APSEA So Chapter : MINI -TRAINING SESSION  January,  2012 Monthly Mtg 

           Topic :          Value of Networking in the Workplace      
                          (condensed and modified from Working World Mag)
1.  Plan and Prepare To Make the Most of Business Socializing.

Organizing an office party or convention can be beneficial if you prepare for it.   

Find out:

  Who is intended to be present and confirm who will be there?
  What are the dominant interests of the attendees?
  From which Offices, Branches, Units are attendees from?
Ask attendees individually, where they are from and what they do.  This results in mutual benefits.

2.  Co-mingle.

Check to see if you know anybody and check if they are speaking to someone interesting.
Find out if they are part of a larger group with same background or if the group is mixed.

Approach, say hello, stay and listen, & participate after you know the subject discussed.

Start conversing with the interesting person and break away from group together if possible.  Don’t spend all your time with people you already know well.  You will pass up the valuable opportunity to network.  This will make future work easier and more productive.
3.  Be Brief and Don’t get Trapped.

Spend a maximum of 10 to 15 minutes per person.  Parties are a means of touching bases,
renewing acquaintances, meeting new people, and finding out what’s new in the industry.

If you get into a deep and heavy lengthy conversation, arrange to continue at another time and follow up with email or phone. Remember to exchange business cards.

Break away from boring people but with courtesy, give them only 4 or 5 minutes.

4.  Moderation.

Careful with alcohol consumption.  Stay with water, juice or soft drinks.
Remember, you are there to circulate, inform, get information, and learn in order

to provide better service as an individual and as a team.  Your Office may be judged by 
others dealing with you.  This is serious business and you cannot afford to jeopardize nor endanger your personal image nor the professional image of your Office or Branch.
5.  Be a more valued, responsive and productive worker by practicing these tips which will help you to be more effective and productive in dealing with the people

you will then know better.  
See you at our Next APSEA meeting where we will discuss our Mini-Trng Sessions and let’s stay connected and remember, “Social Skills are Essential Tools in today’s work and personal environment”.  
PP 
