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INTRODUGTION

Wihy Linkedln s erucial for

personal branding and client
atiraction

Key outcomes of a strong profile:
Higher visibility to potential employers &
clients

Stronger personal brand

Increased chances of promotion or
business opportunities



PROFILE BASIGS
1, Proffessional Heccshet

o Use clear, well-lit, friendly image
e Example:

L 7 p‘

2, Banner Igo -

e Relevant to your niche /business
e Example:
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3. Compelling Headline
e Format: Role + Specialty + Value
Proposition
e Example: “Admin & Communications
Specialist | Streamlining Operations for
Entrepreneurs & Small Businesses”




ABOUT SECGTION
Sthruelure

1.Short intro (who you are)

2.Expertise + key achievements

3.Call to action (contact, connect, or
learn more)

Keyweres
e “Admin support, social media
management, customer communication,
virtual assistance”
e Example:

About V4

As the CEO of JCS Group, | lead a versatile company
providing home & business services, property solutions,
and franchise ventures. We provide high-quality services,
business opportunities, and sustainable income streams,
empowering individuals to grow within our diverse
campaigns and departments.

JCS is built on innovation, efficiency, and strong
operational frameworks, ensuring continuous growth
across multiple industries. From professional cleaning and
vehicle care to real estate and logistics, we are shaping
the future of service and entrepreneurship.

Let's connect to explore partnerships, opportunities, and
growth!



EXPERIENGE SECTION

1.Use action-driven bullets

2.Include measurable results where
possible

3.Example for Freelance:

e Managed client emails & social media
accounts for 5+ entrepreneurs

* Increased response efficiency by 40%

e Implemented automated workflow for
complaints handling

Example:

Experience +: & ' Leasing Professional

Mafadi Property Management - Full-time

Group CEQ

JCS Group - Full-time

Aug 2016 - Present -9
hannesburg Area, South Africa - Remote

esburg Metropaolitan Area - Hybrid

- Processing rental applications
As CEO of JCS Group, | lead a dynamic - Screening, validation and approval
organisation dedicated to providing . see more - Conducting viewings

- Maowing process facilitation
0UTsurance
Full-time - & yrs 10 mos o T N
Administrative Assistant

- Overseeing lease signing & capturing
Retail Team Manager N | Office of the Health MEC KZN
Sep 2020 - Eeb 2025 - 4 anr 2016 - Mar

1yrs 6 mos 1yr

Manager of mutli-skilled Operations team

L L Office support & document management
servicing UK-based Hastings Direct c... see mor s

Meeting co-ordinating & minute-taking
Messenger
P Guidewire, BPA and +3 skills Community liaising and complaints handling
Letterswriting
General assisting in reception, printing, filing,
Academy Leader / Quality Auditor typing, faxing, claims processing, and

accommodation bookings
2020 - 2 mos

nturion, Gauteng, South Africa
Suppaorting new members in the company in Quallty Assurance SPECIG'ISI

their training process and auditing ca... see more Toyota Tsusho

Performance Coach Jurban Area, South Africa
e S - Support duties to quality assurance

- Receiving and inspaction of imported parts
Planning and facilitating training and coaching to - Packaging of damaged parts for repairs
enhance KPl-driven performance of ¢.. see more - Stock-taking and reporting



SKILLS & ENDORSEMENTS

1. Add Top 10 skills relevant to services

2.Examples: Customer Service, Admin Support, Social
Media, Data Entry, Complaint Handling

3.Strategically ask colleagues/clients for
endorsements

e Example:
& skills : +

m Industry Knowledge Tools & Technolog

BPA Vi

@ Retail Team Manager at OUTsurance

Microsoft Office V4

@ Retail Team Manager at OUTsurance

Complaint Management /

@ Retail Team Manager at OUTsurance

N

Cross-functional Team Leadership

@ Retail Team Manager at OUTsurance

Office Administration
Data Collection
Quality Assurance

Customer Service

NN N NN

Data Entry



REGOMMENDATIONS
How to request professionally:

e “Hi \[Name], I'd really value a LinkedIn
recommendation from you highlighting \[specific
skill/project].”

e Example for your niche: Admin support, social
media, customer communications

AGTIVITY & ENGAGEMENT

e Post content weekly: tips, mini-case studies, client
wins

e Comment on relevant posts in your niche

e Join groups & engage in discussions

OUTCOME & BENEFITS

e Increased profile views & connection requests
 Higher client conversion & engagement

 Stronger professional credibility



