[image: ]Technical Assistance to Build the Capacity of Local Stakeholders (including Business Support Organisations) and Enhance the Competitiveness of the Private Sector – EuropeAid 136143/DH/SER/CY

[image: ]



















Business Networking Guidebook 
Component 2 – Activity 2.6.

January 2017







[bookmark: _Toc458516742][bookmark: _Toc467493844]DISCLAIMER  
“This publication has been produced with the assistance of the European Union. The contents of this publication are the sole responsibility of the Consortium leader and can in no way be taken to reflect the views of European Union”.

1. WHAT IS BUSINESS NETWORKING AND WHY IS IT RELEVANT?
Business networking involves the connection of people, to improve accessibility to a wider and relevant audience for achieving certain goals. Business networking is an effective low-cost marketing method for developing business opportunities and contacts, based on referrals and introductions - either face-to-face at meetings and gatherings, or by other contact methods such as phone, email, and increasingly social and business networking websites[footnoteRef:1]. The purpose of this guide is to provide guidance through tips and techniques, including do’s and don’ts, to specifically improve face-to-face business networking skills of the reader. [1:  Business networking (http://www.businessballs.com/business-networking.htm )] 

“It’s not what you know, it’s who you know”
Business networking is an effective way to reach your target audience which would have been more difficult or costly to engage via conventional promotional methods. Personal introduction and referrals provide better access to decision-makers and are an advantage for developing business opportunities. Picture 1 - Business networking: It’s not what you know, it’s who you know

Many of the business networking principles and techniques are common sense and apply for business and relationships, especially regarding selling, managing, facilitating etc. The success in networking opportunities are dependent upon the quality and the energy of the involvement.  Furthermore, effective networking relies on a building a strong and well-connected network. Thus, focusing more on helping and giving, rather than selling or taking will make a stronger network. 

2. WHERE TO NETWORK?
There are many situations where networking opportunities can be found. Business networking can be conducted anywhere with the attendance of relevant business-people, whether it is through a formal networking event or an informal social gathering. It is important to note that professionals that are not directly linked to your cause may also provide helpful contacts, as referrals and secondary links prove to be important in successful networking. Networking opportunities may arise in events, activities and situations, where meeting with relevant people can lead to potential links for future business interaction. Face-to-face networking opportunities may arise in conferences, seminars, networking events, exhibitions, public meetings, opening ceremonies, foreign trade visits, social gatherings, etc. 

3. NETWORKING FOR THE BEGINNER
Before you start networking, there are a few essential points to keep in mind:

	Get ready to meet people
[image: ]
	You cannot be successful in networking without getting out and meeting new people.  An effort to step out of your comfort zone is the key in meeting new people for new opportunities.

	
	Follow-up and attend events, trainings, meetings.

	
	Actively participate in Chamber activities, committees and working groups.

	
	Attend trade missions, fairs, exhibitions.

	Create an online presence
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	In the new digital era, you need to make sure you can be found after someone finds out about you or your business. Make sure to have an online presence, not to lose the opportunity.

	
	Build a Facebook Page. 

	
	Register to LinkedIn.

	
	Make sure to be listed in your Chamber's online registry (member list) and in other relevant online business databases.

	Realise it’s a give and take relationship
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	People give their time because they believe that you may present valuable opportunities for them.

	
	Be ready to give as much as you are ready to take, for developing a relationship for future opportunities.

	
	Prioritise in giving first. 

	Stand out from the crowd
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	Make sure that you stand out from the crowd to be remembered.

	
	Prepare an ‘elevator speech’ to differentiate yourself in 15-20 seconds.

	
	People will meet your brand before they meet you. Attract attention with your brand to intrigue interest.



4. ESSENTIALS FOR SUCCESSFUL NETWORKING
There are various aspects to consider while preparing, attending and following up networking activities. Here are some tips for success in business networking:

Before You Start 


Essential Principles1 - IMPRESS AT INTRODUCTION WITH YOUR ‘ELEVATOR SPEECH’

Describe yourself concisely and impressively. Consider that you have no more than 20 seconds to make an impressive impact. The key is to reflect consideration and expertise by conveying the most relevant points in as short time as possible. The main points of your introductory speech should include:
· Your name
· The name of your business
· Geographical base and covering area
· Your personal specialisation and/or offering and your aims
2 – BE DIFFERENT AND AMBITIOUS

Prepare to reflect what is different and special that you do. Finding your difference is critical in making you or your business memorable. The difference must be clear and appealing to the audience. The best way to find your difference/market advantage is to examine your competitors, to see what is missing or what can be improved. The difference should be pitched at your introductory speech and to be revisited whenever a business opportunity arises throughout your conversation. 
Be ambitious while expressing your aims, reflecting how you aim to be the best or to lead in what you do. Take into consideration that while you should be ambitious when reflecting your aims, you should also not lose touch with reality.  
3 – PRIORITISE TO GIVE

The idea is to give before receiving. Providing help to others will support the establishment of a positive image and will come back to you in return. Consider this as ‘karma’ in business. Help others and you will be helped. 

Integrity, trust and reputation are vital for networking. People make mistakes. Acknowledging your mistakes and apologising is important for integrity and reputation. Failure to do this may lead to losing you integrity which will lead to losing trust. Integrity is vital to build trust. Building trust is essential for growing your business network. Empathy and effective listening are also important elements in building trust. Following up on promises, keeping commitments are key in developing reliability and dependability especially if you expect to be recommended by your network.4 – BUILD TRUST

5 – TARGET RELEVANT CONNECTIONS

You should target groups and contacts relevant to your aims and capabilities to have more useful connections and referrals. Consider how different groups and networks operate. While directing your efforts, combine your targeting to include business people and obvious networks with alternative groups and social networks who may have non-business professionals that may be influential in providing referrals, like educators, journalists, doctors, etc.

Know what you want and plan your networking accordingly. Planning and monitoring networking activities will help to direct your efforts into the desired path to achieve your aim. Conducting research before choosing the potential networking group will prevent wasting time and energy. Having aims and monitoring your results will show you if the networking group you chose was right and if your efforts are actually producing results. 6 – HAVE AIMS AND PLANS


Be a positive influence on everyone and everything. Having a positive attitude, speaking in a positive language, being enthusiastic, objective and passionate will reflect a positive image to your audience. People gather around those who remain positive and calm under pressure.    7 – BE POSITIVE

8 – BE FOCUSED AND EVER READY

 Networking is a form of marketing which aims to create awareness and build relationships for selling. Being focused and applying a sustained effort will produce greater results than efforts spread over wider activities or a longer time-span. Focusing continual effort helps you build a visible profile and to improve your connections. Opportunities may arise in unexpected situations, you can take advantage of these only if you are always ready to take initiative, start conversations, adopt a friendly approach, carry a business card or pen. Hence planned or unplanned, your success in seizing opportunities will depend your approach and on what you are ready to offer.
9 – BALANCE YOUR LIFE

[bookmark: _GoBack]A healthy balance of work and pleasure will reflect your confidence and well-being, which will be helpful for networking. Having balance in life gives you the strength to absorb problems, to care for others, and maintain vital qualities like integrity, dependability, compassion and humanity. Being balanced and grounded will help building assurance which is crucial for success in networking.
[image: ]Do’s and Don’ts
Understanding the do’s-and-don’ts can determine the success of your networking activities. Try to make a habit of the “do’s” and stay away from the “don’ts” to improve your networking skills.

	Do get the lay of the land
	When you arrive to the scene, take time to scan the room. This will give you the opportunity to focus before you approach anyone.

	Don’t sit down right away

	Wait for the programme to begin before you sit down. In cases where there is no programme, try to sit only after you’ve connected with someone.

	Don’t forget to mingle
	If you are attending an event together with others, try to split up as soon as you enter the venue.

	Try to sit with strangers

	Networking is not about hanging out with people you know. Hence take the opportunity to meet with people who are sitting alone. Go to them and introduce yourself.

	Have a firm (but not killer) handshake
	Your handshake is an important indicator of your level of confidence. Therefore, think about what your handshake is saying to those you meet and shake their hand firmly.

	Be present — always
	When you are talking with someone, look them in the eye and pay attention to what they are saying. This is a great opportunity to learn things about them on how you can help them. This is the only way for you to determine whether you should keep connected, to get to know them more after the event.

	Don’t look around the room while speaking with someone
	Don’t look over someone’s shoulder when you are talking with them. It’s rude and gives the impression that you aren’t really interested in them.

	Disengage politely
	If you have realised that you are not interested with the person you are talking with, or you need to go talk with someone else, you need to disengage politely. Try these useful tactics to disengage politely:
· You can tell them you don’t want to monopolize their time. 
· You can tell them you see someone you need to speak with. 
· You can excuse yourself to go to the restroom. 
· You can tell them you’d like to continue meeting people.

	Politely Interrupt
	If the person you’d like to meet is engaged in a conversation, wait patiently for a break, apologise for interrupting and introduce yourself.

	Don’t give your business card to everyone you meet
	Instead of giving your business card to every person you meet, give it to those who asks you for it. Giving your card to everyone might make you seem desperate for leads.

	Do get the business card of everyone you meet
	Collect business cards from all the people you meet, for contacting them if necessary in the future.

	Don’t take phone calls. 
If you need to, take calls in private
	If you are expecting a call or have a situation that may need your attention, let the person you are talking with know there is the possibility you’ll have to excuse yourself. Leave the room and go to a quiet place to take the call. It doesn’t make you seem important if you take a call in the room. It makes you seem impolite.

	Don’t assume
	Just because you met someone doesn’t give you license to gain a referral from them, use them as a resource, or give them your promotional and sales materials.

	Don’t pitch	
	Quite frankly, don’t “pitch” at all. When you build relationships, it will become apparent to you and the other person when it makes sense to do business with each other. Remember, business networking is about relationships – not selling.

	Do follow up for achieving results
	Following up meetings and referrals makes things happen. Once the event is over, go over the contacts you’ve made and make a list of those you need to follow up. 

	Don’t follow up via email
	The only exception would be if you have been expressly asked to do so.

	Don’t sign people up for your newsletter
	Be sure you get their expressed permission before you put them on any kind of list.






Networking Fails
Although online networking has dominated networking over the last 10-plus years, face-to-face networking in conferences, conventions, workshops, trade shows, etc. continues to be a good method to meet and network with peers, potential partners and mentors. If you’re new to the networking scene and want to be successful in networking, avoid these five mistakes that will make others stay away:

Five Networking Mistakes and How to Avoid Them
	1. Being overly aggressive
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	If you walk into an event with the bad mannerisms, you will immediately turn off everyone around you. Although the aim is to end up being known at the end of the day, you don’t want to be remembered as arrogant and annoying.

	
	To avoid this image, ask questions to others about what they do rather than talking about your own business. Take the time to listen to the answers, instead of waiting for your turn to talk. With this approach, you will be perceived as interesting and worth talking to by others. And don’t worry, they’ll get around to asking about you soon enough.

	2. Focusing only on the big names
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	Of course, there are people that everyone in the room wants to talk to -- the speaker at an event, the investor with deep pockets, the extremely successful entrepreneur. But there are likely others worth talking with as well, so don’t follow the herd and rush to the big names in the room.

	
	Instead, circulate and discover people who are interesting, have useful information and are fun. Eventually you will probably get a chance to talk with a big cheese or two, and you never know, that quiet guy in the corner may be a hidden gem.

	3. Trying too hard to impress
[image: ]
	Do you feel like small potatoes in the crowd? Many people overcompensate by presenting themselves as more important than they really are. It’s tempting to boost your resume and brag on potential future successes, but chances are people will find out the truth eventually, making you look like an untrustworthy and foolish person.

	
	This may cost you the chance to gain mentors or other benefits. Bottom line: be yourself. You’ll gain more respect and make more real connections.

	4. Staying quiet
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	It can be overwhelming to be surrounded by other entrepreneurs, some of whom are perhaps farther along than you are. Don’t let that fact keep you from stepping up and talking to people.

	
	If you’ve never attended an event like this before, start slowly. Walk up to someone who’s also standing alone, and make an innocuous comment such as, “quite a crowd here tonight,” or “is this your first time here?” It doesn’t matter what you say. The goal is to start a conversation.

	
	Within a few seconds, you’ll know whether the person you approached is interested in talking or not. If not, say some casual wrap-up remark and move on. Chances are that there are others in the room who don’t know how to network, and who would appreciate your approach.

	
	A word of caution though: while I mentioned not only going after the big names in the room, it’s also a big mistake to only stick with the wallflowers. You need to muster the courage to get in on other conversations, or you won’t maximize the benefits of networking

	5. Not being prepared
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	So far, we haven’t discussed the actual purpose of networking, which is ultimately about helping your business grow. Eventually, someone will ask you what you do or what your business is about. This is your chance to shine. Practice your elevator pitch, have business cards at the ready and be prepared to answer any questions that might come up.

	
	You can show your enthusiasm and go into more detail if the response from your conversation partner is positive. Be sure to reciprocate and ask about their business. The best kind of networking is a true exchange by two or more people who can benefit from sharing information, ideas and resources.

	
	As you engage in more networking activities, your comfort will build and the appropriate behaviour will become natural and easy. Then you can gain the best benefit of networking opportunities: the chance to talk to other people who are smart, interesting and excited about the companies they are creating





5. NETWORKING CHECKLIST
Before the Event
· Investigate who will attend the event.
· Prepare specific objectives for each event.
· Work on your introduction (30 second elevator speech) and value offering.
· Prepare questions and conversation topics in advance.
· Bring business cards and relevant supplies.
· Dress according to the event. 
· Attend the event on time!

During the Event
· Attend the event on time!
· Set your phone on silent.
· Greet the hosts/organisers.
· Listen and ask questions.
· Don’t try to close a deal. 
· Offer value and request permission to follow up.
· Spend roughly 10 minutes with each person. Move on.
· Eat and drink moderately.
· Stay focused. Don’t scan the room while talking.

After the Event
· Conduct an overview of the event. 
· Record contacts made, business cards collected.
· Follow-up with key contacts, arrange meetings.
· Provide the value promised.
· Connect via appropriate social media.
· Set reminders to keep in contact periodically.


6. REFERENCES
· Five Tips for Networking – Institute for Organisation Management - http://institute.uschamber.com/?s=networking
· Chisel Out of the Icebreaker Zone at Networking Events – Institute for Organisation Management - http://institute.uschamber.com/?s=networking
· Networking: The Impact and Importance on Your Business – Institute for Organisation Management - http://institute.uschamber.com/?s=networking
· Maximizing Your Networking – Institute for Organisation Management - http://institute.uschamber.com/?s=networking
· How to Quickly and Easily Build ‘Know, Like, and Trust’ – Institute for Organisation Management - http://institute.uschamber.com/?s=networking
· Tips for Successful Business Networking - https://www.thebalance.com/tips-for-successful-business-networking-1917776 
· QT Networking, Networking Checklist - Metropolitan State University of Denver - http://www.msudenver.edu/media/content/careerservices/documents/QT%20Networking.pdf 
· Networking Checklist – How to Get Noticed - https://www2.deloitte.com/ca/en/pages/careers/articles/networking-checklist.html 
· Business Networking Tips and Techniques for Networking Events and Networking Websites - http://www.businessballs.com/business-networking.htm 
· Importance of Networking: Tips for 1-on-1 Networking - https://networknow.wordpress.com/2013/03/30/importance-of-networking-tips-for-1-on-1-networking/ 
· The 59 Commandments of Business Networking - https://smallbiztrends.com/2015/08/commandments-of-business-networking.html 


Identify where to go


All venues might not be suitable for everyone. You should consider attending venues that might have a better potential to develop opportunities for your business.


Decide which organisations to follow


Explore different organisations available in your community, to decide which to follow or join. Consider joining or following those that may provide better value with their events or activities. These organisations may include chambers, associations, civil society organisations, etc.


Register and schedule it like a business meeting


 Registering to an event and scheduling it like a business meeting will increase your probability of attendance. It will also help the organisation to understand which events attract more attention for future planning.


Determine how often you should be networking


Determining the frequency of your networking will help you narrow down which events you should be attending


Use open-ended questions to start a conversation


Open ended questions will be helpful in starting a conversation. Instead of asking classic questions like “What do you do?” try to find unique questions like; How did you get into your line of work? - What about the profession interested you? - What major changes do you foresee in your industry? - What are the current trends? Every question you ask delivers an impression about you, therefore you should ask questions that give an image that you are smart, informed and concerned.


Prepare for the event


Leaving a good impression requires that you prepare physically and mentally for the event. Make sure to dress appropriately and that you bring business cards. Try to avoid taking calls by turning your phone off or by setting it to vibrate.
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