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Module 7 Deep Dive Guide: 

Networking Your Way into a Job 
 
 

 You CAN network your way into a job. The 
following tips will teach you how. 
 

Learn from your past job history  

 Ask yourself: In what ways have I 
landed jobs in the past that I can 
incorporate into my job search now? 
Use the form on page 4 to learn from 
your past job history.  

 Try every tactic. Don’t get into the 
mindset that applying online is enough. 
It’s not. 

 Consider that friends, family members, 
past bosses and coworkers, teachers, 
career centers, networking events, 
temp/contract work, mailings, social 
networking, e-mailings, among other 
methods, can help you get a job.  

In-person Networking Tips 
 Plan your networking opportunities in 

advance so they’ll be productive. 

 Pick worthy events where you can 
meet influential people and/or meet 
hiring decision makers. 

 Have a purpose. Example: Meet three 
hiring managers in my field. 

 Learn who is attending each event in 
advance. Research attendees online. 
Make a list of target people. Look for 
(or ask for) an attendee list from the 
event organizer. 

 Reach out to target attendees in 
advance of an event via phone, email, 
or social networking so it will be easier 
to meet them in person. 

 

Work with an accountability 
partner (aka “wing man”) to: 
 Brainstorm how to maximize each 

other’s time at networking events. 

 Introduce each other positively, like 
this: "John, this is my friend, Paul 
Smith. Paul and I attended State 
University together and he’s the best 
electrical engineer I know.” Then 
introduce the influential person to 
your friend to let your friend know 
why this person is important. “Paul, 
this is John Jones, president of Archer 
Engineering. They were just voted one 
of the best places to work.” 

 Travel to events together and use the 
time to strategize. 

 Set goals prior to each event and keep 
each other on track. 

 Approach people together. 

 Segue conversations to your agenda 
without being obvious. 

 Build each other’s confidence. 
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Reach out to people in advance 
 If the meeting is arranged through 

Meetup.com (which is an awesome free 
site to find groups in your field or 
industry), join the local Meetup group 
and view event attendee lists.  

 Join field and industry associations and 
view their attendee lists.  

 Search using the “events” hashtag to see 
who is talking about attending on social 
media.  

 “Meet” target people by sending them 
an email, like this: “Sue, I see that you’re 
attending the United Way gala. I am too. 
I look forward to meeting you there. I’ve 
heard so much about you from 
[NAME].” 

 
Establish your presence at events by: 
 Being friendly and confident. 

 Dressing appropriately in a business-like 
manner. 

 Printing your name large and clear on 
your name tag + your preferred job title. 

 Introducing yourself to others (stating 
your name and field). 

 Repeating people’s names until you say 
them correctly. 

 Having good eye contact. 

 Seeking out target people. 

 Being memorable and listening well. 

 Leaving your cell phone in the car. 

 Welcoming loners into conversations. 

 Bringing and handing out business cards 
… judiciously. Only hand out business 
cards to people who you have spoken 
with for a while.  

 Exchanging business cards and capturing 
contact information. 

 Asking for people’s business cards … 
judiciously.   

 
 

 Writing notes on the back of people’s 
cards to remember why you should 
contact them later. 

 Waiting before interrupting 
conversations. 

 Remembering names and introducing 
people to each other. 

 Honestly complimenting people.  

 Talking positively about the event. 

 Using the form on the next page to share 
a brief elevator speech with people. 

 
Make the most of meal time: 
 Try to sit near target people at the same 

table 

 Introduce yourself to the entire table 
(but don’t monopolize the conversation) 

 Don’t overeat or over-drink 

 Make the rounds at the end of an event 
to reconfirm commitments 

 After the event, review each other’s 
performance with your accountability 
partner  

 Determine improvement strategies 

 Write down next steps and individually 
follow up with target people and 
influential people 

 Work to establish a mutually beneficial 
relationship with the people you met 
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List each job List each company How you got the job? 

1) 
 
 
 

  

2) 
 
 
 

  

3) 
 
 
 

  

4) 
 
 
 

  

5) 
 
 
 

  

6) 
 
 

 

  

7) 
 
 
 

  

8) 
 
 
 

  

 
What did you learn from this exercise that can help you in your job search? 
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  Learn from your job history to help you find your next job! 
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List the Job Titles You 
Seek 

List preferred environment  Write a sentence incorporating what 
you want. 

Examples: 

1) Human Resources 
Director 

2) Recruiter 

Examples: 

1) Clayton or Downtown 

2) Nonprofit/Corporate, etc. 

3) Helping children or the elderly 

Example: 

I’m seeking a human resources director 
or recruiter position in Clayton or 
Downtown, preferably for a nonprofit 
where I can help children or the elderly. 
Do you know of any openings like that? 

 
Write your brief elevator speech here: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Practice your elevator speech until you can say it naturally. 
 

What can I learn to do or say better from this exercise? 
 
 
 
 
 
 
 
 

 
Copyright 2016, Kathy Bernard, WiserU, LLC. OK to copy for personal use. 

Develop an elevator speech so others can help you find the job you want 
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Referral & Informational 
Interviews 
 
Referral interviews and informational 
interviews are two distinctly different kinds of 
meetings that can propel your job search. 
 
Referral interviews help you gain the names 
and titles of people at companies or in 
industries who can help you reach the hiring 
decision maker. 
 
Informational interviews help you learn 
about a position, company or industry to see 
if it would be a good match for you or to 
further your career goals. 
 
Setting up either type of meeting is the same. 
Send an email to a target person and offer to 
buy them coffee or lunch. You pay, but can 
gain so much! 
 

Here is a suggested referral or 
informational invitation message:  

 

“I’m meeting with healthcare professionals 
as I consider career options. I noticed in your 
LinkedIn profile that we share common 
connections, including Carol Brady and Phil 
Dunfy, and thought it might be nice to buy 
you coffee or lunch (your choice) to get to 
know you. Be assured that I’m contacting 
you for networking purposes, not a job. I 
want to help you, too! 
 
I’ll contact you later this week to see if we 
can schedule a coffee or lunch near your 
office. I understand your time is valuable, so 
please know I will be respectful of your 
time.” 

“I look forward to meeting with you.” 
Then include your name, cell phone 
number and email address so they can 
easily contact you.” 
 
Follow up by phone to set a firm date, 
confirm all details and secure their cell 
phone number. Then send a calendar 
invitation so it will also be on their 
calendar, or send them a confirmation 
email that includes the meeting date, time, 
and location including the restaurant name 
and address. Be very clear when arranging 
meetings at multiple location restaurants, 
such as Panera. It is easy for each person to 
show up at different locations! 
 
Send a confirmation email the day before. 
For example, write, “Lynn, I’m confirming 
our meeting tomorrow at the Culver’s at 
141 and Main (across from Sears) at 11:30. 
See you there!” Include your phone 
number and email address in case he or she 
needs to reschedule or let you know that 
they are running late. If they need to 
cancel, set a new date. 
 

Other tips: 
 
Arrive early to save a table. If the person is 
late, call their cell phone. When they arrive, 
buy food or coffee BEFORE starting the 
meeting. Ask about their time limitations to 
keep on schedule. Start by asking 
something personal that you learned on 
their LinkedIn profile. Take notes. Suggest 
connections and resources to help them 
and use the referral interview success sheet 
or informational interview sheet on the 
next two pages 
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Referral Interview Success Sheet template – Create your own using this format! 
 

FIRST NAME LAST NAME, DEGREE, CERTIFICATIONS  
Example: Bill Brown, MBA, CPA 

 
 
Contact information:  
 

 
SUMMARY 
 
Power statement: ___________________________________________________________________________ 
Summarize boldly what you offer professionally. Use same statement on your resume and LinkedIn profile.  
Examples: Sales leader skilled at achieving goals and motivating sales teams. 
An accomplished treasurer who approaches challenges with common sense solutions.  

Proof points: _______________________________________________________________________________ 
State your most valuable experiences and skills that prove your power statement.  
Examples: Background includes extensive experience in executive speechwriting, public relations, etc. … 
Proven track record in energizing under-performing organizations, mergers and acquisitions, etc. …    

 
Key Accomplishments  
Company 1: ________________________________________________________________________________ 
Include company name and city, your title while there, and your years of service. 
 

 Accomplishment 1: ___________________________________________________________________ 
Include a quantifiable accomplishment (% saved, $ raised, number trained, etc.) and how. 
Example: 24% sales increase by implementing point-of-purchase displays. 
 Accomplishment 2: ___________________________________________________________________ 
 
Company 2: ________________________________________________________________________________ 
 

 Accomplishment 1:  

 Accomplishment 2: 
 
Strengths: __________________________________________________________________________________  
Examples: Six Sigma black belt, negotiations, cash flow forecasting, customer service, proficient at Microsoft Word, etc.  
 

TARGET COMPANIES / CONTACTS 
Pre-populate target companies boxes with companies in which you have an interest. Ask for contact leads. 

Target Companies Company Contact Target Companies Company Contact 

Example: XYZ Corp.  Example: Feed the World  

    

    

    

    

 

OTHER COMPANIES 
Leave company name spaces blank – Let your informational interview subjects fill in the blanks. 

Company Name Company Contact Company Name Company Contact 

    

    

    

    

    
 

Template provided by WiserU, LLC  

Phone number 
address@e-mailaddress.com  
 
 

Street address 
City, State, Zip Code 
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Informational Interview Questions and Set Up Strategies 
 

Arrange informational interviews to gain a better understanding  
about an industry, company and/or person. Do not use such interviews to ask for a job. 

 

Requesting an Informational Interview 

NAME, I would like to arrange a 30 minute informational interview with you. I am considering a career in 
your field (or in working for a company like yours) and want to learn about the type of work you do and 
about your company and industry. If you’d like, we could meet over lunch or a cup of coffee on me; 
however, if you don’t have that much time, we could just meet at your office … whichever you prefer. What 
day/time would you like to meet and where would you prefer meeting? Thank you. I really look forward to 
meeting with you.     
 

Introduction 

Thank you for meeting with me. I promise not to take more than a half hour of your time. I appreciate your 
help because I want to grow in my knowledge of the work you do and about your company and industry.  
 

Position-related questions 
1. Tell me about your work. What type of experiences have led to your current position?  
2. What are other common titles for the type of work you do?  
3. What educational background or degree is usually required? Is an advanced degree needed? 
4. What are your major job responsibilities?   
5. What skills and personal characteristics are most important to have for this position? 
6. Tell me about a typical day. What percentage of your day is spent on different duties?  
7. What kind of work history or internship experience would be good for this position? 
8. What are the best ways for someone to obtain this work experience?  
9. What are the important key words to include in a resume for your type of position? 
10. What are your biggest challenges and the most rewarding aspects of your job? 
11. If you had it to do over, would you still choose the same career path? Why or why not? 
12. Do you know of other people in your field/industry who would be good for me to speak with? 

 
Field/industry/company-related questions 

13. What are typical entry level positions for this industry? 
14. Is this a growing field? How is the economy affecting the industry? 
15. How does your company differ from its competitors? 
16. How do you see the future of your company? 
17. What types of technology is used in this industry and how did you gain that knowledge?  
18. Where are job postings found for this field? 
19. How would you describe the work atmosphere here?  
20. Do you have any other advice for people who might want to enter this field/industry? 

 
Closing 
Thank you for meeting with me. You have been so helpful. How can I help you? I have a large network. If you 
ever need an introduction to someone I know, such as one of my LinkedIn connections, please let me know. 
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Follow up strategies 
 Email people within two days to fulfill 

commitments or to ask for help. 

 Strengthen relationships! Ask people 
to lunch or coffee. 

 Help them! Send business or job leads. 

 Send them helpful articles. 

 Introduce people to others for their 
mutual benefit. Share their LinkedIn 
profiles. 

 Speak well of them to others to build 
their reputation. 

 Recommend them for jobs or send 
them job leads. 

 Endorse their LinkedIn skills. 

Maximize LinkedIn for networking 
 Find/invite people to connect using the 

LinkedIn Search box. 

 Replace the default invitation message 
with a custom message that explains 
why you want to connect. Simply 
highlight invitation text, delete and 
type your new message. 

 Invite your connections’ connections to 
connect. Visit a person’s profile, click 
blue their “000 connections” number 
to view their connections. Note that 
you can’t customize invitation message 
from a list. To customize the invitation, 
visit the person’s profile and then click 
“CONNECT.”  

  Invite me to connect. My email 
address is: Kathy@WiserU.com and I 
am the Kathy Bernard in St. Louis, Mo. 

 Join LinkedIn groups with large 
memberships to build your LinkedIn 
presence and establish your authority 
in your field. 

 Invite group members to connect. 
Customize the invitation. 
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Use the LinkedIn search box at the top of 
any page to search for people and jobs 
and to follow companies and universities. 

LinkedIn Networking Tips 

Delete the default invitation message and 
replace it with a customized message to 
ensure more people accept your invitation. 

The colleague, classmate or we’ve done 
business together options usually don’t 
require knowing recipients’ email addresses. 
 

Invite your connections’ 
connections to connect 
by clicking on their  
number of connections link and inviting 
people from their list. 
 
 

mailto:Kathy@WiserU.com


Participate in group discussions 
 Post your own discussions and 

respond to others’ posts. 

 Ask engaging questions. 

 Ask for advice. 

 Share helpful articles. 

 Promote events. 

 Use the About > Members 
Search box to find key people. 
Search by title or company 
name.   

 

Invite Open Networkers  
 Look for those who have “LION” 

or “LinkedIn Open Networker” in 
the headline section of their 
profile. Or, they may feature a 
number such as “13,000+”. 
Typically they will accept 
invitations, but for best results, 
customize your invitation to let 
them that you want to connect 
because they are an Open 
Networker.  

 Add connections through the 
“People You May Know” box.   

 Choose the best connection 
option: Colleague, classmate or 
we’ve done business together 
usually work best. Other options 
often require knowing their email 
address.  

 Accept invitations! Having many 
1st degree connections allows you 
to view 2nd and 3rd degree 
connections’ profiles, which can 
be helpful in finding people at 
hiring companies. 

 Reply to invitations. Click arrow 
and then reply. Let them know 
you’re job seeking and the types 
of jobs that you want. 

Invite LinkedIn Open Networkers (LIONs) to 
connect. You can spot them by looking for the 
words “Open Networker, LION or a number in their 
LinkedIn profile headline. 

Click your invitation icon and then “People You 
May Know” to see tons of people to connect with. 

Don’t just accept invitations! Respond to them by 
clicking the return arrow and responding to the 
message to build the relationship. After you’ve 
sent the message, click the checkmark to accept 
the person’s invitation to connect. 
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Apply for jobs using the Jobs tab  
 Apply quickly to jobs that feature the 

“Apply Now” button. 

 Note who you know who works at the 
company or who you know who could 
influence the hiring decision.  

 Ask connections to vouch for you. Send 
them an email message or InMessage.  
o Provide them with your resume and 

talking points, company contact 
name and information. 

o Tell them about the position. 
o Pick their brain about the  

contact and company. 
o Ask them to coffee/lunch. 
o Listen for their concerns;  

respond appropriately. 
o Ask if they would  

recommend you for the job. 
o Keep them updated on 

your job search.  

 Ask your network for job leads 
frequently using your “Share 
an Update” box on your LinkedIn  
home age.  

 Send mass LinkedIn InMail messages to 
seek job leads and/or to request in-
person meetings. To do so click 
“Connections”, select individuals, click 
“Message” and then your craft 
message. Click the “BCC” option to keep 
recipients’ names private.  

 State who you are and the types of jobs 
that you seek. 

 Request an opportunity to meet 
influential people over coffee or lunch 
(you coordinate and pay). 

 Promise to call (and then follow 
through).  

 Send upbeat reminders about your job 
search status. Remind people what 
types of jobs you seek. 

 
 

Visit the Jobs tab and search for your preferred 
job titles. Look for “Apply now” jobs – they let 
you apply in minutes. Simply upload your 
resume and cover letter and click “Apply”. 

Get introduced to the recruiter for jobs posted 
on LinkedIn by seeing who you know who 
knows them and asking them to introduce you. 
 
Send mass InMail 
messages on LinkedIn. 
Visit Connections, then 
select up to 50 people 
at a time. Click  
“Message”. Repeat  
process until you’ve  
reached everyone you  
want. Sort by filter such  
as location or company, or tag people by your 
own categories. 
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Reach the decision maker 
on LinkedIn 
Finding the decision maker is 
similar to the way I taught you 
to find recruiters in Module 6.  

 Click the Advance link next to 
the search box and then 
select “People”. 

 Add the industry or field of 
the person to the Keywords 
box, such as IT. Leave this 
box blank if you are not sure 
what department they are in. 

 Add the person’s probable 
title, such as vice president.  

 Select “Current” under the 
title box rather than the 
default “Current or Past”.  

 If searching for someone at a 
certain company location, 
include the zip code of that 
location in the postal code 
box.   

 If people have a gold “in” 
icon next to their name, click 
“Send message” on their 
profile to see if a message 
box pops up so you can send 
them a message for free. 

 
Visit decision makers’ profiles to 
see who you know who knows 
them under the “how you’re 
connected” field on the right 
side. In that same area, see what 
you have in common, such as 
same location, same skills, or 
being in the same LinkedIn 
groups. Mention what you have 
in common when you reach out 
to the person. 

To find the decision maker at the hiring company, use 
Advanced Search. Add industry and probable title into the 
Title box. Choose “Current” rather than the default 
“Current or Past” under the Title box. Add the company 
name into the Company box. If searching in a certain city, 
add the zip code to the Postal Code box. 
 

Look on the right side of  
the target person’s profile 
to see who you know at  
the company. Also see  
what you have in common. 
Ask your connections to 
help or mention what you  
have in common with the 
hiring manager. 

Click Advanced next to search box. Then select “People”.  
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Sample email / phone message: 
 
“[NAME], “I’m meeting with [INDUSTRY] 
professionals. We have mutual 
connections, [NAME] and [NAME], and 
thought it might be nice to buy you 
coffee or lunch (your choice) to get to 
know you and what you do. I’m 
contacting you for networking purposes, 
not a job. I want to help you, too, and am 
flexible around your schedule. When 
might work in the near future to meet for 
a quick coffee or lunch on me – your 
choice?" 

Email the decision maker 
 Export your LinkedIn connections’ 

email address by visiting 
Connections, clicking the gear 
icon and then clicking “Export 
LinkedIn connections”. The 
default option creates an Excel 
spreadsheet that includes email 
addresses. 

 To learn a person’s email address, 
type the name, company name 
and the word “email” into the 
Google search box. 

 For hard-to-find email addresses, 
type what you think the email 
address is in the Google search 
box. Keep trying variations until 
that email address shows up in 
search results.  

 Send the hiring manager an email 
message expressing your interest 
in the company. Attach your 
resume and samples. 

 

Call hiring companies  
 Be prepared to leave a voicemail 

message that states:  
o Your first and last name. 
o Phone number (stated slowly). 
o The purpose of your call  
o State that you already DID 

apply online so they can’t pass 
the buck. 

o Suggest preferred callback 
times if relevant. 

o Repeat your phone number 
twice (slowly) two ways: Call 
314-555-1-2-1-2. That’s 314-
555-12-12 (twelve, twelve). 

 If person answers, be ready! 
Outline what you will say and 
have your resume in view.  
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Click “Connections” and then “Export LinkedIn 
Connections”. The default option creates a spreadsheet 
that includes all of your LinkedIn connections’ email 
addresses, plus their names, titles and company names. 
The spreadsheet also includes several blank columns. 
Simply delete the blank columns and use the columns 
that contain pertinent information. 



Module 7 Deep Dive! Assignment: 

Networking Your Way into the Job  
Review what you’ve learned about networking so that you can put what you’ve learned into practice. 
 
1) In what ways have you found jobs and internships in the past (see form on page 4) ___________________ 
________________________________________________________________________________________ 
 
2) What can you learn from how you have found past jobs and internships? ___________________________ 
________________________________________________________________________________________ 
 
3) What can you do in advance to make it easier to meet target attendees at events (See page 2) _________ 
________________________________________________________________________________________ 
 
4) What wording should you use to introduce your friend / wing man to an influential person at a networking 
event? (See page 2) ________________________________________________________________________ 
________________________________________________________________________________________ 
 
5) What can you do to help remember people's names that you meet? (See page 3) ____________________ 
________________________________________________________________________________________ 
 
6) Where should you sit at meal time if you are trying to talk with a target person? (See page 3) __________ 
________________________________________________________________________________________ 
 
7) Write your brief elevator speech crafted on page 5. ____________________________________________ 
________________________________________________________________________________________ 
________________________________________________________________________________________ 
 
8) What is the purpose of referral interviews? (See page 6) ________________________________________ 
________________________________________________________________________________________ 
 
9) What is the purpose of informational interviews? (See page 6) ___________________________________ 
________________________________________________________________________________________ 
 
10) How should you confirm a referral interview or informational interview that you set up? (See page 6)  
________________________________________________________________________________________ 
 
11) What is one position-related question that you could ask at an Informational Interview? (See page 8) 
________________________________________________________________________________________ 
________________________________________________________________________________________ 
 
12) What should you do to greatly increase the chance that a recipient will accept your LinkedIn invitation to 
connect? (See page 9) _____________________________________________________________________ 
 
13) What does LION stand for on LinkedIn? (See page 10) _________________________________________ 
 
14) Explain how to export your LinkedIn connections so that you can email them. (See page 13) __________ 
________________________________________________________________________________________ 


