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NETWORKING

Networking has proven to be one of the most effective means for students and graduates to explore and enter careers.  

In the short-term, this strategic relationship building process enables students to make more educated decisions on major and career selection and leads to more “open doors” for individuals seeking internships and job shadowing experiences.  

In the long term, networking can lead to promising prospects for graduates seeking full-time jobs. The Beloit College Career Services first destination one-year-out alumni surveys consistently indicate that networking is most effective for our graduates as well, indicating they found their present jobs through networking.  It outranks all other top strategies reported; including the Internet job search sites; classified ads; and direct contact/application.
CAREER NETWORKING DEFINED

Career networking is the systematic development and cultivation of informal interpersonal contacts and relationships for three purposes*:

1. To compile information that helps with focusing your career or job/internship search objectives, learning about trends, events or facts relevant to your search, and, possibly hearing about existing job/internship openings;

2. To gain as much exposure as possible in the job market;

3. To gather more names and referrals so that you can continue to expand your network, gain more information sources, get more exposure, obtain still more referrals, etc.

*Networking in general may be used for several purposes, including finding housing, grad/professional school information, geographic location information, gathering research assistance, etc.)
DETERMINING YOUR NETWORK

Your network includes all of your connections and relationships with people.  An individual’s complete network generally consists of four major groups, as shown in Figure 1. 

Figure 1:




Personal Network – individuals who do not encounter you in your employment capacity; includes interpersonal bonds or personal service relationships.  Examples:  family, friends, fellow college students.

Professional Network – individuals who do encounter you at work and are able to comment on how you do your work; often understand the technical details of your profession or the profession you seek; relationship tends to be more structured and “business-like.”  Examples:  faculty, staff, supervisors, co-workers (past and present).

Organizational Network - overlaps with professional network; organizational affiliations, community groups, foundations, professional groups, etc.  Examples: business and academic associations, club/organization members, professional and student associations, email listserv members, church members.

Opportunistic/Other Network - chance connections, unexpected coincidences, accidental conversations with strangers.  Examples:  people who know you through clubs, sports, etc.; sell you things or provide services to you; you meet on the subway, waiting in line, eating at a restaurant or having coffee, attending a social event, etc.

DEVELOPING YOUR NETWORK

Networking requires a lot of effort and work put forth in order to be effective and not all people manage to network well.  Some often alienate more than motivate people to help them.  By utilizing sound strategies, you are more likely to find that networking can be a very effective way to locate and secure internship and job opportunities.
Conducting Self-Assessment

Be able to describe yourself and what you’re about with those you make contact with.  Update your resume!  Review your experience, skills, roles, responsibilities and work settings and answer the questions listed below to establish a frame of reference from which to draw when talking with those you would like to have in your network:

Experience:



How much experience do I have?

How flat or steep is my learning curve?

How much money is it going to cost to employ me?

Roles and Responsibilities:
 

Exactly what can I do for my next employer?

What is my primary area of competency?

What other skills and abilities can I contribute?

How do I most want to be utilized?

Work Setting:

Where have I performed most recently, and how similar was the setting to the one in which

I now seek employment?

What earlier settings did I perform in?

What does the chronology of settings in which I’ve worked during my career imply about the kind of setting I most like working in?

Establishing Priorities:  The Three P’s
When determining whom you should contact, prioritize using the three P’s:  

Proximity, Prospectives and Power. (Adapted from the National Business Employment Weekly, The Wall Street Journal) 

Proximity:

· Start with the people you know best/close to you.

Prospective Contacts:

· Look at other contacts that would be good prospective contacts—people who know a lot, are themselves well-connected, are in or have been around the industry for a long time—people you have knowledge of and/or that you can contact through relationships with others you know.

Power:

· Establish strategies in contacting individuals with authority/power in your field(s) of interest.

Identifying Prospects
Beloit College Resources:

· Career Services:  alumni survey information, programs/events with alumni speakers, internship and employer data bases, library resources, career fairs, professional connections through employer/career center networks
· Faculty and staff

· Alumni & Parent Relations staff and events, alumni groups on Facebook and LinkedIn
· Other special events, meetings, seminars, lectures, etc.

External Resources:

· Individual conversations within present network
· Information interviewing and job shadowing

· Off-campus career fairs

· Conferences and seminars

· Professional associations and email listservs (attend meetings and participate on listservs to get the most benefit)

· Special events, social gatherings, meetings, seminars, lectures, etc.

Talking to People

· Tell them that you are looking for an internship/a job.

· Talk about what kind of internship/job you want.

· Explain what kinds of things you can do in an internship/a job.

· Share what skills and knowledge you are looking to develop in the internship/job.

· Ask people you refer you to people they know.

· Get names of people who might hire you or whom you can talk to about their career and/or your internship/job search.

Three Questions to Ask When Getting Referrals

For Internships/Jobs:

1. Know of anyone who might have an internship/a job opening in my field or might be willing to have an intern work in their organization?

2. Know of anyone who might know someone who has an internship/a job opening in my field or who might be willing to have an intern in their organization?

3. Know someone who knows a lot of people?

MARKETING MATERIALS FOR NETWORKING
Your Business Cards
· Have business cards professionally printed and hand them out as you meet and network with others.  
· Official Beloit College student business cards are printed in the campus Print Shop (basement of the Smith Building) for a charge.
· VistaPrint.com offers a limited selection of business card designs for free plus a nominal shipping & handling fee.)
· Office supply stores also print them for a fee.

· Keep it simple, professional and elegant.  See sample below:


Your Resume

· Refer to the Career Services Resume & Cover Letter Guide on the Career Services website (“Guides & Handout” link in the Student section) for tips and guidelines for developing and customizing your resume(s) and cover letters.

· Be prepared to provide your up-to-date resume to those you meet by chance as well as those you contact for networking purposes.

Your “Elevator Speech”
· Prepare a 30-60 second “Elevator Speech” to introduce yourself to individuals that you meet in professional and social settings, or in chance meetings with potential network contacts. See “My Elevator Speech” form on page 12 in this guide to help you develop your speech. 
· The order in which you talk about the various aspects of your background and qualifications will be dependent upon your strengths. Talk first about what strengths/background highlights are most relevant to the person you are talking with or to the position for which you are applying.

INFORMATIONAL INTERVIEWS

One of the best ways to gain knowledge about an area of work is to talk to people doing that work, also know as information interviews.  Broadly defined, interviewing for information is talking with another person in a low-stress situation for the sole purpose of gathering information about a particular field of interest.  The key point here is that you approach the process systematically and that YOU are conducting the interview.  This allows you to practice and build your skills for interviewing! See “Suggested Questions for Informational Interviews” on page 8 in this guide as you prepare for an informational interview.
Finding Industry Information and Contacts

There are many resources available to help you pinpoint people to interview.  

Publications, Periodicals, Directories, and Other Written Materials:

· Journal articles and ads – Make it a habit to clip or photocopy items which pertain to any area which interests you (e.g. articles in newspapers, magazines, journals, etc.), especially that describe the person or people in that setting.

· Organization publications – Write to organizations for brochures, pamphlets, etc.

· Career Services Library – Refer to directories in Career Services (see partial list on the next page).


· Other Libraries—Libraries are full of industry information and helpful librarians to sort it all out for you; check out Beloit College’s library, other college libraries, community libraries, etc.

· Other Local Resources—Find information in local newspapers, libraries, Chambers of Commerce directories, etc. for the city/ies in which you are interested.

Online Resources:

· http://www.beloit.edu/careerservices- Career Services website: Refer to the “Students” section – “Alumni Networking”, “Guides & Handouts”, and “Resources by Major” links as well as many others, to view various alumni networking resources, guides and resources related to career planning, as well as the Career Services Job Search or Internship Search Website Guide for website lists by major to help you identify online resources for researching organizations and companies.

· www.beloit.edu/alumni/networking/ - Beloit College Alumni & Friends website: Find Beloit College alumni connections through social and professional networking community. 
· www.linkedin.com -  LinkedIn: Connect with other professionals nationally and around the world by registering on the site. You can view a great deal of information at the basic member/registration level at the free rate.

· www.facebook.com – Facebook: This is more of a social networking site but can be used for professional networking as well (especially alumni). Just be cautious with this and be sure your Facebook page and profile present the image you would like for professional purposes. If not, don’t use this method for professional networking. Note that more and more employers are looking at Facebook pages of potential job candidates so be aware of this in maintaining and setting up privacy settings on your page.

· Check out professional association websites and join them to gain access to member directories and email listservs for professionals in your particular field(s) of interest. Some even offer job, internship, scholarship/fellowship, and grant opportunity listings for your field. You generally have to become a member to view the full features of the websites and member directories, but often a student annual membership rate is available.

· www.chamberofcommerce.com – Chamber of Commerce National Directory: Quickly find Chambers of Commerce for any city in the nation. Chambers have member directories of area ‘member’ businesses and organizations, and often the contacts for them.  Viewing Chamber information is typically free.

· www.hoovers.com and www.rileyguide.com – resources for gathering information about companies and ways to conduct further research. Many resources are viewable for free.
· www.guidestar.org – Guidestar: serves as a national directory of non-profit organizations, searchable by city and state. You can view a great deal of information at the basic member/registration level at the free rate.
· www.quintcareers.com/networking - Quintessential Careers: Find additional networking tips, articles, professional association directories, and web resources.
Direct Contacts:

· Personal Contacts—Consult friends, family members, acquaintances – everyone you know.

· Known Professionals—Call or write professional associations in your industry.

· Alumni, Faculty and Staff—Ask them for the names and numbers of contacts in your field(s) of interest.

Arranging an Informational Interview

Although there are others, these are two of the most common ways to get in to see a person: 1) telephone contact, and 2) letter/email with follow-up telephone call.

Telephone Contact:
· Be prepared to explain to the person what it is you are seeking.

· Also use the content of your “Elevator Speech” as part of your introduction and conversation.
Letter/Email with Follow-up Telephone Call:

This approach is essentially the same as above in explaining your interest.  For the follow-up, however, indicate in the letter/email that you will call within the next week to set up a mutually convenient time to meet.  Then follow with the call.  You may wish to arrange for a telephone interview rather than an individual appointment if the person is not within traveling distance. See “Sample Letter for Networking” on page 9 in this guide.

Conducting the Interview

Research and Preparation:

Before going into a networking meeting, know what the expert is an expert in.  Plan for the interview and conduct research on the interviewee to learn about his/her background, career field and company.  Try to maintain a 90/10 ratio of research/planning and actual contact time, meaning for every 10 minutes of meeting time with the person, do 90 minutes of research/planning.  Also, have questions prepared to ask the individual. See “Suggested Questions for Informational Interviews” on page 8 in this guide as you prepare for an informational interview.
Demonstrating Communication Skills:

Speak with confidence, energy and commitment.  This will give the interviewee the confidence to refer you to others in the future and will likely make you more memorable to the person.

General Guidelines:
· If you ask for thirty minutes of a person’s time, stick to that.  Respect the value of their time.
· The whole process of informational interviewing should take place without indicating primary interest in employment.  Don’t ask for a job or internship. Ask for information and referrals.  

· Know your own strengths and experiences – study your resume so you are able speak about your background confidently and strategically during the conversation.

· When in an interview, ask what you want to know, but don’t control the interview totally.  Let the person talk – it may lead into productive but unanticipated areas of information.

· Ask for additional contacts and for suggestions of reading material to help you better understand the profession.

Evaluating the Interview

In order to make the best use of the information you gather, it is important to evaluate it by asking yourself questions such as:

· What did I learn from this interview?  

· How does what I learned fit with what I know about myself (e.g., interests, skills, values)? 

· What do I still need to know?  

· What plan of action can I make?

Be careful not to draw sweeping conclusions about a field from one person’s opinion—get several.  Also, avoid forming an impression about an area of work based on the likeability of the person.

Following Up​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​
Say thank you!    

As a professional courtesy, a typed thank you letter or note should be sent to all those with whom you interview.  It doesn’t need to be fancy or long – just a few lines to express appreciation for their time.  

· Always send a thank you; even if the person simply gave you contact names and phone numbers.

· Send the thank you within 24 hours after your meeting with the person.

· Take the extra time and care to send it through the mail, rather than through email.  (Note: For an employment interview, you may consider emailing the thank you letter to the interviewer(s) to make it more timely in cases when a hiring decision is going to be made quickly.

· Personalize the correspondence by summarizing one or two specific points from the interview.

· A typed letter is generally considered most professional.  The more formal the interview, the more formal your correspondence should be. 
See “Sample Thank You Letter of Informational Interviewing” on page 10 in this guide.

Keeping Thorough and Organized Records

In addition to the name, address and phone number of each person you talk with, be sure to record briefly what was discussed and what you learned.  This will help you organize and evaluate information from your contacts.  It will also enable you to remember how to contact them in the future, should you choose to do so.  
See “Job/Internship Record” form on page 11 in this guide as an example of information to maintain.
ADDITIONAL GUIDELINES

· You should be the one doing all of the work when networking.

· Networking can be used for locating housing, learning about a geographic area you’re moving to, learning about graduate/professional school programs and institutions, and more.  It works for more than just obtaining information about careers and job/internship opportunities.

· Talking to people about their work doesn’t have to be a formal process or one you practice only in an internship or job search.  Chat with people casually—on a plane or bus, while waiting in lines, at social gatherings, etc.  Most people enjoy talking about the work they do.  Curiosity can open a lot of doors.

· Develop and practice your “Elevator Speech”.

· Create a well-developed resume to use in your networking activities. Have customized resumes for each field in which you are interested if you are seeking to network in more than one career area.
· Keep your networks active!  Stay in touch and provide those within your network updates on your activities – try to make contact 3-4 times per year.

· Research has shown that those within a network especially appreciate industry news and trends, updates on changes, website referrals, and news articles they haven’t yet seen.

· Sending updates to your networks via email is great – just be sure to personalize the email by sending it to an individual, or at least hiding the list of individuals receiving “broadcasted” email to protect your network members’ privacy.

· As time passes, if your relationship with a network contact becomes one-dimensional where you are always only in contact to seek job search assistance, the person may lose interest in you and you may lose that network contact.

· Be open to providing assistance in return to network members in the future.  Networking is a “give and take” relationship.

· Don’t just seek out professionals within your major or field of interest.  People know others outside of their own career field. Alumni can be especially helpful in connecting with others from within their own class year or outside of their class year that are in different fields.  Take the opportunity to connect with as many people as possible, regardless of their career field.

· Continue to build your network, regardless of your job/internship search or career status.  Networking is a lifelong process and your network will change as you make life changes.

​​​​​​​​​​

Sources:

The Art of Networking. (Online, 2009). Quintessential Careers. www.quintcareers.com/networking [Accessed 2009, February 25].

Beloit College Career Services First-Destination One-Year-Out Alumni Survey Data.

Bolles, R. N. The quick job-hunting map, advanced version.

Farr, J. M., Christophersen, S.  (1999).  Two best ways to find a job.  Indianapolis, IN: Jist Works, Inc.

Job-Hunting in Times of Uncertainty: Five Overlooked Strategies to Help Make Your Job Search More Productive – and Successful. (Online, 2009). Quintessential Careers. http://www.quintcareers.com/job-search_strategies.html [Accessed 2009, February 25].
Networking.  (1994).  National Business Employment  Weekly/Wall Street Journal.  New York, NY:  John Wiley & Sons, Inc., pp. 57-65.



SAMPLE LETTER FOR NETWORKING




Will Smith













700 College Street, Box 1· Beloit, WI  53511 · (608) 555-5555 · smithw@beloit.edu


February 6, 2012
Jodie Foster

President

Foster Productions

111 W. Stars Way

Hollywood, CA  23232

Dear Ms. Foster:


I am writing to request an opportunity to talk with you to learn more about your experience in acting and directing. After I shared my interest in both areas with Mr. Steven Speilberg recently, he referred me to you, indicating your insights within the industry would be extremely helpful.   Having worked in theater and communications for the past five years and currently pursuing a bachelor’s degree in theater arts, I am very interested in exploring opportunities in this area and would like to meet or have a phone conversation with you to learn more about your experiences and get any career advice or guidance you have to offer.


My experiences in acting and directing have been gained through several community activities and college theater groups.  As a student at Beloit College in Beloit, Wisconsin, I have acted in six seasonal productions and directed two short plays.  My work at the College has also allowed me to gain experience in stage and props management.  In addition, local community news stations have used my acting services for television and radio commercials.  These experiences, as well as work in two community theater troupes, have given me a glimpse of theater arts related careers.  Your expertise would provide me with a broader understanding of careers in the theater and film industries.

My resume is enclosed for you to learn more about my background and experience.  This may give you a better idea of what advisement will be most beneficial to me.  As follow up to this letter, I will call you the week of February 13th to possibly arrange a time for us to connect.  The week of March 5th would be especially convenient, as I will be in the Hollywood area at that time.  If this does not work with your schedule, we could arrange a telephone meeting as an alternative.  Please feel free to contact me at the phone number or email address listed above.

Thank you for your consideration and assistance in helping me with my career plans.


Sincerely,



Will Smith
Enclosure:  Resume

SAMPLE THANK YOU LETTER 

FOR INFORMATIONAL INTERVIEWING



Will Smith













700 College Street, Box 1· Beloit, WI  53511 · (608) 555-5555 · smithw@beloit.edu


March 12, 2012
Jodie Foster

President

Foster Productions

111 W. Stars Way

Hollywood, CA  23232

Dear Ms. Foster:


Thank you again for the opportunity to meet with you to learn more about your career in stage and film.  It was a pleasure meeting you and hearing about your experiences.  Learning how you made connections to join Paramount and getting your advice on finding an agent were especially helpful.

As I continue to pursue my career aspirations in acting and directing, I will follow your recommendation of seeking out opportunities in independent film.  With several years of experience in theater, radio and television media, I welcome new challenges and feel better prepared for them after talking with you.

Your encouragement to be persistent was much appreciated and I will keep you updated on the progress of my career pursuits.

Sincerely,



Will Smith


 JOB/INTERNSHIP SEARCH RECORD

Employer: _______________________________________________   Date: __________________________

Contact Person: __________________________________   Title:___________________________________

Phone number: ______________________________    E-mail address: ______________________________

Full Address: _____________________________________________________________________________








          Clip copy of 

job/internship posting 

below or

Date:

Method of Contact:





    attach to this page:
____________
Phone call

____________
Email letter

____________
Letter sent via postal service

____________
Resume

____________
Application

____________
Transcript

____________
In-person meeting (Occasion:_____________________________________________ )

Additional documentation ________________________________________________________________________________________

________________________________________________________________________________________

Interview record:                          Informational  [   ]                      Employment  [   ]
Internship  [   ]

Date, time and place of interview ________________________________________________________________________________________________________________________________________________________________________________

Other person(s) talked with, including titles and departments ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Notes from the interview:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Follow-up record:

Date

Nature of contact (letter, phone, etc.)

Results

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
My Elevator Speech
( Name ________________________






( Hometown ______________







( Work Experience ______________





___________________________________





____________________________________





( Education (Major/ Degree/ Research) _




_______________________________






______________________________







( Community Involvement (Service/ Memberships) 
    ___________________









__________________________







________________________








( Career Interest(s) ____________






_________________________







______________________________






( Interests/Hobbies__________________________________

___________________________________________________


_______________________________________________________


​​​​​

( Personal Characteristics ______






____________________________________________________________

___________________________









​​​​​​​( Other ___________________________________________________

_____________________________________________________________

_____________________________________________________________
Beloit College Career Services


The Liberal Arts in Practice Center


700 College St.  Beloit, WI 53511





Phone:  608-363-2675   


Email: lapc@beloit.edu                                            


Website: http://www.beloit.edu/careerservices








Professional:


Faculty


Staff


Supervisors


Co-workers





Personal:


Family


Friends


Other Peers











Networking Circle





Opportunistic:


Doctor


Dentist


Salespeople


Travel acquaintances


Fellow fans at a sporting event


Strangers met in public (i.e. while waiting in line at a store, theater, etc.)





Organizational:


Business and academic associations


Club or organization members


Student associations


Email listserv members


Church members





CHRIS SMITH





Bachelor of Arts in Psychology, May 2013


Beloit College





700 College Street, Box 1


Beloit, WI  53511


(608) 363-1111


� HYPERLINK "mailto:smithc@beloit.edu" �smithc@beloit.edu�





DIRECTORIES IN CAREER SERVICES


FOR COMPANY OR INDUSTRY RESEARCH


•  Foundation Directory	


•  National Trade & Professional Associations  of the U.S.


•  Fortune Guide to the 500 Largest Companies


•  Hoover’s Hot 250 – The Stories Behind America’s Fastest 


	Growing Companies


•  Vault Guide to the Top 50 Consulting Firms


•  World Directory of Environmental Organizations


•  Biotechnology Industry Guide		


•  Pharmaceutical Industry Guide


•  Conservation Directory


•  Directory of Corporation Affiliations


•  International Directory of Voluntary Work


•  Yearbook of International Organizations


•  Official Museum Directory			


•  Directory of U.S. Labor Organizations





Example:  


“My name is __________ and I am a student at Beloit College.  I am interested in __________ (the work s/he does or the area of mutual interest) and wonder if you might have twenty or thirty minutes for me to gather some information about ___________?”








Suggested Questions For Informational Interviews





Regarding the Contact:


	•  What do you like best about your job?  What do you like least?


	•  Can you tell me about your background before coming to this job?


	•  What professional organizations have you found helpful in your career?


	•  If you were conducting a job search now, how would you go about it?





Regarding the Job Itself:


	•  What major tasks are involved in the job?


	•  Which skills are most necessary for success?


	•  What time and resource constraints do you generally have to work within?


	•  Which functions, levels, and business units do you generally interact with?


	•  How much discretion does the employee have in deciding how to perform the job?


	•  How many people report to the jobholder?


	•  Who is the jobholder’s boss and what is his/her management style?


	•  What is the company’s organizational structure?


	•  Where does this type of position report in this organization?


	•  How is performance measured?


	•  What is the salary range for this type of job?


	•  What types of advancement opportunities are available?


	•  What types of special knowledge or preparation are needed for this job?


	•  What are the compensation policies of the firm?  What is the average starting salary for someone in this 


	    (your) position?


	•  What is the actual and expected promotional sequence and timing for someone in this position? 





Regarding the Organization:


	•  Who are your competitors and what are the prospects for this organization or industry to grow?


	•  What are the industry’s most important characteristics?


	•  What are the major issues and concerns in the industry?  In this organization?


	•  Is your company trying new ways of doing business in order to succeed?  What are its goals?


	•  What are the big events in the organization’s history?


	•  How large is the organization (people, assets, sales volume, net income)?


	•  What goods and services does it produce?  Which ones are most valued?


	•  Who are your clients or customers?


	•  What important technologies does this organization use?





Internal Atmosphere: 


	•  What kind of activities do you do as a group?  Business and social?


	•  How often do you work as a group vs. alone?


	•  Are there formal training programs?


	•  What happens if you are “stuck” in solving a problem?


	•  How much turnover is there in this type of job?  For the company generally?


	•  What does conflict look like in your department?  How is conflict resolved?


	•  What are the feedback systems?


	•  How are project teams organized?


	•  What are typical jobs to which people leaving the firm/department have gone?


	•  What is management’s philosophy and style?  What kind of atmosphere do they try to create?


	•  How does your company encourage its people to expand, stretch and grow?


	•  What is the policy on “promotion from within,” “moving to” other areas?


	•  How many new employees are hired into the firm each year?  At what levels do they enter?








List your address at top of letter in business letter format or use a personalized letterhead that matches your resume, as shown below. See Career Services Resume & Cover Letter Guide on the Career Services website for differences for emailed letters vs. those sent through regular mail.


 








Spell out date.  


 There should be 1 to 4 blank line spaces between date and addressee name.





Include addressee name, job title, company name, street address, city, state and zip code, as shown.





There should be 1 blank line space above and below salutation line.  


Use prefix and last name in salutation unless you are already on a first-name basis with the person.





Center Letter Top to Bottom





First Paragraph: Tell why you are writing, how you were referred, and your particular field or job interest.





Second Paragraph: Outline some of your strongest experience in  the field and why you would like to talk specifically with him/her.  Show you have knowledge of the industry, person, and/or company.





Third Paragraph:  Close and refer to resume.  Make a request to talk or meet with her/him and indicate when and how you will be in contact as follow up to your correspondence.








Leave three blank line spaces here to add your signature. See Career Services Resume & Cover Letter Guide on the Career Services website for differences for emailed letters vs. those sent through regular mail.





Do not copy this letter word-for-word.  This is a sample only.


Use your own wording when writing letters to contacts and employers 


to demonstrate communication skills and avoid the embarrassment of sending a letter  that duplicates another student’s correspondence.





List your address at top of letter in business letter format or use a personalized letterhead that matches your resume, as shown below.  








Spell out date.  


 There should be 1 to 4 blank line spaces between date and addressee name.





Include addressee name, job title, company name, street address, city, state and zip code, as shown.





There should be 1 blank line space above and below salutation line.  


Use prefix and last name in salutation unless you are already on a first-name basis with the person.





Center Letter Top to Bottom





First Paragraph: Thank them for the interview.  Mention a notable point that summarizes the meeting.








Second Paragraph:  Remind the contact of your strongest qualifications and/or career interests.  Indicate how you will use the information gained from meeting with her/him.








Third Paragraph:  Close and make a commitment to maintain communication—this helps you  maintain your network.








Leave  three blank line spaces here to add signature if you are sending this through regular mail. If you are emailing this correspondence, then leave only one blank line space, and then add your contact information below your name here (your email ‘signature’), rather than using the letterhead with your contact information at the top of the letter as shown above.





Do not copy this letter word-for-word.  This is a sample only.


Use your own wording when writing letters to contacts and employers 


to demonstrate communication skills and avoid the embarrassment of sending a letter


 that duplicates another student’s correspondence.
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