Networking
Within the
Company

GLOBAL COURSEWARE




: By following the information outlined
Gettlng in this publication, you will be able to
Sta rted network effectively and reap the
rewards that come with making
connections within the organization.
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= Define networking

= Understand networking principles

Objectives e

= Use networking tools

Workshop \O/_

= Avoid common mistakes

= Manage time successfully




* Pulling a good network together takes effort, sincerity, and
time.

Alan Collins



MODULE TWO

The Benefits of Networking at
Work

It is easy to overlook the need to make connections within
your own organization. The benefits of networking at work,
however, are valuable to any career.




Gain Connections

The personal relationships that you create at
work will grow your network in more ways than
one.




Shared
Knowledge

When your connections
share knowledge, you
will learn how to avoid
the mistakes they made
and benefit from their
experience.




Increase Opportunity

By having many people in your network, your
reputation will quickly spread beyond your
immediate peers.




Improve
Image

e Be helpful

e Be professional

e Share knowledge




= Gain Connections

Practical = Shared Knowledge
"Iustration " |ncrease Opportunity

= Improve Image




Module Two: Review Questions

1. What do connections increase?




Module Two: Review Questions

2. The network of another individual is a(n)




Module Two: Review Questions

3. What is the benefit of sharing knowledge?




Module Two: Review Questions

4. What benefit occurs when people share their knowledge

with you?




Module Two: Review Questions

5. Which of the following is Not an opportunity that can

develop from networking?




Module Two: Review Questions

6. How are you viewed when you network?
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Module Two: Review Questions

7. Which of the following will Not help your personal image?




Module Two: Review Questions

8. What should be shared with networks to improve image?




Module Two: Review Questions

9. Why might you not even consider networking at work?




Module Two: Review Questions

10. Which of the following are benefits to networking inside

the company?
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MODULE THREE

Networking Obstacles

The ability to identify difficult personality traits and cultural
barriers will provide you with opportunities to avoid
miscommunications and facilitate functional relationships




Confusion About The
Definition of Networking

In true networking, developing contacts and
relationships results in new knowledge and
greater influence.




Personality
Traits

Extroverted and
playful

Assertive leaders
Meticulous planners

Peacemakers




Cultural Barriers

Language [ Stereotypes

Cultural
Norms




Personal
Pride

If you allow your pride
to prevent you from
using your network,
there is no point in
having one in the first
place.




= Confusion About The Definition Of
Networking

= Personality Traits

lllustration ‘g .

Practical N
Q_

Cultural Barriers

= Personal Pride




Module Three: Review Questions

1. Networking creates which type of relationships?




Module Three: Review Questions

2. Some people consider networking to be collecting

information. What is another false definition?




Module Three: Review Questions

3. Which of the following requires a calm work

environment?




Module Three: Review Questions

4. Which of the following requires more verbal

appreciation?




Module Three: Review Questions

5. What determines if eye contact is appropriate?




Module Three: Review Questions

6. What requires self-monitoring?




Module Three: Review Questions

7. What is a benefit of personal pride?
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Module Three: Review Questions

8. Failing to ask for help is often caused by :




Module Three: Review Questions

9. With a clear understanding of what networking is, you

will be able to




Module Three: Review Questions

10. By networking, you can







MODULE FOUR

Networking Principles

As you master the basic principles of networking, you will
begin to see your network develop.




Relationships

Communicate with your contacts

Avoid constantly asking for help

Personalize conversation




Listen

e Maintain eye contact

e Avoid fidgeting or
checking your phone

e Ask pertinent
qguestions, but do not
interrupt




Offer Value

|dentify the needs of others

Determine how your

expertise meets these needs

Offer to help



Build Trust

e Be honest
e Act with consistency

e Be helpful




= Relationships

Pra Ctical \O/_ = |jsten

lllustration e = Offer Value
= Build Trust




Module Four: Review Questions

1. What should be avoided when building relationships?




Module Four: Review Questions

2. What do you need to do to converse with contacts?




Module Four: Review Questions

3. Networking is more than




Module Four: Review Questions

4. What is avoided in active listening?




Module Four: Review Questions

5. What do new contacts need to see you as?




Module Four: Review Questions

6. Which of the following will Not show that you are an

asset?




Module Four: Review Questions

7. What is Not a way to build trust?




Module Four: Review Questions

8. What does it mean when someone always behaves

professionally?




Module Four: Review Questions

9. In order to build a networking relationship, you

must




Module Four: Review Questions

10. Which of the following are tips for being an active

listener?
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MODULE FIVE

How to Build Networks

The guidelines to building networks require using basic
common sense. They may seem too simplistic at first
glance, but they are essential and must not be overlooked.




Meet New People

Introduce Invite people
yourself to to join you for
people lunch

Attend groups
and functions




Be Polite

Make a good
impression

Pay attention to
people

Be considerate




Follow Up

e Suggest an article or book based on the
previous meeting.

e Continue your conversation if possible.

e Extend an invitation.




Allow
Relationships to
Develop
Naturally

All relationships have a
natural development that
should not be rushed.




"= Meet New People

Practical = Be Polite
= Follow Up

lllustration

= Allow Relationships to Develop
Naturally




Module Five: Review Questions

1. What occurs when people are passive about meeting

others?




Module Five: Review Questions

2. What type of groups and functions should you attend?




Module Five: Review Questions

3. Being polite requires extending :
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Module Five: Review Questions

4. What should be done if someone is offended?




Module Five: Review Questions

5. What may be necessary when following up with a

contact?




Module Five: Review Questions

6. What should be done after following up?




Module Five: Review Questions

7. How many times should you contact someone who does

not respond to you?




Module Five: Review Questions

8. What do you need to avoid when contacting new people?




Module Five: Review Questions

9. Why is it up to you to reach out and meet people?




Module Five: Review Questions

10. Common courtesy means:







MODULE SIX

Recognize Networking

Opportunities

It is imperative that you take advantage of the formal
networking, informal networking, and workday
opportunities that you encounter.




Formal Networking

When you engage in formal networking, you
need to appear polished and professional.




Informal
Networking

Informal opportunities
occur with email
interactions, coffee
breaks, lunches, and
group discussions.




Workday Opportunities

You need to recognize that there are numerous
networking opportunities within the workplace.




Always Be
Ready to
Network

e Pay attention to the

people around you

e Look the part at all
times

e Make personal

gestures



= Formal Networking

Practical = |Informal Networking
"IUStratiOn = Workday Opportunities

= Always Be Ready to Network




Module Six: Review Questions

1. What should be done before formal networking?




Module Six: Review Questions

2. You should look at a formal networking event.




Module Six: Review Questions

3. Informal networking is Not




Module Six: Review Questions

4. What does informal networking require?




Module Six: Review Questions

5. What should you do if the company does not provide

workday opportunities?




Module Six: Review Questions

6. Which of the following would be considered a workday

opportunity provided by an employer?




Module Six: Review Questions

7. What will help endear you to others?




Module Six: Review Questions

8. Why pay attention to industry changes?




Module Six: Review Questions

9. Where might formal networking opportunities appear?




Module Six: Review Questions

10. It is essential that you before attending a

formal networking event.







MODULE SEVEN

Common Networking Mistakes

Before going any further, it is time to point out the common
networking mistakes that people make so that you can
avoid them.




Not Meeting New
People

If they believe that networking and meeting
people is important, they will make an effort to
do it.




Not

Following
Through

There is a very brief
window of opportunity to
follow through with
contacts.




High Expectations

While it is important to place reasonable
expectations on the networking, you should not
make the expectations too high.




Being
Professional

It is important to maintain
a level of decorum in your
professional networks.




= Not Meeting New People

Practical \Of_ = Not Following Through

lllustration 4 = High Expectations

= Being Professional




Module Seven: Review Questions

1. What do people prioritize?
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Module Seven: Review Questions

2. What is a common excuse for not meeting new people?




Module Seven: Review Questions

3. What occurs when you fail to follow through?




Module Seven: Review Questions

4. How should you follow through?




Module Seven: Review Questions

5. What do high expectations cause?




Module Seven: Review Questions

6. What should be done if networking seems to be

ineffective?




Module Seven: Review Questions

7. A tone that is attracts people.




Module Seven: Review Questions

8. What will cause people to be uncomfortable?




Module Seven: Review Questions

9. It is not possible to expand a network without meeting

new people.




Module Seven: Review Questions

10. Why do some people fail to expand their network?




m their heck saying,
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Mary Kay Ash




MODULE EIGHT

Develop Interpersonal

Relationships

Interpersonal relationships require being genuine,
participating in dialogue, maintaining boundaries, and
Investing time.




Be Genuine

Identify your interests and passions, and be
prepared to discuss them with others.




Dialogue

e Listen actively, without
interrupting.

e Be respectful, even
when you disagree.

e Resist the urge to
argue when you
respond.




Maintain Boundaries

Establish time in your schedule for
yourself

Communicate your boundaries

Learn to say no, and explain why




Invest Time

Like any other
relationship, the
relationships in your
network require you to
invest time.




"= Be Genuine

Practical \Of_ = Dialogue

I"UStratiOn ‘'S » Maintain Boundaries

® |nvest Time




Module Eight: Review Questions

1. Relationships should be based on




Module Eight: Review Questions

2. What do interests reveal?
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Module Eight: Review Questions

3. What should you do if you disagree with someone?




Module Eight: Review Questions

4. What is necessary to resist in dialogue?




Module Eight: Review Questions

5. What occurs when boundaries are not established?




Module Eight: Review Questions

6. What should be done once boundaries are established?




Module Eight: Review Questions

7. Why is it easy to fail to invest in contacts?




Module Eight: Review Questions

8. Time should be carved out to connect with contacts




Module Eight: Review Questions

9. What requires being genuine, participating in dialogue,

maintaining boundaries, and investing time?




Module Eight: Review Questions

10. When developing relationships, it is essential that you




Wikis and social networking are just tools.

Jimmy Wales



MODULE NINE

Online Networking Tools

Commonly used networking tools include popular social
networks, blogs, chat rooms, and email. Implementing
these tools will allow you to easily keep up with your
contacts.




Social Networks

Facebook

tter

inkedIn

L




Blogs

e Limit post to topics
that you understand
well.

e Comment on blogs
written by other
people to begin a
dialogue.




Chat Rooms

Chat rooms are a bit more difficult to navigate
than social networks are.




Email

e Have a point, and place
it in the subject line.

e [ndividualize emails,
and avoid mass emails
when possible.




= Social Networks

Pra Ctical \O/_ = Blogs

lllustration ‘s = Chat Rooms

= Email




Module Nine: Review Questions

1. How many characters are in a tweet?




Module Nine: Review Questions

2. What should be done if a potential post is questionable?




Module Nine: Review Questions

3. How do you dialogue in a blog?
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Module Nine: Review Questions

4. What will help improve a blog’s readership?




Module Nine: Review Questions

5. Chat rooms are more difficult to navigate than




Module Nine: Review Questions

6. What should be done if a chat room has poor

communication?




Module Nine: Review Questions

7. How long should you make a networking email?




Module Nine: Review Questions

8. What should be avoided in emails?




Module Nine: Review Questions

9. Where will you find networking tools?




Module Nine: Review Questions

10. Which online networking forum was originally intended

for college students?







MODULE TEN

Time Management

When it comes to time management in networking, it is
important to prioritize contacts and schedule activities.




Prioritize Contacts

When managing your time, you need to
prioritize your contacts.




Create Group
Activities

Schedule some time each
week to meet with your
contacts outside the
office.




Connect Online

Divide your time between the tools that are
most important and will reach the maximum
number of people.




Schedule Your
Networking
Activities

A good rule of thumb is to
schedule out a week in
advance and make
adjustments at the end of
each day.




" Prioritize Contacts

= Create Group Activities

lllustration 4

= Connect Online

Practical L
Q_

= Schedule Your Networking
Activities




Module Ten: Review Questions

1. Which contacts should be contacted first?




Module Ten: Review Questions

2. What would make a contact high priority?




Module Ten: Review Questions

3. How often should online tools be used?




Module Ten: Review Questions

4. What is true about using online tools?




Module Ten: Review Questions

5. How often should group activities be scheduled?




Module Ten: Review Questions

6. Group activities should be




Module Ten: Review Questions

7. How far in advance should you schedule networking

activities?




Module Ten: Review Questions

8. When would you adjust a schedule?




Module Ten: Review Questions

9. How should your time be managed when developing

networking relationships?




Module Ten: Review Questions

10. After you decide who wants to connect with you, who

should you prioritize next on your networking agenda?







MODULE ELEVEN

Maintaining Relationships Over

Time

Once you have built your network, it is essential that you
maintain these relationships for the long term.




Contact Networks
Regularly

It is not enough to contact people with group
messages or invite them to group activities. You
need to reach out to individuals regularly.




Be Honest

The internet makes it
much easier for lies to be
discovered, and your
relationship will be
irreparably harmed.




Give Personal Attention

Contacting people in your network is important,
but it is equally important to provide them all
with personal attention.




Limit Networks
to a
Manageable
Size

e |severyone in the
network committed to
growing the
relationship?

e Do you personally
know everyone in the
network?

A




= Contact Networks Regularly

Practical \O, = Be Honest

- = Give Personal Attention

lllustration 4

= Limit Networks to a Manageable
Size




Module Eleven: Review Questions
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Module Eleven: Review Questions

2. What occurs when you go months without connecting

with contacts?




Module Eleven: Review Questions

3. What are you not obligated to share?




Module Eleven: Review Questions

4. What will irreparably harm a relationship?

| | |




Module Eleven: Review Questions

5. When should you respond to contacts?




Module Eleven: Review Questions

6. Personal attention requires knowledge of




Module Eleven: Review Questions

7. What should be done if a contact is not committed to the

relationship?




Module Eleven: Review Questions

8. It is important to your contacts.




Module Eleven: Review Questions

9. It is easy to forget about established relationships as you




Module Eleven: Review Questions

10. Once you have built your network, how long must you

maintain those relationships?




MODULE TWELVE

Wrapping Up

Although this workshop is coming to a close, we hope that
your journey to Networking Within the Company is just
beginning.




Words From the Wise

You can make more friends
in two months by becoming
interested in other people
than you can in two years by
trying to get other people
interested in you.

- Dale Carnegie

I’'ve learned that people will
forget what you said, people
will forget what you did, but
people will never forget how
you made them feel.

- Maya Angelou

Understand your audience
and you will understand the
impact of your message on
each follower in your social
media networks.

- Matt Gentil
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