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Diligence is the  
mother to good luck.

B e n j a m i n  F r a n k l i n
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Preface
Everyone knows that networking is important to long-term business 

success. The networking process itself, however, can be confusing. 

Learning effective networking techniques will help you develop 

relationships that will benefit you both personally and professionally.



Networking is an essential 
part of building wealth.
A r m s t r o n g  W i l l i a m s





8 The Art of Networking with Clients and Suppliers

C h a p t e r  On  e

The Benefits of 
Networking 
Outside of Work
The term “networking” is frequently tossed around the business world. 

It is easy to talk about networking, but implementing it is another matter, 

particularly when you have to go beyond the confines of the workplace. 

Fortunately, you will improve your networking skills when you create a 

solid network and position yourself for success. Networking outside of 

your company takes time and energy, but the reward is certainly worth 

the effort.

Create a Solid Network

Creating a solid network requires you to make connections. It is not enough 

to simply meet people; you need to meet the right people, people who 

are likely to develop a professional relationship with you. This requires you 

to search for connections carefully.

Where to find possible connections:

•	R eferrals: Ask friends, peers, or family to introduce you to like-

minded people. You never know who you might meet.
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•	 Join groups: Professional societies offer numerous opportunities 

to meet new people and make connections.

•	A ttend events: Networking events can be intimidating, but they 

are essential. You may not make useful connections at every 

event, but you will not make any connections staying home.

Meet Strategic Alliance Partners

Strategic alliance partners are made when two companies work together 

on a joint venture. The partnership may be formal or informal. When 

two separate businesses begin to work together, however, tension is 

inevitable. This is why you need to carefully screen potential strategic 

alliance partners.

This is where networking is indispensable. Since strategic alliance 

partners need a mutually beneficial working relationship, so you need 

to get to know your partners ahead of time. You may choose to partner 

with someone you already know or work with someone new. There are 

strategic alliance partner networking groups to help you make valuable 

connections. Like any connection, you need to consider the characteristic 

that you need in a partnership before you look for one. What strengths 

do you need to see? Build relationships and make a list of contacts you 

would be interested in partnering with in the future, and meet with them 

to assess interest.
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Generate Leads

Networking is invaluable when it comes to generating business leads. 

People are always more comfortable doing business with individuals they 

know and trust. You can generate leads from networking events as well 

as from social networking sites. We will go into more detail about the 

methods later. Networking to generate leads is time consuming, but it is 

very effective.

When using networking to generate leads, your focus should be on 

offering value and selling yourself. Meet with different prospects. After 

meeting individuals who may become leads, follow-up and connect with 

them. As you build relationships, you will develop new leads.

Position Yourself

Networking can be used to help you position yourself in your industry. 

People will contact you once you build a reputation as a reliable expert. 

Your reputation will develop as people in your network share your strengths 

as well as the strengths of your company. For example, your network 

may share an expert article that you write. As the article is shared, you will 

gain exposure, and your reputation will grow.

Practical Illustration

Helen is attempting to build a solid network. She goes to every function 

to meet new people, and she collects business cards from everyone she 

meets. After three months, her network has not grown as it should, and 
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she is not sure that the members of her network are very close. Jenny, 

on the other hand, feels that her network is strong. She only makes 

connections when she feels that a relationship will be beneficial to both 

parties. She also relies heavily on referrals to grow her network. After 

the same three months, Jenny has noticed that it has become easier to 

generate leads.



If you find a path with 
no obstacles, it probably 
doesn’t lead anywhere.

F r a n k  A .  C l a r k
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C h a p t e r  Tw  o

Networking 
Obstacles
Like any other endeavor, you will run into obstacles when you network. 

When you are aware of the common obstacles ahead of time, you are 

more likely to avoid them or address them correctly. Common obstacles 

to avoid include time constraints, fear of rejection, networking in the 

wrong places, and saying the wrong thing.

Time Constraints

Networking requires the consistent investment of time and energy. The 

normal time constraints of everyday life can quickly become an obstacle. 

To avoid this obstacle, it is important that you make networking a priority 

and schedule for it. The time that you set aside to meet and follow-up 

with contacts needs to be realistic. You will never attempt to invest the 

necessary time if your schedule is ridiculous. No one has hours to invest 

every day. For example, schedule 30 minutes each morning to send 

emails and make phone calls. Failure to invest the necessary time will 

damage your relationships as well as your networks.
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Saying the Wrong Thing

People often say the wrong things in social settings. A misplaced word 

or phrase can have disastrous effects on your network. The best way to 

address this obstacle is to speak carefully. Prepare yourself before every 

meeting. Make a list of topics to avoid and topics that are suitable, and 

stick to it. While you are in a social setting, mind your manners.

•	 Avoid alcohol: Drinking too much can result in questionable 

behavior

•	 Do not criticize: Overly critical attitudes will affect you negatively

•	 Be courteous: Treat everyone, even the competition, with courtesy

Unfortunately, miscommunications are inevitable given enough time. If 

you accidentally say the wrong thing to someone, apologize immediately.

Where to Go to Network

People are often confused about where they should network. A common 

obstacle is limiting network locations. Someone who only networks on 

social media will lose the opportunity to connect in person. The same is 

true for only meeting people in person. Another obstacle is networking in 

the wrong location. While it is important to make sure that you do not limit 

your networks, you should make sure that you choose networks that relate 

to you and your goals. For example, joining professional associations that 

focus on your interests and goals. This will provide you with a useful pool 

of connections. The same holds true for social media networking.
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Fear of Rejection

Encountering rejection is inevitable when you are networking. Sometimes 

the fear of rejection will become an obstacle. Fear is a stifling emotion, 

which can lead to the failure to try. It is possible to be controlled by fear 

and not even know it. A sign of fear is avoidance. People will make 

excuses to avoid unpleasant tasks. If you find yourself making excuses 

about networking, consider the motivation behind the excuses.

Practical Illustration

Tim is Mary’s supervisor. He encourages Mary to expand her social 

network. He gives Mary a list of organizations to join and recommends 

a few social network groups. A month later, he follows up with her and 

learns that she has not made any new connections. When he asks her 

why, she responds that she was too busy to put in much of an effort. He 

invites her to go to a networking lunch with him the following day and 

notices that she looks pale. She tells him that she believes she will have 

to work through lunch the next day. He responds that he is her supervisor, 

and he is ordering her to come with him. She sighs and tells him not to 

expect too much.



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

A l a n  C o l l i n s





19The Art of Networking with Clients and Suppliers

C h a p t e r  T h r e e

Networking 
Principles
There are four basic networking principles that can help guide you as 

you expand your personal and professional network. Developing new 

contacts, organizing contacts, following-up, and building relationships 

will lead to a stable network of connections on which you can rely.

Develop Contacts

Developing contacts sounds easy, but the first step is often the hardest. 

At this stage, it is important that you meet people. Meeting people 

requires the practice of interpersonal skills. When you do meet people, 

whether in person or online, avoid launching into sales pitch. You sell 

yourself by meeting their needs, not by talking about yourself incessantly. 

A contact who is interested in you will provide you with his or her contact 

information.

Tips to Make Contacts:

•	 Listen

•	 Be polite

•	 Find common interests
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Organize Your Contacts

Collecting contact information alone will not help build your network. If you 

want to build a strong network, you will need to organize your contacts. 

This will help you keep better track of them.

Organization:

•	 Central location: List all of your contacts and their information in 

a central location. You can use any method you choose: Outlook, 

phone, address book, spreadsheet, etc.

•	 Categorize: It is important that you categorize your contacts. 

The way you do it is up to you. For example, you could label 

customers separately from peers.

•	 Make notes: Once you have categorized your contacts, make 

notes. For example, you could note the last time that you spoke 

with the contact along with the topic.

Follow-Up

Following up with contacts is essential for building a strong network. 

Follow-up requires you to provide individual attention. Mass emails are not 

sufficient to establish relationships with contacts and grow a network. It is 

important that you follow-up with people quickly. A general rule of thumb 

is to follow-up with new contacts within 24 hours of the first meeting. 

After this, it is useful to follow-up with contacts at least once a month. If 
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you fail to follow-up with contacts in a timely manner, they are not likely to 

remember their earlier conversations with you.

It is important to know when a contact is not interested in becoming part 

of your network. If a contact does not respond to you after three attempts 

to follow-up, move on and focus your energy on other people.

Maintain Relationships

Over time, you will build relationships with your contacts. You need to 

maintain your relationships with your contacts. If you do not focus on 

maintenance, your network will slowly fade. There are a few steps that 

will help you maintain relationships:

•	 Communicate regularly: Connect with contact regularly, even 

after you consider them part of your network. Call, text, email, or 

use social network; make an effort to communicate.

•	I ndividual attention: This advice is given to help develop 

contacts, but it is as equally important after a contact is made. 

Let each contact know that he or she is valued.

•	L imit your network: It is not possible to give thousands of people 

individual attention. Limit the size of your network so that you will 

be able to maintain relationships with everyone.

Practical Illustration

Jeff decides to follow-up with George after meeting at a Young Professionals 

function. He sends George an email the next morning, and they meet for 
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lunch a few weeks later. Jeff feels like the relationship is progressing well. 

After six months, Jeff becomes focused on expanding his network even 

further. Jeff goes two months without contacting George. When he finally 

does contact George, George does not respond at first. When George 

finally does respond, it is distant. He agrees that they should meet, but he 

will not commit to a specific date or time. George does not understand 

why Jeff has lost his enthusiasm for the relationship.



It’s all about people. It’s 
about networking and 

being nice to people and 
not burning any bridges.

M i k e  D av i d s o n
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C h a p t e r  F o u r

Why Network
There are various reasons to network. Networking affects your reputation 

and your social circle. Engaging in networking can result in jobs, 

partnerships, and support. The benefits include an increase in trust and 

visibility. Networking can also provide an inside advantage when it comes 

to your professional and personal life.

Gain Trust

When done correctly, networking helps people gain trust. The more 

people trust you, the more likely they are to want to do business with 

you. There are a few steps that anyone can take to gain trust from 

contacts. These steps are common sense, but their importance cannot 

be overemphasized.

Gaining Trust:

•	 Be honest: Trust is easily gained when people have a reputation 

for being honest and sincere.

•	A ct with consistency: This requires acting with integrity at all 

times, even when no one is watching.

•	 Be helpful: Remember that it is your goal to meet contacts’ 

needs. Develop a reputation for being helpful.
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Be Visible

Networking can help increase your visibility in the market place, where it 

doesn’t hurt to stand out. Job listings tend to draw piles of applicants, and 

many of them are qualified. In this competitive atmosphere, it is essential 

that you stand out from the rest. There are a number of ways to increase 

visibility. Your circumstances will determine which actions will be effective 

for you.

Increase Visibility:

•	 Volunteer

•	 Speak at events

•	 Write content

•	 Share expertise

•	 Ask questions

•	 Share news (blog, social media, newsletters, etc.)

Be an Insider

Networking can help make you an insider. People in your network will 

be able to guide you to new opportunities. Remember that not every job 

you want will be advertised. The right connections can provide you with 

insider opportunities. If a connection feels that you would be perfect for a 

job, he or she will recommend you. You may be offered it before it is ever 
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posted. You should expect to do the same for your contacts should the 

opportunity present itself.

Gain Advantage

Networking will help you gain an advantage as your visibility increases. 

You will be able to stay in the forefront of the decision makers’ minds. 

There are steps to take to ensure that you will have a positive relationship 

with the decision makers:

•	 Dress appropriately

•	 Watch your tone and body language

•	 Be helpful

•	 Be engaged (at work and in the community)

Practical Illustration

Alex was very pleased with his networking. His visibility was growing in 

the company, and he was developing a reputation as an expert in his 

field. He had his sights set on becoming head of the department. He just 

needed Jeremy’s endorsement. Jeremy respected Alex’s ability, but he 

felt that Alex made a poor impression in other ways. Alex always looked 

sloppy. His clothes were disheveled, and he frequently slouched. Jeremy 

was not sure that Alex made the impression that would be necessary for 

a successful department head. Alex was already doing excellent work at 

his current role, and Jeremy chose to keep him in the same position for 

a little while longer.



Network marketing 
is based purely on 

relationship selling,  
which is the state of  
art in selling today.

B r i a n  T r a c y
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C h a p t e r  F i v e

How to Build 
Networks
It is important to consider the different ways to build networks and engage 

in the different methods of networking. There is physical networking, 

which includes networking events. Social networking sites and network 

referral lists are also beneficial in building strong networks.

Physical Networking Groups

Never underestimate the importance of physical networking. We are 

more likely to remember people we meet in person. There are a variety of 

physical networking groups, and you will be able to choose the ones that 

you feel are best for you.

Common Networking Groups:

•	 Community service clubs

•	 Professional associations

•	 Business organizations

•	 Social organizations

Physical network groups are very useful when making new contacts and 

developing relationships.
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Attend Networking Events

Physical networking groups will result in the need to attend networking 

events. It is important to carefully choose the events you attend. Attending 

too many events will cost you your focus. Once you choose the event, 

there are some steps that you can take to improve your networking 

success. First, you need to work the room, do not limit your socialization 

to people you know. Make sure that you speak to at least one person you 

do not know.

Be prepared to talk about relevant topics in an educated way. Gauge 

conversations carefully. If you are not connecting with someone, excuse 

yourself. Additionally, do not cut a useful conversation short just to meet 

new people.

Social Networking Sites

Love it or hate it, the internet has changed the way that people communicate. 

Social networking is an essential method of communication. There are 

a number of different social networks to examine. We will examine the 

main three sites (Facebook, Twitter, LinkedIn) later. Other popular social 

networking tools include:

1.	 YouTube

2.	 Pinterest

3.	 Tumblr

4.	 Instagram

5.	 Google+
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Create Networking Referral Lists

Once you have established contacts, it is a good idea to consider creating 

referral lists. This list should be made up of trustworthy people you can 

benefit from and who can benefit you. The people on the list are typically 

linked to your area of expertise either directly or indirectly. For example, 

a lawyer who specializes in your field could be included on the list. When 

you place people on the referral list, you are willing to refer others to 

them. This will have an impact on your reputation, so it is essential that 

you choose people you trust. Before creating a referral list, it is a good 

idea to consider the type of positions you want to include in your referral 

network.

Practical Illustration

Hannah accompanies James to a networking event. James made several 

contacts at the last event, and Hannah was hoping to do the same. 

Hannah spent the evening following James. He introduced her to a few 

people, but she stayed on the periphery of the conversation. A few times, 

James left to meet new people, but Hannah did not follow him. She was 

uncomfortable with the situation. By the end of the night, James made 

two new contacts, Hannah, however, made none.



Wikis and social 
networking are just tools.

J i m m y  W a l e s
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C h a p t e r  S i x

Online Networking 
Tools
Various online networking tools are available for your use. Given the 

number of networking tools available, you are sure to find something 

that will help you build and maintain your network. Internet tools that are 

commonly used include: social networks, blogs, chat rooms, and email. 

Each one of these tools will make your connections in cyberspace easier 

to monitor.

Social Networks

Facebook, LinkedIn, and Twitter are the three networks commonly used 

in business. Each one has its own strengths.

Facebook

Although it was originally created for college students, Facebook is now a 

tool that many business professionals use. The site allows users to upload 

comments, images, and video. You connect to people on Facebook when 

you make friend requests that are accepted. Friending people gives you 

access to their profiles.
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Twitter

Often called a microblog, Twitter provides brief communication. You 

upload tweets, but they are limited to 140 characters each. You connect 

to other people by following them, and they can follow you. Most of 

the communication is public. You can label conversation topics using 

hashtags.

LinkedIn

LinkedIn is a professional social network. Like a resume, profiles include 

areas of expertise and work history. Once you link with professional 

connections, you can publically endorse them, and they can endorse 

you.

NOTE: Do not post anything on social media you do not want shared. 

With each social network, you run the risk of over sharing. If you have any 

doubt that something is inappropriate, do not post it.

Blogs

A blog provides a platform that allows you to showcase your expertise 

and attract contacts. Blogs are useful networking tools because entries 

can be shared. The comment section also allows you to communicate 

with connections.
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Tips to Networking with Blogs:

•	 Limit post to topics that you are comfortable with

•	 Link blog posts to social media and other sites

•	 Begin a dialogue by commenting on blogs written by other people

•	 Share your connections’ blog posts

•	 Interview contacts as experts for your blog

Chat Rooms

Chat rooms require more direct interactions than most social networks 

do. Many chat rooms are online meeting places where people discuss 

different topics. They are helpful for making contacts because most of 

the people you meet in chat rooms will share your interests. There are 

numerous chat rooms available to join. You simply need choose one that 

has a topic you are interested in and find a conversation thread that looks 

promising. You should ask your peers and contacts if they frequent any 

chat rooms. Remember that people behave better in some chat rooms 

than others. If you find a chat room where people do not communicate 

respectfully, leave it and find one where people are better behaved.

Email

Email is a familiar networking tool. Probably the tool that is most often 

used, email is useful for both personal and professional use. Email is 

beneficial because it allows you to maintain contact with the people in 
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your network without invading their privacy. There are a few tips you need 

to remember when using email:

•	 Have a clear topic, and include it in the subject line

•	 Send individualized emails, when possible

•	 Be brief (keep emails around 150 words)

•	 Be helpful (don’t simply ask for things)

While emails are effective, they should not be your only method of 

communication. It is necessary to connect with people in different ways.

Practical Illustration

Kathy is connected to Fran on a social network. Kathy liked Fran, but some 

of Fran’s posts made her uncomfortable. Fran tended to share personal 

information. Every change in mood was listed. She also discussed her 

conflicts with other people on the network. Kathy felt uncomfortable 

posting online because Fran always found a way to turn it into something 

negative. Kathy was torn. She enjoyed Fran’s company in person, but the 

Fran online was terribly negative. Kathy considered unfriending Fran, but 

she was afraid of how it would affect their relationship.



Everyone has an  
invisible sign hanging from 

their neck saying, ‘Make 
me feel important’.

M a r y  K a y  A s h
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C h a p t e r  S e v e n

Develop 
Interpersonal 
Relationships
Interpersonal relationships will develop overtime, since networking is 

intertwined with relationship building. Building new relationships requires 

a great deal of effort, but the payoff is worth the energy. Developing 

interpersonal relationships requires deliberate action, integrity, and 

boundaries, all which take time to implement.

Be Specific

Interpersonal relationships require acting with specificity. Many are 

prejudiced against networking because they feel that it lacks sincerity; 

no one likes to feel like a number. Choose to build relationships with 

specific contacts and be genuine in your interactions. It is best to build 

relationships on common interests and passions. If you choose to build 

friendships with specific people you enjoy interacting with, the relationship 

will develop naturally.

When you meet new contacts, be prepared to discuss your interests and 

passions. This will help you identify like-minded people and build strong 

relationships.
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Keep Your Word

People are unlikely to build relationships with individuals they do not trust. 

It is imperative that you do everything that you can to ensure that your 

prospects see you as trustworthy. In order to do this, you must always 

keep your word. This may sound simplistic, but it its importance cannot 

be overstated. It is necessary to take extra precautions to make certain 

that you are able to keep your word.

•	 Do not over commit: Something will be left undone if this 

happens.

•	 Manage your time carefully: Consistently being late gives the 

impression that you do not pay attention to promises.

•	 Make reasonable promises: Do not make promises you cannot 

keep.

Maintain Boundaries

Every relationship needs boundaries; this is also true of networking 

relationships. For relationships to be successful, you need to establish 

your own boundaries and also respect the boundaries that other people 

have created. If you fail to establish boundaries, you will find that people 

will become intrusive. You need to create personal boundaries that fit 

your individual needs. These are steps anyone can take to help establish 

and keep personal boundaries.

•	 Put time in your schedule for yourself and protect it
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•	 Communicate your boundaries to others

•	 Learn to say no, when necessary

•	 Prepare a response for anyone who violates your boundaries

Invest Time

All relationships demand that you invest your time. Given the busy schedule 

that most people have, taking the time to reach out to individuals, is often 

overlooked. It is not enough to simply run into people at events, you need 

to set aside time to reach out to the individuals with whom you want to 

build relationships. To make sure that you take the time that is necessary, 

schedule it. Take time to make calls, send emails, and meet with your 

contacts. You do not have to carve out large chunks of time, and it does 

not have to be a daily endeavor. Simply make the effort.

Practical Illustration

Candace is a new contact of Ben’s. Three months after their meeting, 

however, Candace is not sure that being connected to Ben is a good idea. 

She has provided guidance and resources to him on multiple occasions. 

Ben promises to help her, but he never seems to be able to make it 

happen. Every time that they schedule a meeting, he cancels or arrives 

late. One time, he promised to bring some documents with him, but he 

forgot them. Candace is beginning to feel like the relationship is very one-

sided.



Do not fear mistakes.  
You will know failure. 
Continue to reach out.
B e n j a m i n  F r a n k l i n
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C h a p t e r  E i g h t

Common 
Networking 
Mistakes
If you are aware of the common networking mistakes, you will have a 

better chance of avoiding them. Common mistakes include taking before 

giving, making assumptions, reaching too high, and assuming that tools 

alone will build connections. Always monitor your interactions with others 

to prevent making these all too common errors.

Taking Before Giving

As we have already established, you need to offer value in new relationships. 

Give other people a reason to pursue a relationship with you. Prove that 

you are an asset. You should try giving before taking. When you take 

before giving, you appear selfish.

Giving does not have to be a grand gesture. You can offer something 

simple. For example, provide a referral for a service or provide expert 

advice. The important thing to remember is that you need to give before 

you take.
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Assumptions

Making assumptions is not advised when making new contacts. 

Assumptions are often wrong, particularly in the early phases of the 

relationship. A common assumption is that people should automatically 

care about your needs and make an effort to help you. If you make this 

assumption, you are likely to face disappointment and also strain your 

relationship with your contacts. You may ask your contacts for help, and 

they may or may not choose to help you. If you place expectations on 

people, however, you will only serve to make them uncomfortable and 

alienate them.

Reaching Too High

Another common goal is reaching too high. Basically, this is making 

unachievable goals. While it is a good idea to have networking goals, they 

need to be realistic. There are two ways people typically reach too high 

when networking. One goal is trying to expand the network too quickly. 

The other mistake is attempting to network with people at the top of the 

profession too soon. Networking is long-term, and it requires realistic 

goals. For example, collecting the information of five contacts at an event 

is less likely than collecting the information of two contacts. Additionally, 

you are unlikely to connect with the CEO of a Fortune 500 when you first 

begin. Reaching too high will damage your networking effort. If you are 

not able to achieve a goal, you are unlikely to continue making an effort.
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Assume Tools Create Connections

Knowing what networking tools can improve your networking skills. A 

mistake is made, however, when too much faith is placed in the tools. The 

tools themselves do not guarantee anything. The effect that tools have on 

networking is directly related to the skill and effort of the individual using 

them. For example, a blog is an online tool, but it will not generate any 

new contacts if it is poorly written or rarely updated. Additionally, tools are 

no substitute for connecting with individuals in person. Tools are useful, 

but they are only as effective as the individual using them.

Practical Illustration

Leonard was certain that building a network would benefit him greatly. 

Margery was the HR manager for another company, and Leonard hoped 

that she would recommend him for a job. Margery liked Leonard, but 

she did not know him well enough to consider recommending him for a 

job. The thought never crossed her mind. She soon noticed that Leonard 

seemed annoyed with her. When she confronted him, he replied that 

he had assumed she would have come through for him by now. Once 

Margery understood that Leonard wanted a job at her company, she 

became very uncomfortable and limited her contact with him.



A man who dares  
waste one hour of his time 
has not yet discovered the 

value of life.
C h a r l e s  D a r w i n
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C h a p t e r  N i n e

Time Management
Because time is such an obstacle to networking, time management needs 

to be addressed. Time management for networking can be improved by 

prioritizing contacts and scheduling activities. Connecting with people 

online and organizing activities for groups will also help you manage your 

time as you develop relationships within your network.

Prioritize Contacts

Prioritizing contacts will help you focus your attention on people who 

are likely to become close contacts. You must remember that not every 

contact will have the same level of interest in the relationship. This is why 

prioritizing contacts is necessary. There are four steps to helping prioritize 

your contacts.

•	 Make a list of contacts

•	 Note people interested in connecting with you

•	 Note people who have useful connections

•	 Note people who have useful knowledge

The people who meet these criteria are your priority contacts. Arrange 

your list beginning with highest priority contacts, and work your way 

down.
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Create Group Activities

Group activities are effective for network management. By meeting with 

the members of your network in a group setting, you will find it easier to 

keep in touch with different contacts. It also allows the members of your 

network to meet and expand their relationships with each other. Your 

group activities should be informal and enjoyable. You do not have to 

spend a great deal of money on a group activity, but they should reflect 

the tastes of your contacts. Common activities include:

•	 Movies

•	 Dining

•	 Bowling

•	 Sports games

Connect Online

Networking requires people to connect online. Many of these online 

tools should be familiar since we have already covered them. You must, 

however, use these tools regularly. It is not enough to simply join social 

networks and start a blog. You must update regularly to maintain the 

interest of your connections, and it is equally important that you comment 

on other social networking sites and blogs to establish dialogue.

You should schedule time to connect online each day. You do not have 

to use all tools daily. Divide the bulk of your time between the tools that 

are most important and will reach the maximum number of people. For 
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example, you may want to blog once a week, email daily, and update 

other social media several times a week.

Schedule Your Network Activities

You need to schedule your networking activities, or you will forget about 

them. Individual schedules will vary. A good rule of thumb is to make 

out a schedule at least a week in advance. Then you make adjustments 

to your schedule at the end of each day. When making a schedule, it is 

important to include time for online networks, group activities, and private 

meetings. You need to remember that your weekly schedule is not set 

in stone. It may be altered, but creating it helps you make networking a 

priority for you, making it less likely that you will neglect your networking 

activities.

Practical Illustration

Grant joined several networks online, but this action did nothing to help 

him grow his network. Grant decided to consult Linda since she had more 

experience using social media. Linda asked Grant how often he logged 

into social media. Grant told her that he set aside Friday afternoons for 

social media. Linda explained that Grant was not engaging his followers 

with such infrequent interaction. She advised him to spend a few minutes 

every day on two of the networking sites. The others could be visited 

twice a week. After two months, Grant noticed an increased dialogue in 

social media.



When you stop  
expecting people to be 

perfect, you can like them 
for who they are.
D o n a l d  M i l l e r
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C h a p t e r  T e n

Manage Personal 
and Professional 
Networks
As you create your personal and professional networks, you will have the 

responsibility of managing them. Your networks will thrive as long as you 

remember to be responsive and give back while you stay in-touch with 

your contacts. It is also beneficial to separate your personal activities 

from your business ones. As you learn to manage your networks, you will 

reap the rewards.

Be Responsive

You must be responsive in your professional and personal relationships. Do 

not ignore people; always respond in a timely manner. Ignoring requests 

for career help gives the impression that you are not invested in the 

individual asking you for help. If you do not have the time to fully address 

an issue, schedule a meeting for a better time. The most important thing 

you can do is respond to requests from your network.
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Give Back

Part of networking is giving back. When people ask for your help, find a 

way to give it. There are many ways you can give back to the people in 

your network.

Example:

•	 Provide advice

•	 Offer career help

•	 Share expertise

•	 Reference people in a blog post

•	 Provide a recommendation

Separate Personal and Business Activities

Establishing boundaries between personal and business life is important. 

Separating personal and business activities will reinforce these boundaries. 

For example, use one social networking site for personal use and another 

for business. Some people have a personal and a professional Facebook 

site, while others only use LinkedIn for professional use and Facebook 

for personal. There are also privacy settings that limit what people see 

on your sites. You will have to determine the best method for separating 

your personal and business activities. Once you discover the method that 

works for you, stick with it.
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Stay Physically In-touch

We have already addressed the importance of staying connected. This 

requires staying physically in-touch whenever possible. This is easier to do 

when people are local. However, it is still important to make connections 

with people who are not local. This requires a little more effort. When you 

travel, you should make the time to reach out to people you know. Even 

if visits are infrequent, people will appreciate the attempt to reach out to 

them.

Practical Illustration

Robert emailed Diane to ask for a recommendation before his job 

interview the next week. Diane did not reply before the interview. Robert 

was confident at his interview, and he was certain that he made a good 

impression. He was nervous, however, because he had given Diane as a 

reference, and she never acknowledged his request. He decided to call 

her three days later, and she informed him that she had already provided 

the employer with a recommendation. Robert was relieved, but he was 

still annoyed with Diane for not responding to him.



Will the social networking 
phenomenon lessen?  

I don’t think so.
M a r i s s a  M a y e r
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Closing Thoughts
•	 Dale Carnegie: 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.

•	 Maya Angelou: 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.

•	 Matt Gentil: Understand your audience and you will understand 

the impact of your message on each follower in your social media 

networks.

•	 Deepak Chopra: Giving connects two people, the giver and 

the receiver, and this connection gives birth to a new sense of 

belonging.
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