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WHAT’S INSIDE 
Networking can be a vital tool to uncork 
bureaucratic bottlenecks, work cross-
functionally, and collaborate more 
effectively with internal and external 
partners. In this complimentary eBook 
you will find 31 NETWORKING TIPS that 
can help you, your employees and/or 
your leaders hone the skill of networking 
to impact organizational outcomes. 
Enjoy! 
	

Lynne 
Chief Executive Officer 
Contacts Count 



Make your NAME 
memorable	  

When	  you	  introduce	  yourself,	  
say	  your	  first	  name	  twice:	  
“Hi,	  I’m	  Kevin,	  Kevin	  Coffey.”	  
	  
Take	  a	  quick	  breath	  between	  
your	  first	  and	  last	  names,	  so	  
you	  don’t	  run	  them	  together.	  

Give	  people	  a	  Ap	  to	  help	  
them	  remember	  your	  
name:	  
“Coffey	  -‐-‐	  	  like	  your	  
morning	  java,	  but	  	  
with	  a	  y.”	  



When	  someone	  asks,	  
“What	  do	  you	  do?”	  
don’t	  say:	  “I’m	  an	  
Internal	  Client	  Services	  
Technician	  –	  IT.”	  
	  

Learn Other’s Names Easily 

Tell Your Talent, Not Your Title 

Say,	  “I	  help	  
employees	  get	  the	  
most	  out	  of	  their	  

office	  technology.”	  

When	  someone	  
introduces	  him/
herself	  to	  you,	  
repeat	  the	  name:	  
“Nice	  to	  meet	  you,	  
Jennifer.”	  

Ask	  a	  quesAon	  or	  make	  
a	  comment:	  

“My	  favorite	  cousin	  is	  
named	  Jennifer,	  so	  I	  
know	  I’ll	  be	  able	  to	  

remember	  your	  name.”	  

Ask	  for	  the	  last	  name	  
again:	  “And	  your	  last	  
name	  is	  .	  .	  .?”	  



Use a VIVID Example to 
Explain Your Job  

When	  someone	  asks,	  “What	  do	  
you	  do?”	  provide	  a	  “picture”	  of	  
you	  wearing	  just	  ONE	  of	  your	  
“hats.”	  	  
	  

Say,	  “I	  take	  a	  box	  of	  donuts	  
and	  go	  to	  various	  
departments	  to	  provide	  Pps	  
–	  and	  answer	  quesPons	  –	  on	  
using	  the	  new	  MicrosoR	  
Office	  soRware.”	  	  



Have Something To Give Contacts  

Everyday, think of 3 things you 
can give people you’ll be talking 
with: 
•  A	  report	  from	  a	  consulAng	  firm	  
on	  future	  trends	  in	  Human	  
Resources.	  

•  A	  great	  website	  for	  Chief	  
Financial	  Officers.	  

•  An	  arAcle	  on	  using	  social	  
networking	  in	  recruiAng.	  



When	  meeAng	  with	  a	  valued	  contact,	  
Recap:	  	  remind	  him/her	  of	  what	  you’ve	  done	  together.	  
Appreciate:	  	  tell	  specifically	  his/her	  contribuAons.	  
Express	  Trust:	  	  say,	  “I	  know	  I	  can	  count	  on	  you	  to	  .	  .	  .”	  
Confirm	  Help:	  	  say,	  “You	  know	  you	  can	  count	  on	  me	  to	  .	  .	  .”	  	  
	  

Decide What You’re Looking For  

Enrich a Good Networking Relationship 

Be	  prepared	  to	  be	  spontaneous	  by	  thinking	  of	  3	  things	  you	  want	  
to	  find	  or	  know	  more	  about:	  

•  A	  great	  venue	  for	  an	  off-‐site	  sales	  meeAng.	  
•  Pros	  and	  cons	  of	  parAcipaAng	  in	  job	  fairs	  for	  college	  seniors	  

when	  our	  company’s	  not	  hiring.	  
•  A	  recommendaAon	  of	  a	  contractor	  who	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  

specializes	  in	  “green”	  renovaAons	  for	  office	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  
buildings.	  



Ask Good 
Questions  
“Catch me up on 
what you’ve been 
doing.” 
 

“What are you 
excited about these 
days?” 
 

“How did you get 
started . . . ?” 
 

“What have you 
been working on 
lately?” 
 



Start Networking Before an Event 
•  Say hello in the parking lot or the elevator. 
•  See how much you can learn about a fellow attendee 

BEFORE you get inside. 
•  Listen for a clue about what that person is looking 

for – and provide it.	  



Prepare for a Networking Event  

 
 

Ask the organizer for a list of attendees.  Look for 
people you’d like to meet or re-connect with. 
 
On the website, notice the news – who’s received 
an award, hot trends, up-coming              
programs. 
 
Plan to answer the question,                         
“What’s new with you?”  with                            
an anecdote about a recent                     
experience. 



Benefit from Your Professional 
Association Remember The All 

or Nothing Rule:  
Serve on a committee 
to increase your 
visibility and get to 
know people better. 
Take responsibilities 
seriously.   

If you do one thing well, 
people will think you do 
everything well.  That means, 
doing a great job as newsletter 
editor convinces people that 
you’re a great accounting 
manager.  

Don’t just be waiting for your turn.  Pay attention and listen with 
a bias toward action:  What can I give?  How can I help? Do I 
know someone this person could benefit from meeting?  

Listen Generously 



Minimize the Risk of Helping You  
Asking for a referral or 
connection, is asking for your 
contact to: 
•  Go out on a limb for you. 
•  Put his/her good name on 

the line. 
•  Stick his/her neck out for 

you. 
Before you ask for help, give 
your contact examples of you 
solving the problem, saving the 
day, serving the client. 



Ask 2 coworkers from other 
departments to each bring another 
colleague to lunch.  You might suggest a 
topic, “Let’s get together and talk about 
how we can get more people signed up 
for company-sponsored volunteer 
activities, like Habitat for Humanity.” 

When a contact becomes sure of your character 
and your competence, you’ve established that 
you’re trustworthy. Keeping commitments and 

meeting deadlines shows character. Staying at the 
leading edge of your profession and handling “the 

little stuff” with care shows competence. 

Expand Your Network Fast  

Teach People To Trust You 



People you work with everyday - or	  sporadically	  –	  are	  your	  
WorkNet.	  
List	  them,	  then	  code	  each	  relaAonship:	  	  	  
•  E	  for	  good	  relaAonships	  you	  want	  to	  confirm	  and	  enrich.	  Let	  the	  Es	  

know	  you	  value	  them.	  	  

Focus on Your WorkNet  

•  S	  for	  so-‐so	  relaAonships	  or	  
start-‐ups	  (with	  a	  new	  
employee,	  for	  example).	  Let	  
the	  Ss	  know	  you’d	  like	  to	  
know	  them	  be^er,	  so	  you	  can	  
get	  the	  job	  done.	  	  	  

•  R	  for	  relaAonships	  you	  need	  to	  
repair.	  Let	  the	  Rs	  know	  you’re	  
ready	  to	  suggest	  new	  ground	  
rules	  and	  move	  ahead.	   

	  



Use Networking 

•  Get ahead. 
•  Get the job done. 
•  Get the business. 
•  Get behind 

organizational 
initiatives. 

When you have learned the rules and tools, the 
skills and strategies, you can build relationships 
that will help you: 



What is Networking Anyhow? 
It’s not about talking and taking. It’s about teaching and 
giving. It’s the deliberate process of exchanging information, 
resources, support, and access to create mutually beneficial 
relationships for personal, professional, and organizational 
success.  

It’s teaching what you’re good at and 
interested in and learning what your 
contact is good at and interested in, so 
you can give and get opportunities. 



As you talk with a contact, ask, “How would you describe what I 
do?” The person who can give a vivid, accurate example of what 
you’re good at, is a valuable contact and more likely to pass 
opportunities along to you.  So, continue to update contacts with 
stories about your recent successes and accomplishments. 

Who Is a Valuable Contact? 

Get Back in Touch 

Don’t let relationships dry up. Call someone you 
haven’t seen for quite a while and say, “Isn’t it 

time for our annual lunch?”  Invite a colleague to 
attend a professional meeting or volunteer for a 

good cause with you 



After layoffs, reorganizations, mergers, you’ll need to re-create 
your network. 
•  Reach out to anyone whose job intersects yours 
•  Volunteer for cross-departmental teams and activities 
•  Shore up relationships with customers, clients, and suppliers 
•  Be positive and upbeat about what’s going on 

Rebuild Your Network 

Prepare Your Elevator Speech 
Think of a short example of your team’s success                             
you could tell to an executive who asks, “What’s                       
going on in your area?”  
Focus on something 
•  You’ve just completed… 
•  You are just beginning to… 
•  Your customer/client said recently… 



You need new contacts who can provide information, resources, 
mentoring, and ideas 

Have New Responsibilities?  

•  Decide who you need to 
know now that your 
are… 

•  Get face-to-face, when 
possible 

•  Think about what you/
your department can 
offer your new contact 

•  Ask for advice 
•  Ask also, “Who else do 

you know that I need to 
meet?” 



Freeze Up When Talking to Higher Ups? 
Get clear about your agenda.  If it’s a hidden agenda of “I 
want to make points with this person,” watch out.  If it’s, 
“I want to make my boss aware of my new business 
development skills, so he thinks of me as a natural 
candidate for a job in the new venture,” you have a 
legitimate reason for talking about your expertise.   



Seek out the “go-to people,” the experts, the influencers, people 
who will give back when you give and will respond quickly to your 
requests. To find these key people, ask 
•  “Who’s always got the answers?” 
•  “Who always has good ideas?” 
•  “Who is someone who knows                                

everybody?”  

Discover Key Contacts  

After Someone Provides Information… 
Get back in touch to tell the rest of the story: 
•  How you used the information 
•  What happened 
•  How valuable the assistance was 
•  How your contact can count on you when he/she needs 

something 



Do your homework. Research your question or 
problem thoroughly. Form your questions(s) 

carefully. Make your quest interesting and 
intriguing for your contact. Look for what’s in it for 

him/her to help you. Can’t find any payoff? Ask, 
“What can I help you with?” 

When Your Are Asking for 
Something, Be Prepared 

Venture Into the White Spaces  
The spaces between the boxes on the organization chart are often 
unexplored territory.  That’s where you’ll find the unmet needs, 
the unsolved problems, the missed opportunities.  One worker, for 
example, took the initiative to make a list of all employees who 
were fluent in languages other than English, so translators would 
always be available for an increasing diverse clientele. 



When you need information, give your contact ample time to respond. 
Remember, everyone is busy. Your request may be minor compared to a 
“must-do-now-item” on your contact’s plate. 
 
When you ask for something, explain                                                 
your time constraints clearly, so your                                                 
contact understands where you put                                                      
your request on their “to-do list.” 

Avoid ASAP Requests 

Just Because It’s Someone’s Job To Help… 
If you are contacting someone on the Help Desk or HR, take the time to 
say hello, learn the person’s name and something about him/her, then 
make your request. Stay in touch. If you have a personal relationship, 
you’re more likely to get help – with a smile – the next time you need it. 



Is Saying “Thanks” Enough?  
Size your “Thank you” to match 
the size of the favor.   
•  Send a handwritten note.  
•  Take your contact to lunch.  
•  Send a funny card.   
•  Write a note to your 

contact’s boss.   
•  Take every opportunity to 

give credit publicly. 
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