
PHOTO | HEADLINE | CUSTOM URL ✓

Register for an account using your first and last name.
Upload a photo headshot in professional attire (no selfies).

Write an informative or aspirational headline. Examples: Collin College Marketing major and student entrepreneur …or… Second-year 
Cybersecurity student seeking summer internship.
Claim a custom URL for your LinkedIn public profile. (You may need to include middle initial or middle name if you have a common 
name.)

SUMMARY

Develop a summary statement / introductory message that includes at least one paragraph or bullets; this can include current positions, 
interest in particular industry or career field, values, special skills or experiences and certifications. Does it convey your personal brand?
EXPERIENCE
Include name of employer, location of business/organization (city/state), descriptive job title, and dates (starting month/year to ending 
month/year).
Add a brief description of accomplishments beginning with action words. Include metrics (percentages, numbers, dollars,etc.) as well as 
awards, promotions and leadership roles.
Multiple jobs should be listed in reverse chronological order.
EDUCATION
Select Collin College.
List degree and/or certificate and dates of attendance.
Include Grade Point Average if above 3.0 followed by the scale; example - GPA 3.1 (4.0 scale).
If you have attended multiple colleges, list them in reverse chronological order starting with Collin; omit high school information.
ACTIVITIES AND SOCIETIES (Within Education section)
If applicable, list clubs, sports, and campus leadership positions. 

PROJECTS (Add profile section: Accomplishments)
Include at least one project and list the name of the class, dates, key tasks, challenges, actions and results; begin each phrase with an 
action word and use descriptive adjectives: include quantitative accomplishments and achievements.
COURSES (Add profile section: Accomplishments)
List major-related courses in which you are currently enrolled and ones which you have successfully completed.
SKILLS (Add profile section: Skills)
Include at least three skills for which you want to be known. Note: Once skills are visible, contacts in your network can endorse you for 
these skills.  These can be both "technical" and "soft" skills.
INTERESTS
Join at least one group related to your major of field interest. 
Follow Collin College and at least one company that interests you as a potential place to work or intern.
BUILD YOUR NETWORK
If you are not already a 1st-level connection with your career coach, send a personalized invitation to connect. If you are already a 1st-
level connection, you automatically earn the points.
SPELLING AND GRAMMAR
Review to ensure there are no spelling, grammar, or punctuation errors. 
OPTIONAL SECTIONS TO CONSIDER: Volunteer Experience, Certifications, Publications, etc.
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