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Foreword
Matt Craven, founder of CVIA, is the author of this workbook. Matt is a respected personal branding and career 
development expert and CVIA has a longstanding relationship with The Association of International Certified Professional 
Accountants� 

The information, advice and methodologies described in this document are developed and provided by CVIA under license 
and in collaboration with The Association.

Introduction
When LinkedIn first emerged, many people saw it as the Facebook of the professional world — a professionally orientated 
social media channel for those who liked the idea of transporting their Filofax and list of contacts into web format, but 
LinkedIn now has several hundred million members and is growing at more than two new members per second. Microsoft 
acquired LinkedIn for $26.2 billion, which highlights the value they saw in it.

There are a variety of reasons to use LinkedIn, including to:

• Research and do due diligence on your business contacts.

• Raise your profile and promote yourself in your industry.

• Promote your coaching, consultancy, or larger business.

• Search for and communicate with prospects.

• Raise your profile with internal audiences in your company.

• Promote yourself in the job market.

It has become an essential business tool for self-promotion and a place where professionals can research each other,  
but alongside leading job boards such as The Association of International Certified Professional Accountants’  
Global Career Hub, combining the strengths of the AICPA and CIMA, it is also one of the key channels for recruiters  
to source talent.

Most recruiters now have a premium LinkedIn account (LinkedIn Recruiter), which allows them to search for and  
contact LinkedIn members about job vacancies. LinkedIn claims that 95% of recruiters use LinkedIn regularly.

In short, it has become one of the primary sources of talent for many recruiters and organizations.

It is therefore important to embrace LinkedIn and use it as a tool for finding a job. Think of it this way: Your LinkedIn profile 
is your window to the outside world and statistically, a large percentage of people who make hiring decisions will view your 
LinkedIn profile before shortlisting you or inviting you for an interview. Research also tells us that 70% of employers use 
social media to screen candidates and 57% are less likely to contact applicants with no online presence.

It’s not uncommon for job-seekers to spend time creating a strong resume but to completely neglect their LinkedIn profile. 
Even small details such as your photograph make a big difference — did you know that LinkedIn profiles with professional 
headshots get 14 times more profile views than those without?

The bottom line is, if you are looking for a new job, you must have a LinkedIn profile that is as representative of your abilities 
as a good website would be for any reputable company.

https://mycareer.aicpa-cima.com/register/
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Chapter 1

Your photograph and background image
As previously mentioned in the introduction, LinkedIn claims that a LinkedIn profile with a professional headshot 
(photograph) gets 14 times more views than a profile without. LinkedIn is an informal communication channel and those 
that view your profile are keen to get a feel for you as a person. Being able to see a photograph creates a more personal  
feel and drives better engagement. 

Try to pick a photograph that is consistent with your brand. Personal branding is all about controlling the way people 
perceive you and Jeff Bezos (CEO of Amazon) summed it up nicely when he said that “your personal brand is what  
people say about you when you are not in the room.” Everything you communicate to the world through video, words 
(spoken or written) and images contribute to your brand — a photograph is part of this ecosystem.

A reasonably high-quality photograph with a neutral background works well. Focus on your head and upper body rather 
than a full-body or action shot. Business attire is preferable, but select clothing that is consistent with the environment  
that you work in — in some cases, a suit and tie will be appropriate, but in others, a more dressed-down approach might 
work better. In all scenarios, relatively smart business attire would be preferable to a T-shirt or vest.

You may have noticed that LinkedIn has a blue area behind where your photograph is displayed. It looks like this …

This area is not designed to leave blank — it is designed to add an image. It is possible to have an image professionally 
created to look like a business card. But, as a bare minimum, pick a professional-looking image that suits your brand.  
Here’s the same LinkedIn profile with a basic skyline image and photograph added — see how it makes a big difference.
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Chapter 2

The headline  
This is the piece of text under your name, which defaults to your current job title at your current employer. The example 
above is displayed as Audit Senior Manager. This provides some useful information, but it doesn’t provide a value 
proposition. A value proposition is a sentence that describes the value that you are proposing you can offer.

Try to incorporate a sentence that describes the value you will offer to an organization or future employer that resonates 
with the reader. The example below would work well for a CPA.

Within the public accounting profession, it is not unusual for recruiters to search for candidates who work for a leading 
accounting firm, so if you are working for a strong brand, it is a good tactic to communicate this in your headline  
(e.g., “Audit Senior Manager at ABC LLP — develops strategy and leads audits that deliver superior financial rigor for  
Fortune 100 clients.” 

This sentence needs to be 220 characters or fewer (with spaces), so it is important to be succinct because this is the  
first section that people read, so it is important to get their attention and make a good impression. However, if you update 
your LinkedIn profile on the LinkedIn mobile app, you are afforded up to 240 characters. This will give you more scope if  
you plan to add your firm’s name as discussed above. 

Regardless of which option you choose, this is the first section that people read, so it is important to get their attention  
and make a good impression.

You should also add your contact details, choosing an appropriate medium for your goals. Bear in mind that depending on 
your settings, your contact details will be visible to the public or your connections. You need to decide what contact details 
you would like to share, which will have a bearing on how easy a recruiter or organization will find it to contact you.

If you don’t add contact details, a person who wants to contact you will first have to connect with you and then send you  
a LinkedIn message. You will then receive an email from LinkedIn to the email address that you registered with, alerting  
you to the fact that you have received a message. You will then be prompted to log in and view your message.
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Chapter 3

The About section 
Before we tackle the About section, let’s discuss how to add sections to your LinkedIn profile. When you are in your  
profile, you will notice a large blue box with “Add profile section” written in it. If you click this box, a list of options will  
appear as follows:

From here, you can simply add a section to your profile by clicking or tapping on the + symbol. When it first appears, you are 
taken straight to that section and prompted to fill out the relevant sections. If you need to add, edit or delete it later, simply 
find that section on your profile and click the pencil icon in the top right-hand corner to start editing.

The first key section to add is the About section. This About section provides you with an opportunity to write a 
2,000-character summary about yourself. This is the focal point of your LinkedIn profile. It is designed to share what you do 
and what you are good at. You can also add information about your situation or your objectives. 

The message that you communicate needs to alter depending on your goals. As we mentioned in the introduction, people 
use LinkedIn for a variety of reasons such as job seeking, raising their profile to internal audiences within their company, 
building their industry profile or promoting their business. Apart from promoting a business, the methodology that this 
guide will cover is suitable for most of these scenarios, in particular, for job-seekers at all levels.

An easy-to-use formula for writing the About section is the WHOSEES framework. WHOSEES is an acronym for Who you 
are, the Strengths you have, Examples to evidence your strengths, your Ethos and your Skills�

Who 
The who part of the About section is designed to tell your audience ‘who’ you are, or in other words, “what” you are. This is 
not necessarily your job title (although it could be), it is a simple statement that labels you as a professional. For example, 
“A highly experienced Audit Senior Manager.” This information is useful, but on its own would fail to sell you. 

What comes next is a value proposition and this is where we explain the value you are proposing to offer an organization. 
For example, “expert in developing audit strategy and spearheading the use of innovative technology to enhance data 
validation and integrity of client accounts.”

This would be a good place to talk about any crucial qualifications or designations. 

Put this together and the first two lines of your Summary would read as follows:

“ I am a highly experienced Audit Senior Manager, expert in developing audit strategy and spearheading  
the use of innovative technology to enhance data validation and integrity of client accounts.”
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Note that only the first three lines of your Summary will display to the reader unless they follow the “… see more” link.  
This means it is crucial to make an impact with the first three lines to encourage your audience to read on. See below:

Note: if you are new to LinkedIn and in the process of building your profile, LinkedIn will tell you how strong your profile 
is based on how complete it is. It is important to note that this is not necessarily an indication of how effective it will be 
once completed. You can see the Profile Strength bar in the example above, which is showing as intermediate due to the 
example profile being incomplete.

Strengths
The strengths section of WHOSEES is your opportunity to communicate what you are good at (your top skills), focusing 
on three or four of your stand-out strengths that you think your target audience will be most interested in. Write these in a 
features and benefits style to describe not just the strengths, but how this strength benefits the organizations you work for.

Here’s an example:

“ I am adept at developing improved audit processes that drive internal efficiencies yet improve service levels 
for clients, I can assemble, build and develop high-performing audit teams that provide superior technical 
oversight of client accounts, and I have a track record of closing new business, typically outperforming my 
peers by bringing in multiple Fortune 100 clients.”

Note how these are written as one paragraph in a features and benefits style.

Examples
Once you have communicated your key strengths, back them up with evidence by writing some examples. Keep this 
conversational and try to give tangible evidence of success. 

Here’s an example:

“ Some of my stand out successes include embedding new ways of working that reduced resource 
requirements across ABC’s audit portfolio by 8%, developing ABC’s methodology and audit tools for Internal 
Controls/Financial Reporting that have been adopted across the U.S., and leading business development 
efforts to secure a Fortune 100 technology business as an audit client.”
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Note how these are written as one paragraph and we have used percentages to communicate a tangible result. It is prudent 
to be cautious about divulging confidential financial information on LinkedIn — using percentages rather than $-specific 
increases/decreases in revenue or profit is a safer tactic.

Ethos
LinkedIn is a more informal communication channel than a resume, where pronouns such as “I” and “my” should be used. 
It is also a medium for communicating more about your personality (in a professional sense). This section allows you to 
describe your ethos to your work, or in other words, what you are passionate about. 

Here’s an example:

“ I am passionate about working collaboratively with clients, building trust and confidence in the firm and 
audit team to ensure long term client relationships. I believe in leading by example and nurturing audit 
teams to develop the social dexterity to win over clients when discussing difficult audit findings.”

This is a good place to mention your goals and objectives, although if you are a job-seeker and still in a permanent job, I 
would recommend leaving the objective part out, as you will not want to alert your current employer to the fact that you are 
seeking a new job�

Skills
If you started using LinkedIn before 2012, you may remember a time when it had a section under the Summary called 
Specialties. This was mothballed when the Skills section was introduced, which appears further down your profile  
(we will discuss this in Chapter 5). 

Like how they benefit a resume, having a list of skills near the top of your profile is useful for recruiters when they are  
cross-referencing your profile against a job description. It also makes your LinkedIn profile keyword rich and helps your 
profile to appear higher up in searches. For these reasons, we recommend adding a selection of key skills to your  
About section�

Here’s an example:

Key Skills:

Audit Strategy • Financial Reporting • Leadership • Tax Compliance • Business Development • Project 
Management Process Re-engineering • Financial Modeling • US GAAP, GAAS, PCAOB & IAS • Internal 
Control Improvements

Make sure your list of skills provides a menu of the talents you possess but focus on functional skills rather than behavioral 
traits. Recruiters and employers are not interested in clichéd personality traits such as “working well in a team” or “working 
under pressure.”

It is fine for this section to duplicate the entries in the Skills section that comes as standard with your LinkedIn profile  
(see Chapter 5). This section appears later in the profile and allows you to add skills that become searchable and that your 
network can endorse you for. This duplication is more reinforcement than repetition as each section is used for different 
purposes by both user and reader� 
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Chapter 4

Experience and positions
This is effectively the Career History/Work Experience section of your LinkedIn profile, but should be treated differently 
compared to this section on your resume. Your resume will contain much more detail than what is necessary for your 
LinkedIn profile.

What you must do though, is start by building some context. Context is essential when writing a resume or LinkedIn  
profile, as it helps the reader to conceptualize your role. If you start with a random task or accomplishment, it will have  
no context and be ineffective. Therefore, adding good context building information before the detail of your role helps  
the reader to understand the context of those accomplishments. The key information that builds context is a description  
of the organization that you worked for and a summary of your role.

When describing the organization, explain what industry they are in and how big they are (e.g., “Crowe LLP is a public 
accounting, consulting and technology firm with offices around the world. Crowe’s global network consists of more  
than 200 independent accounting and advisory services firms in more than 130 countries around the world.”)

The summary of your role should capture an overview of your position and the scope of your responsibilities. Aim to  
provide a detailed bullet point that if no other bullet points existed, would adequately describe your role.

Here’s an example:

“ As Audit Senior Manager, I develop strategy and lead audits through the full audit lifecycle, considering  
US GAAP, GAAS, IAS, IFRS and PCAOB requirements/standards, serving clients ranging from large  
multi-national SEC filers to PE funded start-ups within technology, media and telecoms sectors. I lead 
teams of up to 15 people based in the U.S. and India.”

Once you have provided the context, you can delve into some specifics, but unlike your resume, you don’t need to focus  
on your duties and responsibilities, instead, focus more on your contributions, which will revolve around key projects  
and achievements. For example:

Key contributions:

•  Reduced resource requirements across audit portfolio by 8% by developing new audit processes to garner significant 
efficiencies while maintaining service levels.

•  Led business development to secure four Fortune 100 clients including the oversight of proposal team and subsequent 
delivery of audit services which included clean inspections by the PCAOB.

•  Earned recognition as TSCPA’s “Top 30 Under 30” in 2015. Also won various commendations and awards from senior 
management, including 2018 “Making A Difference” award.

•  Coordinated the firm’s response letter concerning the International Auditing and Assurance Standard Board’s invitation  
to comment on group audit and standard of quality control related matters.
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Here’s how it looks on LinkedIn:

Create positions in this way for all your key roles from the last 8 to 10 years. Anything before this can be added as a  
one-liner or with just very brief details.

Note: If you would like to add some formatting to your LinkedIn profile (e.g., bullet points), please note that if you copy 
formatting from Microsoft Word, it does not work on LinkedIn. To create bullet points, you will need to use Emoji or  
Wingding symbols.
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Chapter 5

Skills
The Skills section of LinkedIn allows you to list up to 50 skills. Think about the skills that are key to your profession or 
industry that you want to be found for. For example, if financial management is a core skill of the jobs you are targeting, 
and this is a skill that you possess, you would add this to the Skills section highlighted below. It sits within Skills & 
Endorsements and is reasonably easy to complete. 

To add this section, go to the “Add profile section” button and click the relevant + icon. It will then take you to this screen 
where you can start adding skills:

Note how most skills are pre-populated and when you start typing, it displays suggestions for you to click or tap on. Once 
you select them, they are added to your profile. Do this for as many skills as you think are relevant (the more the better) and 
then click or tap on “add” to save them to your profile.

Once you have added them, your LinkedIn connections can endorse you for certain skills. This means that a third party 
has verified that you have this skill, rather than you merely claiming to be good at something. Over time you will receive 
endorsements and the skills that have the most endorsements will appear at the top. It is recommended that you manually 
re-order the skills regularly so the skills that you want to be found for, rather than the skills you received endorsements for, 
are at the top. This is because the skills at the top carry more weight as far as the LinkedIn search algorithm is concerned.
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Chapter 6

Projects
The projects section is a great way to showcase some of your bigger projects, accomplishments, or client assignments.  
It can be added from the Accomplishments section when you click or tap on the “Add profile section” button. Once you  
have selected this button, you will be prompted to provide a Project name, some dates, the role it is associated with and  
a description. You can complete all those sections, but the Project name and Description are the key pieces of information 
to focus on�

The Project name should be a succinct description of what the project entailed (e.g., Business Transformation or Financial 
System Implementation). Keep it short and easy to understand.

The Description is a bit more in-depth and to write these Projects in the most effective way, we recommend using a formula 
called STAR, which is an acronym for Situation, Task, Actions and Result. This allows you to write the projects as mini case 
studies for maximum impact.

Here’s an example:

Transformation of FP&A Function

XYZ LLP initiated a review of Audit capability as part of a wider efficiency and cost rationalization program. 
As Audit Senior Manager, I led a wide-reaching Audit change program. Oversaw process mapping and 
time & motion study; analyzed organizational structure and resource allocation model; re-engineered key 
business processes; created business case; collaborated with HR team; and implemented new processes 
and structure. Succeeded in reducing resource requirement by 8%, saving $xxx p/a, while maintaining 
service levels.

Let’s break STAR down into its parts.

Situation: This part of the case study should start with the name of the company and go on to explain what the situation 
was. Another way of looking at it is, what was the problem? Or what was going wrong (e.g., “XYZ LLP initiated a review of 
Audit capability as part of a wider efficiency and cost rationalization program”)?

Task: This is the simplest part of the case study and should mention your job title and how you were involved in solving the 
problem. All we are trying to do here is to explain the capacity in which you were involved (e.g. “As Audit Senior Manager, I 
led a wide-reaching Audit change program”).

Actions: Here we focus on the five or six key actions that you took to solve the problem and drive a positive outcome. It 
can be looked at as the sequence of events that you followed. Keep the individual points brief, write them in an active style 
using tight writing and separate them by semi-colons (e.g., “Oversaw process mapping and time & motion study; analyzed 
organizational structure and resource allocation model; re-engineered key business processes; created business case; 
collaborated with HR team; and implemented new processes and structure”).

Result: The Result should be statistical, ideally using tangible evidence that proves you succeeded, but be careful about 
including confidential information that isn’t for public consumption (e.g. “Succeeded in reducing resource requirement by 
8%, saving $xxx p/a, while maintaining service levels”).

Notice how we start the Result with “Succeeded in…” to separate it from the Actions — this ensures that the Project/case 
study is easy to read and gives the result more impact.
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Chapter 7

Recommendations
Recommendations are what some people call testimonials — they provide an opinion of your talents by individuals in your 
network. LinkedIn cites a statistic that you are three times more likely to be contacted about an opportunity if you have 
Recommendations in your profile. 

Think about how powerful third-party endorsements are. It’s commonplace for people to check reviews and to evaluate 
products and services on review sites before buying. This is what’s called social-proofing and having Recommendations on 
your LinkedIn profile is a form of this.

This is what Recommendations look like on LinkedIn:

The ideal scenario is to have a 360-degree portfolio of Recommendations for each position. Try to get Recommendations 
from a superior, stakeholder, peer, and subordinate. The more you have the better, and the more likely it is that recruiters 
and organizations will be attracted to your skills and talents.

To request a Recommendation, you need to click or tap into the LinkedIn profile of the person you would like to receive 
one from (your connections are listed in the “My Network” tab). When you are viewing the person’s LinkedIn profile, click 
the “More” button to the right of their photograph and select “Request Recommendation.” You can also click or tap on the 
“Additional information” option after clicking the “Add profile section” button.

There is a difference between a generic and poorly written recommendation to one where the person writing it has put 
some thought into it, however, you have no control over this, so there’s no point worrying about what they might write.  
Just display the ones that are authentic and well written and leave others alone.
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Chapter 8

Other key sections
The sections previously mentioned in this guide are the ones that will have the biggest impact, but some other sections 
deserve a mention. These can all be found by clicking or tapping on the “Add profile section” button.

Intro — Looking for job opportunities — This section allows you to make it clear that you are a job-seeker. If you are 
unemployed and immediately available, there are some benefits to adding this. But if you are employed, this may be a bad 
idea, depending on your situation, as it will alert your employer to the fact that you are seeking a new role.

Featured — This section contains some options to showcase your activity such as posts and articles that you have written, 
links to other resources, and media such as photos, documents, and presentations. Once you have created a great LinkedIn 
profile, sharing your expertise is an effective way to get noticed, and the more posts, articles and media that you display, the 
higher your chances of appearing in someone’s searches.

Background — This section is where you add your work experience (Positions), which is a core part of creating your 
LinkedIn profile and mentioned in chapter 4. It is also where you will add your Education, Licenses and Certifications, all of 
which will be relevant for most accounting professionals. The common mistake that people make is to add certifications 
to the Education section. Make sure that you select the right section when adding information. You can also add volunteer 
experience from here if that is relevant.

Accomplishments — This section contains eight options, which speak for themselves. See below:

All these sections add weight to your profile, so select the ones that relate to your career and experience and make sure 
your LinkedIn profile is as complete as possible.



1 Have you included a professional headshot photo?    Yes  No 

2 Have you added a background image?    Yes  No 

3 Have you written a Headline that includes a value proposition?  Yes  No 

4 Have you added contact details?    Yes  No 

5 Is your headline no more than 220 characters?    Yes  No 

6 Have you added the About section?   Yes  No 

7 Is your About summary less than 2,000 characters with spaces?     Yes  No 

8 Have you written your About summary using the WHOSEES framework?   Yes  No 

9 Have you added 8–10 years of jobs (Positions) in detail?  Yes  No 

10 Is each Position fewer than 2,000 characters with spaces?   Yes  No 

11 Are any jobs from more than 10 years ago added in less detail?  Yes  No 

12 Have you added the Skills section with all skills relevant to your job search?   Yes  No 

13 Have you added Projects?   Yes  No 

14 Have you written your Projects in STAR?     Yes  No 

15 Have you requested Recommendations and added them to your profile?   Yes  No 

16 Have you explored all other sections and added those relevant to you   Yes  No 

Chapter 9

LinkedIn Profile Writing Checklist  

If you are interested in getting professional help with your LinkedIn profile, please visit cvandinterviewadvisors.co.uk/
aicpa-cima for exclusive discounts on products and services.

Founded by AICPA and CIMA, the Association of International Certified Professional Accountants powers leaders in accounting and finance around the globe.

© 2020 Association of International Certified Professional Accountants. All rights reserved. Association of International Certified Professional Accountants is a trademark of the Association of International Certified 
Professional Accountants and is registered in the United States, the European Union and other countries. AICPA and CIMA are trademarks of the American Institute of CPAs and The Chartered Institute of Management 
Accountants, respectively, and are registered in the US, the EU and other countries. The Globe Design is a trademark owned by the Association of International Certified Professional Accountants. 2008-49143. 

© The CV & Interview Advisors. This book or any portion thereof may not be reproduced or used in any manner whatsoever without the express written permission of the publisher.
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