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„LinkedIn allows you to share your 
experience, skills, and qualifications with 

future employers, while also allowing 
you to build and interact with your 
network and grow your brand as a 

professional“

- Jena Viviano Dunay



General Tips for Your 
LinkedIn Profile



1.

Use Your 
LinkedIn to Tell 

a Story and 
Build Your 

Personal Brand

• Who are you and what do you want to be 
known for? 

• What sets you apart from your peers in 
your industry?



2.

Know Your 
Audience—and 
What Keywords 
Will Get Their 

Attention

• Think about who will be reading it—
likely other professionals and 
recruiters in your industry.

• What will those people specifically 
want to see in a job candidate? 

• Are certain technical skills the most 
important? Or certain experiences or 
qualities?

Example: 

„proficient in JavaScript”



3.

Work Keywords 
in Throughout 

Your Profile

• Once you know your keywords, weave 
them into your headline, summary, 
experience, skills, and anywhere else 
they make sense on your profile. 

• But... don’t overdo it!



4. 

Avoid 
Buzzwords

“innovative,” “driven,” “hardworking,” 
“effective,” “successful,” and “motivated

Which example works the best?

• Successful and hardworking.

• Successful and hardworking SaaS 
fintech account executive.

• SaaS account executive who has 
brought over $10 million in new 
business to various fintech startups.



5.

Complete Your 
Profile

• LinkedIn’s algorithm rewards users 
with complete profiles. 

• “All-Star” is necessary.

1.Industry and location
2.An up-to-date current position 
(with a description)
3.Two past positions
4.Education
5.Skills (minimum of three)
6.Profile photo
7.At least 50 connections



6. 

Focus on the 
Top Sections

• You have to hook them from the start.

• Include your most important skills, 
experiences, and qualities high up in 
your profile. This means your cover 
photo, profile picture, headline, 
summary, and recent experience. 

• Your profile picture and headline are 
most important because these are the 
only two things “people see before they 
even click on your profile.”





Tips for Individual 
LinkedIn Profile Sections



7.

Get a Custom 
URL

• When you create a profile, LinkedIn 
automatically assigns you a string of 
numbers as a URL. 

• But you can (and should) set a custom 
URL instead. Make sure your URL is 
easy for you to remember and share 
(because you should be sharing it a 
lot)

• Example: 
https://www.linkedin.com/in/meda-
andrijauskiene/

https://www.linkedin.com/in/meda-andrijauskiene/


8.

Add a Cover 
Photo That 

Reflects You

• A landscape view of your favorite place

• Something that showcases your brand

• A picture of yourself doing your job

• Customized banner with words. 

• Personal website URL

• A few of your key strengths

• The services you offer

• A meaningful quote





9.

Choose a 
Professional 

Profile Picture—
or Take a New 

One

• iPhone or Android has a high-enough 
resolution camera to ensure your 
picture is clear and crisp. 

• You should be appropriately dressed 
and not at a party or a wedding. 

• Don’t use any image where you have to 
crop other people out.





10.

Include a 
Current Job 
Entry, Even 

When 
Unemployed

• If there is no current position written 
in the profile, you might not appear in 
the engine.

• If you currently are not working, you 
should add the position or positions 
you’re looking for (e.g. Social Media 
Coordinator/Assistant)

• But! add a line in the spot usually 
reserved for the company name that 
makes it clear you’re not saying you’re 
employed, like “Seeking new 
opportunity” or similar.



11. 

Use Your 
Summary 

Wisely

• Your summary or “About” section is 
where you can really show your 
personality and share your story.

• Introduce yourself
• Highlight your key skills, 
experiences, and achievements
• Call the reader to action by asking 
them to connect with you to discuss growth 
marketing, contact you about job or 
speaking opportunities, or do whatever 
you’re currently looking to get from your 
LinkedIn profile.





12. 

Show Off Your 
Expertise or 

Best Work in the 
Features Section

• The “Featured” section allows you to 
showcase media, links, and LinkedIn 
articles and posts at the top of your 
profile.



13.

Tailor Your 
Experience

• Emphasize the elements of your past 
experiences that are most relevant to the 
types of jobs you want.

• You can include relevant volunteer work or 
school projects both in your experience 
section and the dedicated “Volunteer 
experience” and “Education” sections 
lower down on your profile

• Add Links and Media to Your Work 
Experience: link to your company websites, 
projects you’ve worked on, articles or 
reports you’ve published, or anything else 
that can let recruiters see the work you’re 
writing about with their own eyes.





14.

Use Strong 
Accomplishment

-Driven 
Descriptions

• I am proficient in Excel

• I’ve built Excel spreadsheets that use 
pivot tables and filters to streamline a 
process and save my company 20+ 
hours a month

?



15.

Make Sure Your 
Resume and 

LinkedIn Match

• Your resume and LinkedIn don’t have 
to be identical. 

• But your past positions, companies, 
degrees, and licenses and certifications 
should match up—and so should the 
dates.



16.

Add Licenses, 
Certifications, 

Projects, 
Accomplishments, 

Languages



17. 

Add Your Skills
—

Everywhere

• In the “Skills & endorsements” 
section itself, you can have up to 50 
skills, but profile viewers can only 
see your top three, so choose the 
most important ones for these slots.

• You should put them in context in your 
experience section, but make sure 
that your most relevant and 
marketable skills also appear in your 
summary and headline.



18.

Seek Out Strong, 
Relevant, and 

Recent 
Recommendations

…
and give them in 

return!

• Recommendations enhance the 
credibility of who you are as a 
professional

• You could ask a recommendation from 
your senior leaders, current and 
previous managers, immediate team 
members, clients, etc.



“[Descriptive phrase] is the phrase that comes to mind when I think about [name]. I’ve 
had the pleasure of knowing [name] for [length of time], during which [description of 
your working relationship]. Above all, I was impressed with [name]’s ability 
to [description of what makes person really stand out]. And, of course, 
his/her [personality trait]. [Name] would be a true asset for any positions requiring [1-
2 skills needed for position] and comes with my heartfelt recommendation.”





Tips for Using Your Profile



19.

Link to Your 
LinkedIn on 

Your Resume



20.

Become an 
Active User

• Actively comment on posts

• Engage with other users

• Write content on LinkedIn

• Join LinkedIn groups

• Request Connections







Tips for CV

https://www.indeed.com/



1. 

Look for 
keywords in 

the job 
postings

• If you’re applying for a job as a medical 
billing coder, an employer might list 
keywords like “coding,” “claims 
submission,” “compliance” or “AR 
management” in the job description. 

• Pay particular attention to anything listed 
in the sections labeled “Requirements” or 
“Qualifications.” If you have the skills that 
employers are looking for, you can add 
these same terms to your resume in the 
experience or skills sections.



2. 

Review 
resume 

examples for 
your industry

• Make it simple and easy to read.

• Make it brief. You’ll notice that each 
section of the resume sample is short and 
to-the-point, including the summary and 
experience descriptions. 

• Include numbers. . Numbers allow to 
better understand the value you may bring 
to the position. For example, one bullet 
point under the experience description for 
an administrative assistant reads, 
“Executed processing of vendor contracts 
and implemented a standardized process, 
reducing contract discrepancies by 90%.”



More conservative option



More creative option



3. 

Use a 
professional 

font

• You should use a basic, clean font like 
Arial.

• Keep your font size between 10 and 12 
points. 

• Selecting a clear, readable font will help 
make your resume appear more 
professional.



4. 

Include only 
the most 
relevant 

information 
and put the 

most important 
information 

first

• Research has shown that hiring managers 
tend to spend only 6 seconds per resume. 
If your resume includes old or irrelevant 
information, such minor degrees and 
achievements, it may distract from key 
information.



5. 

Use active 
language

• “achieved,” “earned,” “completed” or 
“accomplished.” 

For example, 

• “Led multiple team-based projects 
and effectively coordinated group 
tasks.”



6. 

Call attention 
to important 

achievements

• Instead of listing your job duties under the 
experience section, select your top three or 
four most important achievements in each 
role you’ve held. 

• Where possible, include numbers that 
measure your success for that particular 
goal or achievement.



7. 

Only include 
subheadings 
and sections 

you need

• Whether you’re using a resume template or 
creating your own, you may find there are 
some recommended sections you do not need.



8. 

Proofread 
and edit

• Before sending your resume, you should 
undergo several rounds of proofreading to 
ensure there are no spelling or grammar 
errors. 

• While there are several proofreading 
programs and tools you can use, it is also 
helpful to ask trusted friends or colleagues 
to review your resume. 



9. 

Decide 
whether you 

need a 
unique 

resume for 
different 

jobs

• Before submitting an application, you 
should ask yourself, “Have I made it as 
easy as possible for this employer to see 
that I’m qualified?”. 

• If you’re applying for a job that has unique 
requirements, you may need another 
version of your resume to fully 
demonstrate your qualifications. 

• Decide on a case by case basis which 
resume to use.





Piece of advice for the motivation letter
https://iaeste.itu.edu.tr/



The main purpose of 
a cover (motivational) letter is…

to persuade an HR specialist that you are the most 
suitable candidate for a given position.



Paragraph 1

Introduce self, and what you study, 
e.g. I am a fourth year student at the 
University of Edinburgh, studying 
Mechanical Engineering Msc.



Paragraph 2

• Say why you are interested in this 
position; 

• Show that you have done some 
research into the employer's 
background and work; 

• Highlight things that interested you 
in the work offered;

• Show a genuine interest and 
enthusiasm for the position for 
which you are applying.



Paragraph 3

• Why are you perfect for this 
position? 

• Give examples of your specific 
experience which prove that you are 
qualified to do the work offered.

• What relevant courses have you 
studied? Have you worked on any 
projects that are relevant? 

• Describe any relevant work 
experience and link the skills gained 
from this to the placement you are 
interested in. 



Paragraph 4

• If there are any other requirements 
or languages necessary, make sure 
that you mention what you can offer 
in relation to these things and 
clearly state the level you are at in 
each requirement. 



Paragraph 5

• Give any other examples of 
experience or skills that you feel are 
important to mention or that also 
prove that you are qualified for the 
work offered.

• Describe extra-curricular activities 
e.g. sports or awards. 

• Always explain what you have 
developed from each activity e.g. 
time management skills, teamwork, 
initiative, commitment, 
independence.



Paragraph 6

• Finish the letter with a paragraph 
saying that you are looking forward 
to hearing from the employer soon 
and would like to thank them for 
reading the letter.

• Yours sincerely /Yours faithfully.

• Name, contact details.





Interview for 
the 
traineeship



Before
the interview

1. Research the company

2. Gather samples of your 
previous work/projects (if 
any)

3. Practice the interview

4. Think of questions for the 
company

5. Dress appropriately

6. Check your internet 
connection

7. Be organized and on time



Can you tell me about yourself?

Consider providing a summary of 
your background and focus on your 
academic and professional 
experiences or interests. 

You can also include details about your 
extracurricular activities, 
leadership positions, volunteer 
roles and more.

https://www.indeed.com

Example:

“I’m currently working toward a bachelor’s degree 
in marketing from the University of Delaware. I’m 
committed to furthering my education, which 
includes maintaining a high GPA while 
participating in extracurricular activities like the 
marketing club and college magazine.”



Why do you want a traineeship in 
this company?

Your answer to this question will be an 
indicator of how well you have 
prepared. 

This is also an opportunity to 
demonstrate why you are a good 
fit for the position, so be specific in 
your answer.

Reasons for wanting to work with their 
company could include the company’s 
reputation, achievements or culture. 
You may also consider speaking about 
how this internship would help you get 
closer to your professional goals.

Example:

“The company’s success in encouraging the next 
generation of nurses excites me. I look forward to 
putting all of my classroom knowledge to work for 
your company, and I am eager to learn more. I’d 
love the opportunity to work alongside others who 
are consistently improving our community’s 
health and well-being.”

https://www.indeed.com



What makes you a good candidate 
for this traineeship?

This question is your chance to 
address your academic and 
professional background, as well as 
other attributes or experiences that 
your resume may not communicate.

Include specifics about your skillset 
and how it matches the internship 
requirements. 

Example:
“This year I worked part-time at the office on 
campus, so I have experience with assisting 
others with tuition and fee information, billing 
and loan services. As an accounting intern, I 
would bring what I’ve learned in the classroom 
and the office to your company.”

https://www.indeed.com



How does this internship relate to 
your career goals?

The answer to this question allows your 
interviewer to understand your 
ambitions.

If you haven’t developed a plan, focus on 
the skills you want to gain, the job role 
you would like to fulfill and any related 
goals you want to accomplish in 
the near future.

Example:

“A finance internship with your company would 
help me sharpen my analytical skills and 
provide me with real-life experience in investing 
and accounting. This internship will push me 
toward my career goal of becoming a financial 
planner. In five years, I see myself helping 
others to manage their money and find success 
with smart investments.”

https://www.indeed.com



Prepare for industry-specific 
questions (1)

Question:

What would you like to do with your 
degree in this industry?

How to answer:

First, present a thoughtful explanation 
of your current experience, what you 
would like to learn and how this 
background relates to your plans. 

https://www.indeed.com



Prepare for industry-specific 
questions (2)

Question:

What experiences have you had with 
the software and technology used in 
this industry?

How to answer:
While you should provide your levels 
of proficiency in industry-related 
software, be sure to review the job 
description for any software 
proficiencies they list as required or 
preferred.

If you do not have experience with a 
program they list, explain that you are 
interested in and willing to learn it.

https://www.indeed.com





Simulation of the 
Interview for the traineeship

1. You will be assigned into the breakout rooms by 3 people in each room. 

There are 3 roles:

A: The interviewer (the person who conducts and interview)

B: The student (the person who is searching for the traineeship)

C: The observer (who will write down the notes)

2. How will it go?

The interviewer (A) asks the question: Can you tell me about yourself?
The student (B) answers this question in ~30-45 seconds
The observer (C ) writes down the remarks about the particular answer and then gives the feedback to 
the student (B). 

When finished, exchange the roles for two more times so that everyone could try all of the roles. 



THANK YOU

Need some help?

Register to the career consultations via Academic Information System (AIS) or 
contact Ms. Eglė Račkauskienė directly: egle.rackauskiene@ktu.lt

mailto:egle.rackauskiene@ktu.lt

