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LinkedIn Guideline  
 

(For Social Star supplier) 
 

This is Social Star’s LinkedIn guideline and checklist for our clients suppliers to follow when 

completing their LinkedIn profile. 

Why LinkedIn? 
LinkedIn is the only global social media site for career people, and the only one permitted in China, 

Because LinkedIn profiles contain a majority of written content, they will often rank number 1 when 

searching for someone on the internet. Therefore, when a company, or a hiring manager, or a 

recruiter  is looking for information on you to verify your credibility, LinkedIn is likely to be the first result 

they’ll see. 

 

LinkedIn is the home of personal online brand and the best marketing platform for a new career. It 

also doubles as an effective recruitment tool. Think of LinkedIn as a place where you can ask 

questions about what you need in career, from millions of people who will want to help you. 

 

There are five reasons why LinkedIn is so important during the early stages of your career: 

1. It’s where your potential employers are 

2. It’s where your potential recruiters are 

3. It’s where your industry connections are 

4. It’s where your competitors are 

5. It’s where you can establish online credibility and trust 

 

LinkedIn can be a digital jigsaw puzzle for your personal online brand. At first it may seem like you 

don’t have much to say, or any attractive reason for people to visit your profile.  That’s why the first 

step in creating a powerful LinkedIn profile is to understand how to visualize your online personal 

brand, and articulate that it in words. The second step is to collect and organize all the other puzzle 

pieces. Such as your profile photo, tag line, banner, biography, resume, and qualifications.  The last 

step is putting them all together into your profile, creating a consistent and meaningful story.  

 

The following sections are going to help you put all the puzzle into usable pieces to complete the 

client’s profile. 
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1. Profile Photo – The most important part of your online personal brand. 
 

For a company, its logo is the face of its business brand. For individuals, 

your face is the logo of your personal brand. For most of us, the first time 

people will ‘meet’ us is online, well before any physical meeting. That’s 

why we need to make our profile picture as authentic, genuine, and 

professional as possible.  

 

You can assume a lot from one picture. After studying profile photos for 

five years, clients are amazed at the perceptions we can gather about 

their friends and colleagues.  We have spent a lot of time articulating 

what we interpret from people’s profile photos. Humans have 40,000 years of facial recognition 

technology in our brains that we don’t even know we’re using. When we first meet people, we judge 

them based on their face and their look. In an instant, we’ve formed an opinion on whether we like 

them or not. That’s our fight or flight mammalian brain at work.  

 

Provided by Social Star. 

 

2. Banner – Subtle background influence 

 
Your banner is a great opportunity to create some visual flair in your profile. Use it to say something 

about you in the subtle ways only a picture can. Because pictures are interpreted by the creative 

‘right side’ of your brain, when your banner is combined with your profile photo they help create an 

instant impression of your personal brand. 

 

Provided by Social Star. 

? 
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3. Tag line – Your Personal Career Brand Statement 
Your tag line sits next to your photo in your profile. When you share a post, or write a 

recommendation, your tag line will appear next to your face.  

 

Tag lines vary depending upon your role and your industry.  Once you have a base tag line, be 

creative with it and change it to suit your particular role, company stipulation, or specific 

circumstances. Our four-step process will assist you to create a strong starting position.  

 

The Social Star four step tag line process is as follows: 

 

Part 1 – Choose an adjective to describe how you present to your work colleagues. If you asked them 

to describe you at work using one or two words, what would they say? You could be Passionate, 

Experienced, Detail oriented, An expert, Professional, Hardworking etc. 

 

Part 2 – Choose one or two words that describe the type of work you do now, or want to do in the 

future. This is your profession. If you don’t have a formal or easy way to identify with your industry, ask 

friends or colleagues how they would describe what you do. Perhaps think about your chosen field of 

study? 

 
The point is to give your readers a common reference point to easily understand your field of work. If I 

said I was a rock singer, or a marine biologist, an artist, an Accountant, a fisherman or Marketer they 

all position me well for the person reading my profile. Avoid being too obscure or using a job title with 

industry jargon. Will your readers understand it?  

 

Part 3 – The next part is vital in helping you stand out from the crowd. It’s your niche. your particular 

focus within your industry.  Everyone has a niche. You may not have articulated it yet, but you will 

already work within a certain parameter of geography, type of work, demographic of people or 

price range. There are thousands of accountants, consultants, doctors or builders. You need to think 

about how you’re different from everyone else in your industry. Try to simplify it down to about 6 

words. During the 7 seconds people spend glancing at your profile they need to clearly understand 

what you do, specifically.  
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Part 4 – The final and arguably most important section is how do you help them? What’s your 

solution? This will be 6 words describing how your service solves a problem. Solving problems is what 

careers are built on. It is the essence upon which two parties trade for mutual benefit. If you are not 

solving problems for people, they will not hire you. If you don’t know what their problem is, then you 

need to find out! Your solution is the outcome a customer would achieve if they engaged you. 

 

Examples of full tag line:  

“Experienced Digital Marketer, helping Uni students, professionals and career individuals develop e-

ttractive personal brands” 

“Passionate Career Manager, working with retail organisations to build strong teams and increase 

revenue” 

“Detail oriented client & career manager - helping career seekers grow financially and operate 
efficiently” 
 

*Size: 120 characters or approximately 15 words 

 

Advised by Social Star. 

 
4. Contact information: How you want to progress the opportunity 

 

 
 

There are two parts to the contact information section. The first is only visible to your connections and 

includes: email, address, phone and instant messaging. The second part is seen by everyone 

(depending on your privacy settings) and includes social media and website links. 

 

The key information you need to have in there is the following: 

- Email address  
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- Address: if you work from home and want to remain private use your suburb and state only, 

such as Melbourne, Victoria. If you work in an office, use your full address. If your career is 

global use your home city and country. It is important to have something there so people can 

set expectations about contact due to time zones and potential travel times if you work face 

to face.  

- Phone number: You have a choice not to enter anything here, which could be useful if you 

wish to drive people toward your email address instead. If you don’t want people to call you 

leave it blank. We recommend having at least one contact number. Remember, you might 

prefer email,  but a client may prefer to talk directly. If you don’t have that option you might 

lose the client at an early stage. If you have an office number you can use that, but by using a 

mobile people can always contact you. 

- Instant Messaging: Put your Skype or messenger address here. Particularly useful if you work 

with overseas clients.  

- Twitter: If you connect your Twitter account to your LinkedIn profile it will appear here. LinkedIn 

has partnered with Twitter so there’s also a built-in tweet feature for your posts. Connect only if 

you have completed the branding on your Twitter account. 

- WeChat: Another LinkedIn partner is China’s biggest social media channel WeChat. LinkedIn is 

the only western social media allowed in China. A smart move by LinkedIn. This isn’t used 

much by people unless they have career interests in China. 

- Websites: You get a choice of three website links so use these wisely. It could be the next click 

in the career process. The first link should be your career based website. The second your 

personal website. If you don’t have either of these as yet use your strongest social media 

channel (Facebook page, twitter, Instagram etc.). Make sure your social presence is as 

professional as possible, before you link it. 

 

Advised by Social Star. 

 
5. Custom LinkedIn URL – The little details 

 

 
 



 

www.socialstar.com.au   LinkedIn Brief  6 

The custom URL is located just below your contact tab. This is a unique link you can use to assist 

people to find your profile. When you create your profile, this link is often a mixture of your name and 

some special characters e.g. https://au.linkedin.com/in/andrew-ford-748a0b2a. You have an 

opportunity to change this to your own name or a career-based name.  

For instance this one is personal https://au.linkedin.com/in/andrewjeremyford.  

This one is career based https://au.linkedin.com/in/personalbranding .  

If you send someone your LinkedIn URL, it looks more professional if it is personalised. 

To change it when you are in profile edit mode, click on the little wheel next to the link and edit it. 

Press save and there you go! 

 

6. Biography – Brand story 
 

The Summary (or biography as we like to call it) is a 300 word description of yourself. It is designed to 

help the reader better understand your background, personality and why you do what you do. It 

should tell a story of your career journey, the ups and downs and anything that has helped to make 

you who you are. 

 

 

Advised& provided by Social Star. 

Social Star structure: 

First paragraph: Your tag line 

explained (50 words) 

Second paragraph: What is the 

problem you solve (50 words) 

Third paragraph: What is the 

Solution you provide (50 words)  

Fourth paragraph: Why choose 

you (50 words) Education and 

experience 

Fifth paragraph: What’s next, call 

to action (50 words) 
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7. Visual Assets – Right brain connection 

 
We need to include these images as visual evidence, backing up your claims within your online 

personal career brand. Whatever your specialty, visual assets help enhance the words in your profile. 

 

If you don’t have suitable images right now, that’s ok. Building your online personal career brand is a 

process you can complete over time. But now that you’re aware of the role visual assets play, decide 

on what you need and make sure to start collecting them. 

 

Provided by client. 

 

8. Job history/Experience – Proof of credibility 
 

Your job history is an important asset, but can prove to be very complex when adding it to a LinkedIn 

profile. It’s vital that the way you position your working experiences interacts, supports, and 

complements your online personal career brand, and your goals for the future.  

 

Your most recent role will contain the largest amount of information. However, this is presuming you 

held that role for a good amount of time (2 years plus), and it’s directly relatable to your current 

direction, the goals you’re aiming for, and fits your brand proposition. The information here should fill 

a computer screen, complete with written description, past projects, recommendations, and visual 

assets.  

 

Then your next two most recent roles fill the next screen. Then the next three roles fill a screen and so 

on and so on. Be aware that the further back in history a role is from today, the less relevant it is to 

what you’re aiming for right now. However, if you held a role that was both long in tenure and/or 
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strategically aligned with what you’re aiming for now, then it needs to be given plenty of space, and 

focus. 

 

 

So now it’s time to get started writing your 

most recent job description. Be mindful of 

how you position the company you 

worked for. Don’t presume your readers 

will understand your career there, even if 

it’s a household name. Review that 

company’s website and their ‘About Us’ 

page. Find one to two paragraphs that 

clearly explain the role that company 

performed. Use that as the starting point 

for this job description. 

 

The next part is all about describing your 

role, what you did in your career. It’s best 

written in the first person. Don’t be 

tempted to write down all of your 

achievements, save that level of detail for 

your resume. remember, some of that information could be considered confidential. Focus and 

expand only on the achievements aligned to your new career and to your future intentions. What’s 

required is a simple and clear description of what your role was and how it supports your current 

personal brand. Best to keep it as short and punchy as possible. Remember, LinkedIn is a brochure for 

the reader, not the whole story. Its goal is to get them engaged and onto your website or a meeting! 

 

Check to see if your previous company has a LinkedIn company profile by searching for their name. 

If you find them, be sure to double check it is the exact same company. If it is them, when you select 

the company name from your drop-down list, their logo will appear next to your information.  

 

If you had multiple positions or roles within an organisation, we recommend focussing on the last or 

most senior role you held. In the description, you can outline and pace your progression through your 

career. Point to note, if you have the same company logo appearing several times next to different 
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career titles, your profile will be less visually appealing. It might also encourage the reader to simply 

scan over your content, thinking all your roles were similar.   

 

The only exception is if you had significantly different roles within the same company. For instance, if 

you worked in Australia as a Marketing Manager, and were then moved to England as their 

European Marketing Manager, include these as two entries. Your company description and role title 

would now need to be very specific to better match your different outlines specific to the country 

your role was based in. The same applies to states too. Such as being the head of dispatch in NSW 

and then becoming transport operations manager in VIC. 

  

The style in which you write your role description will depend upon your personality profile from week 

2. If you are more personable, write it in a casual tone, make some light hearted remarks. If you are 

more of a professional nature keep it to the facts. Some useful elements to consider are: 

- How did you secure this role?  

- What products or career areas did you manage? 

- What size team were you responsible for? 

- Did you hold any financial responsibilities? 

- What were the milestones you achieved? 

- How did you help grow this career? 

-  

Wrap up your description by writing about what you learned from this role, and how that contributed 

to you becoming an expert in the chosen field your new career venture is aimed at. Finish off with a 

call to action, the particular way you want people to connect with you. Via email, phone or visit your 

website. 

 

Include all of your roles, right back to when you finished your education. It’s tempting to only include 

your most significant roles, but that can leave large gaps in your work history. To some this might seem 

like you’re being selective, or trying to hide a piece of your timeline. It doesn’t matter if it was a gap 

year travelling, taking time off to have a family, or working in a different industry for a career break. 

It’s better to include it. And if you think about it long enough, you might be able to find something 

that assisted you in becoming who you are today.  

 

Another benefit of including all previous roles is that you never know the background of the person 

looking at your profile. They might have had a similar background which creates more connection 
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and report. If you took a gap year to travel to Japan for a year to teach English you could talk about 

sushi, a recent holiday or their desire to have a career break. Use all of your experience to assist your 

profile as it all made you the unique individual you are today. 

 

 If you are working as a consultant, or you’re 

engaged on a contract basis such as in 

advertising, a good way to detail these roles in 

your profile is by using projects. These are 

separate entries located within the specific 

job/role entry, and have a drop down arrow for 

more information. If a reader clicks on them it 

will take them to a different place in the profile, 

much further down the page, where the 

specifics of the project will be seen.  You can 

associate colleagues who worked on these projects with you and add more details about what you 

achieved. This is particularly useful for consultants, real estate agents (only your best sales results), 

lawyers winning big cases and so forth. 

 

Provided by client/ taken from Resume 

9. Education – Additional Credibility 
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Once you have completed your career history start 

your education history. Education is more than just 

knowledge gathering. It demonstrates a passion for 

particular topics, enduring examinations, and your 

ability to stick to a project over several years.  

Include your high school, University and any other 

courses. If you completed any extra-curricular 

studies such as night school, or online learning, and 

they support the position of your online personal 

brand, include them here too. Just like your work 

history, more is better. Remember to try find the logo 

for each institution for easier visual recognition.  

 

If you don’t have much in the way of formal education, position your life skills in your education and 

relate them back to what you learnt through your work history. Speak more than one language? 

Attend any group discussions? Member of a book club or hobby group? Volunteer at a community 

organisation? These are all ways to demonstrate your online personal career brand qualities. 

 

In education, we follow the same rules as we did in the career section. Firstly, add a brief description 

of the institution because again, you don’t want to presume the reader knows them. Then add 

specific information about what you studied, and elaborate on what you learned so it supports your 

brand statement.  

Provided by client. 

 

 

10. Interests – Having a life 

 
Interest are the areas outside of your career life. It’s important to share these with your profile readers 

because it will make you seem more three dimensional. It will also help them to relate and connect 

with you. Keep in mind that when it comes to people, there are two shared goals for your LinkedIn 
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profile. First, you need to encourage people to warm to you and like you. Second, you need to 

appear credible in their eyes.   

 

Everything you list will say something about you. Interests give the reader an insight into your life and 

your personality. It can also help create an emotional connection if your reader shares similar 

interests or experiences.  

 
Examples of interests could be sports, charities, social activities, hobbies, volunteering etc.  

 

Taken from client biography form 

 

11. Recommendations – Social Proof 

 
 

Recommendations are the ultimate social proof of your good work. They show to others that not only 

are you good at what you do, people appreciate it enough to make a public statement about it. 

 

When a person is prepared to put their name and their face to support your services, it is considered 

quite a compliment and held in high regard. So, appreciate it! They are not easy to get, but with 

some discipline you can build them over time. Here are some tips on how to get recommendations. 

 

Only your connections can recommend you. Therefore, to have any chance of getting a 

recommendation you need to connect to all your clients, suppliers and work associates. For this to be 

truly credible, it needs to be someone who has had career dealings with you. Friends saying you’re 

awesome is a character reference and not as good as someone you have had a career based 

relationship with. 

 

Your connections can proactively recommend you, but it is rare. Most likely you will ask them. And 

the best time to ask for a recommendation is right after you’ve completed your work. Especially if 

they sent you a message, phone call or email about how they have appreciated your services. Ask if 

they would be kind enough to add those words to a recommendation on LinkedIn.  
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Remember you can’t put a recommendation into LinkedIn profile yourself, your client must do that 

through theirs. You can start the process by emailing them via the LinkedIn recommendation tool, so 

watch the video on how to do this. 

 

What do you ask for in a recommendation? We advise against instructing your clients on what to say 
specifically. If they don’t know, ask them to write down a few words about how the services you 
provided positively impacted them or their career. What were the results they enjoyed from working 
with you? Recommendations are always better when written in a person’s own words. Otherwise it 
can seem less than authentic. 
 

Once you have recommendations, you can use them in your marketing materials. It’s now public 

information. You can even encourage potential clients to contact them and verify your service 

quality. We would have no hesitation in encouraging any of our potential new clients to message 

one of our recommendations for a reference, it speeds up the relationship process. The more clients 

can qualify you before you meet them, the more time you save and the better you serve your 

career. 

 

12. Endorsements – Feedback on your brand 

 
Endorsements are a simplified version of a recommendation. Recommendations are written reviews 

from people who have had direct dealings with you, whilst Endorsements are people’s perceptions 

of your abilities. 

 

The pros and cons of endorsements on LinkedIn are often debated. Some complain they receive 

endorsements from people they don’t know (which is impossible as only your contacts can endorse 
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you). Others say they get endorsed for things they don’t do (unlikely as you have created this 

perception in the mind of the person endorsing you).  

 

LinkedIn prompts users to endorse their connections so you generally get more of these than 

recommendations. It is also much simpler to click on a button than it is to write a formal 

recommendation. Some people misuse the function and endorse you in the hope that, they’ll 

receive one in return. Others do it to be noticed by the person they endorse.  

 

Whatever your view, the overall value of endorsements is clear, it’s better to have them than not. 

Endorsements reflect your online personal career brand and most readers pay attention to the 

overall number you have. Even though the number shown has a maximum of 99+, you can click on 

the skill to see the actual total. If a potential client was reviewing suppliers and one had 5 

endorsements for their key skill, the other had 99+ this can influence their decision. 

 

The types of skills people endorse you for is also important as it’s a reflection of how people perceive 

you. You can add skills to your profile, delete old ones and move them around. What you can’t 

control is what a connection will endorse you for. If they don’t perceive you as having expertise in 

that area, it’s unlikely they will endorse you for it. Blogging is a great way to demonstrate that 

expertise and influence those endorsements and we will cover that in the Leverage section. 

 

During your career, you might change roles or industries. Please don’t change the order of your 

endorsements. It looks inauthentic to people who view your profile. Besides, your career history will 

already demonstrate that you’re fresh to your newly chosen field.  A better way to highlight your 

expertise in this new area is to write about how your previous roles supported you to become skilled 

enough for this new direction. Don’t forget to include any education or interests and passions, and 

how they helped prepare you.  

 

Please remember that only direct contacts can endorse you, which is another great reason to ensure 

you have as many connections as possible.   

 

13. Company profile – Great way to share content 
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Creating a company profile on LinkedIn for your new career adds to your credibility. Just like a good 

website, a company profile helps you to appear more professional and ‘real’. 

 

A LinkedIn company profile isn’t difficult or time consuming to create. There are a few assets you will 

require and once you have these it’s pretty straight forward. Be aware you’ll need to have a 

company email address before you begin. That means to set up a LinkedIn company profile for 

Social Star you would need an email address such as andrew@socialstar.com.au . An address like 

andrew@gmail.com will not work. 

 

Once you apply to create a company profile LinkedIn will email you to confirm the details. Once you 

confirmed the email, you can then commence the building process. 

 

The brand assets you will need are:  
- a banner designed to fit the LinkedIn dimensions  

- your company logo  

- a thumbnail of your company logo  

- A well written description of your career 

- URL for your career website 

 

There are three main reasons to create a company profile on LinkedIn: 

1. Company profiles are great for seeing a quick summary of the career. Clients can see the 

numbers of staff, blogs and summary description of the career before deciding to visit your 

website. 

2. When staff create an employee entry for your company, your logo will appear next to the 

company name. This makes your company seem more professional. 
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3. You can post blogs from the company here and ask your staff to share them. This is a great 

way to push out your company information to more people through a trusted source. 

 

For more help in creating a LinkedIn company profile watch the video in the resources section or 

email Social Star on support@socialstar.com.au  

 

14. Publications – Authority in your Industry 
 

Publications are books, articles, podcasts, blogs or 

other intellectual property assets you have 

created or contributed too.  

 

This is a great way to demonstrate, not just 

knowledge of your industry, but an authority in the 

field. LinkedIn has a lot of content, but a well 

written book or blog will trump it every time due to 

the breadth and depth of material.  

 

Particularly useful for industries like, health, where 

industry journals are an important feature of your 

brand. 

 

15. Blogging- Demonstrating your credibility 

 
Once a premium feature, blogging is now open to everyone. There are two main benefits to 

blogging on LinkedIn. Firstly, it remains on your profile permanently so your audience can always see 

your content. Secondly, blogging promotes your expertise in your niche area. LinkedIn uses the word 

‘Articles’ instead of blogs. You can write one by clicking the home tab and then clicking ‘Articles’. 

Articles are generally between 300-1,000 words, include a picture, and have a headline that 

accurately describes what you are about to read. We will explore more about blogging in the 

Leverage section. In the resources you will find sample blogs and a video on how to blog using the 

LinkedIn tools. 

 


