
                                Top Tips for  

 
   
Use your best professional etiquette 
 

 

 
 

Increase your visibility and opportunities to connect with others 

  

 

Conduct extensive research 

 

Use LinkedIn.com wisely 

 

Ask for assistance as necessary 

 

Select a professional, high-quality image 

When requesting to link in with a contact: use a proper salutation, 
remind the person how you know each other, and tailor the message to 
demonstrate your genuine interest in connecting 

Do not mix the professional and the personal (status updates should be 
professional in nature) 

Proofread everything! 

Craft a robust and complete profile that succinctly highlights your 
unique skill sets  

Join affinity groups for Bates and professional organizations of interest 

Let people know how to find you and view your credentials by adding 
your LinkedIn URL to your business card, e-mail signature, and resume 

Participate in discussions and share relevant information as appropriate 

Identify members of the Bates community by visiting 
LinkedIn.com/alumni 

Learn about people, companies/employers, career fields of interest, 
professional organizations, and industry-specific information 

Online resources are a great way to enhance networking; they should 
supplement but not replace face-to-face relationship building 

Add connections selectively: quality over quantity 

 

Contact the BCDC any time you are in doubt; we are happy to help! 



Top Five Do’s and Don’ts for Using LinkedIn   

 

 DON’T use a photograph that shows you at play!  

 

 DO use a professional, high-quality image 

 

 

 

 DON’T use a vague and unprofessional summary (complete with a typo) like this in your profile: 

John A. Doe 
Profesional with many talents who seeks a job doing anything!!  
 
 

 DO craft a summary that succinctly highlights your unique skill sets (and proofread everything!): 

John A. Doe 
Health care policy expert with 20 years of experience in working with diverse populations 

 

 



 DON’T use informal language or the stock message when requesting to connect with someone: 

Subject: Join my network on LinkedIn  

Hey!!  Long time no see!!! 
 
or 
 

Subject: Join my network on LinkedIn  
I would like to add you to my network on LinkedIn. 
-John A. Doe 
 

 DO take the time to use a proper form of address, remind the contact how you know each other, 
and tailor the message to demonstrate your genuine interest in connecting: 

Subject: LinkedIn invitation from John A. Doe 
Dear Mr. Smith,  
 
I enjoyed meeting you at the health care conference in Boston two weeks ago.  Thank you for taking 
the time to share your experiences with me; I look forward to keeping in touch with you.  
 
Best regards, 
 
John A. Doe 

 

 
 

 DON’T use the share or update feature for personal reasons: 

Hey all, my kid is selling Girl Scout cookies and is trying to break sales records.  Let me know if you’re 
in! 

 DO provide updates and links to breaking news and industry-specific topics: 

Preliminary Results: College Hiring Up 21 Percent at NACEweb.org: 

Employers expect to hire 21 percent more new college grads this year than they did last year, 

according to preliminary results of NACE’s Job Outlook Spring Update survey. 

 

 

 DON’T keep your LinkedIn account a secret! 

 DO let people know how to find you and view your credentials; add your LinkedIn URL to your 
business card, e-mail signature, resume, and marketing plan; this will serve as a good reminder to 
keep your profile updated and accurate/truthful 



Visit this site to learn more about LinkedIn.com and how to use it effectively: 

 

learn.linkedin.com/students/step-1 

 

 

 

 

 

 

 

 

 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 


