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The Three Most Important Parts of  
Your Profile 

While every part of a LinkedIn Profile is important, there are three elements that are 
critical: the Photo, the Professional Headline and the Summary.  

Photo 

It’s crucial to have a photo that is a good representation of what you 
currently look like in your professional life. While it doesn’t have to be taken 
by a professional photographer, it should look professional. This is not the 
place to post a casual photo! It’s important to look warm and inviting. When 
someone looks at it, you want them to know what it’s like to talk with you. 
Make “eye contact” and smile! It’s OK to dress as you’d normally dress 
when you do business. Do NOT use your logo! 

To change your photo, click the “Edit” button. You’ll then see a small camera 
icon. Click it and upload your new photo. You can position it and crop it. Finally, you 
determine “who” sees it—but if you go to all this work, you want everyone to see it! 

Professional Headline 

Without a doubt, this is one of the most important fields in LinkedIn—and it should not be 
your job title! It should describe what you do (or what you want to do). You have 120 
characters to descr ibe yourself to your target audience. Use descr iptive terms that 
makes someone want to read the rest of your Profile. This is just like a newspaper headline: 
make it interesting! 

To change your Professional Headline, click the “Edit” button. You’ll then see a small 
pencil icon next to various fields. Click the one next to the current headline. 

NOTE: if you don’t provide a headline, LinkedIn defaults to your current job title in this 
field. 

Make the 120 characters you use in your Professional Headline count! For example, which 
person would you want to know more about: 

 

Professional Headline 



Vice President of Marketing 
or 

Brand management specialist | Marketing strategist | Search engine                                             
optimization (SEO) expert | Social media consultant 

The last example is 118 characters long and as you can see, much more interesting. 

If you want to include characters like ♦, ◘, ♠, •, ♥, and so on, those are “alt characters” and 
are typed by using your numeric keypad and the “alt” key.  

It’s important to note that when someone searches for you in Google, your LinkedIn Profile 
will appear. In the “description” area, your Professional Headline appears, so it’s yet 
another reason to have a great description. 

One thing to keep in mind when writing your Professional Headline—and all LinkedIn 
sections—you want to use relevant keywords. Look at Profiles for  people in your industry 
to see how they worded things. Don’t copy and paste, but you may get good ideas on how 
you want to describe yourself and your accomplishments. 

Summary 

Next to your Professional Headline, your Summary is the most important part of your 
profile. You have 2,000 characters (nearly a full page) for this section. Put on your creative 
writing hat. As it’s often hard to write about yourself, ask your friends and associates for 
help if needed. Use descriptive terms and industry buzzwords—the important thing to 

remember for this section is to use words that 
someone who is searching for a person with 
your skills and experience will use.  

LinkedIn doesn’t provide much flexibility 
with formatting, but you can add some special 
characters. You may want to write this section 
in a word processing application in order to 
check spelling and grammar. Then, paste it 
into LinkedIn. Keep your paragraphs short to 
make them easy to read. You can even include 
sections and subtitles if you want. 

Note: this is your personal story, so it 
should be written in first person (“I”) as 



opposed to third person (“Deb”). It should read just like you were actually speaking to the 
reader. When you speak with someone, you say “I did” not “Deb did.” The same applies 
here. 

Keywords are critical in your Summary. You want your Profile to be found by search 
engines. However, don’t overdo it and don’t use the same words over and over. Use your 
thesaurus and think of secondary keywords that are good descriptors of you and your skills 
and experience. 

Make things more interesting by adding bulleted lists. Your Summary is also a good place 
to provide your contact information. While it is in another section in your Profile, make it 
easy for people to find it here! 

As with your Professional Headline, this is the area to catch people’s attention, so make it 
count! However, write it in a way to show people the benefits of working with you. 

You can also be “forward thinking” in your Summary, discussing your future career goals 
and personal aspirations. 

It’s also important to be original with what you’re writing in all parts of your Profile. Don’t 
get caught up in saying exactly what everyone else is saying...just because they’re saying it! 
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