Networking
Guide

UCN Centre for Career & Work-Integrated Learning

&

University College of the North

Centre for Career & Work-Integrated Learning



Table of Contents

What is @ NetWorking oottt reneesssessssssssssssssssssssssssssnsnns 3
Networking & the Job Hunt ...t reeeescereeecsenesssnens 4
Handout: Networking at a Career Fair ........ccoiveiiieeiiiiiniiiniieniiieniieecieeirencrennenens 7
Reading: Social Media DO’'s and dON’ts ........cccueiiimeiiimnciiiieniieniiieniiieeiieeiineeeencssesaneenes 9
SOUICES..ccuieuiieeiiuiieineitieiteesteesteesrassraesrassressssssssssssssssssssssssssssssssssasssassssssessssssssssssssssases 16

& 2

University College of the North

Centre for Career & Work-Integrated Learning



What is Networking?

NETWORKING BASICS
Source:
University of Toronto Scarborough Management Co-op. Excerpt from “The Brand Called
You” by Tom Peters. Retrieved from:
https://www.utsc.utoronto.ca/mgmt/sites/utsc.utoronto.ca.mgmt/files/docs/Student

Manual.pdf

What is networking?
e Talking to people we know in order to meet the people we don’t know
e Building relationships
e Developing rapport
e Positive Self---Advertising
e Being a “Career Activist”

Why network?

e Applicants who use networking as a job seeking method can expect to find a job while
completing 11% less applications and interviews than their counterparts relying on
other methods (Franzen & Hangartner, 2006).

e According to career consultants and outplacement specialists, 70---80% of the ‘best
jobs’ are found through good networking and personal contacts (Koss--- Feder,
1999).

e Networking is consistently the best way to find a satisfying job that is considered a
long---term career investment.

Who to network with?
e Family
e Friends
e Acquaintances
e Work/volunteer associates
e Professors
e Businesses/Associations
e C(Classmates
e Extracurricular peers
e Friends of friends

Where to network:
e At school, with friends, professors, co---op staff, student groups, etc.
e At home, with family

& At formal networking events, such as the Industry Engagement Night, etc.
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e Where you volunteer, community groups, etc.

e Social media, Online, via LinkedIn, Twitter, Blogs, etc.
e Informational Interviews

e Full-time or part-time jobs

e Career fairs

e C(lasses

e Alumni events

e Guest speakers and talks

How do you network?

Stay in touch with people you like and respect even if they can't help you immediately. You
don't want to go to someone only when you are desperate.

Talk to people whom you do not know, everywhere you go. Cocktail parties and weddings
are just the tip of the iceberg; don't forget about airplane rides, supermarket lines, sporting
events, festivals, bookstores and so on.

Learn to ask "What do you do?" with comfort, sincerity and interest.

Become a better listener. Ask a question and then be quiet until you hear the answer.

Practice your own presentation of your skills. Learn more than one approach, whether
frank or subtle.

Keep a great updated brochure, business card or other form of information about
yourself on you at all times. Get comfortable handing out your card.

Take classes to improve your public speaking, body language and writing skills.
Join every networking club and association in your field.

Follow up on any lead, no matter how minor.

Networking & the Job Hunt

Networking is the art of developing personal and professional contacts through the mutual
exchange of information and it can help advance your career.

Networking is one of the best ways to access the hidden job market, learn more about
unadvertised roles, and form genuine connections with people that you will remain in contact with.

Research & Prepare

Before each networking session or event:

PwnNPE

Confirm the location and time

Look up contacts, presenters and attendees

For networking events, consider introducing yourself in advance.
Prepare open-ended questions and discussion topics

Decide on what you are going to wear

ractice your elevator pitch
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7. Have your business cards ready

Your Elevator Pitch

Your elevator pitch or seff-introduction s & ooncse

way of highlighting your background, strengths, and
carser goalafinterasts. It doses with an “ask” at the emd
redated to your next step, and should be no longer than
30 seconds,

The elevator pitch has two main purposes - to
inform and persuade. When speaking with a potential
employer for the first tme or introdudng yowrself in a
nenworking situation (either in person or through online
correspondence), you need to:

= be able to dearly express who you are;
= wiihal your core sirengths, skills and experiences are;
|

= how you can make a positive difference in the
organization.

A prospective employer should be aible to see a

comnmection bebtwesn you and their organizational needs.

Despite s brevity, your elevater pitch conveys your
personal brand and requires thought and practice. You
meed o be able o tailor your pitch to your listener and
their interests, and your dedivery should be as smosith
as saying your own name, The elements of an elevanor
pitch include:

1. Whe you are

= Your first and Last mame
= Current robe or academic STEDES [progran., year)

2. What you hawve to offer

= Area of interest or specialty

= Brief statement highlighting your relevant skills,
experience, andtor accomplishrments (work,
intermship, volunteer, acadernicl You do not meed
to wuch on all of these areas, foous on 2-3 of your
strongest points,

3.  Call to action (i.e. next steps)

= What information would you like from this person?

= Eg) Contacrs business cand, permission Do Comnect on
Linkedin, informatonal intendew request, or questhon
Aot current job opporbunities

Elewantor Pitch Example

“HY, iy arve B Dale jones. Fmoo Ghdogl yeor Motrition and
Food studlent ot Ryerson Universing and hove o passion flor
credting healthy diet plans for diaberic clents. | recently
campleted over 200 voluwnteer fowurs of the Diabetes Clinic
at ABC Hoaspital, and om inferested dn exploring clmlcal
mutrition further. Wowld | be obie fo send you a copy af nay
resurme for considenmtion of o swmmer posithon?
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Conversation Starters

How do you approach someone at a networking event?
What do you say? Here are a few tips 1o get you talking 1o
and meeting new paople at your next networking function:

« Introduce yourself to an attendee who is alone — Look
for someone who is standing or skting by him/herse¥, and
say “hello™. If you feel uncomfortable at networking events,
chances are you are not the only one.

Many people are often unsure of how to break the ice at

networking gatherings, and will welcome your wilingness
to enrgage In conversation. .8

Hi! May | joln you? My name Is irene Smith. What brings you
to this event today?”

+ Getintroduced — When you atend a networking event
with a colleague or friend, ask if they can introduce you to
someons that they know. Return the favour, and everyone
invoived will soon be meeting new people and expanding
their drcle of comtacts:

eg.) “Hithers, I'm Trevors colleague, Brion Wang. We work
o the same production team for o drama series that’s
scheduled to air this fall on Canodian television. Trevor tells
me that you met an the set of ABC production. What was the
most memovabie part of thot shoat for you?

« Join conversations — If you overnear a group discussing
a topic of interest, consider adding o the comwersation.
eg:

e.g.) T couidn help but hear you say that the research from
your psychology lab is SUEEeStIng a positve carrelation
between education level and heokh. My current research is
centred around a simiar topic, but involves participants fram
South America. | would love to heor more about your sample
mm.kynmfsmcrmubymemy_mmm

+ Talk about the event topic — Networking functiors
with a specific theme can provide you with comversation
material It is usually safe to assume that most attendees
will have an interest in andior existing knowledge of the
topic.
&) T don't think wele mer yet. 'm Rob Schmidk, a fourth
year biomedical engineering student at Ryerson Uiniversity.
what are you looking forward to the most from tonights guest
fechure an enzyme englneering”™

+ Mention the location, venue, or food — Start your
conversation by asking someone if they have ever been to
the networking venue before, or comment on the food {if
applcabie).

e.g.) Hi, I'm Francis Mclean. (s this your first ime at the Roy
Thomson HolN?™

“Wow, they have an amazing sefection of oppetizers here!
Anything you would recommend?... My name is Roma
Koveolskl. Whors yours?

+ Ask how someone Is doing ~ Networking i all about being
genuine and sincere, during your interactians with other
pecpie.

Sometimes, a simple “check:in® with anather sttendee can
help you develop rapport and lead to grest conversation.

e.3) "Good morming, ¥m Veranca Hemeow.
How ove you?™

Smile, ask open-ended questions, and get to
know individuals at your next networking event.
Remember and say peoples’ names throughout your
initial corwersation to add a personalized touch.

Conversation Closers

Wheather you want to “‘work the recom” and meet
other attendees at a natworking event, or the
discussion i starting to slow down, it is important
to be able to poltely leave a corwersation. You
can tactfully wrap up a discussion by

+ Asking for a business card:

“Tve really enjoyed leaming mare 0DouT your tech
startup in Waterioo. | would fove 1o exchange
business cards, and stay in touch.”

+  Excusing yourself — Maybe you spot
somecne ese that you are aming to connect
with, need 10 use the washroom, of just want
some fresh air — you can leave a conversation
Dy briefly mentioning one of these reasons.

“Chad, I'm hagpy we hod the chance 10 Connect.
1 just rioticed 0 few more people that | want 1o
wmmmmmml
hope you enjoy the rest of the evening.

“I'm going to get anceher bite from mebuﬂer.lt
WOs g pleasure meeting you, Berniced”

+ Introducing your new contact to another
acquaintance — Look for an opportunity to
connect people with similar interests or goals.
Not only is this a useful exit strategy, but your
contacts will appredate your willingness 1 help
them mest other natworkers:

“Your passion for investment barnking is really
Inspiring. Hove you met Ben Hunt? He's the
Business Development Manager at GHD
Investments. Let me Introduce you o him.”

Stay courtecus and respactful, when leaving a
CONVErsation. You want to malntain the rapport
that you have developed, and end the networking
interaction on a2 postive note.

Source:

Ryerson University. (2018). Career Compass. Retrieved from:
https://www.ryerson.ca/careercompass/CareerCompass/html5/index.html?page=1&
noflash
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Handout: Networking at a Career Fair

University of Victoria. (2019). Networking at a Career Fair. Retrieved from:
https://www.uvic.ca/coopandcareer/assets/docs/student-docs/curriculum-material/search-for-
work/Networking at a career fair.pdf

CO-OP=+CAREER

NETWORKING AT A CAREER FAIR

Metworking at an on-campus Co-op and Career fair is a unigue experience—you have the chance to
connect with many employers at once, and to hone your networking skills.

At our Co-op and Career fairs, local, national and international organizations are invited to set up displays,
provide company literature and talk to student and alumni about job opportunities and company details.
Organizations usually send two types of people to career fairs: human resources staff and

departmental staff.

Why do organizations attend career fairs?
Crganizations are often looking to recrult employees for summer positions, co-op work terms and full-time
paositions

Recrutters and managers can speak with many candidates ower a short period of time
Orgamzations can check out UVIC student and grads
Crganizations can promote themselves on campus

Why participate?
Get first-nand knowledge about specific occupations
Practice networking

Find out why employers chose their line of work, how they got In, what they do, and what they lika or dislike about
thelr jobs

How to prepare for the fair

Don't Just show up on the day of the fair—have a game plan. Research the companias or organizations you are Interested
In by checking out thelr websites. Bring up-to-date hard coples of your résumé. Dress professionally and develop and
practlce a short Introduection that explains your Interast In each organization.

Use samples to prepare your 20-second Introduction remember to practice out loud with someone first so that you don't
sound scripted). It might sound like this:

My name is thandshake) I'm a third-year economics student and I'm particularly interested in 1 know that your

company does work in thar area. Could you tell me a bit move abouwt it?
OR
— (hondshake). I'm going to be finishing my degree in sociclogy this May. l'm really interested in pursuing

a career in law enforcernent, particulary forensic work, Could wou tell mme how | would go abour applying for that work with your
organization?

Hello, 'm

Qe 7
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Questions to prepare

You should ako put together a list of questions that you want to ask each organization. This will show the organization's
representative that you'ne serious. Questions might incude:

Howy does one enter this field/profession?

Howy did you enter it?

What are typical entry-level job titles?

What competencies (knowledge, skills and attributes) are important for this work?
What are the most relevant majors for this work?

Are there specific courses that you recommend | take?

Howy are the prospects for this work in Victoria? What about elsewhere?

What are the educational/training requirements? Would | need more than an undergraduate degree for employment
or advancement?

Dwa you have any advice for someone who is interested in this work?
Dwa you know of anyone that | could contact to learn maore about this work?
Cam you suggest materiaks that | could read to kearn more about it?
Dwa you hire students for summer jobs or co-op work terms? When and how do you advertise these positions?
Could you suggest any volunteer work that might help me get some experience in this area?
‘What kinds of positions will you be recruiting for and from which academic backgrounds?
Howy important is having related summer work?
Howy would you describe the culture of your onganization?
Howy is the company responding to (-.a current event)?
Don't be shy—prepare to take notes and make the most out of your time with the representative.

What to do on the day of the fair

Make sume to dress appropriately on the day of the fair—look professional. Bring copies of vour résume and wait your turn.
Act professionally by introducing yourself by name, offering a firm handshake and asking your main question. Ask for
basiness cards and provide copies of your card if appropriate. You might want to ask your contact if you can email or call
to follow up on your discussion. You can ako ask whether you can keep in touch. Make sure to thank each person for their
timewith first-hand infiormation about career paths in health education.

After the fair

Follow up with wour contacts by sending a thank you note or inquiring about a job opportunity that you had discussed. IF
you todd the contact that you'd be sending a résumeé or cover letter, make sure to do so. If wour contact said that you could
keep in touch after the fair, send them an update every month or so to tell them how your career search is going. You'll be
surprised at what will come out of developing and maintaining the relationship.

Sample thank you card
Dear Jahim,

Thanks very much for taking the time to speak with me today. Sharing your experience as a manager at Marks' Work
Wearhouse gave me a lot of insight into what your day-to-day job entails, as well as what the culture is like in your
organization. | was really impressed with how you described the importance of teamwork in running a successful business,
and the steps you described in how you motivate your staff. | albo walked away with a positive sense of Mark's Work
Wearhouse's commitment to global sustainability an corporate responsibility. | would love to stay in touch and if you hear of
ary opportunities that may be a fit, please feel free tocontact me at

Sincerely, Jane A. Student

University College of the North
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Reading: Social Media Do’s and Don’ts

Social Media Do's & Don'ts: 10 Tips for Keeping Your Profiles
Professional

By Megan Ruesink on 1/30/20140

10 DO’S

AND DON'TS

FOR KEEPING YOUR
SOCIAL MEDIA PROFILES

PROFESSIONAL

You may have heard it rumored that hiring managers look at social media sites before making their decisions
about job candidates. Well, the facts don’t lie: 65 percent of employers check social media to see if a
candidate presents himself or herself professionally, according to a survey conducted by Careerbuilder.com.

But if you’ve been on tour in Afghanistan or building bridges in Guatemala for the last several years, being a
professional on social media was understandably the last thing on your mind. Regardless of your experience
or job history, keeping your social media profiles professional can save you from the embarrassment of losing
out on a great opportunity because you're being a social media misfit.

To that end, here are 10 simple social media do’s and don’ts that will help you sidestep those kinds of pitfalls
and help you stay a step ahead of your career competitors.

Do ...

1. Get active on LinkedIn, Facebook & Twitter

Ninety-four percent of recruiters are using LinkedIn to discover talent, while 65 percent are using Facebook
and 55 percent are on Twitter. Involvement on these sites is an easy way to put your face, resume, skills and
experiences in front of recruiters.

2. Highlight your unique skills & interests

Employers want to see that you're a well-rounded person, vested in different groups, activities and volunteer
efforts. Just like the rest of us, recruiters are typing in keywords when they search, so within your skill sets be
sure to include specific words and phrases that match the qualifications of jobs you are seeking.

“If you choose to leave social media content public, tailor the message to your advantage,” says Rosemary
Haefner, vice president of HR at Career Builder. “Filter out anything that can tarnish your professional

re ion and [be sure to] post communications, links and photos that portray you in the best possible light.”
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3. Use correct grammar
More than half of recruiters had a negative reaction to grammar and spelling mistakes on candidates’ social
media profiles, according to a 2013 study conducted by web recruiting firm Jobvite.

4. Join industry groups

Show future employers that you care about the field you’re hoping to get into. Whether it’s writing for Cat Fancyor
working for the hottest new Fortune 500, take part in online groups and discussions that are relevant to your
future job prospects. “Four out of five recruiters liked to see memberships and affiliations with professional
organizations on a candidate’s profile,” according to Time_magazine.

5. Start a discussion
Whether you’re most active on Facebook, Twitter or LinkedlIn, display your leadership skills and enhance your
online credibility by posing questions frequently and engaging in intelligent dialogue.

Don’t...

1. Post inappropriate images

In 2013, 43 percent of employers who used social media to screen potential candidates said they found content
that caused them not to hire. Half of these employers pointed the finger at provocative or inappropriate photos
or content as the reason for their decision.

2. Post overly opinionated content

Try to remain neutral, especially when it comes to political and religious issues. It’s really easy to come off as
extreme, close-minded or judgmental when posting highly opinionated content. By all means have

opinions! Just share them tactfully.

3. Complain about current or past employers

The 1st Amendment to the U.S. Constitution guarantees freedom of speech, and that gives you the right to
discuss a host of different issues with friends, colleagues and co-workers online. But when it comes to
berating you old manager or slandering your last employer, ask yourself if it's really worth it.

If you're disgruntled because you would have preferred Starbucks over Caribou coffee in the break room or
an Apple computer versus a PC on your desk, grow up. Avoid posting complaints online that could potentially
be viewed by future employers as trivial or petty. Put yourself in their shoes—would you hire someone
constantly complaining for all to see?

4. Be offensive

Steer clear of posting, tweeting or commenting on anything that could potentially be offensive or harassing. It
might sound like common sense but, sadly, it happens far too often to leave off the list. Staying primarily
neutral and keeping your comments, likes and shares appropriate should protect you from having to wonder if
what you post might be seen as inappropriate or offensive.

5. Spend too much time on social media

After harnessing your online persona, go out and live it!

As you take control of your online presence, don’t forget to take the next steps to actually becoming a
marketplace professional. Educate yourself; get involved in discussions; bring about change; help out with
community projects; join industry groups; and work towards a degree.

The bottom line

The social media do’s and don’ts in this list may seem intuitive or even obvious. But research shows that
despite the importance of being professional online, too few college students are heeding the experts’
advice—and it’s costing them job prospects.

As you start down the journey of becoming a professional online, following suit off-line will be a natural
progression and prepare you for life after college.

Once you’ve mastered social media etiquette, check out Rasmussen College’s new career aptitude test to

confirm that your dream job corresponds with the skills and experiences you're developing.
Tagssocial media , social media and jobs ,
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