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Quick Guide: Build a Networking List
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Networking is an important element of a focused job search. Over the years, you’ve worked with/for dynamic individuals. If you are not still connected with these former colleagues, bosses, or business partners, now is the time to rebuild your connections.
Networking requires tact and business etiquette; be professional and appropriate in all communications with those that you choose to put on your contact list. There are three types of networking contacts for you to consider:
Workplace:
 Know how you operate on the job and what your best qualities are when challenges arise. These individuals must feel confident about referring you to a job that puts their reputation on the line based on your knowledge, skills, attitude and abilities.
Personal:
 Know who you are in your daily life, may work with you as a fellow volunteer, be a member of your family or a close friend. These individuals may not know of direct job leads, but know individuals tied to companies that are hiring. 
Introduction
:
 Do not have intricate knowledge of you professionally, but have built a connection with you through social media, a former co-worker, family member, friend or a new acquaintance. More time and communications may be devoted to these individuals so that they gain an understanding of what you have to offer an employer.
To learn more about the art of networking, visit Quintessential Career’s website at 
http://www.quintcareers.com/net
w
orking_resources.html
. 
Use the chart below to log your networking contacts under the three categories described above (workplace, personal and introduction).
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	Workplace Network Contacts

	Full Name
	Occupation
	Where They Work
	Email Address
	Mailing Address
	Phone Number(s)
	Relationship to Me
	Contact Date(s)

	


	
	
	
	
	
	
	

	


	
	
	
	
	
	
	

	


	
	
	
	
	
	
	

	


	
	
	
	
	
	
	

	


	
	
	
	
	
	
	




	Personal Network Contacts

	Full Name
	Occupation
	Where They Work
	Email Address
	Mailing Address
	Phone Number(s)
	Relationship to Me
	Contact Date(s)

	


	
	
	
	
	
	
	

	


	
	
	
	
	
	
	

	


	
	
	
	
	
	
	

	


	
	
	
	
	
	
	

	


	
	
	
	
	
	
	

	


	
	
	
	
	
	
	



	Introduction Network Contacts

	Full Name
	Occupation
	Where They Work
	Email Address
	Mailing Address
	Phone Number(s)
	How I Met Them
	Contact Date(s)
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