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INTRODUCTION

As I have considered what has changed about networking since the first edition of A Foot in the Door was published in 2000, my starkest realization is that networking has become even more important to getting a job than it was when I first wrote the book. Perhaps as a coping mechanism in the face of a constantly changing technological and global economy, the importance of building relationships has come to the fore in every area from marketing to politics. Job hunting is no different. In fact, while technology seems to make people yearn for face-to-face interactions, it is also the driving force behind the most significant trend in networking since the first edition of this book—online networking, using various tech-based tools, venues, and online communities. This new interactive networking setting—largely characterized by the term Web 2.0—is the subject of three additional chapters in this new edition. One chapter covers personal branding and building networking visibility; the second tells how you can enhance your networking by increasing your chances of being found in an Internet search; the third describes the world of online social/business communities and networking.

I did my first real networking in the early 1980s in the form of informational interviewing. I had learned about the concept from Richard Nelson Bolles’s What Color Is Your Parachute?, which was already a classic in the career field and has since gone on to even greater success and recognition. It was when, as a college instructor, I began to teach my business communication students about networking and assigned them to conduct informational interviews that I truly began to see the power of networking.

My initial inspiration for the first edition of A Foot in the Door sprang from my excitement when I observed my students putting in practice what I had taught them about networking. They were blown away by their success with networking and informational interviewing. They used these tools to affirm career choices, avoid inappropriate options, try on careers, gain valuable insider information—and, most important, make contacts. Most students attained a solid network of contacts and insider information that enabled them by graduation time to approach employers with a clear advantage over other job seekers. Having reinstated the assignment after a five-year hiatus from teaching, I found that in the new millennium I could still expect several students every semester to receive internship and job offers as a direct result of their networking and informational interviews. In short, networking can be a life-changing activity. It is my hope that this book will guide readers through this invaluable process.

My partner, Randall Hansen, and I have demonstrated our commitment to tools of job seeking through the books we’ve authored and especially through our website, Quintessential Careers, one of the oldest and most comprehensive career development sites on the Web (www.quintcareers.com). The first edition of A Foot in the Door was the impetus to significantly build the networking resources of Quint Careers. In turn, Quint Careers has become a bubbling cauldron of much of the new information I’ve added to this updated edition.

This new edition is designed to give you lots of ideas about where and with whom to network. For the revision, I surveyed 240 individuals—122 career professionals and 118 job seekers—to learn about their networking experiences and ideas—and they contributed generously and abundantly. A Foot in the Door guides you through the process and over the obstacles of networking. The informational interviewing section is arguably the most comprehensive resource available on how to conduct an informational interview. The book provides numerous networking tips you may not have thought of and testimonials from successful networkers. It touches on the special needs of underrepresented groups and the importance of follow-up in the networking process.

Please consider me a member of your personal network. People in your network should provide you with advice and support. I offer you both in A Foot in the Door. I wish you much success as you build your network.

—Katharine Hansen, PhD



[PART ONE]

NETWORKING:
WHAT, WHY, HOW, WHO, WHERE, AND WHEN




[CHAPTER 1]

WHAT IS NETWORKING?

It’s All about Relationship Building

Networking is a lot like sales and marketing, and all three are about establishing and cultivating personal relationships. Maybe you’re uncomfortable with the idea of marketing and selling yourself. But you’re probably a lot more comfortable with the idea of making friends and talking to people. That’s what networking comes down to: talking to people, making friends, building relationships—all with a little self-promotion and sales savvy thrown in. “Before it was called networking, it was just being friendly and interested in people,” observes Nelson Barnett, director of the Lyon College Career Development Center. When one of your contacts has some promising career information to impart, the first person he will want to tell is a friend—you, if you’ve successfully built the relationship.

Networking doesn’t mean asking everyone you run into if she knows where the job openings are. It means establishing relationships for mutual support and sharing ideas, advice, and referrals to those with hiring power.

Leslie Smith of the National Association of Female Executives defines networking as the process of “planning and making contacts and sharing information for professional and personal gain.” The key word is “sharing.” Many individuals are uncomfortable with the notion of networking because it feels like “using” people. Successful networking doesn’t mean milking your contacts for all they’re worth; it means participating in a give-and-take. Networking is at its most effective when both the networker and the contact benefit from the relationship. Even if your contacts do not benefit immediately from knowing you, they should gain something from the relationship eventually.

We’ve all heard the old expression: “It’s not what you know; it’s who you know.” The suggestion is that no matter how smart and talented you are, you don’t have the same competitive edge in the job market as someone who is well connected with the people who possess hiring power. There is some truth in that adage. Networking is the process through which you get connected and build relationships with people who can help advance your career. Not everyone you encounter in the networking process has hiring power; in fact, most members of your network probably will not have hiring power. These intermediaries give you valuable information and career advice while steering you toward opportunities and the honchos who do hire. They make it possible for you to connect with those with hiring power for this reason: you are always more likely to be considered by a hiring manager if you are referred by a mutual acquaintance than if you tried to approach the hiring manager “cold.”

Do you already have to know a lot of people to be able to network effectively? Absolutely not. All you have to do is want to know more people than you already do, people who can assist you in your quest for your ideal job. You should also be willing to do as much as you can to encourage others to want to get to know you and help you. It takes only one person to start your network, because that person can refer you to others. If each new person you contact does the same, your network will expand exponentially.

Some of the most successful people network. A consummate politician, former President Bill Clinton is said to have maintained an index-card system containing the names of everyone he had met since college. For folks like Clinton, networking is more than a job-hunting technique trotted out when needed; it’s a way of life. The most successful networkers make it a lifestyle, but you can benefit from networking even if you don’t do it all the time.

Networking is viewed as even more important than such hallowed job-hunting tools as resumes. Professional resume writer Susan Britton Whitcomb, author of Resume Magic (Jist, 2006), suggests that a resume is not at its most effective when it precedes your interview with a hiring manager. “A better strategy,” Whitcomb writes, “is to establish rapport with the hiring manager before submitting a resume. For most people, an initial face-to-face or voice contact is more engaging than print-on-paper.”

Your goal should be to form relationships that are so powerful that your contacts feel invested in your success—and you in theirs. On his CareerLab website (www.careerlab.com), William S. Frank recalls a successful job hunter he once met who said, “I create relationships. The relationships create jobs.”

College career counselor Tracy Hakala tells a story of how building and maintaining relationships paid off for a candidate her office hired:


A [career services] colleague at another university was interested in seeing other career services offices while she was visiting family on holiday. She was very professional in contacting [our office], making arrangements, and visiting us. At this point we had no position openings, nor did this person indicate that she was looking for different employment. She later made it a point to talk to our director at a professional association conference. Plus she kept in contact with me through email. When she saw that we had a position opening a few months later, she indicated her interest, applied, and was eventually offered the position. It really did make a difference when her application came around. We already knew a little about her and had been impressed with her professionalism. I think it gave her an edge over the other candidates.



Finding a job is far from the only reason for networking; as placement counselor Judy Robinson points out, “Networking not only assists you in finding available positions in the field, but it also provides you with the opportunity to learn more about the profession and gain insights into trends in the industry that can be helpful in the interviewing process.” Career specialist Robin Hammond comments, “I find that my greatest professional growth recently has occurred as the result of networking and not as a result of my professional work.”

Before moving further in our discussion, it will be useful to look at the types of networking and how they fit into the overall process. At its most basic level, networking can be divided into two categories:


• Developmental networking: Networking for further contacts and referrals

• Strategic networking: Direct networking that lays the foundation for hiring



Considerable overlap can occur between these categories, but if you want to determine the best way to make contact, it pays to have a sense of the kind of networking you’re doing.

Let’s look at some scenarios and how they fit these categories.

Leslie, a college junior, was concerned about getting a job upon graduation. She initiated developmental networking by speaking with her immediate family and friends to ask them for ideas about employers she might approach and other people she might contact. Her networking paid off, resulting in dozens of suggestions. She then embarked on strategic networking by contacting some of the employers and setting up informational interviews, which proved highly effective (see part 4). Some of the referrals she received were not people with hiring power but were contacts whom Leslie could add to her network. She phoned, wrote to, or emailed many of the people who had been referred to her, and as a result she obtained more ideas, more names, and more suggestions of employers with whom to conduct informational interviews. Thus, she repeated the cycle that started with developmental networking and led to strategic networking.
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As you prepare to network for the first time, pump up your self-esteem as much as possible. Later in this book I will discuss confidence building in more detail. Confidence will help make you a successful networker, and a healthy ego can provide a suit of armor to shield you from the occasional rebuffs you will inevitably encounter.



John decided he was burned out on his job as a systems analyst and felt he was ready for a change. He wanted to make a major career shift, but he did not know many people in the field he was considering. For him, developmental networking started with joining a professional association for his new field and attending a social event specifically geared toward networking. He made the rounds at the event, introducing himself to many members and exchanging business cards with them. Armed with many new contacts, he began to phone his new acquaintances for lengthier conversations. Some of the phone conversations were just that—chats on the phone—but John’s contacts usually gave him useful information and additional referrals. Other people John called suggested that they meet for lunch or that John come to see them in their offices. Those strategic networking meetings, too, resulted in more referrals and solid leads.

Katrina liked her job but felt she was stagnating and not advancing. She wanted to stay in her field but felt career progress might be faster with a different company. Unfortunately, her job kept her too busy to attend events where she might network. She was also somewhat shy and not totally comfortable with the idea of networking. Katrina was, however, a member of several Internet online discussion groups, which served as her venue for developmental networking. She also joined a networking group on the Internet that gave her names of others in her field. Through her “virtual” conversations with her online colleagues, Katrina learned of several job possibilities, got the names of a number of contacts, and obtained some valuable advice that propelled her toward strategic networking and learning how to break in at one of her dream companies.

If we were to outline the process that Leslie, John, and Katrina each followed, the plan might look like this:

DEVELOPMENTAL NETWORKING


• Begin constructing your network by compiling a list of possible contacts.

• Strategize how you will connect with these people—in person or by letter, email, or phone. See chapter 3.

• Expand your network and prepare for strategic networking by asking contacts for advice and especially referrals. Ask your contacts about the best way to approach the referrals they’ve given you. Even more valuable is the network contact who is willing to pave the way for you with referrals by contacting them and introducing the idea that you would like to connect with them. It’s this kind of introduction that Debra Feldman of the JobWhiz, an executive talent agent and executive job search expert, does with her clients: She initiates a connection for a client by setting up a telephone introduction to a targeted networking contact, then follows up with an email selling the contact on meeting with Feldman’s client. Finally, Feldman sets up the meeting between her client and the contact. It’s a highly effective practice, as middle-school teacher Laura Landes of Louisville, Kentucky, notes, “I have been amazed at how doors open when someone I know puts in a good word for me.”

• Follow up your initial contacts with thanks and progress reports.



STRATEGIC NETWORKING


• Arrange meetings and informational interviews with second-tier contacts your network has referred you to. These new contacts will likely be in a better position than your initial contacts to propel you toward being hired.

• Solicit additional referrals from your second-tier contacts.

• Maintain contact with all promising members of your network, continually updating and thanking them, while seeking new advice and referrals.

• Once you’ve landed that job, tell your contacts the good news. Continue to maintain relationships with your preemployment network while adding new contacts from your new workplace.




[CHAPTER 2]

WHY IS NETWORKING SO IMPORTANT?

The Hidden Job Market: The 75 to 95 Percent of Jobs That Are Never Advertised

What’s the average person’s image of the traditional job-hunting process? Perhaps responding to want ads and Internet job listings and posting lots of resumes online or sending them out cold to likely employers? Most of us know enough about how the job market has changed to realize that such an image is rather antiquated. We know that the job seeker who answers ads, makes cold contacts with employers, and then sits back to wait for results will probably have a long wait indeed. Networking has been touted as a vital part of the mix for more than two decades now. ExecuNet reported that a survey of professionals revealed the top source for job interviews to be networking contacts (46 percent of respondents), followed by Internet job listings, and distantly trailed by unsolicited contact from a recruiter. A separate survey of 181 search firms provides additional insight into the value of a strong network. According to this survey, 63 percent of all executive job openings were filled with a candidate who was sourced through networking during the prior twelve months. Surveys in the years since networking has gained a foothold consistently report that at least half of all jobs come from networking.

Other research asserts that networking ability affects the length and ease of the job search. But how many of us know why networking is so important and why the traditional methods are no longer enough?

It’s because the vast majority of job vacancies—estimates range from 75 to 95 percent—are hidden from the average job seeker. These positions are never advertised and are part of the “hidden” or “closed” job market. You can find out about these jobs only through word of mouth, and word of mouth means networking.

The kinds of jobs that are advertised are probably not the ones you want. They tend to be the most competitive, yet lowest-level and poorest-paying positions. The better jobs are rarely advertised; they are most likely ferreted out through networking.

Why Most Employers Don’t Advertise

Employers’ reluctance to advertise is partly tied to the economy. Despite fluctuations, unemployment numbers remain relatively low in the United States. With the vast majority of the adult population employed, employers assume not many prospective workers will be scanning the want ads and Internet job postings. With a limited audience for their ads, employers are disinclined to spend money on advertising for workers.

The second reason is more psychological. The people who read want ads are looking for jobs. While it might seem that an employer offering jobs and people looking for jobs are a perfect match, that’s not often the case in the employer’s mind. The employer has to wonder, Why is this person looking for a job? The answer that pops into the employer’s head, whether fairly or not, is probably not a positive one. People look for jobs, many employers believe, because they are unhappy losers, job-hoppers, or unproductive malcontents who blame poor performance on their employers and believe switching jobs will solve their problems. Employers would rather go after people who aren’t necessarily looking for work. In the employer’s mind, those people will be successful, productive contributors to the company’s bottom line.

Employers also know that the best candidates are likely to be those referred to them through word of mouth. An average company gets 50 percent of its new hires from a pool of internal candidates and referrals, Taleo Research reports. It is only when employers are truly desperate to fill an opening that they place an ad.

“The last place I want to pull applicants from is the classified ads of major newspapers,” observes Ohio State University career counselor B. J. O’Bruba. “Classified ad applicants are unreferred, untested, and unknown. The first place I look for applicants is within my current or previous organizations or among applicants who were referred to me by professional colleagues and acquaintances. These applicants are better referenced, tested, and known.” Peggy Killian, director of Career Services at Elmhurst College, agrees,” I have discovered through experience that I will hire only people I know through networking.”

Career expert Howard Figler similarly notes, “I would always rather have a recommendation from a friend or colleague because it is easier to believe what that person is telling me. Compared to wading through inflated, distorted, dressed-up resumes from people I know nothing about, a referral from someone I know is pure gold.”

Further, busy employers simply don’t have the time to wade through the mountains of resumes an ad is likely to produce, especially an Internet ad, which can draw thousands of responses because of the relative ease of responding to such an ad. Employers often find it far more efficient to ask their employees and other members of their personal networks to refer high-quality candidates to them.

Finally, the process of defining job vacancies can take a long time. In some companies, a year or more can elapse between initial conceptualization of a job and actually filling the position. Thus, at any given time, theoretical positions may exist within an organization, but the formal mechanisms of funding, structuring, and writing a job description for the position mean that the job cannot yet be advertised. That’s another reason networking is so valuable. If you can tap into a job in its embryonic stages, you will have a huge advantage over those who wait to answer ads. Let’s say Megabucks Corporation is planning a position that you’re well qualified for, but the firm is six months away from advertising the job. You don’t know about the position, but your networking efforts lead you to a key person, Joe Honcho, at Megabucks. After talking with you, Honcho attends a meeting and tells his colleagues, “Hey, I just met someone who would be great for that position we’re working on.” The management team may even decide to reshape the job to fit your unique qualifications. With his team’s blessing, Honcho gets you in for a series of interviews. Megabucks still may not be able to hire you until all the t’s are crossed and the i’s dotted, but once the job is official, you are in—all before Megabucks even had the chance to advertise the position. Laura Hashim, employment counselor with the New York State Department of Labor, relates a real-life example of getting into the pipeline before a job was advertised: “I called a college friend I hadn’t seen in a year just to see how she was, and she asked me to send my resume to her boss. Her boss was about to advertise a position being vacated the next month. I was the only person interviewed and got the job.”
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“Networking is the way to go for not-so-obvious occupations,” observes engineering placement recruiter DeLynn Davenport. “I am a recruiter, but I am looking for a position that will make use of my French degree (and isn’t teaching or translating). I have gotten quite a few leads from my coworkers and people who work for international companies and government agencies.”




[CHAPTER 3]

HOW TO MAKE CONTACT

Part 2 details how to network once you’ve made contact, but here we examine ways to make initial contact. In the survey I conducted for this book, 74 percent of career professionals and 80 percent of job seekers found in-person networking to be most effective. However, it’s often necessary to initiate a networking contact in another way—through phone, email, or letters—before landing an in-person meeting. As soon as you add new people to your network, ask them what type of communication they prefer for future contacts.

In Person

In-person networking generally occurs at two different stages of the networking process. You may talk with folks face-to-face when you are initially seeking referrals and ideas, as Leslie from chapter 1 did with her circle of friends and John did at the networking event he attended. The second stage occurs when those contacts lead to face-to-face meetings (lunches, informational interviews) with the people you’re referred to, usually after an interim step in which you call, write, or email these referrals. Numerous venues for making in-person contact are suggested throughout this book, especially in chapter 5.

Mail

A well-written letter can be the best route when you are contacting someone you’ve been referred to but don’t know at all or when you contact someone cold. It’s a fine way to introduce yourself and state in an eloquent way your reason for contacting the recipient. Many people are more comfortable with a letter because it is less intrusive than cold calling, and you don’t have to worry about playing telephone tag or about getting past a gatekeeping secretary, receptionist, or assistant. Bear in mind that if you write a letter (a sample appears in chapter 12), you will still have to follow up with a phone call. You never want to place the burden of contacting you on the person you’ve written to. While it’s perfectly possible that the recipient will pick up the phone and call you soon after receiving your letter, you should not write your letter as though you expect that scenario to occur. Also realize that every piece of mail in a person’s in-box represents a task that must be handled (even if the task is simply tossing the letter in the trash). Make your letter as concise and to-the-point as possible.

Personal and professional coach Richard Banfield describes his favorite technique of writing advice letters to successful people. He flatters the recipients with his admiration for their careers and accomplishments and asks advice on how to achieve the same level of success. Banfield says he invariably gets responses.

Email

With email now dominating communication in business, it is often a good choice when you are acquainted with the recipient or when you know a company’s culture is especially oriented toward email, as technology companies are. People who are accustomed to communicating through email will respond well to this method. Email is also a reasonable choice because it’s more immediate than a letter, yet less intrusive


Phone
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