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Networking—As Part of Ongoing Career Management 
Networking is a continuous process and is a vital part of career 
management. Even if you are not currently looking for a new role, network 
to build your contact list and hone your relationships.  

• Join an industry-specific association/group. Increase your niche 
network. Attending events with those in your field will keep you up-to-
date on current industry trends and also provide tips and insights on 
your current responsibilities. You should also belong to and participate 
in relevant groups on social networking sites. 

• Volunteer in your community. Expand your professional network by 
engaging with those who are not a direct part of your industry. You 
never know whom they might be connected to. 

• Keep in touch with contacts. Call or write once a month "just to see 
how they are" and to keep your name fresh in their minds. The “post” 
function on social networking sites can also be a powerful tool. 
However, make sure you are posting only relevant and useful content. 

Networking—To Advance Within Your Current Organization  
If you are looking to advance in your current organization, you have a small 
target audience. Your networking targets are with you 40 hours a week and 
include your co-workers and bosses. That means you are able to network 
every day, yet must always be “on stage.”  

• Stand out. Show up early and leave late; join committees; and be 
confident in your work. 

• Show initiative. Successful professionals reach the top by leading, not 
following. Don't be afraid to try something new; innovative risk takers 
often open doors for themselves. 

• Get to know your organization’s leaders. Show interest in your work 
and look to your boss for information; ask how the company is doing, 
the direction it is heading and how you can help.  

• Dress to impress. Dress for the role you want and outwardly 
demonstrate that you take pride in yourself and in your work.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

net·work·ing 
“Networking is the process 
of developing and main-
taining quality relationships 
that enrich your life and 
empower you to achieve 
your goals” 

 
 

- Andrea Nierenberg, 
Nonstop Networking: How to Improve 

Your Luck, Life and Career 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Networking—To Find a Job 
Networking as part of an active job search is structured and has a specific 
immediate goal. Remember that networking is not the same as job 
searching. Your goal should be to meet new people who are able to give 
you advice and guidance, not necessarily a job. 

• Compile a list. Make a list of everyone you know: business 
professionals, friends, family and clients. Don't restrict your list; 
you never know who could be a link to the CEO of your dream 
employer. Also write down several organizations that you would 
like to work for. In an ideal world, your contacts will provide links 
to your target companies, but don't be alarmed if this isn't the case. 

• Make the Most of Social Media. Enhance your credibility and 
establish yourself as a voice in your field by properly utilizing and 
maintaining profiles on social media sites. Keeping your online 
presence complete and current, participating in industry groups, 
commenting on relevant articles, and writing a blog are all ways to 
ensure you aren’t overlooked in the digital world. It’s important to 
remember that your “digital footprint” is forever. Keep that in 
mind when creating profiles and posting information. 

• Write your commercial. Prepare yourself by writing your sales 
pitch. This one to three-minute commercial should introduce your 
"professional" self to your contacts. Include your credentials and 
future objectives. Know this by heart and be able to recite it 
naturally when put on the spot. 

• Schedule meetings. Call your contacts to set up brief meetings. 
Before picking up the phone, jot down notes regarding what you 
want to say.  

• Plan your agenda. Don't waste your contact's time. Know what it 
is you wish to accomplish when entering the meeting and do not 
expect your contact to lead the meeting. 

• Present your best. Remember you are not there for a job 
interview; enjoy yourself. Walk into the meeting with confidence 
and a positive attitude. Build instant rapport by agreeing on a time 
allocation. Make it clear that you are there to learn; professionals 
love to share their industry knowledge. 

• Follow up. Send a note to let your contacts know how much you 
appreciated their time and insights. Also, be sure to reciprocate 
when you are tapped as a resource. 
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 Who Do You Network With?  
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What About 
Social Networking? 

 

 

 
 
 

Social networks - such as LinkedIn - 
allow you to stay current on industry 
trends; join virtual professional 
groups; and remain up-to-date with 
who in your network has recently 
switched jobs, has been promoted, 
or is looking for a new position. 
Utilize social networks to 
supplement your in-person 
networking.  

Why Network? 

 Stay current on what is 
happening in the business world. 

 Learn the needs of 
the organization.  

 Determine if your transferable 
skills are a fit for other positions. 

 Create your own new position. 

 Be seen as a mover and a shaker. 

 Set yourself apart.  

 

 People you know inside of 
your organization — your boss, 
co-workers and clients 

 People you know inside other 
organizations that you admire 

 Individuals that are members 
of professional industry 
organizations 

 Anyone else that can provide 
you with a fresh perspective 

 

Remember: your posts, profile and 
picture should be professional. 

Do not post anything to a social 
network that you wouldn’t want 
your current manager or potential 
employer to see!   

 

 



 

  

 

Top Ten Networking Tips 

1. Always have your business 
cards with you: you never 
know when you might need 
them.  

2. Create a 30-second 
introduction that describes 
who you are and what 
you do. Consider tailoring 
an introduction for each 
situation you may 
encounter. 

3. Have a few never-fail 
conversation starters 
prepared (ice breakers). 

4. Watch your body language. 
Don’t cross your arms or 
fidget.  

5. When you meet someone 
for the first time, ask for 
a business card. This can 
be helpful in prompting 
conversation; use it to ask 
questions about his or her 
position and company.  

6. Networking is not about 
what someone can do for 
you; it is about what you 
can do for someone else.   

7. Deliver what you 
promise. If you tell 
someone you will email 
him or her information,  
an article or the name 
of a contact, do it.  

8. Block off time on your 
calendar to follow up 
with your contacts after 
a networking event.  

9. Following up is the key 
to networking. It builds 
credibility and keeps your 
name in your contacts’ 
minds. 

10. Always be networking! 
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