Section 4: Professional Networking

Section 3: Professional Networking
Networking is a critical part of any job search, and it’s also a valuable skill for newly arrived
refugees looking to make connections in the community. This section of the job readiness
curriculum focuses on the shift from learning about the U.S. workplace to conducting a job
search. Upcoming sections of the job readiness curriculum will include additional aspects of the
job search, such as filling out applications and applying for jobs online. This section focuses on
networking as an essential aspect of the job search process. Networking should comprise 70% of
a job seeker’s time, and the remaining 30% should be spent on job applications and company
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research.1 That’s 28 hours each week spent networking if a job seeker is putting full-time (40
hour) effort into a job search.
Part of the instructor’s role is to help refugees understand how they can contribute to and drive
the job-search process. Networking has many benefits, because it provides refugees the
opportunity to meet new people, practice their English, and recognize the power they have over
their own job search. Professional networking can be as easy as establishing a personal network.
Imagine meeting a neighbor, for example, and asking where he or she works. Is the employer
reasonable? Are jobs available? Would the neighbor be willing to help apply for a job? Clients
likely had extensive networks in their home countries that grew organically; this section
highlights how to intentionally build a network in a new community and cultural context.
Activities in this section provide opportunities for participants to practice networking skills and
develop a plan to build their network as they search for jobs.

Learning Objectives
After completing the activities in Section 3: Professional Networking, participants will be able
to:


Articulate the importance of networking when looking for a job.



Identify people who make up their local network.



Ask at least five informational interview questions.



Use several different professional greetings.



Introduce themselves and briefly explain their interests and goals.



Start a conversation with a new contact.

Key Vocabulary
Network: people you know, including friends, family,
coworkers, and community members
Networking: meeting new contacts and sharing
information with others
Informational Interview: conversation to learn
information about a person, job, or industry (not the
same as a job interview)
Greeting: word or phrase used when meeting
someone or seeing a friend after some time
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Included Activities:
3.1 Whom do you know? Identifying your network*
My Network -- Worksheet
Networking Contact Log Sheet -- Worksheet

3.1A
3.1B

3.2 Getting to Know You: Informational interviews
Informational Interview Questions Worksheet

3.2C

Matching Cards-- Beginner English Extension*

3.2D

3.3 Professional Greetings: Practicing words, phrases, and body language for
networking*
3.4 My Commercial: Develop your pitch
My Commercial-- Worksheet

3.4E

3.5 Things in Common: A networking exercise
3.6 Building an Online Network: An overview of online networking
Online Networking --Tip Sheet

3.6F

Meet Mutaz – A professional networking success story

3.6G

3.7 Additional Resources
*Indicates either that the activity works well for a wide range of English levels or that a beginner
English level extension option is included. Non-asterisked activities are appropriate for
participants with intermediate to advanced English levels.
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3.1

Whom Do You Know?

Activity Overview
This activity introduces participants to the concept of
networking. Although participants are new to the
U.S., this exercise demonstrates that they might
already have a network of people and it helps them
brainstorm new ideas to continue making
connections.

Materials Needed
•
•
•

Whiteboard and markers
Copies of My Network Worksheet (3.1A)
Pencils or pens

Procedures
1. Ask participants, “What are some ways to find a job?” Elicit several answers such as
searching online, going into a business to ask for an application, and talking to a job
developer or employment specialist at the resettlement agency. Write answers on the
board.
2. Ask, “Out of these answers, how do most people find their job?” Tell participants that
talking with friends and family is the best way to find a job in the U.S. This is called
“networking.”
3. Tell participants:
Your network is the circle of people you know: friends, family, other classmates,
resettlement staff, future coworkers, other parents, etc. All these people make up
your current or potential network. I know that you have just moved to a new place,
and maybe you think that you don’t know many people. But you might be
surprised to see how many people are in your network.
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4. Draw three large circles on the board, like this:

5. Ask for a participant to write his or her name in the center circle. Ask the participant to
say the names of five people he or she knows in this city, and write those names in the
second circle. If the participant gets stuck, note that the instructor, resettlement staff,
and friends in the class can be included.

Netsanet
Susan
Ree

Mohammad

Mu
Bu

Tuku

Ali
Mutaz

Jennifer

6. After writing several names in the outer circle, ask participants, “How many people does
Ali know?”
In the United States, the average person knows approximately 600 people. Even though
you might have a small network in your local community right now, your “middle circle”
of friends can help you meet more people in the “outer circle.” How can this help you find
a job?
7. Pass out the My Network Worksheets (3.1A) and ask participants to follow your example
and write the names of people they know into the second circle of the diagram: family,
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friends, neighbors, co-workers, resettlement staff, etc. Have participants try to list about
10 people.
8. Discussion questions:
 Ask each participant: How many names did you write? Total the numbers (for each
participant and the whole class) on the whiteboard and let participants know that
there is at least that number of contacts in this network of their job readiness
class.


How can your friends help you meet new people who will support your job search?
Sample answer: if a participant wants to work in construction, he or she can ask a
friend if they know anyone who works in construction.



Read the ideas of places to network at the bottom of the My Network Worksheet.
What other places can you meet new people?

Extension Options


Beginner English level option: Instead of writing names, ask participants to draw their
friends and family in the circle on the My Network Worksheet (3.1A). Complete an
example ahead of time to model the exercise.



Homework option: Ask participants to talk to two people in their network this week and
ask who they know that works, or works in their industry of interest. Tell participants to
be prepared to share their successes and challenges at the next class.
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My Network
Write your name in the circle 1 and names of people you know in the circle 2. Ask your friends
and family whom they know to fill in the circle 3.

1. My Name

2. People I know

3. People my friends and family know

Where can you network?




Community events
Social groups
Online (LinkedIn, Facebook,
Meetup.com)






ESL or Job Club classes
Library
Places of worship
Other: _____________

7

3.1B
Section 3: Professional Networking

From the New York University Robert F. Wagner Graduate School of Public Service Networking Guide.
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3.2

Getting to Know You

Activity Overview
This lesson focuses on a key part of professional networking:
informational interviews. Participants will brainstorm networking
questions and then practice asking them.

Materials Needed




Whiteboard and markers
Copies of Informational Interview Questions Worksheet
(3.2C)
Matching Cards for beginner level extension option (3.2D)

Procedures
1. Review job titles using the photo vocabulary cards from Section 1. Ask participants,
“Which jobs do you want to learn more about?”
2. After eliciting answers, ask, “What questions would you like to ask people who do that
job?” Examples include: Where do you work? What are your job duties? What do you like
about your job? What don’t you like about your job? Write answers on the board.
Explain that getting information about a job or an industry by asking questions is called
an “informational interview.” An informational interview is different from a job interview.
An informational interview is a casual conversation to learn more about a job, and a job
interview helps employers know if a candidate is a good fit for a job opening.
3. Hand out the copies of the Informational Interview Questions Worksheet (3.2C). Ask
participants to spend ten minutes writing questions they could ask to learn more about
someone and their job.
4. Ask participants to find a partner and practice asking each other informational interview
questions. Presumably everyone in the class is looking for a job; therefore, participants
can answer the questions based on previous work experience. The process of asking is
the skill being developed here, so questions can also be about an imagined job. Give ten
minutes for partners to practice asking and answering their informational interview
questions.
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5. Bring the group back together and ask for a participant to share one or two of their
questions. What did they learn about their partner? Review any additional questions that
weren’t mentioned.


Where do you work?



Why did you choose this job?



What is your job title?



What do you do each day at your job?



What do you like best about your job?



Is there anything you don’t like about your job?



What skills are important for people with this job?



Is your company hiring?

6. Follow-up assignment: Ask participants to complete one informational interview with a
person in their field of interest or in their network, using their questions and be prepared
to share what they learn.

Extension Options


Beginner English level activity: Print out the Matching Cards (3.2D). Shuffle them and ask
participants to match each question with the correct answer. Read each question and
answer together, then ask participants to take turns asking and answering the questions.



Guest employer: Invite an employer to come to class, and let participants ask their list of
informational interview questions. Debrief by discussing what information they learned.



Meet-and-greets: Pick one question at the beginning of each job readiness class and
invite participants to “work the room” until they have had a chance to shake hands and
ask the question to all other participants. Questions can include: Where are you from?
What was one of your past jobs? What is one of your skills?
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3.2C

Informational Interview Questions
Think of five questions you can ask someone about their work. Use question words like
who, what, when, where, why, and how.

1. _____________________________________________________________?
2. _____________________________________________________________?
3. _____________________________________________________________?
4. _____________________________________________________________?
5. _____________________________________________________________?
Now, practice asking these questions with a partner and see what you learn! Record your
answers in the space below.
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Beginner Extension Option – print and cut into cards.

Where do you work?

I work at a hotel.

What is your job
title?

I am a dishwasher.

What do you like
about your job?

I like the people
who work with me.

What is difficult
about your job?

It is difficult to stand
on my feet all day.

Is your company
hiring?

My company is
hiring dishwashers
and housekeepers.

12

Section 3: Professional Networking

3.3

Professional Greetings

Activity Overview
This quick exercise is accessible to a variety of English language levels and makes a great opening
or icebreaker activity. Participants practice body language and phrases used in professional
greetings, networking, and workplace situations.

Materials Needed


Whiteboard and markers

Procedures
1. Ask participants how they say “Hello” formally, in the
workplace, in their native language, and give everyone
an opportunity to share. Tell participants that these are
all called “greetings.”
2. Ask, “Do you know which English words or phrases
people use when they first meet or see each other at
work?” Write responses on the board. Answers can
include:
 Hi, my name is ______.
 How are you?
 Nice to see you. / Nice to meet you.
 Good morning / Good afternoon / Good
evening.
 How have you been?
 How’s your day going?

Trainer’s Tip
Asking adult participants
how to say key words or
phrases in their native
language shows your
interest in learning about
their culture and
background, and it is also a
reminder of each
participant’s unique
knowledge base.

Point out that slang greetings such as “hey” and “what’s up” should be reserved for close
friends and are not appropriate for work settings.
3. Ask participants what body language is good for meeting or greeting someone. Answers
include strong handshakes, eye contact, and smiles. Also ask participants if anyone is not
comfortable shaking hands with someone of the opposite sex. Assure them this is
acceptable, but they should be prepared to smile and say something like, “I am excited to
meet you, but I cannot shake hands because of my faith.”
4. Divide participants into two equal groups and form two lines, facing one another. They
should practice different English greetings and handshakes with the person across from
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them. After several seconds, have one line move down and the person at the end should
rotate to the front of the line so that each person is facing a new partner. Continue this
activity until participants have had significant opportunity to practice greetings.

Extension Option


Body language: Use the infographic below from Vixen Daily to review positive body
language for professional interactions.
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3.4

My Commercial

Activity Overview
Having an “elevator pitch,” or a succinct and interesting description of who you are, is an
important part of looking for a job and networking. This lesson prompts participants to create
and practice a personal introduction using the idea of a commercial.
In many cultures, self-promotion is frowned upon. Take this opportunity to share with
participants that Americans speak openly about their accomplishments, good qualities, and
experiences throughout the job search process. Companies expect job seekers to speak positively
about themselves as a sign of confidence.

Materials Needed



Copies of My Commercial Worksheets (3.4E)
Pencils or pens

Procedures
1. Ask participants, “What is a commercial? Can you think of an example of a commercial?
Why do businesses create commercials?”
2. Tell participants they will create short “commercials” about themselves. Ask, “Why is it
important to have a commercial about yourself when you look for a job?” Possible
answers:
 It will be your introduction when you speak to an employer or talk with friends
about job openings.
 This information can also help you answer the most common interview question,
“Can you tell me about yourself?”
Think of this commercial as a message that will tell others what makes you special.
3. Pass out copies of the My Commercial Worksheets (3.4E). Ask participants to take turns
reading the handout.
4. Ask participants to write out information they can share when networking. If
participants get stuck, write phrases they can fill in (on the board or on their paper),
such as, “Hello! My name is _______________. In the past, I worked as a
_______________. Now, I would like to ________________.” Depending on the
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participants, give examples for participants who do not have formal or traditional work
experience.
5. As participants finish, have them find a partner to practice their introductions. Encourage
participants to practice several times – this introduction should sound “natural,” not
robotic. Ask for participants to share their introductions with the entire class.
6. Discussion question:
 Do you like to talk about yourself? Why or why not?
o Was there ever a time you were uncomfortable talking about
yourself?
o Would someone like to share one of their proudest moments?

Extension Options


Commercial video example: Pick out a commercial video clip ahead of time to show the
class before starting the activity. Ask questions about what is being marketed and what
makes the service or product special.



Hear your commercial: Record participants’ “commercials” with a cell phone or tape
recorder. Let them critique their performances.

16

3.4E

Section 3: Professional Networking

My Commercial
Read these two examples:
1. “Hello, my name is Robert Zuma. In the past, I worked as a newspaper
photographer. One of my photographs won a special award in my
country. Now I am looking for a job in manufacturing. I know my
attention to detail will help me do a good job.”

2. “It is nice to meet you. My name is Esther. In the past, I worked at a
restaurant. I washed dishes, cooked, and served customers. I loved
seeing people enjoy food at our restaurant. Now I am looking for a job
as a dishwasher. Do you know anyone who works in the restaurant
business?”
How will you introduce yourself while networking? Write a short “commercial” about you.
Include:
•
•
•
•
•

Your name
Your experience or education
What you would like to do now
Why businesses or people like you
Show how you are unique (different from other people)

Practice your introduction with a partner and at home with your friends and family.
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3.5

Things in Common

Activity Overview
Finding things in common with another person is a good networking technique.2 This
interactive activity works well as an icebreaker or as a break between other exercises.

Materials Needed



Blank paper
Pens or pencils

Procedures
1. Tell participants that finding things in common with another person is a good networking
technique. One example of something participants in this group have in common is that
they are all looking for a job.
2. Divide the class into small groups of two to three participants. Explain that they have
seven minutes to find as many things in common with each other as possible. Pass out
blank paper for recording answers.
3. After seven minutes, ask each group to share how many things they found in common.
Review answers, giving a round of applause for the team who thought of the most
commonalities.
4. Discussion questions:
 Was it easy or difficult to find things in common?


What did you learn about your partner or people in your group?



How is this helpful when you are networking?



What questions or topics are not appropriate in a professional networking
setting?



If someone asks a question that you find uncomfortable, what is an appropriate
way to respond?

2

Entrepreneur article, “19 Ways To 'Kill It' at Your Next Networking Event.” Retrieved from
https://www.entrepreneur.com/article/244160#.
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3.6

Building an Online Network

Activity Overview
This lesson requires advanced English and basic computer knowledge. Participants briefly discuss
social media options and tools available to develop a professional online network.

Materials Needed



Copies of Online Networking Tip Sheet (3.6F)
Computers for participants interested in creating a LinkedIn profile

Procedures
1. Ask participants, “What is social media? What social media sites do you know?” Write
answers on the board.
2. Say, “Social media sites can help you research companies, join professional groups, and
connect with new people who might be helpful as you look for a job.”
3. Review the Online Networking Tip Sheet (3.6F) together, asking for participants to take
turns reading aloud.
4. If volunteer assistance is available, suggest to participants that someone can help them
create or review their LinkedIn profile page.
5. Discussion questions:
 What social media sites do you already use? How do you use those sites now?


What are benefits of using social media for your job search? Can you think of
any reasons not to use social media for your job search?

Extension Options:


Meet Mutaz: Review Mutaz’s story (3.6G) together as a group or as a homework
assignment.
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3.6F

Online Networking
You can use social media websites to build an
online professional network. Here are some
reminders and tips to help you get started.

Reminders3






Don't list personal information or post
comments, photos, or videos that you
wouldn't want an employer to see.
Think of everything you put online as public information.
Do an online search of your name to see what information and/or images of you are on
the internet.
Be careful of scams for fake job positions, trainings, or job search help.

Which social media sites should I use to build my virtual
network?
LinkedIn: professional networking site where you can share about your skills and work
experience. You can also use it to research companies.
Facebook: primarily a social networking tool, but be aware that employers frequently
search for Facebook profiles when considering a job candidate. Make sure that your
profile page is professional.
Instagram: can be used to search companies.
Meetup: networking tool to create a group meeting. It positions you as a leader and
organizer.
Twitter: can be used to search companies, even without ever sending a “tweet.”

What will I need to set up a profile?





Professional photograph for your profile page
Resume to help you complete the professional experience section
Email address to set up your account
Knowledge of your skills to list on LinkedIn

3

From CareerOneStop’s “Take Your Network Online,” https://www.careeronestop.org/JobSearch/Network/onlinenetwork.aspx.
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3.6G

Meet Mutaz
Mutaz and his family moved to the United States from Iraq
in 2013. In his home country, Mutaz worked as an engineer
for many years.
When Mutaz moved to the U.S., he knew 10-15 people here.
Three years later, he knows more than 100 people in his
community. How did he network in the beginning? He met
new people at job readiness classes and professional group
meetings at a local technical college. He also looked for free
events to attend around town.
Mutaz works for a company that is building a new public
railroad line. He loves his job! He found this job about a year
ago through his online network.
“Networking is very important in the U.S.,” says Mutaz. “If
you know someone, and they know the industry here, it becomes easy to get a job here.”
A recruiter at the company where Mutaz now works
found his profile on LinkedIn and contacted him for an
interview. Mutaz has more than 240 LinkedIn contacts
and is a member of several industry groups.
When Mutaz first meets new people to talk about jobs,
he always lets them know he can work well with others:
“Here in the U.S., they care about the team.”
His advice to job seekers? “Be patient. It takes time!”

Discussion Questions
Where is Mutaz from? How long has he been in the
U.S.?
How did networking help Mutaz find his job?
What has Mutaz learned about looking for jobs in the
United States?
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3.7

Additional Resources

Higher Resources:
 Practical Tips on How to Network provides five networking tips that focus on helping
others.
 Informational Interviews offers additional resources on making these conversations
count in a job search.
 How to Improve Your LinkedIn Profile
 How To Track Down the Contacts You Need Via LinkedIn features a PowerPoint
presentation outlining simple steps to finding employers on LinkedIn.
 To Tweet or Not to Tweet includes some tips for using Twitter.
 Religious Observance and Employment: To Shake or Not to Shake?
 Identifying Job-Getting Personal Qualities is a lesson plan to use in tandem with the My
Commercial lesson to give additional insight into the qualities that make participants
unique and attractive to employers.
CareerOneStop has a networking section on its website that includes the following topics:
 Why Network?
 Your Elevator Speech or Pitch
 Make a List of Contacts
 Informational Interviews
 Contact Potential Employers
 Maintain Your Network
 Take Your Network Online
Skills to Pay the Bills: Mastering Soft Skills for Workplace Success is a curriculum from the U.S.
Department of Labor’s Office of Disability Employment Policy to equip youth with soft skills
necessary for job searches. There is a chapter on networking here.
Center for Applied Linguistics has several icebreaker activity ideas that fit in well with
networking concepts.
EY has an infographic titled Building Better Connections with data about current networking
trends and tips for doing more of it.
Institute for Community Inclusion at the University of Massachusetts Boston developed a
curriculum called Teaching Networking Skills: Paving a Way to Jobs and Careers intended for
participants who have limited work experience.
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Leisure Jobs has several LinkedIn infographics covering everything from setting up a profile to
keep your profile secure. These make eye-catching visual aids for the classroom.
Accounting Principals offers Ten Tips on Building a Strong LinkedIn Profile.
New York University’s Robert F. Wagner Graduate School of Public Service has a Networking
Guide useful for clients with high levels of English. The guide also includes a Networking Contact
Log Sheet (3.1B).
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