking on the retweet symbol (at right);               
you don’t need to re-invent the wheel. Be sure you read any links before you retweet them. 

 Develop real-life relationships with people you follow, as feasible; they will be more likely to 
recommend you for jobs that will suit you. 

 Search for hashtags (#) on topics that interest you. In the search box to the left of your picture, type 

#job search, or # and your industry, or # and the company you’re interested in. You can follow 

those tweets by clicking on them; then on the right, click Follow. Industry conferences often have 

their own hashtags, so you can even follow those. If you get tired of them (or if you lose interest in 

them when you get your new job), you can unfollow them. Just click on the hashtag’s name; when 

you go to its home page, hold your mouse pointer over the green Follow button. It will change to a 

red Unfollow button. If you click on it, you will stop getting those posts. 

 In your tweets about your job search, state specifically what you’re seeking. (You will have to be 
more discreet if you’re still working.)  Help your network to help you. 

 When people help you, be sure to thank them! 

Again, when you are done with Twitter, be sure to sign out, especially if you using a public computer. Click 

on your name in the upper right corner, then click on Sign out. 
 

The “Compose new Tweet” window 

will open. 
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Facebook 

Of the big three, Facebook is the most popular and the most fun. It’s not the best for job search, but any 

networking you do (within reason) will help your job search. 

Facebook is a great way to keep in touch with friends, family, classmates and others you don’t see very 

often. Those who use it frequently have some idea what’s going on with people they know. Depending how 

you use Facebook, it can be a tremendous tool for your job search and social life, or a tremendous time 

waster. 

Facebook surrounds us. More Internet time is spent on Facebook than any other site. It has almost two 

billion users. Almost half its US-based users check it first thing when they wake up.  

It’s easy to start a Facebook account. Go to Facebook.com; fill in the form with your name, email address 

and gender. You’ll also need to create a password; be sure it’s one you will remember. Then click Sign up. 

  
 

There will be a security check; type the bent text you see in the box. Then Facebook will offer to find your 

friends, based on your email contacts. If you don’t want to do this yet, click Skip this step at the bottom 

right corner of the screen (recommended.) 

The next step is to create a profile. If you are job searching, be careful of the information you provide. It’s 

fine to mention your interest in computer software; it may not be so fine to mention your interest in 

sampling many varieties of beer. Keep in mind that employers may find whatever information you post. As 

always, think before you post! 

  
You’ll be able to edit it after adding your photo (or skipping that step, if you prefer.) Then click on View my 

Profile in the upper right corner. 

Be sure to check the Privacy settings! 

Facebook is notorious for changing 

things, presumably to improve their 

services. Their record for keeping 

personal information private is 

somewhat lacking. You’ll want to check 

your account settings now and then to 

be sure your information is being shared 

the way you want it to be, and not 

available to any passing stranger. Click 

on the question mark at top right, then 
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Then you’ll want to find some connections (Facebook calls them Friends.) One way to do this is to click 

Find Friends on the upper right part of the screen. In the new window, on the left, you’ll be able to click in 

a square box and find people who share your hometown, your current city, your schools or employers. If 

you see anyone you want to add to your friends list, click Add friend under his/her picture. An invitation will 

be sent; this is called “friending.” Another way to find friends is to click in the Search box at the top of the 

screen, then type your friend’s name or email address. A list will drop down, showing you people on 

Facebook whose names start that way. Hopefully the friend you’re looking for will be there. 

 
 

Once your invitation has been accepted, you will be notified, and you’ll see that person’s posts on your 

News Feed.  

You can join (Like) company pages too; then you’ll get the latest information about their products and 

services. This is a very valuable tool for company research. However, don’t friend recruiters or individuals 

at companies, unless you already know them. They may think you’re stalking them. 

Facebook has lots more features that may interest you. Don’t be afraid to click on things and see what 

happens. 

It’s important to sign out of Facebook when you’re done, especially on public computers like those at the 

American Job Center, for the same reasons you do it on Twitter and LinkedIn. Click on Account in the top 

right corner, then click Log Out. 

General tips for using social networks for job search: 

Your social network creates and publicizes Brand You. What ideas do you want people to associate 

with your name? When they think of you, what do you want them to picture? Use social networking 

accordingly. 
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 Especially while you’re job searching, use your new social networking sites often. Don’t just start them 

and abandon them. 

 Once your profile is practically perfect, consider adding your LinkedIn/Facebook/Twitter addresses to 

your email signature and to the contact information on your resume. Especially for LinkedIn, use a 

URL that sounds professional. 

 Employers are increasing their use of LinkedIn and other social media sites to find candidates, and 

decreasing their use of job boards. This enables them to find people with the qualifications they want, 

including passive job seekers, who are working but keeping an eye out for opportunities. Be sure to 

include common keywords from your industry in your profile. 

 The more information you give out, the easier it will be for employers to find you, and to make sense of 

what you have to offer them. The most valuable information is about your skills, job descriptions, 

companies and schools. The more contacts you have, the easier it is to find you; and the more likely it 

is that someone in your network can help with your job search. The more active you are in social 

networking, the more it will help you (within reason.) 

 Identify the factors that make you unique. Use the headline (LinkedIn), bio (Twitter) or profile 

(Facebook) to show off the benefits your fortunate next employer will have when he hires you. 

 Be a giver. Plan to give before you get anything back. Show yourself to be a helpful expert in your 

field. (This is a good rule for networking generally.) Don’t neglect your real-world friends and 

colleagues. Take private conversations offline, or to email, or even face to face.  

 Think quality, not quantity. Ten good contacts are better than a hundred you never hear from. 

 Once information is posted, it’s out there forever. If you wouldn’t want your grandparents, children, 

spiritual leader or potential employer to read it, DON’T POST IT! Think before you post. 

 Grammar and spelling count! Proofread, and get someone else to proofread too. 

 Have a policy for the way you use the sites: what you will or will not post, whom you accept as 

Connections, etc. Think it out now, and stick to your policy. Your policy may be different for each site, 

because each one has a different purpose from the others. 

 Use good social networking etiquette. Don’t send out useless messages or pretend to be the best 

friend of someone you don’t know well. Be honest about your job search; don’t contact an old friend 

for the first time in years without mentioning that you’re looking for work. Don’t ask for 

recommendations for jobs you are not currently qualified for. Don’t complain; people hire people they’d 

like to work with, and no one enjoys whiners. When someone does something nice for you, send a 

thank-you note or recommend them on LinkedIn.  

 Your resume should target a specific job. Your LinkedIn profile should be more general, and give the 

reader a glimpse of your personality. 

 If your profile is set to “public,” more people will be able to find you. For job search purposes, this is 

probably a good thing. 

 Have a professional-looking headshot photo on your LinkedIn profile. Don’t use a cartoon, a picture of 

an animal or inanimate object, or even a full-body picture of yourself. It’s okay to change it 

occasionally, but keep it the same for a fairly long time. Have a consistent image: put the same 
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professional picture in all your accounts; show personal integrity. Be sure the background photo 

supports your message. 

 Send status updates a few times a week. 

 Generally, don’t invite people you don’t know to join your network. If someone new invites you to join 

their network, don’t automatically agree; check their profile first. 

 You are what you tweet. Everything you post either supports or undermines your reputation. Your 

connections/friends also reflect on you, either positively or negatively, so keep an eye on your 

Facebook wall. Always be positive online. 

 If you aren’t working now, you can tweet or post that you’re looking for work; let your friends help you. 

If you are working now, be more subtle; use your headline to broadcast your expertise. Be as specific 

as feasible about what you’re looking for. 

 Consider drafting a bunch of tweets, all at once, in your word processor. Then put them up on Twitter, 

one at a time, the next few times you log in. Remember to keep them to 280 characters or fewer. A 

quick way to update your status is to answer some generic questions, such as: what are you working 

on now? What are you reading that you’d like to share? What are you looking forward to? 

 Back up your content, email and contacts! If you lose your job and your LinkedIn account was tied to 

your work email, it’s all gone; so be sure to have a secondary email address. 

 Be patient with yourself. You will not be an expert on social networking by tomorrow, or even this time 

next week. You will make mistakes. That’s the way adult learners learn. 

 This is just one tool among many. The phone still works. 

 Don’t spend your whole life online; set a timer, make yourself get off. 

 

 

Cautions 

 THINK BEFORE YOU POST! 

 It takes time to build your online presence. Don’t expect Facebook to find you a job by tomorrow. 

 Don’t tell all your Facebook friends that you’re far away on vacation; your post may fall into the wrong 

hands, and someone could break into your house. Mind other people’s privacy, as well as your own. 

 Remember to keep the employer’s point of view in mind. Avoid overused phrases in your profile, like 

“proven track record” or “team player.”  

 Watch out for silly mistakes, like announcing that you’re looking for work when your boss is one of 

your followers; not including a way for someone with a job possibility to get hold of you; or missing 

spelling, grammar or obvious factual errors. 

 Don’t put “Unemployed” in your headline. Many employers are willing to hire folks who are 

unemployed, but very few put “unemployed” in the search box. 
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 If you are working, be extremely careful about how you use social media for job search. Don’t post the 

fact that you got an interview, especially if your boss in one of your connections. Don’t say anything 

negative about your boss or your company; in some cases, that will get you fired. 

 Mind your audience. Remember that your blog posts and tweets may show up in Google searches. 

Don’t expect your privacy settings to save you from yourself. Think before you post. 

 Be sure the online you matches the real-world you. Your resume and your LinkedIn profile won’t be 

exactly the same, but they should not contradict each other. Your LinkedIn updates will probably not 

be exactly like your Facebook posts, but you don’t want to look like two entirely different people. 

 Don’t abandon your new social network when you find your new job. Just as you want to keep your 

resume up to date and your real-world network going, keep tweeting, using LinkedIn, etc. Remember 

that your networking buddies need you as much as you need them.  

 And finally, THINK BEFORE YOU POST! 

 

Next steps: 

LinkedIn:  

 Complete your profile, including keywords for your industry. 

 Get a professional-looking photo taken and add it to your profiles. 

 Add Connections with personalized invitations. 

 Research companies and jobs. 

 Give recommendations to Connections, and ask them to recommend you. 

 Ask your Employment and Training Specialist to refer you to the LinkedIn Coach. 
 

Twitter: 

 Put your 30-second commercial into your bio, with your professional photo. 

 Include industry keywords in your bio. 

 Make sure your Twitter bio is consistent with your LinkedIn profile. 

 Find a few interesting people and companies to follow. 

 Update your status at least once a week. 

 Let people know you’re looking for work. 
 

Facebook: 

 Complete your profile (as much as you feel comfortable sharing.) 

 Friend several people, using personal invitations. 

 Check your friends’ friends to see if you want to add others (click on Find Friends in upper right 

corner of your profile.) 

 Update your status at least once a week; let your friends know you’re looking for a job. 

 Check frequently (at least once a month) for updates on privacy settings, new features, etc. 
 
 

Contract with Myself 

Regarding social networking for my job search, I make these promises to myself: 
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I will start with this site: ________________________________. I will have at least a preliminary profile/bio 

finished by this date: ____________________, recognizing that I can change/update it at any time. 

When I am comfortable with the site named above, I will do the same with __________________. 

My three main goals for joining social networks are:  

1. __________________________________________________________________________________. 

2. __________________________________________________________________________________. 

3. __________________________________________________________________________________. 

I have chosen these goals because: _______________________________________________________ 

_____________________________________________________________________________. 

I will be able to devote approximately this amount of time each week to social networking: _____________. 

I plan to do most of this work on this day each week: ______________________. I will commit this time 

block to my calendar as an appointment. 

I will do this, because it is a benefit to me and to my job search, and to other people I can help through 

networking. 

 

Glossary: 

@ : Calls out usernames, such as @BethDavisR, in tweets. A username that follows the @ symbol is a link 

to a Twitter profile. 

Blog: (noun) another word for weblog; a website containing the writer's own experiences, observations, 

opinions, etc., and often having images and links to other Web sites; (verb) to maintain or add new entries 

to a blog.  

Connection: a person who is connected to you on LinkedIn. 

Facebook: a social utility that connects people with friends and others who work, study and live around 

them. 

Follow: to regularly read a person’s blog. 

Follower: one who regularly reads another’s posts. 

Follow back: to follow someone who follows you. 

Friend: (noun) a person you know who is connected to you on Facebook; (verb) to invite someone to 

become a Facebook friend of yours. 

Hashtag: a way of tracking topics on Twitter; they help people who are looking for more information find 

relevant Tweets. The hashtag sign is: #  It is attached to a topic, not to the person who posted it. 

Like: a button you can click to let your friends/connections/followers know you appreciate the content of 

the page/website. It also causes posts from that site to appear in your news feed.  

LinkedIn: the premier social networking site for professional purposes. 

News feed: a list of updates from your friends on your own Facebook home page. 

Profile (a.k.a. Bio): a page that displays basic information about a user of Twitter, LinkedIn, etc. 

Retweet: to forward a tweet; often used to share information or links to great websites. 

http://dictionary.reference.com/browse/web
http://dictionary.reference.com/browse/the
http://dictionary.reference.com/browse/images
http://www.webopedia.com/TERM/H/home_page.html
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Social networking: practice of expanding the number of one's business and/or social contacts by making 

connections through individuals, usually using websites such as Facebook, Twitter, or LinkedIn. 

Timeline: in Twitter, the list of messages someone has sent you. 

Tweet: (noun) a message posted on Twitter; (verb) to post a message on Twitter. 

Twitter: social networking and microblogging service. 

Unfollow: to cease to follow someone (see “follow.”) Unfollowing someone causes their tweets to stop 

appearing in your timeline. 

URL: website address. 

Wall: a place in Facebook to post messages for anyone to see. 

 

Resources 

 Books  

I’m on LinkedIn, Now What? by Jason Alba 
     

How Not to Suck at LinkedIn: 30 Easy Cures for the Most Common LinkedIn Profile Mistakes 

 by Joshua Waldman 
 

 Websites: 

  LinkedIn Learning Center: http://learn.linkedin.com 

   Youtube.com: Videos on how to use Twitter, LinkedIn, etc. 

   Google.com: Links to sites on how to use LinkedIn and other social networking sites 

   eHow.com: How to use Facebook and other social networking sites 

   Branding: http://blog.brand-yourself.com/ 

 

 

C:\Users\bdavis-r\Documents\DATA\LinkedIn Connection\LI Connection hdo 6-2018.docx (Beth 6-2018) 

http://www.amazon.com/How-Not-Suck-LinkedIn-Mistakes-ebook/dp/B00KXK1XDU/ref=sr_1_24?s=books&ie=UTF8&qid=1418249808&sr=1-24&keywords=linkedin
http://www.amazon.com/How-Not-Suck-LinkedIn-Mistakes-ebook/dp/B00KXK1XDU/ref=sr_1_24?s=books&ie=UTF8&qid=1418249808&sr=1-24&keywords=linkedin
http://www.amazon.com/Joshua-Waldman/e/B0051WGXTO/ref=sr_ntt_srch_lnk_24?qid=1418249808&sr=1-24
https://webmail.frederickcountymd.gov/exchweb/bin/redir.asp?URL=http://learn.linkedin.com
http://blog.brand-yourself.com/

