	
	
	



THE 20-MINUTE NETWORKING MEETING
By Nathan A. Perez and Marcia Ballinger, PhD, 2025

(16-20) WHY NETWORKING IS SO IMPORTANT
The invisible (or hidden) job market consists of job openings that are not advertised or publicly announced. These positions are filled by (or sometimes created for) candidates who come to an employer's attention through employee recommendations, referrals from trusted associates, recruiters, or direct contact with the candidates who may be interviewing for these jobs.

TIP: The longer you maintain a healthy network, the more powerful it becomes with each passing year. Take advantage of it now and empower your future.
All resumes must be sifted and studied. Face-to-face meetings are the way to cut ahead of the competition. Efficient, to the point, with contact. Then will you be visible in the invisible job market. 

POTENTIAL NETWORKING CONTACTS:
      ●   Former co-workers, peers, and staff from your previous employer
      ●   Professionals you've met at trade associations, conferences, or training programs
      ●   Vendors, suppliers, and clients you've worked with
      ●   Consultants you've worked with
      ●   Friends, neighbors, and members of your faith community
      ●   Fellow alumni from the high school, college(s) or trade school(s) you attended
      ●   Fraternities and Sororities
      ●Career guidance counselors from your current/former college or university. (Note: Often there    
        are alumni services, too, so you don't need to be a student to take advantage of the help!)
      ●Fellow members of academic, civic and athletic clubs (Former athlete? Teammates and coaches    	are a great place to start.)
      ●   Professional service providers, such as your accountant attorney, and tax preparer
      ●   Government, County, or City Workforce Centers

(27) NETWORKING MYTHS
      ●   I'm just wasting my time
      ●   Networking is just schmoozing
      ●   The longer the meeting, the better
      ●   No one wants to meet with an inexperienced worker
      ●   It's helpful for others to have the chance to meet with me
      ●   A networking meeting is when I give a detailed description of my background
      ●   Off the cuff is best; I'll figure out each meeting when I get there
      ●   My networking contacts will find me a job!

(31-37) Listening is learning, and networking is give-and-take. Don't be tempted to talk all about yourself or what you're in need of.
An unprepared agenda will have undesired consequences. Always be prepared for your meetings.
Your contacts are not recruiters or hiring managers. Never expect a single networking meeting to lead to a job. Patience is the name of the game.

REAL-WORLD PERSPECTIVE
No one is going to put opportunity in your lap, no matter who you are, and there are no shortcuts. You must take control of your own circumstances by learning to call on the advice and know-edge of others.

WHAT MAKES NETWORKING SO DIFFICULT?
Networking is hard work. The time someone gives you is a gift. What does an hour mean to you?
People tend to envision an hour-long meeting, during which they need to be:
1. socially adept;
2. professionally impeccable; and
3. capable of the above without the need of an agenda

(40-42)  1) Sometimes professionals feel that, despite their accomplishments at work, they have not taken the time to build networks outside their organizations. You probably have a broader network than you realize if you just consider who you already know.
2) Try to limit online postings to only 20-30% of your available job-search time. Use the rest of your availability to pick up the phone, send emails, or have lunch with those who can help you make your next connection.
3) The model of The 20-Minute Networking Meeting recommends that you include how you can help others versus how others can help you. This is a difference-maker, and will help you feel like you're a partner and not a burden to the people you contact.

(46-47) THE 20-MINUTE NETWORKING MEETING
Objectives in networking:
●   Gather new information
●   Add new contacts to your list
●   Gain an evangelist
Listening. Questioning. Absorbing (and writing down) what is said to you. Getting additional names.
(49) An evangelist is like your own personal ambassador.
(51) Here's what you want to come across in each networking meetings:
●   You are positive (upbeat tone, language, overall Positivity) 
●   You are strategic (you know why you are there)
●   You are well organized (by managing your meeting well, keeping a close tab on topics and time)
●   You are gracious (appreciative and grateful for the time that was spent with you)
●   You follow through after a meeting (prompt follow-up, Meaningful ongoing interactions) 

(53) CHARACTERISTICS YOU WANT TO EXHIBIT DURING YOUR NETWORKING MEETINGS:
	●   Positivity
	●   Strong communication skills

	●   Strategic abilities
	●   Generosity and gratitude

	●   Impressive planning and organization skills
	●   Follow-through



(55) THE 20-MINUTE NETWORKING MEETING
Golden rules to remember:
●   Each part is important and has a purpose
●   There are five steps and five questions
●   You should follow them exactly so that you get a command of the process
(65) The 20-Minute Networking Meeting, consists of five parts:
	Step 1
	Great First Impression
	2–3 minutes

	Step 2
	Great Overview
	1 minute

	Step 3
	Great Discussion
	12 – 15 minutes

	Step 4
	Great Ending
	2 minutes

	Step 5
	Great Follow - Up 
	After the Meeting








(66) STEP 1 - GREAT FIRST IMPRESSION
(68 y 74) TIP: When in person, familiarizing yourself with your environment will help you feel more comfortable before your net-working meeting. It may even provide some informal conversation as you begin your networking discussion. Take a look around!
· Don't be fooled. Your first impression starts the moment you arrive for your meeting. Be respectful toward anybody who greets you (assistants, front desk people). This is essential to remember because often your contact will ask their opinion of you. ("Was she friendly? Courteous? Appreciative?”)
· Don't wait for your contact to start the discussion. You called the meeting and it is your responsibility to manage it. After all, would you agree to attend a meeting called by someone else and then be expected to run it yourself Probably not. Be the professional that you are and lead!

(76) STEP 2 - GREAT OVERVIEW
(79) There's always flexibility in how you present yourself. All examples are only meant to be a guideline. If you like them, use them! If you want to put your own flair on it, do so!

(82) STEP 3 - GREAT DISCUSSION
(84) Research these categories before. hand--and never ask about them during the meeting:
●   The overall economy and business climate
●   The job market
●   Political changes that affect your industry or job function
●   Generally available information about your industry or job function
●   Readily available information about the organization and the person you're meeting with

(87-89) With so much information readily available on the web, and with so many convenient ways to access it, there's no excuse going into a networking meeting uninformed. Do your research!
As mentioned, do not ask questions about things you should already know
●   Do not ask for work history or background overview
●   Do not ask how the two of you are connected
●   Do not ask *What do you think about my resume?"
●   Do not ask personal questions without a purpose
●   Do not ask the contact to divulge any information about the organization that should not be shared in a relatively new relationship

(97-98) Positive networking gets additional contacts. After a professionally managed meeting, sealed with gratitude and the proper give-and-take, your contacts will be much more likely to refer you to their own contacts. The last question you must ask in a networking meeting is: "How can I help you?"

(102-104) THE IMPORTANCE OF GIVING
Many folks who network have still not picked up on the concept of giving back. My suggestion: Be different. Bring an attitude of helpfulness.

STEP 4 - GREAT ENDING
Some things that you'll probably be thankful for:
●   Their expertise
●   Their time
●   Their wisdom
●   Their suggestions
●   Their willingness to help you at all


[bookmark: _GoBack](108-109) STEP 5 - GREAT FOLLOW-UP
Keep track of everything. A solid set of notes will help you back-reference any pertinent points of information that you should mention in your follow-up. It builds trust and a sense of reliability. Plus, it's faster and more efficient.
(112-118) IMMEDIATE FOLLOW-UP
●   First person to follow up with: the networking contact you just met with
●   Second person to follow up with: the networking contact who referred you
Don't let more than twenty-four hours pass before sending a thank-you follow-up. Much longer makes it seem like an afterthought!

WHEN TO BE IN TOUCH
●   If you find an article or website
●   If your contact information has changed
●   If your employment status has changed
●   If you don't have an update that includes time-sensitive or significant information
●   If you are thinking about the person and want to say hello
●   If your networking introduces you to someone
●   If you want to further discuss something mentioned in the meeting
Unless you have an update including time-sensitive or significant information, consider staying in touch about once a quarter, at most. Every few weeks is too often!

THE KIND OF FOLLOW-UP YOU DON'T DO
●   Mass emails where the email addresses of all parties are visible
●   Too-frequent updates with only minuscule changes in your situation to report
●   Stories, quotes, or platitudes about general topics

(38-39) THE END
●   Networking is more than important. It is vital
●   Networking meetings don't have to be complicated
●   Networking meetings, like any meeting, have a beginning, middle, and end
●   Throughout each of your discussions, you will be displaying your preparedness
●   Virtual Networking is the working norm
●   Network by phone!
●   Networking is give-and-take!
●   Last but not least, you have flexibility

That's it. Fin! Finito! The world is now your oyster. Take it. Own it. Make it yours!
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