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Networking 101:  Tips for Networking From a Home Office

(Original Tele-meeting March 30, 2006, presented to Women In  Home Office)

Kathy Buckworth, 2006

Networking is WORK and you need to be prepared to devote time and energy to this essential part of your business.    One of the most important ways that we generate and keep business is by networking, either formally, or informally, and keeping our virtual rolodex a fluid and vibrant office tool.  Working from home can be extremely isolating, and can add a layer of frustration when trying to find new business or stay front of mind with our existing clients.

The typical person knows about 250 people. So, every time you meet one new person, and develop a relationship based on the fact that he or she now feels as though they "know you, like you and trust you" you've actually just increased your personal networking prospect list by a potential of 250 people, every single time.   
Tip #1: Networking opportunities are everywhere.  There are an endless supply of networking opportunities available which can help to self-propel your business to the next level.    A key lesson is to develop win/win relationships with practically every new person you meet - whether one on one or in a social setting.   Never make assumptions about the person you are talking to.  Everyone has friends, colleagues, relations and contacts (that 250 again!) and one of them just might be the person you need to talk to, to take your business to the next level.    Volunteer organizations are a terrific way to not only make new connections, but to give something back to the community and to further your interests.  Joining specific networking groups (of which Women in a  Home Office is an excellent example), is a great way to stay in your market.    
Tip #2:  You are your best sales weapon.  You have about seven seconds to make an impression on someone.  Make sure you look like who you want to be.   After they get a good look at you, then they will pay attention to what comes out of your mouth.  Even if you are more of an introvert than an extrovert, when you find yourself in a situation where you are focused on building connections, think about using open-ended questions that ask who, what, where, when, and how as opposed to those that can be answered with a simple yes or no. 
Tip #3: Always believe in good karma.  Often we walk away from a conversation thinking “I really liked that person”, and a large part of the reason is often that in some way they have probably flattered us or made us feel good about ourselves.  This isn’t a disingenuous conversation or interaction, although it could be a conscious effort on their part to leave you with a positive impression of them.  All good stuff.   Networking is a two way experience.  Take five minutes today and refer one of your own contacts to another.  
Tip #4: The Follow Through is Key.  You also need to understand the difference between a referral and a lead – a lead is cold, but a referral is hot – they know who you are, you’ve been talked up a bit, and most importantly, they are waiting for your call and may feel let down or insulted if you don’t get back to them.  Follow through quickly and efficiently on referrals you are given. When people give you referrals, your actions are a reflection on them. Respect and honor that and your referrals will grow.  
Tip #5: Business Cards – don’t ever leave home without them. You have to have business cards with you at all times.  A professional card which provides all of your contact information on the front, and lists accomplishments, memberships, or other pertinent information on the back.  Always insert a business card, or two, when providing a report, invoice, article or simply a thank you note 


When giving out a business card in person (hey, give them two and ask them to pass it on to someone else who might be interested in your services), and then make sure you ask for one back and look at the business card – you might find a topic of discussion, particularly if they have taken advantage of the back of the card, as you have, to list some points of interest
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Tip #6:  Sometimes, it is all about you.  Utilize what I like to call the “One Way News Item or Newsletter”   Send an email outlining the details of an accomplishment or piece of news, or it is also a great idea to send a hard copy if you really want someone to take note.  Build up your own professionalism and keep an up to date contact list in order to do so.   Become known as a powerful resource for others – be the one that people turn to in particular situations. When you are known as a strong resource, people remember to turn to you for suggestions, ideas, names of other people, etc. This keeps you visible to them.  

Tip #7: Keep Your Options Open.  What I mean by this is don’t necessarily turn down a job or turn up your nose if you think it isn’t a good fit; you never know where the job might take you in terms of networking.  Don’t take a job that is truly beneath you just because you were asked, but think sometimes about the networking opportunities as well as the financial ones.  Keep your options open and you might surprise yourself with what you can do
Tip #8:  E Yourself.  The internet is one of the most powerful tools available to the work at home entrepreneur – but it also the number one way we can do ourselves some major professional damage.  You must must must have a website if you are self-employed and relying on new leads for business.  It doesn’t have to be fancy, but it does have to be professional, it has to be accurate, and most importantly, it has to be up to date.  Check out website providers such as Homestead to get you started immediately or check out the WHO directory for a website designer who can do the work for you.  
Tip #9:   The Social Side is Equally Important.  Good manners always count, especially so when networking.  If a referral comes your way, thank the referee, even if it doesn’t translate into business – they have still done you a favor.   Take the time at least once a week to get together with a potential client, colleague, or even personal friend to have a coffee or light lunch.  Don’t repeat the same person more than once every couple of months.  Watch your grammar.  Both in spoken and written word.  When you are sending a quick email, a formal letter, or a written thank you card, make sure you use a spell check before it goes out – this can catch grammar mistakes also.  

Tip #10:  Being a Mentor, and Having a Mentor.  In the ‘real” business world, the role and the value of the mentor system has long been established.  It is easy to neglect this important networking tool when you work from home.  Many people are intimidated by the word mentor, thinking it has to be some formal arrangement.  It doesn’t.  To be a mentor simply means that you act as a source of advice, inspiration, and yes you guessed it, networking for someone who is a bit behind you on the career path.  Getting a mentor can be just as easy, and you are never too experienced or too old to have a mentor.  
The key to successful networking is to always keep your eyes and ears open – you never know where those 250 people standing in front you are going to lead to.
Kathy Buckworth is the author of “The Secret Life of SuperMom” and “SuperMom: A Celebration of All You Do”, both available at bookstores everywhere.  Visit her website at www.kathybuckworth.com and join the mailing list today.
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