
Create Your 
LinkedIn Profile
A Step-by-Step Guide to Building 
Your Professional Profile
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Steps to Build 
Your Profile
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Don’t worry about 
perfection. Focus on 
completing each step.

Step 1: Create Your Account

Step 2: Add Your Basic Information

Step 3: Add Your Profile Photo + Banner

Step 4: Your Headline + About Section 

Step 5: Add Your Experience 

Step 6: Add Optional Sections

Step 7: Review Your Profile
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• Go to  www.LinkedIn.com 

• Click “Join Now”

• Enter your email and create a password
• You may use your personal or work email

• Verify your email address

• Add your location 
• Select a metro city closest to you 

Step 1:    Create Your Account 

3

1

3

2

https://www.linkedin.com/
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Enter your current job title 

• Use the official title as provided by New Story

Add your School Name 

• Ensure you select your school from 
the drop-down menu

• Your school's logo will be shown 

• This ensures your profile is properly connected 
and visible for the appropriate school

Step 2:    Add Your Basic Information
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If prompted, make 
sure “I’m a student” 
is toggled “OFF”
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Navigate to your new profile in the Top Left of your page

Profile Photo

• Upload a professional photo 

• Use a clear, high-quality image 

• No Group photos 

• Upload and “Save”

Banner Image 

• From your profile page, click the “pencil” icon to 
“Add Cover Image”

• Choose “Upload Photo” 

• Select “Upload a single Image”
• Download your school’s banner from Slide 11, then upload it here

• Click “Save” 

Step 3:    Add Your Profile Photo + Banner

5

1

2

Click here to change profile image

Click “pencil” icon to 
change the banner imageExample Profile
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Example Profile

How to Adjust & Find Graphics
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Click the “Pencil” Icon

Select and download 
your school LI Image 
(all are labeled)

Click “Apply” to Save

Click “Change Photo” 
(This might say “Upload 
Photo” for new profiles)
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Headline

• Job Title | School Name
• Example: Recruitment Marketing Manager | New Story 

“About” Section

• This is your personalized summary

• Write 2–4 sentences about your role and the impact 
you make

• Keep it simple and professional
• Example: I am passionate about supporting students, 

families, and school communities, bringing 10 years of 
experience. In my role at New Story Schools, I help create 
positive experiences and contribute to meaningful 
outcomes for those we serve.

Step 4:    Your Headline + About Section
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Example Profile
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Example: 
• {School Value Statement} 
• Support daily operations 

and team collaboration 
• Partner with students, 

families, and staff 
• Contribute to a positive 

and structured environment 
• Help achieve school 

and community goals

Navigate down to the “Experience” Section

• Click the “pencil” icon to edit 

Confirm Your Details: 

• Job Title 

• School Name (selected from drop-down)

• Check “Currently working this role”

• Add your official start date

Description

• Add your school’s respective value 
statement – Word Document 

• List 3-4 Job responsibilities after 
your value statement 

Step 5:    Add Your Experience
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Example Profile
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These sections are optional and can be completed at any time

Education:

• Add if you would like to include your academic background

• Select your school from the dropdown to display the logo

• Helps you connect with fellow alumni

Skills:

• Add a few key skills related to your role

• Example: 
• Communication, Classroom Support, Team Collaboration

Step 6:    Add Optional Sections
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Step 7:    Review Your Profile
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Checklist:
• Profile photo uploaded 

• Banner image added 

• Headline is complete 

• About section added 

• Experience updated 

• School/company selected 

correctly (logo visible) 

Once complete, your profile is ready to use!

Example Profile
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Content to 
Download
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Download you schools LinkedIn Banner and Value Statements

School Links:

- Aaron School

- Applied Behavioral Services 

- Green Tree Schools & Services

- Greenwich Education Group 

- Links Academy 

- Meliora Academy 

- New Story

- New Story Schools 

- Rebecca School

- River Rock Academy 

- Rivermont Schools

- Sage Alliance Schools 

- The Learning Spectrum 

- The Pinnacle School 

- The Spire School 

- Thrive Alliance Group 

- Woodhouse Academy 

https://salisburymanagement-my.sharepoint.com/:f:/g/personal/susannaelise_neidhardt_newstory_com/IgBy5ErvTJMgTbsO8yJNN23bATts3fp54ubRcIaBFgcTxik?e=rwmWUn
https://salisburymanagement-my.sharepoint.com/:f:/g/personal/susannaelise_neidhardt_newstory_com/IgBy5ErvTJMgTbsO8yJNN23bATts3fp54ubRcIaBFgcTxik?e=rwmWUn
https://salisburymanagement-my.sharepoint.com/:f:/g/personal/susannaelise_neidhardt_newstory_com/IgATtxfRr_duR5B5w5AT_HtWAaJqbygel6v7SS8TqLNjKHs?e=GYQcum
https://salisburymanagement-my.sharepoint.com/:f:/g/personal/susannaelise_neidhardt_newstory_com/IgATtxfRr_duR5B5w5AT_HtWAaJqbygel6v7SS8TqLNjKHs?e=GYQcum
https://salisburymanagement-my.sharepoint.com/:f:/g/personal/susannaelise_neidhardt_newstory_com/IgA8tuwqE7XqRrD5viy0YVHjAQjo_6BLbgK8_sbXGc0-rOM?e=fB6F8m
https://salisburymanagement-my.sharepoint.com/:f:/g/personal/susannaelise_neidhardt_newstory_com/IgA8tuwqE7XqRrD5viy0YVHjAQjo_6BLbgK8_sbXGc0-rOM?e=fB6F8m
https://salisburymanagement-my.sharepoint.com/:f:/g/personal/susannaelise_neidhardt_newstory_com/IgALdlRNTY9hRLhPrVPqXW4NAdJHXBFsx8_GTODlt2mnVso?e=KHWyNo
https://salisburymanagement-my.sharepoint.com/:f:/g/personal/susannaelise_neidhardt_newstory_com/IgALdlRNTY9hRLhPrVPqXW4NAdJHXBFsx8_GTODlt2mnVso?e=KHWyNo
https://salisburymanagement-my.sharepoint.com/:f:/g/personal/susannaelise_neidhardt_newstory_com/IgA3J-ydUl5dSqEjauhznWboAXvI9JOWyHBhaIoaFnQweZ4?e=ctFuQw
https://salisburymanagement-my.sharepoint.com/:f:/g/personal/susannaelise_neidhardt_newstory_com/IgA3J-ydUl5dSqEjauhznWboAXvI9JOWyHBhaIoaFnQweZ4?e=ctFuQw
https://salisburymanagement-my.sharepoint.com/:f:/g/personal/susannaelise_neidhardt_newstory_com/IgAT1hMCHqyhSoJzpqk5jtnLATYWgvCmD1GYAVDfenQbXQA?e=QfS40g
https://salisburymanagement-my.sharepoint.com/:f:/g/personal/susannaelise_neidhardt_newstory_com/IgAT1hMCHqyhSoJzpqk5jtnLATYWgvCmD1GYAVDfenQbXQA?e=QfS40g
https://salisburymanagement-my.sharepoint.com/:f:/g/personal/susannaelise_neidhardt_newstory_com/IgCo1iJG8afXQ7O1ymfI-GLMAU_EB9Ow_PwA6bd6FqqO2hE?e=iapImD
https://salisburymanagement-my.sharepoint.com/:f:/g/personal/susannaelise_neidhardt_newstory_com/IgCo1iJG8afXQ7O1ymfI-GLMAU_EB9Ow_PwA6bd6FqqO2hE?e=iapImD
https://salisburymanagement-my.sharepoint.com/:f:/g/personal/susannaelise_neidhardt_newstory_com/IgDKuC9C-3ErSLiShjuZggqoAQs8IN6zyqy-iEj0ratSUj4?e=0tNstH
https://salisburymanagement-my.sharepoint.com/:f:/g/personal/susannaelise_neidhardt_newstory_com/IgDKuC9C-3ErSLiShjuZggqoAQs8IN6zyqy-iEj0ratSUj4?e=0tNstH
https://salisburymanagement-my.sharepoint.com/:f:/g/personal/susannaelise_neidhardt_newstory_com/IgA01X4hEi8gRo8kjoaQtKOHAYjXOnoCjtNg7dOfRQihTec?e=tKpUff
https://salisburymanagement-my.sharepoint.com/:f:/g/personal/susannaelise_neidhardt_newstory_com/IgA01X4hEi8gRo8kjoaQtKOHAYjXOnoCjtNg7dOfRQihTec?e=tKpUff
https://salisburymanagement-my.sharepoint.com/:f:/g/personal/susannaelise_neidhardt_newstory_com/IgAVL9SFtG2BTaoTaLBIfJlPAS0voLNAuiobhxiQDCe3yRg?e=WLm1Fc
https://salisburymanagement-my.sharepoint.com/:f:/g/personal/susannaelise_neidhardt_newstory_com/IgAVL9SFtG2BTaoTaLBIfJlPAS0voLNAuiobhxiQDCe3yRg?e=WLm1Fc
https://salisburymanagement-my.sharepoint.com/:f:/g/personal/susannaelise_neidhardt_newstory_com/IgBqul-_odNmRLZ795o7_zvVASnSWhNmnJ-9yCOC7MxEng8?e=6Z1yfp
https://salisburymanagement-my.sharepoint.com/:f:/g/personal/susannaelise_neidhardt_newstory_com/IgBqul-_odNmRLZ795o7_zvVASnSWhNmnJ-9yCOC7MxEng8?e=6Z1yfp
https://salisburymanagement-my.sharepoint.com/:f:/g/personal/susannaelise_neidhardt_newstory_com/IgCtJ1tXWGl4T42eWl0BSCKGAdk6nXObUNVTVKgrBOsHp8k?e=iXOjMm
https://salisburymanagement-my.sharepoint.com/:f:/g/personal/susannaelise_neidhardt_newstory_com/IgCtJ1tXWGl4T42eWl0BSCKGAdk6nXObUNVTVKgrBOsHp8k?e=iXOjMm
https://salisburymanagement-my.sharepoint.com/:f:/g/personal/susannaelise_neidhardt_newstory_com/IgDGA2FnCyfVRrC_LBMn8BF7AahyPtVIuGxJgG52lfqekqU?e=a4ijWW
https://salisburymanagement-my.sharepoint.com/:f:/g/personal/susannaelise_neidhardt_newstory_com/IgDGA2FnCyfVRrC_LBMn8BF7AahyPtVIuGxJgG52lfqekqU?e=a4ijWW
https://salisburymanagement-my.sharepoint.com/:f:/g/personal/susannaelise_neidhardt_newstory_com/IgCUQN1h213PRpF9ZA9-ukCsAd0HiE0YNe8JuL6WnXIQBbM?e=sdXIZd
https://salisburymanagement-my.sharepoint.com/:f:/g/personal/susannaelise_neidhardt_newstory_com/IgCUQN1h213PRpF9ZA9-ukCsAd0HiE0YNe8JuL6WnXIQBbM?e=sdXIZd
https://salisburymanagement-my.sharepoint.com/:f:/g/personal/susannaelise_neidhardt_newstory_com/IgAxnj1NxfVvTaWoTC_pby4tAWF5-soazSn_xxHVPQKhGPg?e=6I2FfB
https://salisburymanagement-my.sharepoint.com/:f:/g/personal/susannaelise_neidhardt_newstory_com/IgAxnj1NxfVvTaWoTC_pby4tAWF5-soazSn_xxHVPQKhGPg?e=6I2FfB
https://salisburymanagement-my.sharepoint.com/:f:/g/personal/susannaelise_neidhardt_newstory_com/IgAGaafS5VUSQ6ZuT7gGWlS_ARlEh07V-kiu5BemLSoV-8w?e=X2cL1W
https://salisburymanagement-my.sharepoint.com/:f:/g/personal/susannaelise_neidhardt_newstory_com/IgAGaafS5VUSQ6ZuT7gGWlS_ARlEh07V-kiu5BemLSoV-8w?e=X2cL1W
https://salisburymanagement-my.sharepoint.com/:f:/g/personal/susannaelise_neidhardt_newstory_com/IgDZI-lC36K3R7msl7QH_-_7Aa32U5puy908SIkl0FBZtjg?e=XPEqlu
https://salisburymanagement-my.sharepoint.com/:f:/g/personal/susannaelise_neidhardt_newstory_com/IgDZI-lC36K3R7msl7QH_-_7Aa32U5puy908SIkl0FBZtjg?e=XPEqlu


You’re All Set!
Everything that follows is optional and can be done over time. 
You can return to this section whenever you are ready. 
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Growing Your 
Network
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Connect easily and grow 
your network over time

Connect with: 

• Current Team Members 

• Your Heads of School

• Your Regional Leadership Team 

• The Recruiting Team that worked with you

• Old Teammates 

• Your Fellow Alumni

• “Follow” New Story’s other schools

Helpful Links: Click Here 

Reminders: Think about whom you connect with

https://www.linkedin.com/help/linkedin/answer/a545653
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Content 
Engagement
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Engaging in Content – Like, Comment, Share!

• Posts from fellow connections at your school

• Exciting news and updates from New Story 

• Exciting news and updates from your School

• Exciting news and updates from New Story Network Schools

• TA Hiring Efforts 

• Teammate Milestones and Anniversaries
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Posting on
LinkedIn
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Types of Posts

• Big-Picture School Events (think, what can you learn from this?)

• Attracting Talent

• Sharing Opportunities

• Team Shoutouts (use @name, to select the person to make sure they see it!) 

• School Shoutouts (use @school name, to select the school)

Helpful Links: Start Posting on LinkedIn

Reminder: 

• Affiliation with the company you are tied to, an extension of New Story 
and our fellow schools + communities 

• For more information, check New Story’s (Social Media Guide)

https://www.linkedin.com/help/linkedin/answer/a518996
https://salisburymanagement.sharepoint.com/:b:/r/sites/PoliciesProcedures/Policies/Human%20Resources/New%20Story%20Human%20Resources%20Policies%20%26%20Employee%20Handbook/HR-516%20-%20Social%20Media.pdf?csf=1&web=1&e=vqZpmV


Thank You!
Susanna Neidhart

SusannaElise.Neidhardt@newstory.com


	Create Your LinkedIn Profile
	Steps to Build Your Profile
	Step 1:    Create Your Account 
	Step 2:    Add Your Basic Information
	Step 3:    Add Your Profile Photo + Banner
	How to Adjust & Find Graphics
	Step 4:    Your Headline + About Section
	Step 5:    Add Your Experience
	Step 6:    Add Optional Sections
	Step 7:    Review Your Profile
	Content to Download
	You’re All Set!
	Growing Your Network
	Content Engagement
	Posting on�LinkedIn
	Thank You!

