USING SEARCH TO FIND CONTACTS AND INFORMATION ON LINKEDIN
by Gini Graham Scott, Ph.D.

Search is a powerful tool for finding new prospects or clients.  You can search in groups or generally.  If you are a member of a group, you can send people messages directly whether you are connected with them or not. If you are not connected to someone and do a general search, you can still potentially connect with that person by sending them an invite.  However, it is best not to send someone you don't know an invite directly; rather, go through some additional steps to connect with them, as will be described, due to the dangers of being rejected and possibly being considered a spammer.

The Search Box is on the top right of your home page, where it says People, which is the default.

You can search by people, companies, jobs, answers, your inbox, or by groups.

Doing a General Search

If you do a general search by People and start typing in a letter or name, LinkedIn will show you up to 10 people or companies who share that letter, combination of letters, or names.

The names of the people who show up are those you are connected to, since you can only see the names of people in your network (which includes your first, second, or third level connections) or in your groups.  (You can tell which they are by the 1, 2, or 3 in the circle next to each person's name).  But the company names will appear whether you have a connection with anyone in that company or not, as long as the company has a profile on LinkedIn.  

Once an individual or company name is in your Search Box, you can go to that individual's or company's profile to learn more about them.  Just click on that person's or company's name.  

Or if you put in the name of that company, you can go to that company's profile and see the different people who work there, including the high level officers.  If you have a connection to someone there through your network, you will see their name and their connection to you (1st, 2nd, 3rd, or a member of one of your groups).  Otherwise, you will just see that person's title.

For instance, say I put the name "Universal" in the Search Box and see a list of companies with that name.

Then, if I click on Universal Studios, I will see a list of all their employees, starting with their current employees and their past employees who are part of my network -- in this case, second level contacts who I am connected with through someone else.  Additionally, it lists the new hires and popular profiles, even though I have no connection to them.   However, if I try to look more extensively at the list of current employees by clicking "See more," I will only see those employees by name who are in my network, and the others by title only.

But even if you have no direct connection with a person and just have a job title, if you already know some people in the company, that could help you contact the person you don't know.  For example, you could mention who you already know there, when you contact the person you haven't met yet to open up a dialogue.  Depending on the company, you might be able to connect with top level managers, vice-presidents, and even the president or CEO. 

You may be amazed at the people you are already connected to at a company.  

If you click, "See more," you'll see even more people you are connected to, starting with your first, then your second, and finally your third level connections and any individuals with whom you share a group membership, as in the examples below. The number next to each name indicates the type of connection you have.  Since Universal has over 1300 employees listed and over 500 current employees, a huge number of connections are possible. 

But you can only see up to 100 of these connections, 10 per page, with a basic subscription.  To see more, you have to upgrade to one of the premium subscriptions.

Doing a More Targeted Search

While this search started with a general search by name, you can further narrow down a search by using the boxes along the left hand side, where you can put in keywords, a first or last name, a title, whether a current, past or both types of employees, and where the person lives.  
For example, if you only want to connect with the vice-presidents at a company or above, you can put "vice president" in the Keywords or Title box, and the search will limit the listing of people in the company to that.  

The listing will include anyone in your network through your personal or group connections by name, so you can contact them directly.  To contact them, click on their name; then you can send them a message, get introduced by a closer connection if they are 2nd or 3rd level connections, ask to add them to your network, or find references who might be able to introduce you.

If you want to send a message, you'll get the usual message screen, and you can add an additional 49 people if you want to send everyone the same message.  As previously noted, such messages are a good way to either ask someone for permission to connect or invite the person to send you an invitation to connect.  In either case, explain why you want to make the connection.

If you want to get introduced, you can send that person a message asking to be connected through someone you both know.  You can indicate the reason for the introduction, using the LinkedIn menu.

Also, you can include a personal message to the person you both know in common.

However, you can only send out 5 of these introductions at a time if you have a personal LinkedIn account, though you can send out more with a premium account.

You can send out a direct invitation to connect, indicating how you know this person, though for reasons already discussed, unless you do already have some connection, it is best not to send a direct invitation, since if you get too many of these invites rejected, your account might be limited or suspended for spamming.  

* * * * * * *
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