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A. IDENTIFY YOUR CONTACTS 
Identify a professional in a field, location, or organization of interest to you. Write 
down your list of contacts, which may include people from: 

✓ Referrals from family, neighbors, co-workers, clients, professional organizations, place of 
worship, sports team, hobbies, or the guy next to you in the grocery line 

✓ UGA Alumni Directory in the Online Community at www.uga.edu/alumni 
✓ LinkedIn (UGA Alumni) - https://www.linkedin.com/school/university-of-georgia/people/ 

 
 

 

 

 

 

 

 
 

 

 

 

 

 

 
 

 

NETWORKING MEETING 
An Informational Meeting or Networking Appointment is an opportunity to spend 
time with someone who is a professional in a career field of interest to you. It can 
help you build your network, tap into the hidden job market, and learn about a 
specific company. Respect that person’s time and energy. Remember that 
informational meetings are NOT a sneaky way to ask for a job! 

FOLLOW THE ABC’s OF THIS PLAN FOR SUCCESS! 

http://www.uga.edu/alumni
https://www.linkedin.com/school/university-of-georgia/people/
https://www.linkedin.com/school/university-of-georgia/people/
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B. IDENTIFY YOUR PURPOSE 
Will they really take time to talk with me? YES! Most professionals are honored to share their 
experience. Be clear about what you want from your meeting with them. Specifically, what 
information can they provide to assist you? If you can’t articulate what you want from them, they 
won’t be able to help you. Write down your purpose for contacting this person or scheduling this 
meeting. 

 
 
 

 

 

 

 

 

 

 

 

 
 

 
 
 

The right approach: 
My friend works in fundraising for Children’s Healthcare of Atlanta (CHOA.) I’m an IT specialist in 
network security who is trying to transition out of a corporate culture into non-profits.  I want to 
meet with my contact for these reasons: 

✓ Can she refer me to a CHOA contact in network security? 
✓ What can she tell me about her experience in a non-profit culture? 
✓ How might CHOA compare with some of the other non-profits I’m considering? 

Why this works: 
You are clear about what you want to discuss with your contact. You are not trying to get your 
contact to hire you, and you are specific about what you want to accomplish. 

 
The wrong approach: 
I want to work for Children’s Healthcare of Atlanta, so I’m going to call my contact at CHOA and 
ask them if they are hiring. 
Why this doesn’t work: 
People become guarded and defensive when you ask them to help you find a job. They may not 
have the authority to hire, the information to guide you, or the interest/time/energy to support 
you. See the next page for the 4 most common reactions from people who are unwilling to meet 
and how to handle them.
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How to Handle 4 Common Roadblocks in Networking 
[Excerpt from The Play of Your Life by Colleen Sabatino, pages 185-186.] 

 

 

1. When people say, "I do not have time," they are feeling stressed by so many other 
priorities and do not see your request for information as a priority. Make yourself very 
accommodating to their schedule, suggesting several meeting dates that are a week, 
two weeks and even three weeks out. Suggest meeting at their office or before work for 
coffee at a convenient location on their way to work. Clarify that you will respect their 
time and only need 15H20 minutes. 

 
2. When they say, "I do not think I can help you," they are concerned that you are 
requesting help in finding a job, which they are uncomfortable doing. Let them know 
that you called them simply because they are in the industry that you are currently 
exploring and want to obtain their opinion of the marketplace from an insider 
perspective. Use a qualifying statement to clarify your intent. 

 
You might say, "Perhaps you cannot help me. I am interested in talking to someone with 
experience in (profession/industry). My research produced your name as someone who 
fits that criteria. Are you not in this (profession/industry)?" If they say they are but they 
are still not sure how they can help you, followHup by stating that you are researching 
the industry and have developed a list of 10 questions that you would like to discuss 
with them. Note that you will only require 15 minutes of their time and will meet at 
their convenience. 

 
3. When people say, "You must be looking for HR; I do not hire people," they think you 
are calling them for a job. Redirect and say you apologize for misleading them. You are 
not looking to meet with them about a job; you are calling them to request help with 
your research. 

 
4. When people say that organization policy does not allow them to discuss the current 
organization situation with people outside the organization, apologize for the 
misunderstanding. State that you certainly respect their privacy and you are not seeking 
any proprietary information. Rather, you are looking to discuss the general profile of the 
industry and the professional advice they could share based on their experience. 

 
Most people are willing to offer their advice, opinions and feedback, but if they feel 
you are asking for a job, they are likely to use these excuses to avoid feeling pressured 
to do something they may not feel compelled to do or able to do. 
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C. CONTACT THE PROFESSIONAL TO ARRANGE A MEETING 
 

Use a script! Answer the question, “Who is this person and why are they calling me?” 
The most successful salespeople use a script that works for them and they stick with it! 

 
1) Explain who you are 

 
Provide a BRIEF introduction of yourself for the professional. State your name 
and any identifying information. 

 
2) Tell them how you found them 

 
✓ John from IBM suggested that I reach out to you… 
✓ I discovered your profile on LinkedIN when I was searching for other urban 

planners, and I was excited to see that you are also here in Atlanta… 
✓ I was researching ChickHfilHA for other UGA grads and came across your name… 

 
3) Why are you calling—what do you want to discuss 

 
Tell them you would like to schedule an appointment or a meeting. Identify 
what you hope to get out of a meeting with this person (Refer to your purpose) 
Tell them how much time you need and how you want to meet. 
Make it clear that you are not coming to them asking for a job. 

 
Once the date has been established, verify the specific address, location, date, and time 
before you hang up. WRITE YOUR SCRIPT: 
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TELEPHONE SCRIPT SAMPLES: 
Use these pieces as a model; adapt them and make changes that work for you. 

 
Hello, my name is  . I was given your name (or found your name) by 
  . 
I am interested in learning more about the field of  (or your position 
as  ). 
Is this a good time for me to try to set up a meeting with you or someone on your staff? 
(If not), when would be a good time for me to try to call you back? 
I would like to meet with you for about a half-hour at your convenience. Would you be 
available to speak to me (during the week of  )? I can call you at this 
same number unless there is another number you prefer for me to call. 

** 
Hello, my name is  . I’m conducting career research in your 
field. I would like to meet and talk with you for about 30 minutes so that I can find out 
more about your field of expertise. 

** 
Because of the outstanding reputation of your company, and its leading position in 
corporate security, your advice would be most valuable to me at this time. I can meet 
you at your office first thing Wednesday morning. It would be my pleasure to bring the 
Starbucks coffee as you start your day, and I will be sure to take no more than 30 
minutes of your time. 

** 
I have no expectations that you have a position at XYZ Corp. for me. Your comments and 
advice about the future prospects in the industry as a whole are what I would like to 
discuss. Would you be willing to meet with me, and when would be the best time for 
me to visit you at your office? 

** 
Your reputation as a civic leader, often quoted in local publications, has prompted me to 
seek out information about your background and career history. May I take you to lunch 
at (location) on (day) to learn more about your experience? 

** 
As one of the top executives in the field of  , your expertise in what it takes to 
succeed in your industry must be sought often. Would you meet with me to give me the 
benefit of your guidance? 

** 
You’re in a line of work that I’m interested in, and I was hoping that you could help me 
gain insights into the profession. I’m sure that my questions could be answered in a 20H 
30Hminute informational meeting.  I would like to arrange a phone appointment next 
week, and I can call you at this number. What works best with your schedule? 

** 
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D. MEET! 
 

Take Notes! Pretend you are a reporter. You don’t need to write down everything, but 
there may be names, phone numbers or other information that you may want to 
remember. 

 
Be enthusiastic and show interest. Engage in an informal dialogue. Be positive in your 
remarks, and reflect a good sense of humor. You’re not there to complain about your 
job search. 

 
This is not about YOU! Be direct and concise with your questions and answers and do 
not ramble. Share your story as appropriate, but stay focused on why you are there and 
respect the professional’s time. 

 
The most important thing is to emphasize that you are simply trying to get firstHhand 
information, and whatever they share with you will be appreciated. 

 
Look the part! Have good eye contact and posture. Good grooming and business attire 
help give a very positive impression that you take this seriously and respect them. 

 
Show up with 10H15 prepared questions.  Write yours here.  Use the next page for ideas. 
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NETWORKING QUESTIONS 
• What associations have you been involved with over the years? Do you know who 

the current association director is or how to find that information? What did you get 
out of the membership? 

• What recruiters have you used in the past? 
• Who would you say has been a mentor to you in the profession/industry? 
• Who would you say are the real mavericks within the field? 
• What previous companies have you been involved with? How do they compare to 

where you are now? 
• Is XYZ organization involved with any specific cause in the community? 
• Where can I get a list of the board of directors? 
• Who are the major players within the organization/industry/profession? 
• What are the organization’s major initiatives? 
• What are the organization’s strengths? 
• What industries are similar? 
• Who are the organization’s competitors? 
• What vendors does the organization utilize for complementary services/products? 
• What is the organization’s culture? 
• What advice would you give someone exploring opportunities within this 

profession/industry? 
• Who do you most respect within this organization/profession/industry? 
• What trade journals/periodicals/subscriptions are relevant within this profession/ 

industry? 
• What do you wish you had known about the organization/profession/industry 

before getting into it? 
• What part(s) of my resume need(s) changed in order to better reflect how my skills 

apply to this organization/profession/industry? 
• What is the most/least rewarding aspect of your job? 
• What is a “typical” day like? 
• What is the most common career path? How did you get started in this field? 
• What obligations does your work put on you outside of the actual job? 
• What are some lifestyle considerations for this career field? 
• What kind of individual (skills/personality) would be best suited for these positions? 
• What are the most important factors used when hiring? 
• What is the best educational preparation for a career in this field? 
• How high is turnover? How does one move within the organization? 
• How do people find out about open positions in this field? 
• What is the future outlook for this career? 
• Who else do you recommend I talk with, and may I have permission to use your 

name? 
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E. FOLLOW UP & STAY ORGANIZED 
 

Suggest a follow-up conversation by phone, face-to-face, or by e-mail. 
Close by thanking the contact for his or her time 

 
Immediately after the meeting, find a quiet place to sit and write down all of the 
answers to the questions that you asked. Jot down information about any follow-up 
activities that were discussed or names of other professionals to contact. 
Write ideas and any other questions this meeting raised. 

 
Within 24 hours, send a handwritten thank-you note to the professional. 
Preserve the staying-power of your network! Don’t limit your thank-you letters to those 
contacts with whom you met face-to-face. Instead, acknowledge the assistance of 
everyone who was instrumental in your network. Your consideration will reinforce the 
positive impressions made during your contact and present you as organized and 
attentive to detail. 

 
Let them know when you follow through with anything you discussed or when you meet 
with any of the people they recommended. Keep them in the loop! This is a nice way to 
stay connected, especially because you are informing them and not necessarily asking 
for anything. 

 
Keep a spread sheet of your contacts and leads. 

 
Contact Name Meeting Date Follow up 

Date/Method 
Follow up 
Date/Method 

Referrals/To-
Do 

     

Joe Prince 4/24 5/5 emailed  Connie Blast 
Connie Blast     

     
     
     
     
     
     



 

 

Sample Email Networking Strategies  
 

Scenario 1: Someone has referred you to a contact that could be helpful in your job search. 
How do you reach out them? What do you say? 

• Keep it short. 
• Make it personalized. (How did you find them, why did you choose them?) 
• Be clear about the next step. (Will you call or email? When?) 
• Always include your contact information. 
• Always follow up. 

 
Just because you do not hear back from them does not mean that they do not want to talk with 
you! \The follow up can make all the difference and shows them that you are responsible and 
will do what you say you will do. 

 

  Reaching out via LinkedIn research or alumni connection  
 

(Insert their name) I came across your profile on LinkedIn and noticed we have a few things in 
common, including our time at UGA and a shared interest in Habitat for Humanity. I am 
interested to hear about your experience at ABC Company as I am currently investigating 
opportunities in the same industry. Are you available to connect by phone this week or schedule 
a time to talk? I would appreciate your insight and look forward to connecting 

 
Sincerely, 
(Your Name) 
Your Phone Number 
Your e-mail address 

 
 

Dear (Insert their name), 
My name is (Insert your name), and I am a fellow Terry MBA graduate (’04) who found your 
information in the UGA alumni directory. May I have 20 minutes to ask you about your 
experience with IBM? I am trying to learn more about marketing careers at technology 
companies in North Carolina, and your insights would be very helpful. 
If we are unable to connect by email, I’ll contact you next week by phone to schedule a 
convenient time to talk. 
Thank you for your time, 
(Your Name) 
Your Phone Number 
Your e-mail address 



 

 

  Asking for a referral to another person in LinkedIn  
 

(Insert their name) -hello. We haven’t spoken in a while, but I hope all is well with you and your 
family. I noticed in LinkedIn that you are connected to Bill Thomas, VP of Sales at ABC 
company. I was recently downsized at my company and would be grateful for an active 
introduction to Bill.  Would you be willing to help me connect with him?  Perhaps we could 
meet up over coffee to catch up first. Let me know what works for you. Thanks in advance for 
your help. 

 
(Your Name) 
Your Phone Number 
Your e-mail address 

 
 

  Forwarding a resume on behalf of a friend to a personal network  
 

Hello! I hope you and yours are having a great summer. 
 

My dear friend, (insert name), is in the process of moving back to Atlanta from Austin, Texas. 
As you well know, gainful employment makes these moves much easier, so she is on the job 
trail. 

 
In an effort to help her get her resume in front of some of the best and brightest I know, I am 
attaching it here for your review and consideration. 

 
Highlights from the attached: 

 
• Legal professional; received her J.D. with honors from [school] in 2009. 
• Graduated magna cum laude from [school], where she received dual degrees in Spanish 

and American History. 
• Before law school, she was awarded a Fellowship at the [foundations]. 
• An Atlanta native, she graduated from Westminster. 

 
If there are no openings at your company, I would appreciate it if you would please consider 
sharing with any of your legal friends, parents, acquaintances, neighbors, etc. 

 
Thank you in advance for any and all help you can provide, we truly appreciate it. 

 
Her contact information is at the top of the resume, but please let me know if you have any 
questions. 
Regards, 
Name 
Mobile: 404-555-5555 



 

 

Scenario 2: So, you have already talked or met with someone. 
How do you stay on their radar without being too pushy? 

• A monthly check-in email can keep them posted on your situation without demanding a 
response. 

• Keep it short. 
• Keep it positive. 
• Make it personalized. (Remind them about your situation and your skills.) 
• Always include your contact information. 

 
 

  Follow up message for monthly check-in  
 

I wanted to thank you again for the encouragement and support you gave me as we connected 
during my job search this past year (my company closed last December). Although I am still 
looking for a job in the Atlanta area, I know I will find it and have had a lot to be grateful for 
during my journey to it. One major gift was that I had time to handle things for my dad, who had 
some major health issues this year and is doing better now. 

 
Just in case you happen to hear of anything that might be a fit for me, I'd love to use my 
communication and organization skills to make a difference in some area connected to education, 
health and wellness, or safety, but I'm open to possibilities. (I like helping people connect to 
information and resources, coordinating activities, and monitoring compliance.) 

 
I love sharing great resources, and here are several TED talks that are my current favorites: 
[links] 

Warm wishes for a safe and happy holiday season! 

(Your Name) 
Your Phone Number 
Your e-mail address 
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