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Thank you for downloading this resource. This checklist is a free complementary resource
that goes together with our comprehensive blog post on “How to Create a Professional
LinkedIn Profile in 2025”

How to Use This Checklist:

1. Go through each section step by step
2. Check off items as you complete them
3. Review unchecked items monthly
4. Update as your career evolves
5. Repeat this process every 3-6 months

Need more detailed guidance? Visit BalanceHustle.com for our complete LinkedIn
optimization guide and other professional development resources.

📸 PROFILE VISUALS

Profile Photo

● High-quality, professional headshot
● Well-lit, clear face visible
● Professional attire appropriate for industry
● Neutral or office-appropriate background
● Photo is less than 2 years old
● Image dimensions: 400x400 pixels

Background Banner

● Professional custom banner
● Relevant to industry/personal brand
● High-resolution image (1584x396 pixels)
● Contains no sensitive information
● Properly aligned on both desktop and mobile
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💡 PROFILE BASICS

Profile URL

● Customized LinkedIn URL
● Uses full name or professional handle
● No numbers or special characters
● Easy to remember and share

Contact Info

● Professional email address
● Business phone (if appropriate)
● Business website/portfolio
● Other professional social profiles
● Location is current and accurate

📝 PROFILE CONTENT

Headline

● Contains relevant keywords
● Clearly states value proposition
● Industry-specific terms included
● Properly formatted and readable
● Under 220 characters
● Compelling and unique

About Section

● Engaging first 2-3 lines
● Clear value proposition
● Professional story/narrative
● Relevant keywords naturally included
● Accomplishments highlighted
● Call-to-action included
● Contact information repeated
● Proper formatting and spacing
● No spelling/grammar errors

Experience Section

● All relevant positions included
● Current position up to date
● Company logos present



● Accomplishments quantified
● Action verbs used
● Keywords incorporated
● Bullet points properly formatted
● Dates accurate and consistent

🎯 SKILLS & EXPERTISE

Skills Section

● Relevant skills listed
● Skills arranged by importance
● Industry-specific keywords
● Top 3 skills pinned
● Outdated skills removed
● Endorsements from connections

Recommendations

● At least 3 recommendations
● Mix of receiving/giving
● From relevant professionals
● Recent recommendations included
● Various aspects of work covered

🌟 ADDITIONAL SECTIONS

Featured Section

● Best work samples included
● Media variety (articles, PDFs, links)
● Regular updates
● Properly formatted
● Relevant to current goals

Accomplishments

● Certifications listed
● Publications included
● Projects highlighted
● Awards/Recognition added
● Languages specified
● Volunteer experience added



🔍 SEO & VISIBILITY

Keywords

● Industry-specific terms used
● Role-relevant keywords included
● Location-based terms added
● Skills naturally incorporated
● Searchable terms present

Profile Settings

● Profile set to public
● Career interests updated
● Open to work status current
● Profile language correct
● Activity feed appropriate

📱 ENGAGEMENT & ACTIVITY

Regular updates

● Monthly profile review
● Recent activity professional
● Regular content sharing
● Engagement with network
● Groups joined and active

Network Building

● Regular connection additions
● Personalized connection requests
● Industry leaders followed
● Company pages followed
● Group participation active

🔐 PRIVACY & SECURITY

Settings Check



● Privacy settings reviewed
● Connection visibility set
● Profile viewing settings appropriate
● Two-factor authentication on
● Login history checked

📊 PROFILE ANALYTICS

Regular Review

● Profile views monitored
● Search appearances tracked
● Post engagement measured
● Connection growth tracked
● Profile strength at "All-Star"

Final Checks

● Mobile view tested
● Desktop view tested
● All links working
● No typos or errors
● Content is current
● Brand message consistent
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