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You are looking at the booklet “How do I use LinkedIn effectively”, which has been designed to help 
you understand and effectively use LinkedIn as an employee of Faber Halbertsma Group.

This booklet has been developed specially for our company, because we believe it is important that 
we have a professional, authentic and accessible image as an organisation. We cannot do that 
alone. To achieve that, we need you as an employee and ambassador of Faber Halbertsma Group. 
Because as an employee, you are the face of our organisation, whether you are an account manager, 
an HR adviser or a production worker.

LinkedIn is the number one B2B platform, and one we have been active on for a considerable time. 
It is a fantastic place to present our company and the knowledge we have in-house to the world. 
That said, your LinkedIn profile is of course your own. You decide what you do with your profile. 
Think of this booklet above all as an opportunity to make good and smart use of LinkedIn.

We’ll take you into the world of LinkedIn step by step. Take from it what you need, use it and see 
what the platform can do for you and for our company. And yes, you can do that during work time! 

Regards,
Ingrid Faber

Foreword
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“IN”TRODUCTION
What is LinkedIn?
LinkedIn is the world’s biggest professional social network with more than 610 million members 
from around the world. You can create a personal profile and fill in your work experience, training 
etc. You can also connect with others to build your network. 

< back to content
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1.1 The development of the platform
LinkedIn was officially launched on 5 May 2003. At that time, it was mainly focused on job vacancies and 
matching supply with demand. Increasingly, LinkedIn is becoming a knowledge platform. Not only can you 
share your own content with your network, but you can also find lots of interesting information distributed  
by others from all over the world. 

1.2 How much is LinkedIn used?
The number of LinkedIn members is still growing. The biggest growth is currently in the BRIC countries (Brazil, 
Russia, India and China). These are the numbers of members in the countries where we are represented:
 

1.3 Company pages
Companies can also present themselves on so-called Company Pages, which people can follow.  
Faber Halbertsma Group has set up company pages for all our business units. This allows us to build  
brand awareness and keep our followers informed of developments and relevant news inside and  
outside the organisation.

1.3.1 Are you already following our pages?
If you follow our page, you’ll also see our updates on your timeline. This is how you search for our company 
pages. At the top of your screen you’ll find a search bar:
 

Type in the name of our company or one of its subsidiaries here. You’ll see our page appear.  
Now click on the green logo.
 

If you are on our company page, you’ll see a blue button with “+Follow” on the left. This button is only shown 
if you are not following us yet. Click the button and you will automatically see updates in your timeline as we 
post them.

“IN”troduction
01 

LinkedIn’s mission is simple: putting professionals from all over the world in touch with  
each other so they can be more productive and successful.

Country Number LinkedIn members

The Netherlands 7 million

Belgium 3 million

France 17 million

Spain 11 million

Portugal 2 million

United Kingdom 26 million

Ireland 1 million

Germany, Austria, Switzerland 12 million

Italy 12 million

Poland 3 million

< back to content
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37% of the vacancies on Linkedin are unique; they are only on LinkedIn

1.3.2 Related company pages
The following business units have their own company pages, all of which you can follow. You can easily  
find them via the search bar, or via related pages on the right-hand side of the Faber Halbertsma Group 
company page.

1.4 LinkedIn as a lead generator
We can reach our (potential) customers and relationships with relevant content through the company page 
and through all our personal networks. That helps us not only in terms of brand recognition and filling  
vacancies, but also in purchasing and decision-making processes. Did you know that LinkedIn is one of  
the biggest B2B lead generators? 
This is because there are a lot of senior managers and decision makers on LinkedIn.

< back to content
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Bron afbeelding: https://business.linkedin.com/marketing-solutions/audience 

Bron LinkedIn: Cijfers wereldwijd, januari 2019

LinkedIn in figures

LinkedIn
Online News Sites

Twitter
Facebook

Googie+

91%

29%

64%

27%

16%

LinkedIn is the #1 channel for  
distributing content
B2B marketers who use various social media 
sites to distribute content:

LinkedIn considered most effective for B2B lead generation
Eighty percent of social media B2B leads come from LinkedIn.

Executives rate LinkedIn highly for value gained from their social marketing initiatives
LinkedIn is the number one choice for professionally relevant content.

LinkedIn drives more traffic to B2B  
blogs & sites
Ninety percent of social traffic was  
driven by the big three networks,  
with half of it coming from LinkedIn.

94%

77%

89%

77%

61%

0,21%

80,33%

6,73%

12,73%

ather

Image source https://business.linkedin.com/marketing-solutions/audience

Daily use
Every year, Newcom investigate the daily use of LinkedIn. They ask a representative group whether and how 
often they use LinkedIn. In recent years, we have seen usage increasing enormously. This is clearly shown in 
the table below.
 

LinkedIn also says that users are spending more and more time on the platform. This also makes sense  
when you see how much interesting content is being shared by more and more people. In addition, LinkedIn 
is currently investing massively in new features and applications which are unique to a B2B platform.  
In December 2016, Microsoft acquired the company. This is clearly noticeable in the number of updates  
and improvements that are currently being implemented.

Every second, LinkedIn gains two new users around the world

2017 2018 2019

The number of people who say they use LinkedIn 4,3 mio. 4,4 mio. 4,6 mio.*

The number of people who say they use LinkedIn daily 400.000 513.000 611.000**

* An increase of 6% in 2019 compared to 2018
** An increase of 19% in 2019 compared to 2018

< back to content
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1.5 Can I use LinkedIn during work time?
Yes you can! We think it’s important that you know how LinkedIn works, how it can be of use to you,  
but also to our company. Of course, it’s not okay to search for another job during work time, but if you want  
to promote or share a vacancy or message from our organisation, we positively encourage you to do that!  
Do give it your own twist. The more authentic, the better. Show what you are currently working on,  
what you have knowledge about, what you have achieved and which partners you are working with.

1.6 The structure of this booklet
We start with the first step, and it is a very important step: in chapter 2, you’ll find out all about your  
personal profile. We’ll go through the profile and the options for each part step by step.

In chapter 3, you’ll find out all about Social Selling. What is it and how are you doing when it comes to  
Social Selling? You’ll also read all about your own Social Selling Index.

Chapter 4 is about your network. Who could you choose to link with and how do you go about it? 
In chapter 5, we show you how you can share content from our company page, but also from other sources. 
Finally, we show you how to create content yourself in chapter 6.

Chapter 7 is a collection of a number of different topics, such as actions you can prioritise in order to use  
the time you spend on LinkedIn effectively. We also discuss some useful personal settings. In short:  
this is a complete reference booklet for the daily use of LinkedIn.

People spend time on Facebook, people invest time on LinkedIn

< back to content
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Your personal profile is a place where you can present yourself, your career and your qualifications. It is also 
the place where you can present yourself to your target group as the solution to their business challenges. 
So, make sure you make a good first impression online. If you have an account, you can easily connect with 
others to build your network.

YOUR PERSONAL 
PROFILE

< back to content
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It all starts with a well-drafted LinkedIn profile. How do you get the most out of it? 
Follow these steps.

2.1  How do I create  
a LinkedIn account?

Don’t have a LinkedIn profile yet?

Go to 
https://www.linkedin.com/ 
and click on “Join now”.
 
Enter the e-mail address you will use 
to log in with and choose a strong 
password. After that, you will be asked 
to complete a number of text fields 
in order to finish your profile. These 
topics are dealt with below.

2.2 Optimising your profile
You can easily make changes to your profile by clicking on the pen        icon. We are basing these  
instructions on a desktop application. Some changes can also be performed through the app.

2.3 Your profile picture
By far the most important part of your profile. A good profile picture helps you make the right first  
impression. Use a photo that suits you and one that looks professional. A good profile picture also makes  
it more likely that people will accept your invitation. Some tips for choosing a profile picture:

• Use a professional photo that shows you alone, and certainly not a selfie.
• Use a photo that is recent; would others immediately recognise you?
• Use a photo that is zoomed in on your face; look straight at the camera and smile.
• Use a photo with a clear background.

Your personal profile

People with profile pictures get 21x more profile visits and 9x more connection requests  
than people without profile pictures.

02 

< back to content
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2.3.1 Make your profile picture visible to others
Make sure that others can see your profile picture. Check the settings of your photo to make sure it is visible 
to people outside your network. This helps you to get invitations accepted more quickly, to share content 
inside and outside your network. People like to see the face beside the content. Click on the photo to go  
to settings. Select “Your network”. These are your connections plus people who are up to 3 steps removed 
from you.

STEP 1

Click on the pen icon at the top right.
 

STEP 2

You now see the following screen. Click on the pen icon beside the photo.

< back to content
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STEP 3

Choose your settings.
 

Here you can zoom in on your photo,  
crop it or select a filter. You can set the 
visibility of your profile picture at the bot-
tom right. If you click on the eye, you’ll see 
the options. Select at least “Your network”. 
Don’t forget to click “Apply”.

2.4 Your background photo
A background photo helps you to make a professional impression. Choose an image that matches your 
profile and make full use of the available space – for example, a landscape image or a photo that underlines 
your skills. It could also be a nod to your personality or a reference to the company you work for. Some tips 
for choosing a background picture:

• Use a background photo that looks good on both mobile and desktop.
• Use a calm image that does not contain too much information.
• Make sure the message you want the image to convey is also reflected in other parts of your profile.
• The ideal size is 1584 x 396 pixels.

To edit your background photo, follow these steps:

STEP 1

Click on the pen icon at the top right.

< back to content
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STEP 2

Click on the pen icon that appears in your background photo.

STEP 3

Choose your settings. Click on “Apply”.

Here you can upload a landscape image, straighten it and scale it. Don’t forget to click on “Apply”.

< back to content
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2.5 Your headline
By default, your job title appears in your headline. What many people don’t know is that you can edit this line 
yourself. Along with your profile and background photos, this is one of the most eye-catching elements of 
your profile. You have up to 120 characters here to tell people some more about yourself and draw attention 
to your profile. 

Try to describe yourself in one sentence. Who are you as a professional? What are your strengths? What are 
your qualities? What do you stand for? And finally: what do you have to offer your target audience or visitors 
to your profile? It’s often hard to capture all of that in one sentence. In that case, start with your job title and 
the name of your company and list a number of skills. Below are some examples you can use for inspiration:

• Technical Services. Supporting maintenance, inspection, safety and planning.
•  Wide-ranging experience in administrative and commercial roles in an international  

business-to-business environment.
• Coaching and motivational manager with a focus on improving processes and people.
•   ICT Change Manager at X | renewal & innovation | active sparring partner |  

enterprising | no-nonsense
•  Innovation Specialist at X | Focus on renewal| Thinks in terms of opportunities |  

Enterprising | Customer-focused

• Connector by nature. As a Commercial Manager at X, I help companies find future-proof solutions
•  Content marketing | Branding | Communication | Event and Project Planning |  

Social Media | Product Management
• Successful brand builder, impactful innovation, positioning and activation.

To edit your headline, follow these steps:

STEP 1

Click the pen icon at the top right.

 

STEP 2

Go to the “Headline” section and edit your headline here. Don’t forget to click on “Save” (see adjacent image).

< back to content
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2.6 Your summary (info)
You will find your summary (or info) below the section containing your profile photo, background photo  
and headline.

< back to content
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This is what your summary looks like when you expand it by clicking “View More”:

In this section, you can present yourself in no more than 2,000 characters. Here you can tell people more 
about yourself and about your professional career. Do make sure it is consistent with the rest of your profile. 
This is not the place to present the company you work for. It’s about you! So, write your summary in the first 
person. A few tips for your summary:

•  Put the most important information at the top. The first three lines are shown as a preview and  
need to immediately appeal to readers of your profile. Naturally, you want them to stay on your profile  
and read more.

•  Structure your summary using paragraphs with headings which you can write in uppercase,  
or use bullets or special characters.

•  Also include your contact information, such as an e-mail address and a phone number, in your summary. 
Make sure visitors to your profile can contact you directly.

To edit your summary, follow these steps:

STEP 1

Click the pen icon at the top right in the info block.

If you have not yet entered a summary, you can add it by clicking on top
in your profile choose “Add profile part”. Select “Info”.

< back to content

16 /  How do i use LinkedIn effectively?



STEP 2

Type your text in the text block you see under “Summary”. At the bottom, you will also see the option to add 
media. These are images, photos and links to videos that give your profile a personal touch. Please also refer 
to the info block on page 16. Don’t forget to click on “Save”.
 

2.7 Your contact details
This section is very important if you want to be easily reachable for your network. Here you can put informati-
on like three websites (of the different business units, or perhaps of the tennis club you are the secretary of), 
your (business) phone number, (business) address, (business) e-mail address, your Twitter account and your 
birthday. You can decide whether you want your birthday to be visible to your network in the settings.

You should definitely consider adding your business e-mail address here. You can only do this if you have 
linked your business e-mail address to your profile in the settings. We recommend that you link at least  
two e-mail addresses to your profile. This is useful, for example if you have lost your login details or if one  
of the e-mail addresses no longer exists.

On the websites it is advisable to choose ‘Other’, so that you can enter your own description. We would also 
appreciate it if you listed at least one of our websites here.
If you have a Twitter account, you can also link it here. Make sure your Twitter name sounds business-like 
and your Twitter profile and your tweets look professional.

To edit your contact details, follow these steps:

STEP 1

Click on “Contact details”, shown in blue.

< back to content
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STEP 2

You now see the following screen. Click on the pen icon and  
complete your contact details as fully as possible.
 

< back to content
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2.7.1  Your personal URL
At the top of your contact details you will see your personal URL. This is shown under the heading 
“Your profile”. Here you will see a link made up of your name followed by, if you haven’t already edited it,  
a number of figures and letters. You can remove these figures and letters to personalise your URL.  
It’s best to always do this for a professional look. Don’t forget to change the URL in your e-mail signature  
and/or on your business card. 

You can edit your personal URL in your contact information as described above. The heading “Your profile”  
is about your personal URL. After clicking on the pen icon, you will see your “Profile URL” in blue. Click on it.

This takes you to your public profile. At the top right you will see  
“Edit your custom URL”. Click on the pen icon.
 

Remove the characters, leaving only your name (without spaces). If there is someone else with the same 
name, there is a chance that your URL will already be in use. In that case, you can add an initial or a number, 
such as your date of birth.
 

2.8 Location and industry
When you create a profile, you are asked to fill in your location and the industry or sector you work in.  
If you want to change this in an existing profile, go to the top part of  
your profile and click on the pen        icon.

< back to content
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2.8.1 Your location
Your location will appear below your headline and is based on the ZIP code you enter here. This is very  
useful for regional sales managers, for example. They can specify the region in which they are active.  
Do consider whether your actual ZIP code displays the location you want, or whether it would be better  
to use the ZIP code of a larger town or city nearby.
 

2.8.2 Your industry
In the same menu, you can choose from a whole list of industries. The industry is shown in your public profile 
and you can also find it in the Social Selling Index, which we will tell you more about later in this booklet.  
It is important to complete this correctly. Under ‘industry’, specify what you do (and not the industry of the 
company you work for). If you are a marketer for a pallet manufacturer, choose “Marketing and Advertising” 
and not “Logistics and Supply Chain”. If you are a logistics employee, it’s okay to choose “Logistics and 
Supply Chain”.

If you haven’t entered any work experience yet, you can do so by choosing “Add profile section”  
at the top of your profile. Select “Work experience”.3761

< back to content
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2.9 Your work experience
This is the place to showcase your professional career. Please enter your current position(s) in detail,  
along with relevant positions you have held in the past. It is especially important to elaborate on your current 
position(s) and to also add a description.

By default, the most recently added active position is displayed at the top. However, it doesn’t always make 
sense for this position to be shown at the top, for example if it is a secondary role. The logo of the company 
in question is also shown in the upper part of your profile, so make sure it is correct. If it isn’t, you can pick up 
the element and drag it up or down.

You can drag your position by clicking on the symbol with the underscores (below the pen icon) beside the 
corresponding position. Hold the item and drag it to the top.

It is very important that you complete this part correctly! Visitors to your profile will see some eight lines of 
the description which you can add here. They see only four lines about other, previous positions or positions 
placed further down.

It is important that you add a clear description here. For example, a description of your responsibilities,  
skills, (completed) projects and/or results achieved. Again, this shouldn’t be limited to just text about the 
company you work for. It is your profile and therefore your digital CV and business card. A good structure 
might involve starting with a piece about yourself, followed by your achievements and then a few more  
lines about the company.

The text you can add to your profile about Faber Halbertsma is as follows:

A family-owned business with roots dating back to 1891, Faber Halbertsma Group is one of Europe’s 
preeminent suppliers of sustainable pallet products and pooling services. We simply deliver.

< back to content
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2.9.1 Are you linked to the right company page?
You are correctly linked to the company page if you have the green Faber Halbertsma Group logo on your 
profile. You can see this at the top of the page and under “Experience”.
 

For various reasons, it is good to check whether you are linked to the correct company page of the Faber 
Halbertsma Group. This means visitors can click through your profile to our company page. But it works the 
other way around too: if someone visits our company page and searches for the employees, your profile will 
be one of those shown.

2.10 Your education
Here you can enter all your qualifications and the courses you have done. You could also choose to only 
mention your qualifications and to put courses under the “Accomplishments” section. It’s up to you. Please 
also make sure you link qualifications with the right educational institutions. Most institutions do have a logo, 
but unfortunately this is not always the case. If not, don’t accidentally create a page yourself, but rather enter 
the name without a logo.

< back to content
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Also add a clear description here – for example, a description of your study programme (course),  
the subjects you took, or the subject of your final thesis. What was the final result or mark you got?

By default, the most recently added qualification is displayed at the top. However, it is not always logical 
that this qualification should be shown at the top, for example if it was a course. The logo of the educational 
institute is also shown in the upper part of your profile, so make sure it is correct. If it isn’t, you can pick up 
that element and drag it up/down.

2.11 Volunteer experience
Do you do volunteer work? If so, make sure you state it in your profile. Visitors to your profile want to get to 
know you better and a very good way to do that is by showing that you are socially engaged. For example, if 
you are the secretary of a sports club or you help organise fun activities in a retirement home once a month. 
Again, don’t forget to enter a description here.If you haven’t entered any qualifications yet, you can add them by choosing “Add profile section”  

at the top of your profile. Select “Education”.

Media
In order to make your profile more visually appealing and to provide a more complete  
picture of yourself, you can add media to your summary, your work experience and your  
qualifications. Media are: images, photos, SlideShares or links to YouTube videos.

Go to the relevant component, click on the pen icon and select Media. You can then  
upload/link to documents, photos, websites, videos and presentations.

People who visit your profile will see these media and can browse through them, so make  
sure they give a complete/varied picture of you and your company. Choose at least  
3 items per profile section and also choose different media for each profile section.

If you haven’t entered any volunteer work yet, you can do so by choosing “Add profile  
section” at the top of your profile. Select “Volunteer experience”.

< back to content
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with your work? If so, ask them for a recommendation. And conversely, give recommendations to others.  
It really doesn’t have to be a long text; a few lines are often enough. These recommendations can help the 
other person progress in their career, but they also provide a more complete picture of that person. A good  
tip is not to ‘trade’ recommendations – this looks rather obvious if you only have a few recommendations  
on your profile.

2.12  Skills & endorsements

In this section of your profile, you can add up to 50 skills. Skills are your areas of knowledge or specialisms. 
For example, “Copywriting”, “Logistics”, “Transport” or “Sales”. 50 may seem rather a lot, but we nevertheless 
recommend that you list as many as possible. This is because the words you use here are also search terms 
that can be used to find you. There are often variations on terms to be found. These skills can be “endorsed” 
by others. That means people are confirming that you are good at something. It’s good to endorse others 
occasionally when you visit their profiles to give them a helping hand.
 

2.13 Recommendations

Recommendations are actually references from other people which are visible in your profile, but also on  
the profile of the person who gives them. Is there a customer, manager or client who was very pleased  

If you haven’t entered any skills yet, you can do so by choosing “Add profile section” at  
the top of your profile. Select “Skills”.

In order to give someone a recommendation or ask for one, you go to that person’s profile.  
If you click on ‘More…’, you will see the option of giving or asking for a recommendation.

< back to content
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2.15 How is your profile displayed and what can others see?
You have completed your profile. Now it’s good to know what information others can find when they visit your 
profile. Deliberately choose particular settings: this relates to your connections and profiles that visitors to 
your profile have also viewed.

 
2.15.1 Your connections
If you go to the profile of another person, sometimes the connections are visible and sometimes they are not. 
The owner of the profile can decide for him/herself whether the connections should be visible to others or 
not. By default, this is turned on, but you can also turn it off. Naturally you can always see your own  
connections. In the example above, you see “500+ connections” shown in blue at the bottom. In this case, 
you can click them and view them. LinkedIn is a networking platform, so it would be logical to share your 
network with others. If you think a competitor will search through your connections, or you want to protect 
your connections, make them invisible.

2.14 Accomplishments

If you really want to complete your profile, take a look at these sections which you can add to your profile:

• Publications (if you regularly publish articles or have given an interview)
• Patents
• Courses (see also the “work experience” section. You can categorise courses separately.)
• Projects (which projects have you collaborated with others on?)
• Awards and prizes
• Test scores
•  Languages (which languages do you speak fluently, or well? Definitely list them on your profile  

if you work for an international organisation.)
• Organisations

If you haven’t entered any accomplishments yet, you can do so by choosing “Add profile section”  
at the top of your profile. Select “Accomplishments” and then click on the section  
you want to add.
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2.15.2 People Also Viewed
On the right-hand side, you see “People Also Viewed”. Here you see 10 other profiles which people also visited 
when they visited this/your profile. By default, this is turned on, but you can also turn it off. Check which other 
profiles people view. If they are colleagues, it’s fine to leave it. But if they are competitors, turn it off, because 
why would you want to divert someone from your profile to someone else’s?

In order to change this, go to “Settings & Privacy” via the “Me” icon in the taskbar.
 

You then see the 4 tabs which make up this menu: Account, Privacy, Advertisements and  
Communication. Select the Privacy tab.

• You can protect/shield your connections by selecting “Who can see your connections”
• You can turn off “People Also Viewed” by selecting “Viewers of this profile also viewed”

2.15.3 Your public profile 
You can choose or limit which profile  
information appears in search engines  
(such as Google) or other services outside 
LinkedIn. Profile visitors who are not  
registered with LinkedIn can see all profile 
sections or only the specific profile sections 
shown below. Take a look at the settings of 
your public profile by following this link:
https://www.linkedin.com/public-profile/
settings 

Decide for yourself which sections of your 
profile are visible outside LinkedIn:

Privacy
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These days, the business use of Social Media is often referred to as Social Selling. As the name suggests, Social Selling 
is not reserved only for sales professionals. It is about building up authentic and valuable relationships with  
the help of social media. It is no accident that the term Social Media contains the word Social. Keep it personal,  
share knowledge and add value to your network.

SOCIAL SELLING
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3.1 The Social Selling Index
LinkedIn’s Social Selling Index (SSI) is a LinkedIn tool which can give you an idea of how effectively you are 
using LinkedIn. Anyone can ask for their SSI and it is not visible to others*. Open LinkedIn on your computer 
and open a second tab in your browser. 
Then go to: https://www.linkedin.com/sales/ssi/ 

* With the exception of premium accounts purchased as a package. In this case, designated team members 
who use the package can see the SSI scores of the other team members.
 

In this example, you see an SSI of 49. Achieving, increasing and maintaining a high SSI takes a lot of time  
and effort.

 

3.1.1 Which information will I see?
In the graphic, you can see a number of figures and percentages. You can read below how the SSI is  
calculated and what the figures in the graphic mean.

At the top you can see two percentages, Top 1% - Industry SSI Rank and Top 5% - Network SSI Rank. They 
tell you how you score compared to others – others in the same industry and others in your network, or in 
other words, your connections. The lower your percentage, the higher/better you score compared to others. 
These percentages are described in more detail at the bottom of the graphic.

Social Selling Index – today

On the left-hand side, you can see the total score. This number or percentage is your current score. The SSI is 
updated daily. You can get a maximum of 100 points, although a 100% score is not very realistic. No one gets 
100 points – after all, there is always room for improvement.

Social Selling
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3.2 How is the SSI calculated?
The SSI is divided into 4 elements, and you can score up to 25 points for each element.

3.2.1 Orange – Establish your professional brand
This is strictly about your online business card.. Is it complete? Your profile should at least be at ‘all-star’ 
status. You can see this in your profile in your personal dashboard. In addition, it is good to add media,  
such as presentations, videos and publications to your summary, your work experience and your education. 
The number of points you score for your skills and recommendations is also part of the score. Still need to 
upgrade your profile? Then make sure you use the tips from chapter 2.

3.2.2 Purple – Find the right people
The second quadrant is about how actively you search for other members on the platform. LinkedIn gives 
you more points if you regularly search for decision makers, such as CEOs, CFOs, Marketing Managers or 
Purchasers. Obviously, not everyone is looking for these people to network with, so don’t get hung up on it if 
you don’t score highly here.

3.2.3 Red – Engage with Insights
This is about distributing relevant content (updates and blogs) within your network or within groups.  
The number of likes, shares and comments given to that content determines whether you score highly on 
this. What counts is sharing relevant content. You can share stuff ten times a day but if no one responds,  
it’s clearly not interesting or relevant. “Engaging with Insights” is about quality, not quantity. How do you 
interact with your network yourself? For example, do you regularly respond to others’ content?
 
3.2.4 Green – Building relationships
The last part is about connecting with your prospects. To what extent are you expanding your network?  
And how senior are those people? Because it seems that the latter affects your score. And that makes sense; 
the higher up a person is in an organisation, the more likely you are dealing with a decision maker.

But also consider the use of LinkedIn Messenger. Do you use it to maintain your contacts within your  
network or to share interesting information you see on LinkedIn?

3.3 Starting point
Use your current SSI as a starting point or benchmark and save the link to your favourites so that you  
can occasionally see how you are doing.

3.4 What is a good SSI?
That all depends on your goals on LinkedIn and your job! If you work in sales, a score of above 70 may  
be considered good. But if you are a purchasing manager or administrative employee, a score of 50 is  
already great!

3.5 How do I improve my SSI?
This is a LinkedIn tool, and therefore you will never get a 100% score. It’s also not a goal in itself. But it is a 
good mirror for you and your team to see how effectively you are using it.

How can you improve your score further? Examine each element to see whether you are getting the most 
out of it. For example, by going through chapter 2 of this booklet and setting up all the points of your profile 
properly you can easily score 18 points on the orange element. Do you regularly use LinkedIn to find people 
who are interesting and relevant (to you)? The more you do this, the higher your score here will be. Still 
lagging behind on green? Send interesting content to your relationships a little more often using LinkedIn’s 
Messenger, rather than by e-mail. Send out congratulations more frequently etc.

3.6 Weekly Social Selling Index
Here you see a graphic showing the SSI over the past 6 weeks. Do you see any noticeable changes in it?  
If so, think about whether you have been very active in a certain period, for example, if your SSI was higher 
than usual. A holiday often means a lower SSI for many users.

3.7 People in your industry
At the bottom left you see a percentage. This percentage reflects how you use LinkedIn compared to others 
in your industry. In your profile settings, you can specify which sector you work in (see point 8.2 in chapter 2). 
Here LinkedIn shows you how you score compared to others who also said they work in the same sector.  
Are you doing well compared to your peers, or is there room for improvement? From this you can also see 
how effective any competitors are on LinkedIn, which is always good to know.

3.8 People in your network
At the bottom right you see a percentage. This percentage tells you how you use LinkedIn compared to 
others in your network. Your network are the people you are linked to. This percentage can give you a sense 
of where you stand in comparison with your connections. For example, are you more active and effective 
than others?
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The more people you connect with, the more interesting content you may get to see.  
Of course, you can also start sharing content yourself. If you do, having more interesting 
and relevant people in your network will certainly play a role. From now on, set yourself 
the goal of continuing to actively expand your network.

YOUR NETWORK
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4.1 Who should you and who shouldn’t you add to your network?
Simply put: connect with people who can add something to your network, or vice versa. That is not to say 
you must always have met a person before you can connect with each other. It’s also fine to visit the other 
person’s profile and send an invitation ahead of a meeting. And you don’t even have to know someone  
personally. Do take care that you don’t start inviting anyone and everyone.

A short list for expanding your network:

In June 2019 there was a fuss surrounding the fake LinkedIn profile of a Katie Jones. The profile picture has 
some characteristics that did not add up – the blurred background, slightly off-colour eyes, an out-of-focus 
earring, the vague contours of the hair. 

Yes No

Colleagues

Former colleagues

Customers

Neighbours, friends and family

Former classmates

Opinion formers (or follow them)

Relevant people who respond 
to, or do something with your 
content

Anyone who can add value to  
you, your company or your  
network or vice versa

Companies on a personal account. You can identify them by the 
fact that there will often be a logo as the profile picture instead of 
a face. In this case, the type of profile is essentially being misused. 
You will be giving away personal information and your network to 
someone whose identity you don’t know.

People with fake profile pictures. These are fake profiles;  
the people behind them are after your data.

People without a personal invitation who do not respond when  
you ask them why they want to connect.

People without a profile picture; it may be a fake profile, or it may 
be that the person has not made his/her photo visible. If you don’t 
trust it, ask.

Unexpected invitations from India, Eastern Europe and Russia. 
LinkedIn is growing fast in these regions, which means that  
a stray invitation may occasionally come your way.

Your network
04 

✓

✓

✓

✓

✓

✓

✓

✓ ✗

✗

✗

✗

✗
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4.2 How do I find people? 

To search on LinkedIn, you use the search bar at the top of your profile. Type the first name and surname and 
often you will find the person you are looking for. If a person doesn’t yet have many connections or namesa-
kes, you can expand the search with the company name. Then click on their profile.
 

4.3 Inviting new connections

Inviting new connections is something you always do with a personal text. Why? Because this shows that 
you are devoting attention to that person and because you can always trace back how the connection was 
created. An invitation accompanied by a personal text also increases your chances of getting your invitation 
accepted. Even if you are planning to invite a number of your colleagues now, it is good to bear this in mind.

It is important to include a number of elements in your invitation text. In any event, give a reason for wanting 
to link. Or look for things you have in common and mention them! For example, connections that you have in 
common, groups you are both members of, the same former employer, school, location etc. Think about the 
message, consider the introductory wording, closure, full name etc.

4.4 Following other professionals
It may be better to follow some people than send them an invitation straight away. Examples are  
“inFluencers” such as Richard Branson, Bill Gates and Barack Obama. “InFluencers” are individuals selected 
by LinkedIn because they are key leaders or opinion formers. But what exactly is the difference between 
following and connecting?

Besides connecting with a person, you can also follow them. Some people have also set up the “Follow” 
button on their profile, instead of the “Connect” button. But what exactly is the difference between following 
and connecting?

Anyone can follow other people. You can also be followed by others. And you can always follow someone*; 
the person who is being followed does not have to give their permission. If you follow someone, you’ll see the 
other person’s activity on your timeline, but you don’t make a connection. Go to “More…” and select “Follow”.
 

*  In some cases, you may be unable to follow someone.  
This is because that person has turned that option off in their settings.

Never choose to automatically invite other people, for example by linking your address 
book with LinkedIn, or by clicking suggestions one by one. This is because you cannot add 
a personal message to these mass invitations. You should build your network carefully.

More...
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4.5 Manage your invitations
You regularly send people invitations, but you naturally also receive invitations yourself.  
Not all of these invitations are accompanied by a personal message. In that case,  
you can send the person a message before accepting the connection. To do so,  
go to “My network” in the taskbar. You will then see your outstanding invitations.  
Now click on “Show all”.
 

You can now manage your invitations. Beside each invitation, you can see that you have the option of  
sending a message. In other words, you can send a message without accepting the connection request.
 

For example, you can ask how this person found you, or why he/she sent you an invitation. It’s fine to say you 
are curious to know and that you are keen to build your network carefully.

One of two things can now happen.

1.  You do not receive an answer within a particular period of time, say a week. If you get no response,  
you can always visit the person’s profile and decide whether you want to link with them after all.  
But if someone doesn’t message you back, it’s often a sign not to link. After all, it’s about building  
a network that adds value.

2.  You do get a response. If the person answers your questions satisfactorily and they match what you  
are looking for, you can confidently accept the invitation. If you receive an answer that is commercially 
driven or bland, it may be better to ignore the invitation. Trust your instincts.
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Faber Halbertsma Group and all its subsidiaries have company pages on LinkedIn. We regularly share interesting content  
on them. We ask you to follow our pages so that you can see our content when you log into LinkedIn, but also so that you  
can do something with it. Being properly linked to Faber Halbertsma, or one of the business units, in your work experience 
(see Chapter 2.9), does not mean you are automatically following the page. That is a separate step.

PROMOTING OUR COMPANY
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5.1 How do you follow a page?
Go to the search bar and type in the company name to go to our page or follow this link: 
https://www.linkedin.com/company/faber-halbertsma-group/ When you are on the page, you can click  
the “+Follow” button. From now on, you will receive content in your timeline. Also be sure to follow the  
pages of the other business units.

You’ll see the message list when you go to the Homepage.  
Go there by clicking on the house        icon in the taskbar.

Taskbar, with search box and Home button
 

It is also worthwhile following other companies – for example, people we do business with, such as clients 
and suppliers. You can also follow competitors in order to keep up to date with developments in the market.

On a company page you’ll see quite a lot of information. For example, you can see which employees are 
linked to the page and who you already know from the organisation.
 

5.2 What information will you find on a company page?
On the left-hand side there is a menu where you can find more background information.
 
Home: Here you will find the updates the company has posted on its timeline.

Info: Here you will find a company description, website, phone number, specialisms and a location.

Promoting our company
05
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Example of a company page.
An update from IPP Pooling about our circular ambitions.

Vacancies: Here you will find so-called “Job Slots”, if the  
company is using them. These are paid-for vacancy ads.

People: Here you will find, represented graphically, where  
employees of the company work and where they studied.  
This information is taken from their LinkedIn profiles. Below 
that, you also see a list of all the connected employees.

Ads: If a company has advertised on LinkedIn over the past  
six months, you will see the ads under this tab.

5.3 Content on a company page
If you look at the homepage of one of the Faber Halbertsma Group company pages, you’ll see that we  
regularly share content. The content varies from, for example, the experiences of our customers with  
our products and who our colleagues are to how we deliver our sustainability ambitions. 
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An update from Faber Halbertsma Group containing a link to an interview with our CFO Stan Peeters.
 

An update from PRS Pooling containing a video about the PRS Green Label, shared by FHG.
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An update from Faber Halbertsma Group containing various photos. 5.4  Interaction:  
Like, Comment or Share

At the bottom of a post, you’ll see three icons: Like,  
Comment and Share. Which option you choose (if any) 
will determine how widely this message is distributed 
within your network. Clearly, it is very quick and easy to like 
something, whereas typing a comment takes a little more 
effort. So, a post you replied to will be shown to a larger 
part of your network than a message you just clicked “like” 
on because it has more value.  
You can also like a post and comment on it too.

5.4.1  What interaction can do for  
the reach of a post

The post below shows that we can achieve a wide reach 
with a lot of interaction (likes, comments and shared posts). 
Here you see a post about an interview with our  
CFO Stan Peeters.  
His own network shared the news widely and that  
generated a lot of exposure for our company.
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The company page had 1,183 followers at the time of sharing, but the message was shown on the timelines 
of as many as 7,000 people.

5.4.2 Like
Nowadays there are more options besides the thumb, which means “Like”. You’ll see them when you hover 
over the thumb with your mouse. In the mobile version of the app, they are previewed when you hold down 
the “Like “button. The green hands mean “Celebrate” and can be used if someone has a new job, for instance, 
or if a person or company has obtained a certification. The red heart means “Love”, the yellow light bulb 
means “Insightful” and the little purple face means “Curious”.

5.4.3 Comments
If you want to respond below the post, you can do so by clicking on “Comment”. You can also add a photo  
or image by clicking the camera icon. If you think this post might also be interesting to others, you can  
tag them.

The more energy and time you put into interacting with a post,  
the more reach it will deliver within your network.

@TAGS
Tagging people or companies is useful if you want a message to reach one or more specific 
people or the administrator of a company page.

Tagging is done by typing an @ (“at” symbol) before the person or company you want to 
tag. Often this will bring up a list of people/companies you can click on. If you can’t find the 
person you want to tag, it can help to add the company name or enter the surname first.  
If you can’t find a company right away, adding a place name can help.

In your post or comment, the tag will be highlighted in blue. This will make your post or  
comment a little more noticeable. The tag is also clickable.

The person or company you tag will receive a notification of your tag. Usually, this creates  
a certain engagement with the message on the part of that person or organisation and they are 
likely to respond to it or like your message or comment.

#HASHTAGS
Hashtags have now been in use on LinkedIn for a while. They are categorised topics that you 
can follow but can also use in your posts. In a post they will be highlighted blue, making them 
more noticeable. Hashtags are composed of a number of words written without spaces.  
If someone clicks on a #, all the messages which that particular hashtag is used in will 
appear one below the other.

You can use one or two hashtags in your messages. Preferably use them in a natural way  
in the sentence. Many people find hashtags difficult to read in texts. Make it easier by  
capitalising each word. Also use logical hashtags, or agreed hashtags for a particular  
product or our company. The hashtags we use include:

#FaberHalbertsmaGroup, #IPP, #PRS, #PAKiLogistics, #vPOOL, #Faber, #Naus, #Phoenix, 
#Francepal, #Pasec, #PackagingPartners, #WeSimplyDeliver, #Sustainability,  
#PoweredByPeople, #PRSGreenLabel, #PalletPooling, #Pallets, #CircularEconomy
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5.4.4 Sharing

The arrow means Share, and you can share in two different ways: in a post or in a private message.
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5.4.4.1 Sharing in a post
If you share in a post, it means you are resharing the post with your own network. The original sender  
remains visible too. Choose this option if the message is of interest to the majority of your network.  
If you choose this option, this is what it will look like:
 

We often see people simply sharing messages without adding any personal text or introduction. If you do 
that, your network won’t actually know why you are sharing it. You aren’t adding any value to it, so it probably 
won’t really be read.

We recommend ALWAYS adding something. Above all, make it personal. What do you think of it? What impact 
did the message have on you? Why should someone else read this post? For example, “Insight 3 in particular 
really inspired me”. And what did you get from it? “When I read this post, I immediately knew I wanted to 
share this with my network, because...”

Again, you can use @Tags if you want to bring this message to the attention of someone in particular,  
or if you just want to shine a spotlight on a person’s post.

5.4.4.2 Sharing in a private message
You can also choose to share a post from another person, or a company, in a private message. You do this  
if an update is only relevant for a very specific part of your network. This involves sharing the message with  
someone from your network one-to-one using LinkedIn Messenger. You can also send the message to a 
number of people at once. Again: always say WHY you are sharing it.
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“IN”TRODUCTIE
Korte introducerende tekst wat er in dit hoofdstuk aan bod komt. Nime expernatem 
et eossi nimus, et optatem facerunt exeribus etur aut que se magni tem re plante et 
excerit is dictia vellanis quasperio tem audandu ntist, sum ut rerite rempore persperum 
eume eumqui dolore eius mil id evel earcien ducimus corum excestr ument.

In addition to distributing content that others have created, you also have the ability  
to create and share content. What you could post and how it works we discuss here.

CREATING YOUR OWN CONTENT
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Handle sensitive information with care
We trust that you will proceed with caution. Is it okay if what you are sharing appears in the newspapers 
tomorrow? If the answer Is no, then you shouldn’t share it on LinkedIn either. But if the answer is yes, we 
actively encourage you to create/share content yourself. It is also good to get the agreement of customers 
and suppliers first if they have anything to do with the post. Are they happy for you to share this?

What should I/shouldn’t I post?
First of all, it’s a good idea to ask yourself: what information does my network, or my target audience, find 
interesting and relevant? Don’t know what type of content will be appreciated? Then it’s a matter of trying it 
out. If your post doesn’t attract much interest, next time try a different approach or form, or another subject.

6.1 What content do people want to see on LinkedIn?
When you read your timeline, think about what content you find interesting yourself. Why do you follow  
particular companies and people? The origins of LinkedIn are as a jobs platform. Job ads therefore always 
score well. Research has also been done into the wishes of LinkedIn users.

• They want to stay informed about the industry/sector (if they are following a company)
• They want to stay informed about the latest news about the company (if they are following a company)
• They want to work at the company (if they are following a company)

This research can help you decide whether a topic is RELEVANT to your followers. For example,  
you can see at the bottom that people are not interested in receiving commercial offers.
 

6.2 The subject of your post
• Vacancies
• Expertise which you possess. For example, in the form of a tip or a case
• Articles or specialist literature you have read
• An interesting conversation
• An interesting meeting
• An event you have visited
• Something you have experienced
• A new development in your sector
• A vision of the future in your sector
• An anniversary or a diploma you have obtained
• Customers (provided they are OK with this)
• Suppliers (provided they are OK with this)

Stay informed on the industry

Stay up to date on latest news from the company

Interested in working for the company

Used to work for the company

Want to learn more about the company’s products and/or services

Currently work for the company

Stay up to date on financial and investment news related to the company

My company currently does business with the company

Want to be included in the company’s community on LinkedIn 

Current customer/user/client of the company

Work for a competitor

Want to sell something to the company

Want to receive deals and special offers from the company  

76%

63%

58%

49%

49%

44%

37%

39%

35%

35%

33%

17%

14%

% Among US Followers

Creating your own content
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6.3 The idea behind your post
Vary how you post, but always choose a way that suits you. For example, choose: 

6.4 How do I post content on LinkedIn?  
If you want to create a post, go to your Homepage by clicking on the house        icon. 
You will then see the following:

In the middle at the top you will see “Start a post”. On the right there are 3 icons: Documents, Photo, Video. 
You can add these to your post, but you can also do it later. First, start typing a text by clicking on  
“Start a post”.

At the bottom you will also see highlighted in blue “Write an article on LinkedIn”. When you click on this,  
you will find yourself in the blog environment.

6.4.1 Click on “Start a post”
You will now see this field, containing various elements. At the top you see “Everyone”. This determines who 
can view your post. For example, if you choose only your connections, the post cannot be distributed beyond 
that. Normally you would choose “Everyone” so that the post can also be distributed beyond your network, 
which is usually what you want to achieve.

“What do you want to talk about?” is the field where you can start typing.  
At the bottom you can see the video, document and photo/image icons again.  
At the bottom it says “Post”. When your post is ready, you can click on that.

 
6.5 What forms are there?
Which content forms are available is fairly self-explanatory by looking at the field. Whichever form you 
choose, you should always introduce the post with a text. What is the message, the tip, the experience, etc.? 
Can you also tag someone or add a hashtag to your post?

• Entertainment
• Numbers
• Investigation
• Dates
• Humour

• In person
• Easy
• Authentic
• News
• Help out

• Knowledge
• Concerned
• Language use
• Nice
• Action
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6.6 A link to…
Sometimes there is also a link to an article on another website. If so, you also use that link in your text.  
It is easiest to read if you put it at the end of your text. Think about how you structure the sentence.  
For example, use an incentive to click through, such as: You can read the full article here: Link
 

Make sure that posts containing only a link display properly. They can look odd on LinkedIn if the external 
website doesn’t supply an image. In that case, it’s best to find and upload an appropriate picture,  
photo or video yourself. Because posts accompanied by an image or video stand out much more.
 

6.7 An introductory text
Of course, you can limit yourself to text only, but it is recommended that you also upload an attachment.  
Your post will simply stand out more that way. And it also helps to reinforce your story.

Use a short sentence, or perhaps two. In any case, arouse the reader’s interest and immediately make it clear 
what your post is about. Maximum 2 lines/140 characters/25 words. Otherwise, part of your text will not be 
visible, or readers will have to click on “.... Show more” to read everything. And the chances are that won’t 
happen. People are exposed to a huge amount of content every day and you want to catch their attention 
right away.

If you don’t have an external link, it’s fine to create a longer post. In any case, vary your posts. And find out 
what works for you.

6.8 Video
You can upload a video directly (which visitors can download and save). Nowadays, you can easily  
create your own videos on your smartphone. Do make sure the sound and light are good. Apps like Clips  
(for iPhone) even give you the ability to automatically add subtitles to your video. Native videos  
(videos posted directly on LinkedIn) start playing straight away, in contrast to YouTube or Vimeo videos. 
That’s why you should always choose native video if you can.
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6.9 Documents
You can upload documents such as PDFs or PowerPoint files (which visitors can download and save).  
If you have a PDF of an interview from a magazine or a brochure, you can easily upload it, give it a name  
and share it with your network. Try to make sure the PDF stands out a bit in the timeline.

6.10 Photos
You can upload multiple (max 10) photos or images at once. If you do this, they will appear as a collage.  
The first photo will be displayed larger than the rest, so it is very important to decide on the order of the 
photos yourself. If you’re using your phone, that is usually easy because you decide which photo will be  
displayed first by the order in which you tap them. If you do it on a computer, it is advisable to order the 
photos beforehand by naming them A, B, C or 1, 2, 3, for example.

Don’t use too much white, grey and blue, because those are the LinkedIn colours.
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6.11 Tagging in photos/images
These days you can also tag people (who are shown in the photo) in the photo. First upload a photo.
 

At the top right you’ll see an icon and you may well also see the message  
“click anywhere to tag someone”.

You then type in the names of the people you want to tag.
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When you make your post, people can click on your photo and see the names of the tagged people.

CHECKLIST FOR POST

✔ Text maximum 140 characters/25 words
✔ Use a Call to Action
✔ Also include the link in the text at the top
✔ 1 to 2 (agreed) hashtags
✔ Use mentions (individuals/companies)
✔ Add an Image, video or PDF! 

6.12 How often should I post?
Remember that people don’t all log into LinkedIn every day, so not everyone in your network will see your 
post. Start by posting once a week. Get used to it and find out what works for you. Posting several times 
a week is perfectly normal – as long as you alternate in terms of form and content. If you want people to 
remember your face and connect with your specialisation, you’ll really have to keep the content coming.  
One post per month is not going to do it for you. Also remember that a post can be born out of something 
small. Sometimes we agonise over a subject for a long time because we feel it has to be completely thought 
out. But a small subject can also provide the inspiration for a post. Try it out. Regularly take pictures of things 
you see or do, which you can use for a post. Note down possible topics. That’s a good start in any case.

6.13 How do you deal with responses to your posts?
People can like your post, or choose one of the other emojis or respond to them. It is important that you 
take this seriously, or at least see it as an opportunity. Always show that you have read a comment. If people 
respond to your post, reply, whether by answering the question, liking their response or thanking them for 
the response. When it comes to people who are not yet part of your network, this could be an opportunity 
to connect with them. In any case, take a look at that person’s profile and decide whether you want to invite 
them. You can easily refer to your post as a reason for contacting them. If you really want to take this kind of 
engagement further, you could seek out one-to-one contact with the people who liked your post, for example 
through LinkedIn Messenger. See it as an opportunity for contact/renewing contact.
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Useful, instructive, fun and enlightening.  
A few more interesting things about LinkedIn.

TIPS, FACTS AND SETTINGS
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7.1 How much time should I spend on LinkedIn to use it effectively?
To start with, LinkedIn might take up more of your time because you want to get your profile right, or because 
you want to become more familiar with the platform by spending time on it. But once you’ve got the hang of 
it, maintaining your network is easy and you should be able to get a long way by spending 15 to 20 minutes 
on LinkedIn per day.

What can also help is to download the LinkedIn app onto your phone. Got a few minutes to spare?  
It takes no time at all to get updates from your network or get your invites back in order.

STEP 1: CHECK YOUR NOTIFICATIONS
Have any new invitations come in? Have you received any comments on an update? You can check under 
your notifications. It’s also worth checking out the posts recommended by LinkedIn.

STEP 2: RESPOND
It’s easy to respond to another person’s post, by adding your experience or expertise. Simply scroll through 
your timeline and respond to what you find interesting. Help someone out! 
A congratulations on an anniversary, accomplishment or birthday (no standard messages!) is easily done. 
Or help someone to get a job or an assignment. You can also help someone by sending interesting articles 
using LinkedIn Messenger.

STEP 3: CONNECT
Continue to expand your network with relevant connections. Make one or two new connections every day by 
searching on LinkedIn or via your network. Please note! Always send a personal invitation.

STEP 4: UPDATE
Share an update yourself. It doesn’t have to be a message you create yourself every day.  
You can also share content from another person or from your company because it adds value. 
Do remember to credit the creator of the content! Of course, sharing content yourself takes up 
more time. But you’ll find it becomes more natural and it will get steadily easier. You’re bound 
to encounter many things that are worth sharing in your daily practice. And often they are 
smaller things than you might expect. Experiment and see what it can do for you!

STEP 5: SNOOPING ON THE NEIGHBOURS
See who has viewed your profile and think back. Is there a reason for linking with them?  
Always review your visitors and if they are of interest, ask them why they were looking  
when you invite them. Also view the profiles of people who responded to your content.  
Thank them, or contact them with a private message.

Tips, facts, and settings
07 

5 steps in 15-20 minutes per day to easily manage your LinkedIn network
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7.2 Adding text to invitations with the app
Many people don’t know that you can also use the LinkedIn app to add a personal text to your invitations.  
The only thing is, it works slightly differently than on the desktop. Go to the profile of the person you  
want to invite. Don’t click on “+Connection” but on “More…” Then you’ll see a menu in which you can choose 
“Edit invitation”. Clicking on this brings up a field in which you can enter your personal text.
 

If you pressed “+Connection” by accident, you can still click on “More…” afterwards and add the text then.

7.3 What does the number of views on your post mean? 
When you have created a post, in your own dashboard you’ll see how many times it has been shown in  
the feed. You’ll find this information in various places.

On the left-hand side of the homepage is a small summary. The second piece of information shown  
there is “People viewed your post”

On your personal profile you will also find a dashboard showing the figures for your most recently  
shared post.
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Turn it on Turn it off

For people who always want to be reachable  
for their customers, prospects, etc. The green 
circle creates the impression that you respond  
to messages and invitations quickly.

People with a green circle stand out more in  
the timeline. We expect a higher engagement  
with updates and more profile visits from  
people with a green circle.

Decided to turn your online status off? 
From that moment on you will no longer see 
whether others’ online status is on or off.

Useful if you simply don’t want to let your network 
know how often and when you’re active. Or if you 
don’t want to create false expectations about your 
response time.

✓

✓

✗

✗

And finally, you’ll also see this if you go to the relevant update. You can do that by clicking on the numbers  
in blue, for example, but also if you go to the most recent activity. Here you will see a summary of all your 
posts, responses etc.
 

The number of people who viewed your post grows if there is more interaction. A lot of interaction means 
that your update is being shown to a bigger part of your network because the message is relevant. If no  
one is responding to your update, then the message is only being shown to a small part of your network.  
If several people like or respond to your post, it is also being shown to parts of those people’s networks.  
The bigger your own network grows, the higher these numbers can become.
The different results for different updates do give you a good indication of whether it was an interesting  
and relevant post. Not sure what to post next time? Then you can go back through your posts, pick out the 
ones that scored well and next time post something similar. Also pay attention to what didn’t work for you. 
What can you improve for the next time?

7.4 Your online status
Those green circles that appear by profile pictures... What are they, and how can you use them?  
They relate to your online status.

You can only see others’ green circles if your online status is also set to on. There are two types of circles. 
Completely green and a green circle with a white dot in it. What is the difference between the two?

A completely green circle means that a person is currently active on LinkedIn. A green circle with a white dot 
in the middle means the person is not active at that time, but that notifications will be delivered via the app 
on his or her phone.
 

Should I turn my online status on or off?

Whether you turn it On or Off is a personal choice. If you aren’t sure, here are some things to consider:

Green dot:
currently active.

Green with white dot:
currently not active, but  
notifications are received  
on mobile.

No dot:
online status disabled.
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7.5 Security of your account
Online security is unfortunately very important. You can be hacked, even on LinkedIn. That’s why you’ll find 
some security tips here.

7.5.1 Your password
You can secure your account in different ways. First of all, by choosing a strong password. You should also 
change your password regularly. LinkedIn does not ask if you want to set a new password, so make a point  
of doing this regularly yourself.

Go to “Settings & Privacy” via the “Me” icon in the taskbar.
 
7.5.2 Linking multiple e-mail addresses 
It is recommended that you link at least two e-mail addresses to your profile. Suppose you no longer have 
access to an e-mail address and you have lost your password. This way, you’ll always have a second e-mail 
address to receive a new password. Your primary e-mail address appears in your contact information and is 
the e-mail address you are currently using to log in.

Go to ‘Settings & Privacy’ via the “Me” icon in the task bar:

You can decide for yourself whether your online status should be visible or not and to whom.

Go to “Settings & Privacy” via the “Me” icon in the taskbar.

You then see the 4 tabs which make up this menu: Account, Privacy, Advertisements and Communication. 
Select the “Privacy” tab. Then, in the left-hand menu, go to “How others see your LinkedIn activity”, and then 
to “Manage active status”.
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You then see the 4 tabs which make up this menu: Account, Privacy, Advertisements and
Communication. Go to the Account tab, then to “Login and security” on the left-hand side.
First, you’ll see e-mail addresses.

7.5.3 Two-step verification
Add an extra layer of security to your network and your profile by adding two-step verification. This involves 
linking your mobile phone number to your LinkedIn account and in future when you log into your account, 
you’ll get a text message containing a code. That way, you always know that only you can log in. First, go to 
your settings and add a phone number. Then you can turn on Two-step verification.

Go to ‘Settings & Privacy’ via the “Me” icon in the task bar:
 

You then see the 4 tabs which make up this menu: Account, Privacy, Advertisements and Communication.  
Go to the Account tab, then to “Login and security” on the left-hand side. The second item is Phone numbers 
and the fifth is Two-step verification.
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7.6 Linking your Twitter account to LinkedIn
You can add your personal Twitter account to your LinkedIn profile, which also automatically makes your 
LinkedIn posts appear on Twitter. Do bear in mind that a tweet can only contain 240 characters.

To link your Twitter account, you go through a number of steps:

1. Click on the “Me” icon on the LinkedIn homepage.
2. Select “Settings and privacy” from the drop-down menu.
3. In the “Partners and services” section of the “Account”, click “Change” beside “Twitter settings”.
4. Add your Twitter account by entering your Twitter username and password.

Sharing a LinkedIn post on Twitter is now very easy. 
Once you have created a post, click the “Post” button and then select “Public + Twitter”  
from the drop-down menu.
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