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Description 
In this lesson plan we will be learning the basics of LinkedIn. A young professional will be able to 

take this course and will learn how to complete a professional profile to assist with networking 

within their career. LinkedIn is a powerful online professional tool; however some people do 

not know how to use this online resource accordingly. 

 A powerful profile can increase your visibility online. You may or may not know that when your 

profile is 100% complete, you will get a higher search ranking. Your LinkedIn profile is key to 

your online success, because potential partners, clients, recruiters, and employers use LinkedIn 

as one of their first stops to assess you. It’s important to have as much of your profile 

completed as possible, because it helps with your personal branding. Recruiters are known for 

searching through LinkedIn to fill positions, because it’s an amazing resource, and it’s free. 

Passive job seekers and those not looking for employment should also have a profile that is 

100% complete if possible, because you want to make a good first impression if anyone 

“googles” your name. (linkedin101) 

Learning Outcomes/Objectives 
At the end of the lesson plan you will be able to:  

 Register and complete a LinkedIn profile 

 Upload a resume  

 Upload a professional photo 

 Complete the education section of your profile 

 Create an eye-catching summary 

 Insert a professional headline 

  Participate and join Groups relevant to your career and interests 

 Add connections to network 

Materials:  

Computer with access to the internet, electronic or paper copy of their resume, professional 

photo loaded on USB disk 

Audience:  
This lesson plan is designed for young professionals, to learn the basics of LinkedIn. This course 

is also designed to assist young professionals with networking, seeking of a job or personal 

branding.  
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Timeline & Lesson:  

5 hours 

Timeframe Activity: 

9:00-9:20 Introduction/Icebreaker: Facilitator 
introduces themselves to the group of 
learners, providing information on the course 
learning objectives, and the reason why this 
course is important. 
 
A mini icebreaker activity will encourage 
participation from all learners and help create 
a fun and safe learning environment. 
 

9:20-9:30 Signup: All participants will login to their 
computers and login to www.linkedin.com 
Learners will start to create their profile by 
registering with the website. 

9:30-10:00 Explore: At this time the facilitator will have all 
learners explore the website, going through 
the interactive tutorial that LinkedIn provides 
so that they are comfortable with the look and 
feel of the website. 

10:00-10:15 Break: 15 mins  

10:15- 11:00  Experience/Resume: Facilitator will ask all 
participants to start to work on the experience 
section of the website under their profile.  
The experience section of the profile contains 
75% of the profile (linkedin 101). Facilitator 
ensures that the participants, check for 
spelling before saving changes. 

11:00- 11:10 Photo: Facilitator will ask all participants to 
submit the professional picture they have 
saved on a USB disk.  
 
Facilitator must ensure they advise the 
learners of the following: 
Besides your name, the first thing people will 
notice is your photo. Not having one is a 
mistake. You should use a sharp, well-lit 
portrait with a solid or blurred background. 
(linkedin 101) 

http://www.linkedin.com/
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11:10-11:30 Professional Headline:  Learners will be 
working on their professional headline next.  
 
Facilitators ensure you advise the participants 
of the following: 
The professional headline is located just below 
your name, and is usually your current 
position, but it’s better to have a headline that 
describes what you do, rather than just stating 
a job title. Click edit near your name, and 
make your change where it states Professional 
Headline. The use of strong keywords is wise. 
(linkedin 101) 

11:30- 12:00 Education:  Participants will be working on the 
education portion of their profile.   
 
They should list the highest levels of 
education.  They can add school activities and 
societies, and relevant courses they feel is 
important in their career path (linkedin 101 

12:00-12:30 Lunch: Participants part for their 30 min lunch 
break 

12:30-12:50 Summary: Participants will now start to work 
on their summary.  
This should be a concise version of your 
employment history and specialties. It’s 
perfect for people to get an overview of your 
skills before having to scroll down to view your 
detailed experience. (linkedin 101) 

12:50-1:00 Groups: Participants should join groups at this 
point.  
 It’s a good idea to join as many groups in your 
industry as you can keep up with. It’s a great 
place to exchange ideas. or help one another 
with obstacles. (linkedin 101) 

1:00-1:20 Skills/Capabilities: Learners should place as 
many skills they have within the skill portion 
of their profile.  
Use as many keywords as possible to describe 
your capabilities. Consider using Google 
Keyword Tool to find appropriate keywords 
that have the most search hits. This section 
can really boost your LinkedIn by providing 
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essential words recruiters are searching to 
locate you. (linkedin 101) 

1:20-1:40 Explore: The facilitator should allow users to 
explore at this time. Participants can play with 
their security settings to ensure that they are 
visible to be searched.  
Participants can also add in volunteer, contact 
settings, play with their layout, and add 
connections.  
This time will also give individuals to go back 
and add to sections to catch up if needed and 
ask the facilitator any questions 

1:40- 2:00 Closing: Have participants start to save and 
close down their computer.  
 
Thank all participants on joining this class to 
day and with good luck on their career and 
future endeavours. 

 

Participants will be evaluated by how much effort was put through in the class. Facilitator will 

look up and review each learners LinkedIn account to assess what was learnt in class 

Technology Enhancement 
To meet the needs of young professionals busy life balancing school and work this lesson plan 

can easily be enhanced using technology. A video webinar showing the different section of 

LinkedIn and providing examples of their own work through video and audio will definitely 

assist the audience, this will allow the learner to replay many times if needed or have learners 

who grasp information very quickly skip over information that is not needed, instead of sitting 

in a 5 hour course. A blog post will also be beneficial in showing the information through this 

lesson plan, as you can easily type out all that needs to be down to enhance ones LinkedIn 

account. This can be seen at: http://linkedin101.wordpress.com/ where it gives very clear easy 

to follow instructions, using the internet to present this information. 

Works Cited 
Wordpress How to Create a Strong LinkedIn Profile  

http://linkedin101.wordpress.com/ May 24 2014. Web 

http://linkedin101.wordpress.com/
http://linkedin101.wordpress.com/

