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Introduction

LinkedIn can be a confusing place, especially if
you're new. Our mission is to help everyone to
overcome feeling intimidated or overwhelmed by
the platform. Success can be achieved on
LinkedIn through simple, effective strategies, and
consistency - honest!

Short on time? No problem. This cheat sheet gives
you a list of tasks to perform daily, weekly, and
monthly. Fit them into whatever time you have
available. Don't panic if you miss a day, the world
won't end!

To stay consistent, you need to make LinkedIn
work for you, not become a slave to social media.
After all, you're busy; you have a job to do or a
business to run.

Shall we get stuck into it?



Daily Tasks

Reply to outstanding messages

You don't need to reply to every sales pitch in your inbox - | know you get a lot!
Just archive anything that isn't interesting or relevant. If Mark messages you
need to come back to it just mark as unread so you don't lose them. You can
sort your inbox just by unread messages to streamline what you need to reply
to.

Reply to comments

Reply to any comments you've missed on your last post. If there are a LOT, just
react to most and reply to a few. Remember you are showing gratitude for
people stopping to contribute. If you don't appreciate them, they won't keep
coming back. Networking is a two-way street!

Engage with ideal clients

Whether you're using hashtag news feeds or your main feed, comment on
content posted by people you know you could do business with. Comment
sections are a great way to start building that trust and getting to know
people.

Check profile viewers

Have a look at who has viewed your profile (if you aren't using Premium, this
will only show the last 3-4 people). Are any of your ideal clients on there? If
they are, go and comment on something they've posted recently, or send
them a connection request.

Nurture your network

Comment on at least 10 relevant or interesting posts on your main news feed
from your connections. Growing your network and being seen in new places is
important, but so is taking care of your existing relationship

Tips and Tricks

Download the Linkedln app to your phone to make it so you can do these
tasks on public transport, before bed or whenever suits you. Add a post it note
to your desk or a prompt on your calendar to remind yourself and remember
that these are the suggestions but if you don't have time or are not super
familiar with the platform yet then you can reduce them eg: instead of 10
comments a day you could start off aiming for 1 a day.



Weekly Tasks

Post original content 2-3 times

Try to use a variety of content formats to keep things interesting for your
network. Don't forget to reply to comments as frequently as time allows, as it
helps your visibility. Remember, really exceptional content is helpful or makes
us feel something.

Grow your network

Sort through your connection requests and accept any that seem relevant. Aim
for 20-25 new connections each week. | ask myself these questions: Are they

my ideal clients? Are they likely to be connected to my ideal clients? Are they
posting content I'm interested in? Are they engaging with other people
regularly? If | answer no to all of these, | don't connect with them.

Curate your news feed

Unfollow accounts you see that aren't adding something positive to your
LinkedIn experience. Disconnect from anyone irrelevant when you notice their
content appearing. Doing this helps to improve your news feed and lets your
algorithm know what you don't want to see - so it will show you less similar
content.

Content ideas

Write down a few notes about what's happened over the week; anything that
could make amazing content. It can be related to clients you've worked with,
lessons you have learned, interesting conversations, new ideas you may have
had. It's a lot easier to create content when you have some inspiration noted
down!

Tips and Tricks

If you can't keep up with creating content then try reposting content from
other accounts you follow/like. You can also brainstorm what you might want
to post in a similar way, save posts you like and look back over them and see if
you can do something similar.



Monthly Tasks

Delete outstanding connection requests

Remove any connection requests that have not been accepted. They're either not
regularly active, or they're not interested in connecting. Keep the list of
outstanding requests down by regularly deleting them.

Update your featured posts

Check your featured posts on your profile.

Make sure they are up to date. Any exciting events coming up? Great post about
your service to feature? Maybe you posted about a podcast you'd like people to
listen to or a new lead magnet you want people to download. Make sure you
change these up regularly.

Request and leave recommendations/endorsements

If you've got new clients you've worked with, make sure you ask them for a
recommendation on your profile. And don't forget to give people
recommendations, too. They're also visible on your profile!

Follow up

Follow up on any leads you haven't heard back from. Send a friendly message
asking if there's any other information you can send them or further assistance
you can offer.

Check your analytics

Don't panic! You don't need to do this but it can help you understand what
content is performing well and what your network engages the most with. The
Shield app is great for this.

Page Invites

On the first of every month you get 100 credits to invite 100 people to like your
company page. If there is anyone you connected well with during the month then
request that they follow your business page.

Tips and Tricks

All these things help keep your account not overwhelming. Nothing worse
than having 100 outstanding connection requests and having a profile full of
outstanding tasks is just going to mae you not want to open it and ignore it.



Content
Creation Tips

Make it purposeful
Every piece of content should serve your network. What do you want the
reader/viewer to take away from it? Have they learned something? Have you
made them feel good, or think? Have you given them something useful that will
help them? If your content is doing none of these things, it's unlikely to be good
or engage people's interest.
Start conversations
Linkedln is a networking platform. You cannot network unless you are having
conversations, so asking a simple question in your content will encourage
people to stop and comment. Thus, you can engage them in a brief
conversation, even if it's just with one reply. You've broken the ice and created a
touchpoint. With each touchpoint, familiarity and trust grow.
Write like you speak
You don't need to try to sound corporate on LinkedIn. Use slang, colloquialisms,
and personality when you write. It lets people see the real you.
Make content easy to consume.
Human attention spans have never been shorter
than since social media became a thing, so create content they can read/watch
with minimal effort. Here are some key ways you can do that:

e Use short sentences, simple language, and break up big paragraphs

e Use captions on videos and speak slowly and clearly

e Use clear images cropped appropriately

» Infographics should have contrasting colours and be easy to read on mobile

or desktop LinkedIn

Have fun!
Relax, and try not to overthink things. Remember, LinkedIn isn't supposed to
feel
like more work; it's OK to have fun and be yourself. In fact, it's positively
encouraged, as that's your biggest unique selling point!



Need more
help?

Sochelle manages the business pages of over 15 clients on LinkedIn and as of Jan
2022 we have helped over 50 people build and cultivate a Linkedln personal
brand. Here are some of the services we offer to help people out:

LinkedIn Audit

We will go through your profile and make any recommendations that would
benefit the profile. We will help you rewrite a Bio, design a banner and even
reorganise your job history based on your goals. This is the perfect service for
people who have set up LinkedIn profiles but are yet to see the benefit or
generate any leads from the profile. All of our recommendations are written up in
a nice actionable report for you. £150 per profile these can usually be instructed
and returned in just a few days.

1-2-1 LinkedIn Training

1 hour or 2 hour long Zoom meetings, these are perfect for people who might
need a bit more help. On the call we can answer in depth questions as well as
sharing on a screen how to action things on LinkedIn. This service requires no
background so we can teach you anything from the absolute basics all the way
up to Search Engine Optimisation and Content Creation. £250 per hour these can
usually take place within a week of instructing and paying your invoice.

Group/office training for LinkedIn

Is it just you who isn't great at using LinkedIn to attract new clients and build your
company brand...Or is it your whole team? Exponentially grow your returns by
having your whole team building personal brands and bringing customers your
way as a result. We will spend the day with your team, helping them set up
profiles, optimise and running over the basics. We will provide them with
worksheets and reminders as well as advising you how you can encourage
LinkedIn as part of your company culture without sacrificing productivity. £1,000
day rate for up to 10 people to sit in on.



