LinkedIn Profile Optimization Checklist
This guide provides a step-by-step checklist to transform your LinkedIn profile into 
a powerful tool that attracts recruiters and opportunities in your new field.


Part 1: The Universal Checklist – Best Practices for Everyone
Follow these steps to build a strong, complete foundation for your profile.

1. Profile Photo & Banner (First Impressions)
☐ Photo: Use a high-quality, professional headshot (suit/top, smile, neutral background).
☐ Banner: Create a custom banner on a free tool like canva.com. Don't leave it blank.
* Tip: Include your key skills, what you're seeking, and "Graduate of ASK Training".

2. Headline
☐	Craft a headline with over 120 characters. Pack it with keywords for your target job.
* Do NOT just use “Jobseeker” or your current unrelated job title.

3. About Section (Your Story)
☐	Write in the first person (e.g., “I am a...”).
☐	The first two lines are most important – make them count!
☐	Include relevant keywords, your mission, and a call to action (e.g., “Open to connect!”).

4. Featured Section (Your Proof)
☐	Add at least 2-3 items here
☐	e.g., your (@ASK Training Certificate, project work, a portfolio link).

5. Experienced Section (Your Journey)
☐	Focus on achievements and results (use numbers: %, $, time saved), not just duties.
☐	Use strong action verbs (e.g., Managed, Increased, Developed, Analysed)

6. Skills & Endorsements
☐ Add at least 10-15 skills. Mix technical (e.g., SEO) and soft skills (e.g. Communication).
☐	Re-order your top 3 skills to be the most relevant to your target career.
☐	Politely ask connections to endorse you for key skills.

7. Education
☐	List your WSQ Diploma from @ASK Training prominently. Add relevant coursework.


6. Final Settings
☐ Customise your public profile URL: (e.g., linkedin/com/in/yournamesg)
☐	Turn on “Open to Work”: Go to profile, click “Open to”, and select “Finding a new job”.
☐	You can choose to show recruiters only.



Part 2: Tailoring Your Profile 
Your Goal: Frame your training and transferable skills as strengths

Headline
Formula: Aspiring [Target Job Title] | WSQ [Your Field] Graduate | Skilled in [Skill 1], [Skill 2] & [Skill 3]
· Example (DM): Aspiring Digital Marketing Specialist | WSQ Digital Marketing Graduate | Skilled in SEO, Google Analytics & Content Creation
· Example (IT): Aspiring IT Support Analyst | WSQ ICT Graduate | Skilled in Network Security, Windows OS & Helpdesk Support

About Section
Use this structure:
1. Intro/Hook: 
"A motivated and certified [New Field] professional leveraging strong transferable skills from previous experience. Recently graduated with a WSQ Diploma in [Your Field] from @ASK Training, equipped with industry-relevant skills in [Mention 2-3 key areas]."

2. Transferable Skills:
"My background in [Old Industry] has equipped me with valuable skills in [e.g., client communication, data analysis, project management], which I now apply to [New Field] challenges."

3. Call to Action: 
"Open to connecting and exploring entry-level [Your New Job Title] opportunities."

Experience Section
1. Add @ASK Training as an experience!
Title: WSQ Diploma in [Your Field] Graduate
Company: @ASK Training
Description: “Acquired hands-on, industry-relevant skills through a comprehensive curriculum. Developed expertise in [List 3-4 key modules]. Executed a capstone project developing a [describe project]."

2. Reframe past jobs to focus on transferable skills and achievements (see our CV guide).





Part 3: Next Steps – Building Your Network
· Connect with @ASK Training instructors, classmates, and alumni.
· Follow companies you want to work for.
· Engage for 10 minutes a day: like and comment thoughtfully on posts in your industry.
· Share an article once a week with your simple thought on it (e.g., "I found this article on the latest SEO trends really interesting because...").


Need more help? 
Visit our @ASK Training Career Resources page here for more resume and interview templates.



