Networking Tips
Prepare an “elevator speech.”  Write a summary of what you want people to know about you that can be delivered in less than 30 seconds.  Make it upbeat and succinct:  who you are, what you do, what you’re looking for.  More than that, and you risk turning off the listener, says Debra Condren, a career coach and business psychologist with offices in New York and San Francisco.  Since you get only one chance to make a first impression, she recommends practicing your elevator speech in front of a mirror, and then on friends, before taking it to a networking event.

Show interest in others.  Career experts say the secret is to stop focusing on yourself and take an interest in the other person.  Ask questions and get the contacts to talk about themselves and their business experience.  This is easier than you might think.

Don’t be selfish. No matter how desperate you are, remember networking is a two-way street. If you’ve met with a recruiter, you can always offer to introduce him to the smartest people you know in your industry, says Melanie Mullhall, a career coach and corporate consultant in Broomfield, Colo. If you are a young job seeker with a little experience, you may not be able to help a finance chief land his next position—but his daughter might be applying to colleges and want to hear you take on a school. 

Limit your drinking. Have at most one or two drinks over the course of an evening. “Alcohol does not make you more social, and it can cost you a job,” says Ryan. “People will think of you, ‘Great for a party, but not great as an employee.’” New contacts aside, keep in mind that at office parties your bosses will also be watching. 

Dress appropriately. Remember that you’re looking to advance your career, not to derail it. Ladies, “don’t pick the lowest cut, sexiest thing you own,” advises Ryan. You want to come across as professional, and sex-kitten apparel won’t earn you brownie points with anyone. Gentlemen, “don’t be a slob.” Pick slightly dressier attire than you would normally wear to work. 

Mingle. Don’t spend the entire party tracking down people you already know or people you want to talk with. By excluding or snubbing people, you might miss out on fun- or some unexpected networking connections. 

Five Easy Steps for Shy Professionals

Networking doesn’t mean making thousands of contact. Instead, write provocative letter introducing yourself, then arrange ways to discuss mutually interesting subjects with a few key people, if you view your job search as a personal research project on a compelling subject – your own future – you’ll find it easier to collect critical information or ideas. 
The following steps can help reserved professionals become more effective networkers: 

1. Recognize and deal with the aspects of networking that bother you most. For example, if you’re scared of meeting people, being by practicing with trusted friends. Tell them about your interests, training and abilities. Or, if you’re worried about becoming tongue-tied, role-play your meetings until you feel confident about what to say. 

2. Create a structured plan, then stick to it. Set goals and be disciplined about achieving them. While some career counselors recommend making 15 to 20 calls a day, lower this amount if it seems overwhelming. 

3. Make calls when your energy is highest. If you know that you’re more upbeat after lunch, save phone calls until then and use the morning for administrative tasks. 

4. Know what you want to say when calling. Develop a script that includes your key points and use it to make sure you mention important items. Many introverts have difficulty making small talk. By learning about your contacts and their companies, you can direct your conversations and make them more meaningful. 

5. Take time out to replenish yourself. Plan your schedule so that you have periods of solitude that allow you to recharge. For instance, don’t schedule a fully day’s activities if you plan to network at an evening event. 

While you don’t have to change yourself, you’ll need to learn extroverted skills and behaviors to become a more effective job hunter. Like an acquired taste, your appreciation for networking may grow. And when you start receiving the benefits, your appetite for it may even increase. 

Body Language

Up to 93% of communication is non-verbal. Including tone of voice, eye movement, posture, hand gesture, facial expressions and more. The pressure of body language can especially be felt in emotional situations. Boyd language usually prevails over words. 

The eyes communicate more that any other part of the human anatomy. Staring or gazing at others can create pressure and tension in the room. Gangs have fought over the way someone looked at them. Researcher suggests that individuals who can routinely out gaze another develop a sense of control and power over others not so inclined. Maintained eye contact can show if ya person is trustworthy, sincere or caring. Shifty eyes, too much blinking can suggest deception. People with eye movements that are relaxed and comfortable yet attentive to the person they are conversing with are seen as more sincere and honest. 

Eyebrow muscle draws the eyebrows down and toward the center of the face if someone is annoyed. If someone is empathetic and caring during dialogue the eyebrows will not show the annoyed facial grimace. 

The smile. There are 50 or so different types of human smiles. By analyzing the movements of over 80 facial muscles involved in smiling, researchers can tell when a smile is true. Look for a crinkle in the skin at the middle, outside corner of the eyes and if it is not there, the smile is probably fake. Authentic smiles are smiles that “crest” or change rapidly form a small facial movement to a broad open expression. 

Bodily cues are the most reliable of all nonverbal signals of deception. This is because a person generally has less conscious control over these than other signals. (Springer, 1996; Ekman & Friesen, 1974). Hand-to-face gestures and shrugs are strong markers of deception. Playing with or touching things nearby during conversations has been found to be associated with deception (Cody & O’Hair, 1983). Deceivers also are likely to have increased illustrator activity – quick and animated use of hands/arms during speech. 

Vocal cues can predict deception. More and lengthier pauses during conversation; a lot of such sound as “un,” “um,” word repetitions; intruding sounds not part of the actual speech, less lengthy answers or explanations where they would be expected to be. 

Space is important. Personal space is needed and if it is invaded intentionally and at times by oversight can cause individual feel uncomfortable or threatened. Studies have shown that individuals that do not respect others space are less popular and often rejected by others. 

Gestures communicate. Hand signals can communicate without the use of any speech. Touching communicates. Touching can be friendly or it can be aggressive. The way a person stands reflects their level of confidence and comfort level. 

When you interact socially develop your listening and observations skills. The above are a guide for looking for the clues to deception they are not fool proof. 

Watch your body language. Avoid shifting eyes and head quickly during conversation when someone asks you a question. Do not look down or to the side. Look directly at the person with a sense of confidence but not overbearing or threatening in nature. 

