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Taking a networking approach

 Many people are surprised to learn that approximately 75% of jobs are found via   

networking

 Networking is the process of establishing and maintaining relationships with a 

group of relatives, friends, and acquaintances who can assist with locating the 

information you need to find a job

 Most job seekers are nervous and reluctant to start the process of networking, 

however: 

- It is your ticket to the hidden job market that you would have no access to otherwise.

- It gives you a chance to learn important information about various industries, 

companies and jobs.

- You get the opportunity to promote yourself and leave others with the impression that 

you are an intelligent and capable person.

- You receive valuable advice about the job search process and other information 

regarding the position/s you are seeking.

- You will almost always obtain referrals to others who can offer you even more 

information, and possibly a job. 
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Preparation

 Have a good list of questions and issues prepared to raise during the 

meeting.

 If a mutual friend has referred you, understand the nature of their relationship.

 Be sure that you have researched the field, the company, and that person‟s 

position adequately before you arrive. These will help you appear more 

professional.

 Your objective is to tell them how they can help you in your search. If you do 

that in a clear and concise manner it also carries an air of confidence that is 

reassuring to your network contacts. They recognise that you are in control of 

your job search and looking for specific information – not making some vague 

appeal for help.

 TIP:  Always ask “Can I be of help to you in some way?” (now or in the future)
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Building your network

 Begin by listing everyone that you have come in contact with in the last 10 

years. The list should be as wide and inclusive as possible. These are your 

primary contacts - the ones you know directly, at least on a casual basis: 

- Business colleagues – former bosses, peers and subordinates.

- Business associates – customers, clients, suppliers.

- Business acquaintances – lawyers, bankers, accountants.

- Members of clubs and associations, including sport, religious and community.

- Members of professional associations you belong to.

- Family.

- Friends.

- Shopkeepers.

- Neighbours.

- Social acquaintances.

- Doctors and dentists.

 

Who is in your network?

YOU!
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Networking suggestions

DO’s DON’Ts

 Approach networking with a „research‟ mentality

 Prepare a script for making your initial call

 Be clear about what information you would like to 

know

 Be punctual and check how much time they have 

 Understand the relationship between this person 

and the one who referred you

 Ask permission to use their name when contacting 

people they‟ve suggested you speak with

 Let your referrer know how the meetings went

 Dress professionally in business attire

 Use a business card (www. clickbusinesscards.com.au)

 Maintain your network even after your role is found

 Keep track of who you‟ve talked to and who 

they‟ve referred you to

 Ask your contact for a job

 Have an expectation that they will offer you a role

 Give up too easily – people love to help and offer 

advice

 Leave a voicemail – keep control of the process 

and call back – after 3 attempts, leave a short 

message asking them to call (don‟t provide details 

of purpose)


