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Effective Networking – Quick Tips
Network to make meaningful connections and to build relationships 
Be Prepared – Before an event
· Know your purpose for networking – who do you hope to meet? 
· Have a defining statement – a “one-liner” 


    (i.e.: I help people get more done in less time)
· Prepare and practice a 1 minute “commercial” – who are you, what do you do, who is your target client?  Spark interest.
· Take business cards, a pen and your calendar
Be Present – During an event
· Focus on the person you’re interacting with at that moment
· Listen (“You have two ears and one mouth; use them in that proportion”)
· Be interested – ask questions, seek commonalities
· Be resourceful – how can you help?
· Spark interest, plant seeds, inform – Don’t sell 

· Ask for a card if you want to follow up; Give your card when its asked for
· Be yourself
Be Organized – After an event
· Jot down a trigger word on the back of someone’s card to refresh your memory about them later. Learned you have a love of Sushi in common? Write “Sushi” as your trigger word.
· Have a contact management system (business card holder, planner, Microsoft outlook, etc.)
· Block time out immediately following networking events – plan follow up, enter, scan or file business cards and notes, restock your supply of business cards
· Follow Up – deliver on any verbal commitments made, contact those you like to know more about, be a resource to someone you met in some way.
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