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Training Process:  Build a Networking List 
Important facts:
1. Networking is an important element of a focused job search, one that requires tact, diligence, and business etiquette. 
2. There are three types of networking contacts: 
a. Workplace contacts (co-workers, supervisors, partners, customers).
b. Personal contacts (family member, friends, coworkers, fellow volunteers).
c. Introduction contacts (people who may not know you personally or professionally, but have some connection through social media, former co-workers, family members, friends, new acquaintances, etc).   
3. Networking is interaction with purpose; if you are not devoted to pursuing a lead, do not waste the contact’s time or efforts. Burning bridges is the most important thing to avoid; to keep contacts enthusiastic about assisting you, it takes relationship building and maintenance.  
Training Process Aids:  
1. Seeker Services SKIES Staff User Guide: Adding individual attendance for Job Hunter participation. 
2. Group Service(s) SKIES Staff User Guide: Adding group attendance for Job Hunter participation. 
3. Quick Guide: Build a Networking List: Customer handout that supports this process document.
4. http://www.quintcareers.com/networking_resources.html
5. Informational Interview Go2WorkSource

Trainer Key Points:

The learning objective for this unit:  The learner will use the Quick Guide: Build a Networking List to determine which networking contacts to place in three distinct categories: workplace, personal and introduction.  

 (
Detailed Steps
)The expected outcome of this unit: Learners will leave with organized, detailed contact lists to assist in their efforts to explore the hidden job market through networking.
1. Understanding how to talk to people with intent is an art. It is about building relationships – and not just for your benefit; the relationship must benefit both you and  your contact.
2. Never lose the opportunity to chat informally to anyone they meet.  Throughout this 30-minute training segment, it is vital to convey the following points:   
a. Networking is  comprised of conversations; word of mouth is a powerful tool. 
b. By the end of the session job seekers will have the practical knowledge to find hidden job openings through networking and organize the contacts using the Quick Guide.  
Trainer Facilitation Steps:
1. Begin session with your favorite networking story or use the following example: 

A young woman (Angela) was at David’s Bridal with her best friend.  Angela watched the entire process, the dresses, veils, tiaras, shoes, and the whirlwind of activity with excitement.  She had recently gotten married and knew the importance of picking out that perfect dress.  Angela wanted to know what it would take to become a bridal consultant so she asked the manager, who was very happy to talk about her profession.  After about 10 minutes, the manager smiled and said, “I have a good feeling about you, Angela.  I can teach anyone to be a bridal consultant, but I cannot teach enthusiasm.  I am going to get you an application”.  Angela’s shoulders dropped. With all that good news you wouldn’t expect that reaction, but her husband was in the military. They were moving to Tacoma (Joint Base Lewis McCord) from Spokane the following week.  The manager laughed and said, “Angela, you won’t believe this.  My assistant manager just got promoted and has transferred to David’s Bridal in Tacoma.  Fill out the application and I’ll fax it today”. 
2. Discuss why this networking story is important.  Use the following questions (or create your own): 
a. What did Angela do that got her an application though she was not there seeking work?
b. Do you have a brief networking story to share that will provide some helpful insights on:
i. What you have learned (through experience) works well?
ii. What you have learned (from experience) that doesn’t work well?
c. The best part of networking is that you never know who might have information about a job lead – what is the biggest surprise you’ve had while networking? (Example: someone who had a lead when you assumed they would just pass you through to another contact.)
3. Ask participants to think about interactions they have with people on a daily basis. 
a. If the job seeker does not talk with intent to individuals, opportunities will be missed. (Examples: grocery line, library, family gathering, etc.) 
b. What if Angela had not acted on her interest to become a bridal consultant?  What if she thought the manager was too busy or wouldn’t want to talk to her?  
c. Ask participants to think of reasons people may choose not network. Write the information on a white board or chart paper.   
4. Ask participants to think about their last 2 or 3 jobs: 
a. How did you hear about the opening?
b. Did networking play a part?
c. Would anyone like to share?
d. Ask if anyone in the class has helped other people get a job (networking is a two way street).
5. Hand out the Quick Guide: Build a Networking List
a. Discuss the three types of contacts and the benefits of using the list (see pg. 1 Important Facts for information).
b. Have the class spend 5 minutes to write down at least 2 people in their lives for each type of contact.  Have them fill in as much information on the guide as they can for each person.
6. Have the class tell you how they could use the Quick Guide: Build a Networking List to move forward in their job search. Chart the information.
7. Have the class tell what they learned about networking. Chart the information.
8. Finish the class with a scenario that addresses this issue:

The Job seeker met someone who told them about a great job opportunity.  What do they do next (follow up on the job lead right away/if they don’t someone else will/ thank the contact person)? 
Policy/Mandates informing this training process: 
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