Networking
Networking is one of the most important -- if not the most important -- activities that
job-seekers need to master to be truly successful in your job-search. Because the vast
majority of job openings are never advertised, job-seekers need to have a network of

contacts -- a career network -- that can provide support, information, and job leads.

Career Networking Tips
Who to Include in Your Career Network

Your career network should include anyone who can assist you with a job search or

career move. It can include past and present co-workers, bosses, friends with similar
interests, colleagues from business associations, alumni from your university, or

acquaintances you have met via online networking services. Your network can also
include family, neighbors, and anyone who might have a connection that will help.
What Your Career Network Can Do For You

Over 80% of job seekers say that their network has helped with their job search.

Networking contacts can help with more than job leads. They can provide referrals to or

insider information about companies you might be interested in working for. They can

provide information on career fields you might want to explore or what the job market is
like in other countries. Your network can give you advice on where to look for jobs or
review your CV. The possibilities are endless.
Keep in Touch - Work Your Network

Don't just contact those who can help when you have just been laid-off from your job or
decide you want to look for a new position. Keep in touch with your network regularly -

even if it's just a brief email to say hello and to ask how they are doing. People are more
willing to help when they know who you are.
What You Can Do for Your Career Network

Networking shouldn't be a one way street. If you come across an interesting article or a
relevant job listing, share it with your network. The point of having a career network is
to have resources that can help, but, you should reciprocate, whenever you can.
Keep Track of Your Network

Keep track of your personal career network somewhere. Whether it's electronically or on
paper, make sure you know who is who, where they work, and how to get in touch.
Online Career Networking

Online job searching networking does work. A variety of online networking websites can
help you get in touch with other networkers at specific companies, with college

affiliations or in a certain geographic area. In addition, if you're a college graduate, your
institute may have an alumni career network you can access.

Page 1 of 5

Networking
When networking with people you don't know, make sure that you know what you want.
Are you looking for company information? Do you want to know about job
opportunities? Be specific in what you ask for.
Networking Events

Networking in person works too. If you belong to a professional association, attend a

meeting or a mixer. You'll find that many of the participants have the same goals you do
and will be glad to exchange business cards. If your college alma mater holds alumni

networking events (many schools hold them at locations around the world) be sure to
attend.

Career Networking Examples

Here are a few common examples of how career networking can help:
•

Susan noticed a help-wanted ad for a job at a local veterinary clinic. She called a
friend who happened to use that vet. Her friend called the vet and recommended
Susan. Susan got an interview and got the job. The vet was glad to hire someone
who came highly recommended by a good client.

•

John was interested in pursuing a career in medicine. He mentioned his interest

to a family friend who happened to be a doctor. The doctor arranged for John to
spend a day shadowing him at the hospital and provided an excellent
recommendation for medical school.
•

Angela was interested in changing careers and moving from public relations to

publishing. Even though she graduated more than a few years ago, she tapped
her college career network and came up with a contact at a top New York

publishing firm. In addition to being sent new job postings, her resume was

hand-delivered to Human Resources when she found a position she wanted to
apply for.
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Networking Worksheet
Name: _________________________ Dates Called _______/_______/_______
Company Name: ________________________________________
Address: ______________________________________________
Phone: _________________ Appointment Time/Date: _____________________
Follow-up: ____________________
Summary of Conversation/Contact__________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
Contact Names Received

Name: _______________________

Name: _______________________

Position: ______________________

Position: ______________________

Company: _____________________

Company: _____________________

Phone:________________________

Phone:________________________

Fax/E-mail: ____________________

Fax/E-mail: ____________________
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Sample Job Search Networking Letter
Contact Name
Title

Company
Address

City, State, Zip
Dear Mr. Contact,
I was referred to you by Diane Smithers from XYZ company in New York. She

recommended you as an excellent source of information on the communications
industry.

My goal is to secure an entry-level position in communications. I would appreciate
hearing your advice on career opportunities in the communications industry, on
conducting an effective job search, and on how best to uncover job leads.

Thanks so much, in advance, for any insight and advice you would be willing to share. I
look forward to contacting you early next week to set up a telephone informational
interview. Thank you for your consideration.
Sincerely,
YourFirstName YourLastName

Page 4 of 5

Networking
Letter of Introduction
A letter of introduction is used to write to a connection to refer a candidate for

employment or to request career assistance. In many cases, the letter can be sent via
email, because that's the quickest and easiest way to connect.
Letter of Introduction Sample
Dear Bob, (this type of letter is typically sent to someone you know well)
I'm writing to introduce you to Janice Dolan. I know Janice through the Brandon Theater

Group, where, as you know, I am the technical director. Janice and I worked together on
several local theater projects.

Janice is interested in relocating to the San Francisco area in the near future and would
appreciate any recommendations you could offer her for conducting a job search for a
theater position and any help you can provide with the logistics of relocating to
California.

I've attached her resume for your review and you can contact her at

janicedolan@email.com or 555-555-5555. Thank you in advance for any assistance you
can provide.
Sincerely,

Your Signature
Your Name
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