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Managing Your Social Capital
15 tips on how to enhance your

career through personal and 

professional relationship-building
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ñI canôt tell you how many times a friend 

has called me and said óKeith, I just became 

unemployed.  I need to start networking, 

will you teach me how?

My answer: óNo. no. no.  You need to start 

job hunting!  You should have been 

building relationships for the past 5 or 10 

years, so now that you need a job, you 

could make 20 calls and have 5 job offers 

waiting for you in a weekéôò

Keith Ferrazzi, Author, Never Eat Alone
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Tip #1:
Commit to Building a Strong 

Web of Relationships

Whether one considers job 
hunting or life in general, 

networking continues to be 
the key success factor.  

While education and talent 
are certainly potent factors 
in their own right, nothing 
can take you farther, faster 

than learning how to 
connect in a meaningful way 

with those around you.



www.career-horizons.com

Networking vs. Not Working

ǒAccounts for 60-70% of hiring, and this percentage 

is even higher for mid-to-senior level positions

ǒMost companies hunt for employees via networking 

first, published ads last; personal referrals offer the 

proof, safety, and credibility employers crave

ǒHaving a vibrant personal and professional network 

is the ultimate source of job security

ǒLooking to make a career change?  Networking is 

the best way (almost the only way) to break down 

challenging ñround peg, round holeò barriers



www.career-horizons.com

Tip #2:
Reframe & rename

the process, if necessary

If the word ñnetworkingò 
itself gives you any fear or 

anxiety, ditch it.  

Think of this process 
instead as ñsocializingò or 
ñrelationship-buildingò and 
constantly remind yourself 
that youôre not schmoozing; 
youôre being friendly and 

showing a genuine interest 
in meeting new people.
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If I Can Do It, You Can Do It!

ǒDiSC Profile: My lowest score is on the ñIò factor ï

meaning ñInfluenceò is my weakest trait

ǒBirkman Method: My Acceptance score is a ñ3ò on 

a 1-99 introversion/extroversion scale

ǒMyers-Briggs: Iôm an ISTJ, showing a clear bias 

toward solitude and 1:1 activities; being around 

groups for a long period of time drains me!

While networking doesnôt come naturally to me, 

obviously, Iôve learned how to get better at it and am 

highly confident that you can, tooé
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EXERCISE

Find somebody in the room you 

havenôt met, introduce yourself, and 

spend the next 5 minutes trying to 

turn up three surprising things you 

have in common with one another.
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Tip #3:
Avoid assumptions; you 

never know who can help!

According to the infamous 
ñsix degrees of separationò 
rule, weôre all connected 

together much more closely 
than one would think.

Trying to predict up front 
who might be able to pass 
along a great referral, or 

help you reach your goals, 
is not only impossible but 

also a tad bit arrogant.
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Tip #4:
Nothing gets you farther 
than a winning attitude

First impressions are 
critical and you never know 
when you might bump into 

somebody who is in a 
position to hire you ïor to 
pass along a useful lead.

During the course of your 
job search, always stay in 
ñprofessional modeò and 

project energy, confidence, 
and a positive attitude.  
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First Impressions Count!
ñWinningò Attributes

ǒ Confidence

ǒ Goal-Orientation / Focus

ǒ Sense of Humor

ǒ Good Listening Skills

ñLosingò Attributes

ǒ Neediness

ǒ Desperation (ñSave Me!ò)

ǒ Lack of Focus / Clarity

ǒ Low Energy Level 

ǒ Upbeat, Optimistic Attitude

ǒ Humility / Modesty

ǒ Polished & Prepared

ǒ In Control of Own Destiny

ǒ Whiner / Complainer / Victim

ǒ Arrogance / Bragging

ǒ Sloppy & Unprepared

ǒ Not in Control of Own Destiny
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Tip #5:
Draft & Practice a Killer 

Elevator Speech

During the course of your 
search, youôll run into many 
opportunities when youôll 
need to introduce yourself 

and communicate your 
goals within 30-60 seconds. 

Donôt wing this critical 
message! Outline a set of 

key strategic talking points 
and then practice them until 

they flow smoothly.
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EXERCISE

Pair up with a new partner and take 

turns sharing your ñelevator pitchò 

during the next 10 minutes. 

When finished, give each other 

some constructive feedback about 

how clearly, memorably, and 

confidently (or not) each personôs 

message came across.
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Elevator Speech Tipsé

ǒDonôt script it; the moment you sound canned or 

rehearsed, people will cringe or tune out

ǒ Start with a few relevant job titles as ñshorthandò to 

help people quickly understand your role

ǒ Enlighten people about the specific problems youôd 

be passionate about solving for an employer

ǒ Sprinkle in a few target company names to generate 

ideas, connections, and referrals

ǒ Make the tone of the message highly positive; focus 

on your bright future, not your past
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Tip #6:
Start keeping careful track 
of your ñsocial capitalò

The most successful 
professionals these days 

understand the critical role 
relationships play in career 

security and track their 
ñsocial capitalò as carefully 

as their financial capital.

What types of systems do 
you all use to keep track of 
your friends, contacts, and 

relationships?
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Contact Tracking Tips

ǒFirst, make a list of all of the relationships you 

currently have so that you know your starting point

ǒSecondly, get in the habit of immediately adding 

any new contacts you make and adding some notes 

about them to jog your memory, down the road

ǒConstantly analyze your relationships to see if 

there are ñholesò in your network and certain types 

of new relationships you should be cultivating

ǒKeep your system updated going forward; itôs your 

ñgolden gooseò for achieving career success!
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Mattôs Networking Scorecard

0 1 2 3 4

Total 

Strangers

(10)

First Touch 

Contacts

(2005)

Warm

Acquaintances

(858)

Budding

Friendships

(506)

Diehard

Supporters 

(46)

Weighted Total

5423 4018 Networking Pts
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Tip #7:
Donôt skimp on frequency; 

stay in regular touch!

If people havenôt heard from 
you in a month or two, 

theyôll likely assume youôve 
landed somewhere.

Make a point to touch base 
with each of your contacts 
once a month, at minimum, 
so that they donôt forget 

about you or stop scouting 
for leads on your behalf.


