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Develop Relationships

J S

Accidents

— ™ BONUSTIP

Teach contacts how to
take the next step.

P\Cquaintances
Say, “Let’s
get together
and talk
about the
kind of
clients we are looking for.
Then, we can be on the
lookout for opportunities
for each other.”

pssocCiateg

— &) FACT

Each

person you .

know yts

into one

of the Contacts Count ~N f

6 stages. Research

_E JOTIT — Q) BY THEBOOK —————— “Networks are

When you understand the always becoming,
6 stages, you can assess
your current network, always dyn amic
decide where to put your ’
energies to widen and always expanding
deepen your network, and
see what to do and say to to meet the needs
have more of a relationship
with someone.” of the people
Pgs. 39 - 48 involved.”
Make Your
Contacts Count @
AMACOM, 2007 - Baber & Waymon -
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I Know The Stages

— &) FACT

Networking
relationships are
more complex than
most people realize.

Contacts
Count

Research

— & BonUSsTIP

The next
' ‘ step in
k A intensifying
a networking
relationship
is always up toyou. To
move from Associate

to Actor, give some
valuable information.

“Because you meet
Associates
regularly, they are
the easiest people
to develop

relationships with.”

- Baber & Waymon -

J

Accidents

People you will never
see again under normal
circumstances.

Acquaintances
People you meet through
other contacts, but have
no Arenas in common
with.

Associates

People with whom you
share a membership
(civic group, ytness club,
professional association,
soccer parents, etc.).

A\

Actors

People who are actively
exchanging information
and resources with you.

Advocates

People who send
opportunities your way,
speak up for you, and
promote you.

Allies

People who are invested
in your life-long business
and personal success
and who can give you
constructive criticism,
commiserate with you,
and celebrate with you.

-
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“Networking IR
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Rate Your Relationships

Here’s a quiz to help you determine the value of your networking relationships. Jot down the name of a networking contact,
then use the quiz to rate that relationship and to ygure out the next steps to take to build a long-term relationship.

Instructions: Circle Y for Yes if you agree with the comment; circle N for No if you cannot agree with the comment.

My Networking Contact

Y

< < < <

< < < < < =<

N 1. Recognizes my name instantly when I call.

N 2. Knows me well enough to recognize me “out of context,” in a new setting.

N 3. Demonstrates knowing my face and my name by coming up to me in a crowd and saying
hello and by introducing me accurately to others.

N 4. Has my contact information handy.

N Knows the name of my organization and where it is located so well that he/she could give
people directions to it.

N 6. Can accurately describe what | do.

N 7. Gives vivid examples of what | do.

N 8. Knows that I am good at what | do and can cite reasons why my work is superior.

N 9. Knows of some independent veriycation of my expertise T an award, certiycation, third-
party endorsement.

N  10. Regularly sends me valuable information and resources.

N 11.  Responds to requests from me.

N 12, Knows what kinds of people could use my services and is on the lookout for them.

N 13.  Always speaks well of me to other people and passes my hame around.

N 14. Makes a habit of referring valuable information and contacts to me.

N 15.  Consistently creates opportunities to stay in touch with me.

— [O] NET TIPS

Give contacts specipc examples
of projects, so they can describe
to others in accurately

and vividly i what you do.

“NetworkingHNIEE? -
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I Join Groups Comfortably I

“Don’t think of it
as breaking in;
think of it
as joining in.
The group
wasn’t complete
until you arrived.”

- Baber & Waymon -

— BY THE BOOK — &) FACT

If people introduce The two most difycult

themselves
quickly, don’t @
despair. Later
introduce
yourself again.
Say, “We met earlier. 'm
Jack, Jack Larkin.”

Pg. 73 ending conversations.

Make Your Contacts Count
AMACOM, 2007

things for

people at .

networking
events to do

are joining groups and

Contacts Count Research

— 8 BonusTIP

If people stop

' ‘ talking, it may
signal they’re
k ‘ ready for a new

topic. So, be

prepared.

J S

ToJoinlIn. ..
« Touch someone’s arm; the circle will open for you.
« Make eye contact, smile.

« Mention something on your Agenda: “I'm hoping to meet
people who work overseas. I'm going to open our office

in London soon.”

-

—m JOTIT
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End Conversations

— [@) By THE BOOK

“Close
conversations
conydently,
donit just
drift away.o

Pgs. 139-145

Make Your
Contacts Count

AMACOM, 2007

— &) FACT

There is no
protocol

for ending
conversations.
As a result,
the end almost
always seems
awkward.

Contacts Count Research

7
— W BONUSTIP

J

A I_et go after 5-10
minutes.

A Explain what's on
your Agenda.

A Appreciate your
partner.

A Verify the next step.

A Exit with a smile
and a handshake.

S

-

Ask your conversation
partner to introduce you

A

to someone:
“Do you
know anyone
who’s on

the program
committee?”

A4

— @) ExAVMPLE

fil need to ynd
someone who
has an MBA
from Webster
University. I'm
thinking of enrolling. It’s
been great to hear about your
mentoring program. I'd like
to propose the same sort of
thing at my company. I'll call
you so we can set a time for
me to pick up the materials
you are using. Great to see

»

you.

“End with the future in mind. ”’
- Baber & Waymon -

m JOTIT
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Ask Good Questions

— @) EXAMPLE — &4 BONUS TIP — &) FACT

When you ask a question at Good questions

“Can you catch me up

) a meeting, be sure to give . draw out
on what you’ve been your name and good answers
doing?” organization, ' ‘ that helply’ou

so like-minded 5€¢ peopie 5

“What have you been people can find k A Character and Competence.
working on lately?” you later. Contacts Count Research
“What are “Be seriously curious.”
you excited - Baber & Waymon -
about these
days?” —E JOTIT
“How did you first get
started in that?”
“What are you looking
forward to?”

— @) BYTHE BOOK

Do your brain
a favor. Think
of several good

questions
ahead of

time.

Pgs. 124-129

Make Your
Contacts Count

AMACOM, 2007
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Follow Through

— BY THE BOOK —— — _J 1§
As You Follow Through, Teach:
Afraid your contact won't
remember you? Ask a 1. Your name and how to reach you.
colleague or friend to 2. What you do.
re-introduce you.”
y 3. Examples of your Character and Competence.
Pg. 148 4. What kinds of opportunities, resources, clients, etc.
‘ Make Your you’re looking for.
Contacts Count
AMACOM, 2007 5. How you can help them.
N\ 4
({3
Tq Follow Through, — ) FAcT
listen, and then
respond to your People who ask good questions and Listen
contact’s Agenda.” Generously ynd Follow Through easy. .
- Baber & Waymon - Contacts Count Research
—m JOTIT — @) EXAMPLE
“I'd like to hear
more about
that. May I
give you a call
to look for a

time to have coffee?”

— & BonusTIP

3 Reasons ' ‘

To Follow

Through: k ‘

1. Chemistry

2. Commitment

Copyright 2009 by Contacts Count

3. Commonality
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ABOUT YOUR PRESENTER: Marcia Hall

Marcia Hall, founder of Reputation COUNTS, helps people develop effective
networking skills. As a Certified Contacts Count Trainer, Marcia gives seminars that
show participants how to network comfortably while demonstrating character and
competence to others. Her clients include business organizations, educational
institutions, nonprofits and governmental agencies.

Marcia also speaks to students, interns and new employees about appropriate
workplace behavior and the importance of demonstrating soft skills. She explains what
employers expect and tells participants what they can do to make a great impression,
particularly as the “newbie.” She is the award-winning author of Navigating Newbie-ism:
12 Simple Ways to Thrive in Your First Job and Career, The College Student’s Guide.
Her latest book, Jumpstart Your Job: 12 Simple Ways to Shift Your Career into High
Gear, stresses the importance of a personal reputation and what attributes employers
really value.

With over 20 years experience in nonprofit management as well as writing and training
expertise, Marcia is an adjunct faculty member at Anne Arundel Community College
and writes a monthly business column called “Soft Skills at Work” for the
Capital/Gazette Newspapers in Annapolis, Maryland. Before starting her own business,
Marcia was an Outreach Coordinator for Anne Arundel Community College and the
Executive Director of the West Anne Arundel County Chamber of Commerce in
Maryland for 11 years.

Marcia is a member of the National Speakers Association, the American Society of
Training and Development, and the Society for Human Resource Management. She is
the Chair-Elect for the Baltimore Washington Corridor Chamber of Commerce.

Marcia can be reached at 410-987-0857 or marcia@reputationcounts.com

Books by Marcia Hall:

Navigating Newbie-ism: 12 Simple Ways to Thrive in Your First Job
and Career. The College Student’s Guide Jygﬁ’éﬁ‘gg
Award-Winner of the National Indie Excellence 2007 Book Awards and >
USA Book News Best Books 2007, Education/Academic Category

NAVIGATING
NEWBIE-ISM

* mimplewaysﬂ‘ 53
““F to Shift Your Career |

Jumpstart Your Job: 12 Simple Ways to Shift Your Career into High Gear LG
w© ; Lifelong resource for the current and future employee.
Helpful for graduating seniors or students with internships

INFORMATION:

www.reputationcounts.com

410-987-0857




