How to offer a recommendation/endorsement for someone you
respect on Linkedin!
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e Groups *
p—— Listed below are the steps to offer a recommendation or an endorsement for someone that
Edit My Profile you respect or has provided you great service.
Wiew My Profile
Recommendations 1. Start on your LinkedIn “Home Page”
¥ contacts * 2. Expand the Profile Tab on the left side of your LinkedIn screen by clicking the “+”
= " button
+ 3. Click on the Recommendations link to take you to the “"Recommendations” Screen

4. On this screen you can manage recommendations received and offer or “Make a

recommendation” for anyone in the network.
5. Fillin the person’s name (first & last) and their email address as listed in LinkedIn

Recommendations

Received

i. Example: Jim Browning - Jim.Networking@gmail.com

Sent R Request R

Received Recommendations 6. If this person is in your network already, you can select them from your “connections
Manage recommendations you’ve received list” from the link below the ”Name/email” entry boxes
o b B e S em—" 7. Then determine and select the type recommendation you are offering; Colleague,
e o eniana o . ko5 onors Service Provider, Business Partner or Student
& s o Ade 2 schoo 8. Then click the “Continue button.
Make a recommendation 9. You are now taken to a new screen “Create your recommendation”

10. On this screen you create the recommendation for the person.

i Enter aname OR select from your connections list 1 1

Name: Jim Browning Jim Networking@gmail.co

Determine the role or service that you wish to give the recommendation

Recommend this person as a:

Colloague: Youte warked it them st the same conpany i. Example: LinkedIn Professional Trainer at Browning Business Solutions LLC
® Service Provider: Youve hired them to provide a senvice for you or your
e Partno Yosse ket vl . bt ot e lent ol 12. Next you need to determine the correct “Service Category” which you can select from
B ‘Sel:[dheel:l:\‘nnwereatschnn\whentheywerethere as a fellow student or the drop down ||St
i. Example: Business Consultant, Career Coach, Professional Trainer or Other
Sorice Providers ii. The “Other” selection allows you to type the service like “Professional LinkedIn
Senices Home | Make a Recommen Train | ng”
Create your recommendation 13. Next you need to select the year the service was completed

Jim Browning, Service Provider

14. Check the box if you have used this service or “hired Jim” more than once.
15. Next you will determine the “Top Attributes” of this person and select three of the

Position youa recommending Jim for following; Great Results, Personable, Expert, Good Value, On Time, High Integrity and
Linkedin Professional Trainer at Browning Business Selutions, LLC - .
Creative.
Senice category . . A )
Business Consuant = 16. Now it’s time to actually write your recommendation; make sure to use proper
Year frst hired grammar, spelling and good industry key words. Remember that this

2009 x ¥ | have hired Jim more than once

recommendation/endorsement is visible on their profile and yours as well, make sure
Top Auributes you are proud of it. Hint: Create in Word and copy/paste here.

Choose THREE attributes that best describe this senice provider
¥ Great Results: Superlatve work. from !

17. A message will be sent to the person through LinkedIn sharing the recommendation

Personable: \Wo

you have just written.

18. By selecting the “view/edit” link you can edit or customize the message
4. High Integrity warthy, con bk
. 19.

Creative: imentive. out-of-the-b

Recommendations can only be given if the person is in you 1% level of your network.
20. If the person you have written the recommendation for is not in your 1% level network,

Written Kecommendation

b = ot el select/check the box to the left of “Invite Jim to join your professional network”. This
e will post the endorsement on their profile and join networks all in one easy step.

helping cthers first, respond quickly to requests, use a professional . .

Pchias, 1 ok Wiy i ek ok and o Lo Wl 294 21. You are almost completed, just click the “Send” button to complete the

wwaw_JimBrowningTraining com. |

recommendation/endorsement and send it to the person for approval.

A message willbe sent to Jim with your recommendation. [vew / =d | 22. The recipient of the endorsement/recommendation get’s to review the details and

7] Invite Jim to join your

approve/decline or request changes.

sional network

- 23. Once they approve the endorsement/recommendation it will appear on their profile.
- or Cancel

* You can adt of remove the recommendations you create ot any time
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