
LinkedIn Audit Instructions 

Objective: 

To quickly evaluate the completeness and professionalism of a LinkedIn profile. This audit helps 

identify small improvements that can strengthen personal branding and increase credibility with 

clients, partners, or potential employers. 

 

 
Profile Basics 

1. LinkedIn Address 

● Where to find it: 

At the top of the browser when viewing the LinkedIn profile (URL bar). 

 
● How to fill it out: 

Copy and paste the LinkedIn address. 

 

2. # of Connections 

● Where to find it: 

Displayed under the person’s name on their profile. 

 
● How to fill it out: 

Record the number (e.g., “500+”). 

 

3. Banner 



● Where to find it: 

Background image at the top of the profile. 

 
● How to fill it out: 

Write “Yes” to note if it’s a professional or company-branded image. 

If not, write “No.” 

 

4. Name & Title 

● Where to find it: 

Directly under the profile photo. The title can also be found in the Experience section. 

 
● How to fill it out: 

Write the exact name and title shown (e.g., “Jane Doe, Marketing Consultant”). 

 

5. Name & Title Match with Website 

● Where to find it: 

Compare the LinkedIn title with what’s listed on the company’s website (usually under 

"Team" or "About Us"). 

 

● How to fill it out: 

Write “Match” or “Does not match.” 

 



6. Photo 

● Where to find it: 

Circular profile photo at the top of the page. Overlays banner. 

 
● How to fill it out: 

Write “Yes” if it’s professional and up-to-date, or “No” if not. 

 

 

7. Headline 

● Where to find it: 

Below the person’s name on the profile. 

 
● How to fill it out: 

Should be more than just a job title (up to 120 characters). 

Copy the headline and paste it into the audit sheet. 

 

 

8. Verification Badge 

● Where to find it: 

Next to the person’s name. If they have LinkedIn verification, a small check mark will 



appear. 

 
● How to fill it out: 

Write “Yes” if there’s a badge, or “No” if not. 

 

9. Recommendations 

● Where to find it: 

Below the Skills and Volunteering sections (which are below the Education section). 

 

● How to fill it out: 

Write “Yes” if there are recommendations, or “No” if not. 

 

10. Location 



● Where to find it: 

Displayed just below their name and headline on their profile page. 

 
● How to fill it out: 

Write the location if there is one, or “No” if not. 

 

11. Contact Information 

● Where to find it: 

Click “Contact info” below the name and headline to see available details. 

 

● How to fill it out: 

Write “Linkedin URL, Company Website, Email” if the contact info is complete. If not, 

write which information is available. 

 

12. About 



● Where to find it: 

Located just below the headline and Highlights section on a person’s profile. 

 
● How to fill it out: 

Write “Yes” if the About section is complete and written in 1st person, write “2nd” if it is 

present but in 2nd person, write “3rd” if it is present but written in 3rd person, or “No” if it 

is not present. 

 

13. Experience: Company Name & Logo 

● Where to find it: 

Located below the Activity section on a LinkedIn profile. 

 
● How to fill it out: 

Write “Yes” if the company name is accurate, or “No” if it is not. 

Write “Yes” if the company logo is present, or “No” if it is not. 

 

14. Education (up-to-date with degree) 



● Where to find it: 

Located below the Experience section. 

 
● How to fill it out: 

Write “Yes” if it appears to be complete and up-to-date, or “No” if not. 

 

 
Activity 

1. Posts in the last 4 weeks 

● Where to find it: 

In the Activity section, below About and Services. Click “Show all posts” and look at the 

time since posted under the name and headline. Count how many fall within the past 

four weeks. 

 
● How to fill it out: 

Write the number of posts posted in the last 4 weeks, If none, write “0.” 

 



2. Shares in the last 4 weeks 

● Where to find it: 

In the Activity section, below About and Services. Click “Show all posts” and look at the 

time since shared under the name and headline. Count how many shared posts fall 

within the past four weeks. A shared post will look like this: 

 
● How to fill it out: 

Write the number of shares posted in the last 4 weeks, If none, write “0.” 

 

3. Last Time Posted 

● Where to find it: 

In the Activity section, below About and Services. Click “Show all posts” and look at the 

time since posted under the name and headline.  

 

● How to fill it out: 

Write the time elapsed since the user’s last post (e.g. “within the last week”). 
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