Networking Basics
A Three Step Process 

NetWORK
Step One: Making Contact with Friends and Associates.  Key Principle: You are asking friends or associates for help with contacts – NOT JOBS.

DO:  Prepare a brief summary of your objective.  It should briefly highlight your competence or experience.  You should be able to read it in 15 seconds.  DO: Have your resume and business stationary at the ready.  DO: Have a notebook in which you log people you’ve spoken with, letters sent, and follow up dates.

DO:  Call or see your friends.  SAY; “Tom, I need your help on a career matter.  Can we talk for a few moments?  Good.  You may know I’ve been in industrial design for 12 years.  I love the work – especially new product design -- and want to stay in this field, but I just got laid off over at the Loser Company as part of their consolidation.  They will speak very highly of my work there.  Now, I’m not going to ask you for a job, but I am asking you about people you know who could be helpful.  I mean, people you know who seem connected to what’s happening in the design field or just knowledgeable about the business community around town.  They don’t have to be people who are into my particular work.  Now, who comes to mind?”

“Okay, I have these three.  Any others?  I know how you know them and I will call them.  May I mention you suggested I call?  Good.  God Bless you Tom.  I will keep you posted on progress.”

DO:  Immediately sit down and write a thank you note to Tom, confirming the names and enclosing a resume (Note: he didn’t ask for it, but you are sending it) for his information.  As you are in touch with his three people, keep him posted by phone or e-mail on what’s happening with each.  This will keep him engaged, and with your situation in mind for other contacts.  Log all contacts, correspondence and follow-up dates in your notebook.

Step Two; Making Contact with People Your Friends or Associates Suggested.  Key Principle: You are calling for names, NOT A JOB.

DO: Have your brief summary, resume and business stationary ready.

SAY: “Mrs. Helpful, Tom Smith at Consolidated suggested I call you.  He’s been a friend for a few years and I value his ideas.  He said you two were neighbors, is that right?  He thought you might help me identify some people I should call.  Here is the situation (brief summary such as…). I have had a wonderful career in industrial design, most recently with the Loser Company.  I have specialized in new product design and was instrumental in bringing in CAD/CAM technology that cut our design to build by 45% over the last two years.  This has saved Loser $225,000 right to the bottom line.    But, our major customer cut out the product offering we we’re designing, so I have been laid off.  I want to stay in this line of work as I’m very good at it, and Tom thought you might know of some people I could call in town who might know what’s going on in the design field or business in general for a person with my skills.  Do you think you can help me?”  Good!  What people should I call?”

“Okay!  I have these three names, know how it is you know them and will call them.  May I tell them you suggested I call?  Great, and God Bless you.  I will keep you posted on progress.” 

DO:  (repeat DO above on thank you notes and follow-up)

Step Three: Repeat as Often as Necessary.  Key Principle: You are building your network, and will discover job opportunities in the process!! 

==========================================================

  Consider for instance:

Tier Step 1 – 25-40 people you currently know (CICT acquaintances & counselors + Alumni (include HS and College buddies) + Prior Supervisors / Managers and Subordinates + Trade Association known acquaintances + neighbors / golf buddies & parishioners.
Tier Step 2 – 75-80 people on the front end, and that is the number of networking calls made to people you don't know (CICT “active & graduated list” + other counselors you don’t know, + CICT people & counselors referrals + alumni referrals, + Supervisors / Managers and Subordinates referrals + Trade Association referrals + neighbors / golf buddy & parishioner referrals) but who are known to someone you have previously spoken with.
Tier Step 3 – 200-250 people from Tier 2 referrals.  Follow-up Steps 1 and 2 to increase network contracts by 50 – 100.
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