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What do you  think when you hear the  word 
networking? For some, it sounds great; it is the  
prospect of meeting new people and making social  
and business connections. For others, the word  
causes anxiety. The idea of leaving your social  
comfort zone can be scary, but it does not have to  
be. Networking starts with friends and people you 
already know. It can be informal and easy once  
you know where to start. 

Calling a Networking Contact
Before calling a networking contact, write a script
to ensure you cover the most crucial information. 
The guidelines below will help you create a  
winning impression.

Introduce yourself and present your 
background information.
Mention who referred you, if applicable.
Explain that you would like to speak with 
someone regarding career opportunities.
Try to arrange a mutually convenient time 
to meet and discuss job opportunities, 
conversation permitting.
Extend your network by asking for the names  
of other people in this ! eld or organization.
Thank your contact for his/her time at the 
end of the conversation. 

Writing or E-mailing a Contact
When you write or e-mail a networking contact, 
make sure to use following business format: 

Introduce yourself and present your 
background information.
Specify why you are seeking an appointment.
Always check your grammar and spelling.
Indicate in the ! nal paragraph when you will  
be calling to follow up. Include a speci! c date. 
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How  to Network Effec t ively

How to Network with JMU Alumni 
After using your own contacts, an excellent 
place to expand your search is the JMU Alumni 
Online Community Networking List. This is a 
list of alumni in thousands of different positions 
who could serve as connecti ons and s ources of 
information f or you. Here is how to connect with 
alumni:

Go to htt p:/ /www .al umn ico nn ect ion s.
com /ol c/p ub/ JMD /  
Click “Online Directory”
Click “Search the Directory”
Use the following log-in information:
User ID: jmudukes1
Password: jmu123
After logging in, click “Advanced Search”
Choose an occupation from the pull-down  
menu, then designate how you want result s 
to be listed (by employer, job title, o r 
location).
Find networking contacts and e-mail them 
following the guidelines in the “Writing or 
E-mailing a Contact” section
Explain that you found them through the 
JMU Alumni Online Community
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Questions to Ask Your Contact
It is important to treat the conversation you have
with your networking contact like an informational  
interview. Do  not start out the conversation by if
there are any positions available with his or her
organization. Take some time to learn more  
about t he ! eld, show your interest, and establish 
rapport with your contact. Once you have 
accomplished this, it becomes more appropriate 
to ask about position opportunities. 

Possible questions to ask your contact include:
How did you get into the ! eld?
What educational background do you  
recommend for this type of position?
What skills and abilities have you found to  
be most important in your ! eld?
What do you like most about this position?
What do you like the least about this  
position? 
Could you describe a typical day or week on 
the job?
What advice would you give someone still in  
college, aspiring to enter this profession?
Could you refer me to colleagues in your  
organization who could tell me more about  
employment or internship opportunities? 
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When asking questions, always be speci! c about 
your ! eld of interest. Identify your strengths and 
weaknesses and know what you can bring to the 
organization. 

Strategies for Success
No matter what method of networking you use, 
remember to follow these tips:

Be proactive—do not wait for people to come  
to you.
Be more persistent than you think you need 
to be.
Never speak negatively about anyone.
Do not take rejection personally.
Never leave home without yo ur resumes or  
business cards .
Keep your career goals in mind.
Maintain a positive attitude .
Always remember to send a thank you note  
after speaking with a networking contact  
(see page 23 for information on writing  
thank you letters).
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