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Careers 101 – February 10, 2018 annual Meeting of the SD-APS
Networking 101

What is your most recent career status?  Choose one and indicate number of years in that program:
_____ Masters (number of years)
_____ PhD (number of years)
_____ Post Doc (number of years)

How do you rate the overall training (value of time spent, usefulness of material, fun-factor)? 		 Scale of 1 to 10 with 1=poor, 5=fair, 10=excellent.
__________

This program will/may become part of a module that will be utilized in other divisions within APS, as well as reused on a 5- or 6-year rotating basis.  Please provide any feedback regarding what we may do differently, what portions we should continue, and what we can do to improve future trainings.
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________

Have you attended any of the other Careers 101 trainings in the past?  If so, which one(s)?  Have you utilized any of the content?  Have you applied any of the skills or knowledge to your career?  Explain.  Please use specific examples, if possible.
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________

Include your name and email (optional, not required).
_____________________________________________________________________________________
Providing Context, Impact, and “So What?”
· What happened as a result of the work described?
· What knowledge was gained?
· What skills were increased?
· What practices/behaviors changed?
· How much money was saved or produced (economic impact)?
· Were policies changed as a result?
· What were the end results (quantitative and qualitative)?
· What was the scope of the impact (campus, regional, statewide, national, international)?

Demeanor:  Your Outward Projection 
· Make eye contact
· Use good posture
· Project enthusiasm
· Be aware of your body language
· Be interested
· Listen to understand
· Build up creative conversation, show strength and intelligence, show humility
· Convey confidence in your voice and in your actions
· Dress appropriately (and professionally) for the event/setting
· Informal events should remain professional (eg monitor alcohol consumption and “trash talk”)

More Tips and Reminders 
· Practice and improve your listening skills
· Don’t take it personally if someone is rude or indifferent
· Remember that the other person probably feels as awkward as you do 
· Bring business cards to all potential networking events 
· Follow up with relevant and important contacts (eg email, social media/linkedin)
· Know how to gracefully end or exit conversations  
· Remember to say “thank you”


References:
Communication:  Two minutes to impress, Roberta Kwok, Nature 494, 137-138 (2013) https://www.nature.com/naturejobs/science/articles/10.1038/nj7435-137a
Eric Pye https://www.linkedin.com/pulse/20140813183345-15462-4-steps-to-a-perfect-elevator-pitch 

Developing Conversational Skills in Group Discussion
· Ask a question or make a comment that indicates interest in what the other person has said
· Encourage someone to elaborate on something (s)he said
· Make a link between two comments or ideas
· Make a comment if something that another person said was interesting or useful; explain or be specific
· Build upon what someone else has said; Explain why you are building upon those comment
· Summarize a common theme that takes into account several people’s contributions
· Ask a cause and effect question, “If this were to occur, what do you think would happen to that?”
· If someone said something that helps you understand a point, comment on how it helped you
· Offer another viewpoint; If you disagree with someone, do so in a considerate and respectful way; Offer a good reason; Elaborate
Adapted in part from:  Discussion as a Way of Teaching.  Brookfield and S. Preskill, 2005

Making Formal Introductions – Connecting 
· State the name of the higher ranking/senior/guest person, first; Use first and last names and include relevant titles  
· Give a “please meet…” to introduce the other person; Again, use full name and title
· Give some details about each person, as appropriate; Provide some background or the connecting information, such as common interest or experience  
· Be tactful if you forget someone’s name.  Say “I’m sorry, would you mind reminding me of your name?”  In informal conversation, you may say “Have the two of you met?” and pause to wait for them to introduce themselves 
· Introduction in group situations:  Introduce the person that you are most familiar with first;  Then, follow the ranking protocol; Gender should not be used for distinguishing rank
· [bookmark: _GoBack]Responses should be kept short (e.g. “hello” or “nice to meet you”) until both parties have been introduced; Shake hands when appropriate or when the other person extends a hand
 
Additional Resources – Elevator Pitch and Formal Introductions:  
https://www.nature.com/naturejobs/science/articles/10.1038/nj7435-137a
http://thepostdocway.com/content/elevator-pitches-scientists-what-when-where-and-how
Examples  https://www.cirm.ca.gov/our-progress/stem-cell-videos?search_text=sciencepitch 
https://www.forbes.com/sites/nextavenue/2013/02/04/the-perfect-elevator-pitch-to-land-a-job/#420347cb1b1d 
http://emilypost.com/advice/making-introductions/

Networking: YOU Take the Lead!

WHY?
Why should you network?
1. You will make contacts that may be beneficial in the future – whether seeking jobs, collaborations on projects or grants, or preparing for tenure.
2. You will make yourself known – again, this is important for future jobs and collaborations, and even preparations for promotion and tenure.
3. You will learn from the people with whom you network – the best way to identify mentors.

HOW?
How should you prepare to network?
1. Know your strengths and skills and be able to discuss them! Make a list of the strengths and skills that you feel can help you to stand out and be able to give examples of situations in which you effectively achieved goals.
2. Practice your one-minute talk.  Time is short! Be able to make an effective introduction.
3. Prepare business cards to bring with you to meetings– professional and easy way to share your contact information.
4. Update your CV.

WHAT?
 What should you do? What should you say? 
1. Do not be shy.
2. Offer a firm handshake – do not be offended if your hand is not accepted.  It is not appropriate in some cultures, but the gesture is usually appreciated. 
3. Smile and make eye contact.  Repeat, smile and make eye contact!
4. Introduce yourself.  
5. Speak clearly.  Everyone has an accent of some sort.   Do not feel ashamed or embarrassed if someone asks you to repeat yourself.  It is not a critique.  Similarly, do not hesitate to ask others to repeat themselves if you do not understand.
6. Speak with confidence – project your voice, speak loudly and clearly.
7. When the opportunity arises, give your one-minute talk! You will have already prepared for this!
Have your business cards and CV ready in case someone asks for your contact information or credentials.   

TIP: If you are attending a function with several other colleagues or students from your institution, do not sit at a table with more than one or two (depending on table size) other colleagues.  You can see these people most days of the year.  Meet people that you don’t always have the opportunity to see.

WHERE?
Where does networking begin? 
At home – when you are registering for a meeting and checking out who may be there that you want to meet.
Where can you network with people at the meeting?
APS meetings – poster sessions, session breaks, committee meetings, down time in between or after sessions, lunches, socials, workshops, after the day’s planned events
Do not hide in your room.  Make yourself available – be everywhere!

WHO? 
With whom should you network?  
1. Students from other universities.
2. Young professionals in academia, industry, and extension.
3. Experienced professionals in academia, industry, and extension.
4. Anyone with similar research, commodities, geographic locations, or ethics/ideals.  Think broadly.  Think outside the box.

The people you meet and with whom you network may become future collaborators, colleagues, or employers.  They may also be journal editors or reviewers, reviewers on grant review panels, or contributing writers for promotion and tenure packets.  

WHEN?
When does networking occur? 
Networking begins before you arrive at the meeting.
1. Contact professionals with whom you would like to meet to determine if they will attend the event. Set up a meeting. HINT: You can also look through the meeting attendee list to see who has already registered and is planning on attending.
2. Register for events such as networking opportunities and socials that put you in a smaller setting with others.

When is it appropriate to network and to introduce yourself?
Networking continues at the meeting – from the time you arrive until the time you depart.  
1. During poster sessions, session breaks, committee meetings, down time in between or after sessions, lunches, socials, workshops, and after the day’s planned events.
a. Attend committee meetings in your area or research or in your area of interest even if it has nothing to do with your research. Branch out!
2. When the meeting schedule is over for the day, do not go back to your room – meet up with others afterwards.  Ask new acquaintances whether you can join them for after-hours events such as dinner or drinks.  Exchange phone numbers.
3. If you see someone with whom you would like to talk, ask them if they have a few minutes to talk or if you may meet up with them another time.  Take initiative and ask new acquaintances out for dinner or drinks.
4. Use meeting apps to schedule appointments with professionals in attendance of the meeting or event. 


Networking:  YOU Take the Lead!
Prepared for the APS Committee for Diversity & Equality 2013 Workshop 
Nicole Ward Gauthier and Rebecca Melanson.
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