Using Your Network to Locate Job Openings

It has been estimated that 70% of the people who secure a new job get the job as
the result of some form of personal contact and referral. The primary referral
comes from a current employee of the interested company. Learning how fto use
personal contacts effectively, therefore, is crucial in your job search. Networking
is the process of contacting individuals who can help you in your job search by
either suggesting job leads or giving you a referral to people who may know of job openings.

Networking allows you to:

Find out about job openings.  Discover job openings before they are advertised.
Get names of other people to contact. ¢ Face less competition for jobs.

Inform many people that you are looking for work. *  Be more familiar to the hiring authority.

Have a "foot-in-the-door" for job openings. « Let people know what your skills and interests are.

Some networking facts

Over 80% of jobs are never advertised in the newspaper or listed on any job posting service. Most jobs are filled before they need to be
advertised or listed with an employment agency. These never-advertised job openings are referred to as the "hidden" job market. Networking
is the best way to gain information about these job openings.

Networking is a simple process that enables you to gather information about job leads. It gives you access to potential employers that you could
not gain by any other method. Not everyone you contact will be willing or able to be part of your network, but many people will. Networking
is one of the most effective methods of gathering information about job openings and gaining access to employers.

Employers generally feel more comfortable interviewing and hiring someone they know or someone who has been referred to them by someone
they know. Networking will give you the advantage of being "known" by the employer before the interview.

Begin networking now Networking basics

%! Networking can happen all the time, even if you are not in the process * Be polite and friendly.
¢ of job hunting. Networking begins by forming relationships with Contact people by phone or email. If you call,
. members of your community and becoming familiar to them. Tell ask if it is a good time to talk. If not, ask when
people what your interests and skills are. Let your neighbors, friends would be a good time to call back.
o and colleagues know that you value them. Be willing to help others = If someone sounds reticent talking with you,
; when they need it. When the time comes, they will be familiar with thank them for their time and move on to another

you and willing to help. person.

* Do not ask your

Do your homework first networking contacts to
v job. Ask them

Before you start networking for the specific purpose of finding job leads, you need to lgf etg:;l algx?ow of a;y
prepare yourself. ' You nged to know: available openings for the
*  What your skills and interests are. type of job you are
*  The type of work you want. seeking. Ask for referrals
« The kind of place where you want to work. toother-aoitacs,
«  The employers who employ people with your skills. . Do not use your
Do not expect your networking contacts to make career decisions for you. To be networking contac.:ts 45 your emotional .support
effective at networking you need to know what you are looking for. Be specific when system. R_CSCYVC discussions f’f your feelmgs for
you ask about job leads. Do not say, If you hear of anything. Instead, identify the job conversations with your family or friends.

you want. I am looking for a job as a finish carpenter. Contacts cannot help you if you

« Listen - be interested in what your contacts have

are not clear about what you want. to say.
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IVIdK€ a4 NEeTWOrKing contact list

Make a list of people to contact. Start with people you know. The following are examples of people to add to your list:
Members of social or sport groups

¢ Relatives e Former supervisors .

*  Members of your church or synagogue ¢ Professional associates * Neighbors
* Former school classmates and teachers *  Work colleagues e Friends

¢ Doctors, dentists, hairdressers, shopkeepers, etc. .

FaceBook Friends

You will probably be surprised at the number of names on your list. You do not need to know everyone on your list
personally. If you have some association through work, a social or religious organization, school, etc., put them on your list. Most people are

willing to help if you are friendly, ask politely and are clear about what you need from them.

Once you have an initial list of people with whom you are familiar, their telephone numbers and/or email addresses, you are ready to begin the
process of contacting them and building your job-hunting network.

Get organized

Your network of contacts will quickly expand as
you contact people and obtain referrals. You
will be gathering lots of information, so it is
important to be organized. Be prepared to take
notes as you talk with or meet with someone.
Get names, phone numbers and email addresses
of all referrals. Write down the information you
gather in an organized way, rather than on
scattered pieces of paper that will get misplaced
or lost. You will find that you will often need to
refer back to the information. Use the
JobSearch Guide Your Daily Job Search
Planner to record your information.

Systematically contact people

Once you have developed your initial list of
names and contact information, begin contacting
people systematically. It is often difficult to
make the first couple of contacts, so start with
people you know well. Once you become
familiar with talking to people about your
job-hunt, the contacts will get easier. Continue
contacting those on your list. Write down any
pertinent information from your contacts.

Calls or meetings

Most networking can be
done with phone calls or
through email. If you have
the name of someone who
you think has valuable
information, contact them and ask if they have
the time to meet with you in person. Decide on
relevant questions ahead of time in order to use
the meeting time productively.

Helpful hints

Questions to ask

It is important to be
brief and to the point

when you contact
people on your
networking list.

Remember that your
purpose is to gather
information about job leads and referrals
that will lead you to a person who has the
authority to hire you. If someone wants to
talk about other things, be polite and
listen, but try to keep the conversation
directed toward your goals.

Begin your contacts by introducing

yourself. Tell the person that you are in

the process of looking for a job as (state
your goal). Then ask:

¢ Do you know of any openings for a
person with my skills? (Identify what
your skills are.)

* Do you know of anyone else I might
contact about openings? (Get names
and phone numbers, if possible.)

¢ Do you know of anyone else who
might know of someone who could
help me locate openings?

e May I use your name when I
contact...?

Be sure to thank the person and say, If you
hear of any openings, please let me know.
My telephone number and email address
are...

Review the JobSearch Guide How t0 Get
Job Information by Interviewing.

Contact referrals

When someone on your list gives you the
name and number of other people to call,
follow up and contact those people. Mention
the name of the person who gave you their
name when you make the call. Employers are
often more willing to speak to a "friend of a
friend" than to someone with whom they have
no connection.

Gradually, you will build your network of
people. Your goal is to continue contacting
people until you reach a person who has the
authority to hire you.

Present yourself well

Be polite and gracious with each contact.
They are doing you a favor by talking with
you. Let them know what you are looking for.
Be persistent but not pushy. You want them to
be comfortable referring you to someone they
know.

Follow up

Thank each person verbally. If someone has
been especially helpful, a written thank you
note is appropriate.

During your contacts, ask if you may send
them a résumé in case they hear of any job

openings in your field. If
they agree, follow up by ! : /’
sending your résumé with L

a thank you note attached. - y

Review the JobSearch
Guide How to Write a Thank You Note.

Internet resources

4 www.helpguide.org/articles/work-career/job-networking-tips.htm-- Great information on networking.
{ y www.monster.com -- Search ‘networking’ for several useful articles on networking as well as social networking for

employment.

‘ - https://www.thebalance.com/how-to-use-networking-to-find-a-job-2058686-- Successful jobnetworking techniques..

Vo o

For information on ordering JobSearch Guides for your organization, visit www.jobshoppublishing.com

Rev2020- 122



