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Networking is …
· The process of gathering helpful information from a network of contacts (people) to assist you in evaluating career options and in applying for and securing internships and jobs.  
· The development of a professional support system to help you as you establish yourself in a career.  
Benefits of Networking
· Networking helps to focus and validate your choice of major or career direction.
When you communicate with people working in jobs and careers that interest you, you get current information that allows you to learn what happens on the job, what it takes to be successful, positives and negatives of working in the field, success strategies for getting into the field, and what it takes to be a prepared, impressive candidate. This perspective goes beyond the descriptions of occupations and jobs detailed on the web or in career literature. You are exposed to a wider variety of jobs and personalities of companies/agencies, making the search for your "passion" that much easier.
· Networking builds confidence and refines interviewing skills.
When compared to job interviews, informational meetings are low stress.  They allow you to gain confidence communicating with professionals in a setting similar to job interviewing.  Since you are asking for information, you are in control of the interview.  You prepare questions and evaluate the information you receive.  Networking gives you the opportunity to speak about your career interests and goals while engaging in conversations similar to those in formal interviews. 
· Networking uncovers information and tips useful for an internship or job search. 
Speaking to people working in the fields you are pursuing provides relevant information for the job search. Consider the usefulness of responses to the following questions:  How do I conduct a long-distance job search in (name of favorite locations)?, What entry positions should I consider?,  How do I break into this field?, Is there a preferred resume format?, Should I contact companies by letter, phone, e-mail or web?  You may also uncover information about a specific employer or job.
· Networking helps you to craft a network of contacts that may be helpful in the future.
Your ability to build and maintain professional relationships is often key to “learning the ropes” in your first professional job and soliciting information and advice in your field.  Networking and connecting to formal networks, such as a young professional group, or a chamber of commerce, may be useful in getting to know a community, meeting potential customers, and building professional partnerships.  
[bookmark: finding]Step 1 - Finding Networking Contacts
Talking to people and learning from their experiences is something you do every day.  How do you find out which professor to take when a course is offered multiple times?  Where do you go to find out what friends are doing on a Saturday night? Networking should not have to be a formal process or one you practice only when job hunting. There are numerous resources available to identify people to contact.
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· Hastings College alumni are excellent sources of information and you are guaranteed to have at least one thing in common; Hastings College. Bronco2Bronco, the professional online community that connects Hastings College students and alumni, is available through LinkedIn.  To access the network you should review all alumni networking materials on the Career Services web pages.  
· Professors and other advisors take a personal interest in their students. They possess a wealth of information about specific disciplines they have gathered through their own careers, research, community involvement, or the career paths of graduates. Professors are also a good networking resource for those considering graduate school.
· Friends, family, supervisors, co-workers, coaches, parents, acquaintances, and parents of friends, are all potential contacts.  The average person has up to 250 contacts. You may be surprised to discover who in your network might be able to provide useful information. Talk with people casually--on a plane or bus, while waiting in lines, at social gatherings.  Join student/professional organizations in your field.   
· People you have heard about are often willing to share their expertise. Consider quest speakers, employer representatives attending career fairs, prominent people in the community, and members of professional organizations. (Professional association websites often include a member directory.)
Step 2 – Preparing to Network
· Clarify your purpose in communicating with the contact..  The purpose is typically to gather information, NOT to ask for a job.  The purpose might be to gather information on a career that interests you (job duties, educational preparation, and future growth in the field) or advice on how to conduct your job or internship search and obtain job leads.
· After you determine why you are networking, carefully review what you have to offer and what you are seeking.  Take inventory of your skills, interests, and values. Consider commonalities that you might have with potential contacts.
· Write and practice an introduction that you will use in meeting your networking contacts. Brian Krueger, author of College Grad Job Hunter, called this sound bite writing, “The sound bite consists of an introduction of yourself by name and college, what your major is (or general interests if you are still deciding), and the purpose of your networking. For example, “Hello, my name is Janae Smith.  I have a major in psychology at Hastings College and am interested in learning more about the human resources field.” For some situations you may need a more thorough introduction.
[bookmark: etiquette]Step 3 - Networking Etiquette Making Contact
· One of the best ways to initiate a relationship with a networking contact is in writing. Either an e-mail or a brief letter is acceptable. A brief phone call to set up an appointment may be fine when contacting a family friend or former employer for example.  (Note that when communicating by email, you need to be brief as the medium requires.)  Your goal should be to have a phone or in person conversation following the initial correspondence.
· Attach or enclose your resume so the person can review your background. When mailing letters, send them to his/her business address. 
· Your letter needs to include: a brief introduction which includes that you are a Hastings College student; why you are writing; a brief statement about your relevant interests or experiences in the contact’s career field, employer, or location and why you want to talk with him/her. Ask for information and advice. Do not ask for an internship or job. See Sample Networking Correspondence and Conversations on the Careers Services web pages.
· Ask for 15 to 30 minutes of the person's time.
· The last paragraph of the letter should include a sentence stating how and when you will contact this person again. Usually this means calling the person to set up an appointment to talk again on the telephone or to set up an in-person meeting. 
· Never expect the person to contact you. MAKE SURE TO FOLLOW-UP! When using LinkedIn or email communication, you may find that the person will prefer to set up the appointment by email.  If this happens, suggest several dates and times that might work for you contact to meet with you.
· Make sure that letters and e-mail messages are written using appropriate grammar.  Proofread and make sure that correspondence is error free.  
Step 4 – Meeting and Networking
· Be polite! Dress professionally if you are meeting with the person.  Your ability to make a good impression will set the tone for your conversation and your contact’s willingness to help you.
· Ask intelligent, thoughtful, and appropriate questions. You should prepare 10-15 questions and ask for 30 minutes of the contact’s time. You may not ask all of your questions and other questions may emerge as your interview continues.  Be prepared with talking points and have strong questions.
· You will lead the interview; however, listen closely and maintain eye contact, nod your head, or take notes to demonstrate your interest. 
· Be prepared for the person to ask you about your interests and experiences, especially in the areas that you have in common; Hastings College, participation in band, membership in a sorority. 
· Whether you are talking by phone or in person, respect the original timeframe you agreed upon. A contact will let you know if they wish to give you more time than you have requested.
· As you monitor the time, look for a break in the conversation.  Thank the person and politely end the conversation. If you are meeting in person be sure to ask the person for a business card for your follow up.
· Remember to say "Thank You!"
[bookmark: followup]Step 5 - Follow-up
· Send a thank you note the same day that you talk with your contact. Hard copy letters or well written email notes will work. Make the note meaningful by including a detail from your conversation that was helpful. If the person gave you a referral, state your plan for contacting that person.
· Immediately after the conversation reflect and write down notable information.  Ask yourself: What did I learn from this interview? Does the occupation seem to fit my interests, skills and background? How might I apply or act on this information? 
· Follow through with referrals given to you by your contact. Be sure to mention the mutual contact and why your first contact thought that talking with this person might be helpful. Continue to build your network through referrals and remember to follow the guidelines above regarding networking.
· Keep your contacts informed about your progress. People will want to know if their information was useful.  Perhaps the information helped you to confirm a major field, secure an interview for an internship, or land a job. Networking contacts -- especially Hastings College alumni in the Bronco2Bronco LinkedIn online community -- are interested in helping you and curious about your outcomes.    

 (
Prepare intelligent questions, directed toward gathering information regarding the purpose of your interview / conversation.  Questions you might draw from follow.
)

· How did you get interested in this field of work? 
· What do you like best and least about your work? 
· What is a typical day or week like for someone in your field?
· What was your undergraduate major?  Have you always been interested in this area of study?
· What do you think is the best educational preparation for a career in this field?
· Is specific certification, licensing, or an advanced degree required for your job?  If so, what are those requirements?
*What are typical entry-level job titles and job functions? What  entry-level jobs do you feel are best for learning as much as possible?
· What personal qualities do you see as important for success in this occupation?
· What kind of on-the-job training exists in your field or organization? 
· Did you have any practical experience, training (other than college) prior to entering your career?
· Would you please describe a typical day or week on the job?
· What are the major rewards of your job?
· Which part of your job is most challenging for you?
· What type of lifestyle can someone entering this field expect?
· Do you find it easy to balance your career with your personal life?
· Does your job require travel?  If so, how much and what type? How much job relocation is there?
· What is a typical entry-level salary range for someone in your occupation?
· How did you find and get hired in your first job?  What is the typical career path, entry-level to experienced professional in this field?
*What skills and experience are most impressive in the field? How would you recommend I get that experience?
* What is the current demand for people in your field?
·  What are the major issues in your field today? What publications should I be reading to keep current?
· What suggestions do you have for someone seeking his or her first job in this field?
*Do you have any specific advice for me, based on my background and experience?
· If you were in charge of hiring someone in this field, what criteria would you use to make your selection?
· Are there any professional groups or organizations I can join that would be beneficial?
· What job search strategies work best to target a career in this field? 
*Would you be willing to look at my resume and offer your opinion and advice for improving it?
· What strategies work best for securing a job in _____________(city name)
· What suggestions do you have for finding an apartment in your city? Are there areas in the city that would be more affordable? safe? close to transportation?
· Can you recommend companies or organizations in the area that might have opportunities?

Do you know of any other people in this field who might be willing to talk with me about their experiences?

Questions with an asterisks (*) preceding them are from Getting from College to Career, by Lindsey Pollak, writer and recent ALS speaker specializing in career advice for young professionals.
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