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Getting
Started

Effective networking is essential for
day-to-day business or for those times
when you are actively pursuing job
opportunities.



= Manage “Meet and Greet”
opportunities

WOrkShOp \O/_ = Dress for success

ObjECtiveS 4" = Write effectively

= Manage media relations

m Use social media
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MODULE TWO

Networking for Success (1)

Understanding the basic mechanics of networking will
increase your success in delivering the right message about
yourself to others.




Creating an Effective
Introduction

Share




Making a
Great First
Impression

e Beontime
e Be yourself

e Be positive




PraCticaI \Of_ = Creating an Effective Introduction

"IUStratiOn & = Making a Great First Impression




Module Two: Review Questions

is an effective way to promote your value to

those around you.




Module Two: Review Questions

2. Understanding the basic mechanics of networking will

your success in delivering the right message about yourself to others.




Module Two: Review Questions

3. The first two minutes of your conversation are when most

people form a (n) about you.




Module Two: Review Questions

4. An effective is necessary when networking.




Module Two: Review Questions

5. In order to create a good and lasting impression use the

technique to introducing yourself.




Module Two: Review Questions

6. MEETS stands for the following:




Module Two: Review Questions




Module Two: Review Questions




Module Two: Review Questions

9. What are the Five B's of making a good first impression?




Module Two: Review Questions

10. Make the interaction about you and more about the

other person and you will make great first impressions.
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The way of the world is meeting people through other people.

Robert Kerrigan



MODULE THREE

Networking For Success (ll)

Understanding the basic mechanics of networking will
increase your success in delivering the right message about
yourself to others.




Minimizing
Nervousness

Prepare for the event

Practice what you are
going to say and do

When at the event,
focus on the present




Using Business
Cards
Effectively

The basic idea is to make
them interesting and to
give them out whenever
possible.




Remembering Names

Forgetting someone’s name could be seen as a
common problem, but is usually forgiven.




= Minimizing Nervousness

lllustration 4

= Using Business Cards Effectively

Practical N
Q_

= Remembering Names




Module Three: Review Questions

is an effective way to spread your value

through those around you.




Module Three: Review Questions

2. To network effectively, you must

nervousness.




Module Three: Review Questions

cards effectively.




Module Three: Review Questions

4. Being nervous is a common occurrence when meeting new people, but being

overly nervous when meeting people could be seen as a trait.




Module Three: Review Questions

comes from fear of the unknown.




Module Three: Review Questions




Module Three: Review Questions
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Module Three: Review Questions

8. carry your business cards in a special holder.

| | |
| | |




Module Three: Review Questions

9. Take advantage of boards at restaurants and other

public areas where they allow the placement of business cards.




Module Three: Review Questions

10. Business cards are a (n) tool for networking.
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MODULE FOUR

The Meet and Greet

Many local organizations host meet and greets, and you
should be ready to participate in these functions with the

understanding that there are crucial steps and
considerations to take.




The Three-Step Process




The Four

Conversation

Levels of

Small Talk
Fact Disclosure

Viewpoints and
Opinions

Personal Feelings




Case Study (I)

e He had enthusiasm to go a meet and greet.
e John had the right focus for his discussion.

e John attempted to network.




Case Study
(1)

The registration was well

organized and the

program they sent looks
comprehensive.




= The Three-Step Process

PraCticaI \Of_ = The Four Levels of Conversation

lllustration 4 = Case Study ()
= Case Study (I1)




Module Four: Review Questions

1. Meet and Greet functions provide an excellent

opportunity to




Module Four: Review Questions

2. Many local organizations host meet and greets and you should be ready to

participate in these functions with understanding that there are steps
and considerations to take when in the Meet and Greet situation.




Module Four: Review Questions

3. How many levels of conversation are there?




Module Four: Review Questions

4. The purpose of meet and greets is to and

meet as many people as you can during the time allotted.




Module Four: Review Questions

5. Having a for meeting and greeting people

is helpful.




Module Four: Review Questions

6. A possible strategy to adopt is the:




Module Four: Review Questions

7. What does the first M stand for in the Three M Approach?




Module Four: Review Questions

8. Meet means to introduce yourself and share some

information about




Module Four: Review Questions

dictates that you should remain focused on the

discussion.




Module Four: Review Questions

10. What are the four levels of conversation?
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MODULE FIVE

Dressing for Success

Understanding what is communicated through the clothes
you wear will help you develop a wardrobe that will
enhance your networking and public relations goals.




The Meaning of Colors

Courage
Confidence

Youth
Peace

Blue §

Security
Maturity




Interpreting
Common

Dress Codes

e \Wear casual pants or
skirts

e Button, polo shirt or
blouse

e C(Closed toed shoes




Deciding What to Wear

Environment

Attendees Reason




= The Meaning of Colors

lllustration 4

= |nterpreting Common Dress Codes

Practical N
Q_

= Deciding What to Wear




Module Five: Review Questions

1. Networking is a event, and how you

dress can help you make the best impression.




Module Five: Review Questions

2. what is communicated through the clothes you wear will help you

develop a wardrobe that will enhance your networking and public relations goals.




Module Five: Review Questions

3. The meaning of is important to know and

this should reflect in the clothes you wear.




Module Five: Review Questions

4. The colors you wear when networking could

a message you did not want to send.




Module Five: Review Questions

5. Each color has some basic meanings. What does Red

mean?




Module Five: Review Questions

6. What does White mean?




Module Five: Review Questions

7. What does Black mean?

| | |




Module Five: Review Questions

8. What does gray mean?

| | |




Module Five: Review Questions

9. The color you choose will depend on the

and type of function you are going to encounter.




Module Five: Review Questions

10. Which of these would not be appropriate attire for a

business event?







MODULE SIX

Writing

Great written communication will help you demonstrate
your value and ability to convey ideas.




Business Letters

Letterhead Inside address

Salutation Complimentary
close

Signature block
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Writing
Proposals

A proposal is a useful tool
iIn communicating your
ideas to decision makers,
inside and outside of your
organization.




/

Reports




Executive
Summaries

e Nature of the subject
e Essential points
e Decisions needed

e Alternatives with cost
and benefits




= Business Letters

Practical \Of_ = Writing Proposals

lllustration ‘s = Reports

= Executive Summaries




Module Six: Review Questions

1. Your communication leaves a lasting

impression on those who read it.




Module Six: Review Questions

2. Writing is a large part of your and should

be done well.




Module Six: Review Questions

3. Great written communication will help you

your value and ability to convey ideas.




Module Six: Review Questions




Module Six: Review Questions

5. The business is the most basic form of written

communication.




Module Six: Review Questions

6. There are basic elements to a business letter.




Module Six: Review Questions

7. These are the seven basic elements of a business letter:




Module Six: Review Questions

8. The inside address is the address of the :

| | |




Module Six: Review Questions

9. A is a useful tool in communicating your

ideas to decision makers in and out of your organization.




Module Six: Review Questions

10. The goal of the proposal is to a decision to

move forward into a project or purchase.
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A goal without a plan is just a wish.

Larry Elder



MODULE SEVEN

Setting Goals

Understanding how to formulate goals that are realistic and
achievable will help you network with results.




Understanding Goals

Your career

Retirement

Family goals




SMART
Goals

e Specific

e Measurable
e Achievable
e Relevant

e Timed




Helping Others With
Goal Setting

e You help to create a stronger network
e You may learn some new ideas

e You get to practice goal writing



= Understanding Goals

. = SMART Goals
lllustration 4"

Practical N
Q_

= Helping Others With Goal Setting




Module Seven: Review Questions

1. When networking and managing public , you should have clear and

measurable goals of what you want to achieve when networking.




Module Seven: Review Questions

goals could lead to missed goals and

frustration.




Module Seven: Review Questions

3. Understanding how to formulate goals that are

achievable will help you network with results.




Module Seven: Review Questions

4. In order to build great goals, you need a basic

understanding of all of the following except:




Module Seven: Review Questions

5. You can call a goal a dream with a




Module Seven: Review Questions

6. Goals state an expected or achievement.




Module Seven: Review Questions

7. Goals have to be planned and :

| | |




Module Seven: Review Questions

8. Goals have to be clearly :

| | |




Module Seven: Review Questions

9. Which is not a benefit to having clear goals?




Module Seven: Review Questions

10. Goals do not have to be confined to your




44
Television doesn’t make stars. It’s the written media, the

press, that makes stars.

Chevy Chase
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MODULE EIGHT

Media Relations

Managing media relations is another facet to networking.
Let’s see how you can leverage television in your networking
strategy.




Television

Seek out the
media

Respond
immediately




Print

If you choose to use a
magazine or newspaper
for your print media
resource, the consistency
of readers is easier to see.




Web Presence, Blogs &
the Internet

Once you have set up your blog, you can place
your Web page address on your business cards
and share the site with whomever you meet.




= Television

Practical \O/_ . Print

I"UStratiOn ‘s = Web Presence, Blogs & the

Internet




Module Eight: Review Questions

media relations is another facet to

networking.




Module Eight: Review Questions

2. To leverage networking, you may want to an

environment that can get you on a television news program.




Module Eight: Review Questions

3. There are steps to prepare and get your message

on television.




Module Eight: Review Questions

| | |




Module Eight: Review Questions




Module Eight: Review Questions

6. Unlike television, print media is easier to




Module Eight: Review Questions

7. Print media typically has a more consistent

readers than say the Internet.




Module Eight: Review Questions

8. Print media can be very




Module Eight: Review Questions

9. The IS an inexpensive method in getting your

message out to an endless audience around the world.




Module Eight: Review Questions

10. Setting up a is another easy tool.
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Chinese Proverb



MODULE NINE

Issues and Crisis Communication

Planning

Having a plan before a crisis occurs will help you take better
control of the situation and project confidence to your
audience.




Gauging the Impending
Crisis Level

What happened?

Why did it happen?

What are the ramifications?




Providing
Feedback
and Insights

e Research
e Understanding

e Neutral point-of-view




How Information Will
Be Distributed

e Parties to contact.

e Method of contact (ex. email, letter, phone or
in person).

e |Information to be communicated.




Tracking
the Overall
Effect

e How the data was
found

e Name of the source

e Popularity of the
source




= Gauging the Impending Crisis Level

Practical <l = Providing Feedback and Insights

- = How Information Will Be
Distributed

lllustration 4

= Tracking the Overall Effect




Module Nine: Review Questions

1. At times, you may be confronted with a pressing issue or




Module Nine: Review Questions

2. Having a before a crisis occurs will help you

take better control of the situation.




Module Nine: Review Questions

3. You must learn to the crisis level.




Module Nine: Review Questions

and insight.

4. You will need to provide




Module Nine: Review Questions

5. You will have to decide how will be

distributed.




Module Nine: Review Questions

6. Being caught off guard will leave you

contribute little value to the situation




Module Nine: Review Questions

7. Once you gauge the , you are able to

determine action.




Module Nine: Review Questions

8. Providing feedback and on a crisis is a delicate job, but doing it right

will increase your credibility, allowing you to meet more people and increase your
network.




Module Nine: Review Questions

9. The key to giving good feedback and reliable insight is to be

about the crisis through quick data gathering.




Module Nine: Review Questions

10. When a crisis occurs and you have gauged the situation, begin using the

technique so you can gain the information you need to formulate an
assessment and provide clear insight.




/A .
P Social networking sites like MySpace, Friendster and Facebook
*  have literally exploded in popularity in just a few short years.

Mike Fitzpatrick



MODULE TEN

Social Media (The PR Toolkit)

Understanding the various types of social media outlets will
help you formulate a strategy that can employ one or more
of these tools.




Blogs

Blogs provide a way for a person with little
technical skills to create a webpage and share
information with little training and expense.




Wikis

There are large wiki 7 | — S T i
communities out on the = A LB

Web and they are mostly & St 77y
freetouse. Thisisagreat = == ?
way to expand your “
network.




Podcasts

If you are able to create videos or audio files
and make them downloadable files, then you
can create podcasts.




Social
Bookmarks

Social bookmarking is a
way for you to organize
these links onto a
Webpage and share it
with others.




RSS Feeds

Websites that offer this feature usually have the
RSS symbol, that when clicked, adds it to your
web browser as a feed.
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= Blogs
= Wikis

lllustration 4

= Podcasts

Practical N
Q_

= Social Bookmarks

= RSS Feeds




Module Ten: Review Questions

1. Social is a powerful tool that can increase the

scope of your network greatly.




Module Ten: Review Questions

2. the various types of social media outlets will help

you formulate a strategy that can employ one or more of these tools.




Module Ten: Review Questions

is short for a weblog, which is a journal made

available on the Internet.




Module Ten: Review Questions

4. The journal is in order and the blog could

contain pictures and other media for sharing.




Module Ten: Review Questions

5. A blog is a powerful tool for :

| | |




Module Ten: Review Questions

6. Blogs provide a way for a person with little technical skills to create

a and share information with little training and expense.




Module Ten: Review Questions

7. The blog is a relatively easy system to use.




Module Ten: Review Questions

8. Blogs, Wikis, Podcasts, Social Bookmarks, and RSS feeds

are all examples of social media




Module Ten: Review Questions

9. You can easily share your blog address with others and

they can view your ideas in detail from the comfort of their computer.




Module Ten: Review Questions

10. Blogs can past posts into month categories

or topics.




 Comm

— John Powell




MODULE ELEVEN

Employee Communications

Increasing your effectiveness with employee
communication will help reinforce your network and

leverage the word-of-mouth power your employees have,
to your benefit.




Verbal Communication

Verbal communication is the art of being able to
say something with the fewest words possible.




Non-Verbal
Communication
Skills (Body
Language)

e Static Features

e Dynamic Features




Email Etiquette

e Avoid using email to write a long letter.

e Avoid getting straight to the point in your
email.

e Do not use shorthand or text messaging
~g=amm———s abbreviations in your emails.
P

a_-:hgd.unnngg




Negotiation
Skills

That company you just
negotiated with could be
a place you might want to
represent in the future.




Making an Impact

Be a listener

Be a seeker of feedback

Be ever enthusiastic about other people




= \Verbal Communication

= Non-Verbal Communication Skills

Practical \O/_ (Body Language)

"lUStration 4™ = Email Etiquette

= Negotiation Skills

= Making an Impact




Module Eleven: Review Questions

to your employees is a crucial part of your

network.




Module Eleven: Review Questions

communication to your employees could

lead to uncontrolled negative message about you.




Module Eleven: Review Questions

3. your effectiveness with employee communication will help

reinforce your network and leverage the word-of-mouth power your employees
have to your benefit.




Module Eleven: Review Questions

communication is the art of being able to say

something with the least words possible.




Module Eleven: Review Questions

5. Keeping your verbal communication and

simple, makes you a better verbal communicator.




Module Eleven: Review Questions

6. When communicating verbally, your choice is

Important.




Module Eleven: Review Questions

7. What does the acronym kiss stand for?




Module Eleven: Review Questions

8. Having of how non-verbal communication

works is essential.




Module Eleven: Review Questions

9. There are basic categories of non-verbal

communication.




Module Eleven: Review Questions

features are those that deal with aspects like

distance and posture.




MODULE TWELVE

Wrapping Up

Although this workshop is ending, we hope that your
journey to improve your networking, Media, and Public
Relations skills is just beginning.




TNy

Words From the Wise

The successful networkers |
know, the ones receiving
tons of referrals and feeling
truly happy about
themselves, continually put
the other person’s needs
ahead of their own.

- Bob Burg

Informal conversation is
probably the oldest
mechanism by which
opinions on products and
brands are developed,
expressed, and spread.

- Johan Arndt

Experience is not what
happens to a man; it is what
a man does with what
happens to him.

- Aldous Huxley
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