Networking and personal presentation
The Facts

Checklist

Often people you know and meet can help you with your job

search in a variety of ways. For example, they may help you
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* how you present yourself on social media sites.
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Industry and professional Get family, friends and Online industry forums, job
bodies often host networking community contacts involved. boards and professional
events, including events for Talk to them about your job networking platforms (like
young members. search goals and how they may LinkedIn) can get you connected.
be able to help you achieve
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Helpful tips

‘| Identify your goals. Networking is most effective
when you target specific employers and have
identified career goals. This will help you
communicate your plans to others and help them to
provide you with the advice and support you need.

2 Learn to make small talk. Small talk helps you to
identify if the person you are speaking with can help
you with your job search. Don’t expect everyone to
be interested but be ready to connect with those who

are.

3. Prepare responses to difficult questions. There are
times when you'’ll need to acknowledge gaps in your
skills. Perhaps it's a lack of experience, period of
unemployment or a poor school attendance record.
Prepare for difficult questions so you can respond
appropriately if asked.

4 Be a good listener. Listen carefully and be open to
other people’s advice.

@ Focus on the person you are speaking with and
their body language.

e Show interest in what’s being said. Nod
occasionally, smile and avoid interrupting the person
speaking.

o Always thank the person for their time.

5. Keep your online profile professional. Employers
may look you up online and make a judgement about
you based on the information they find. Always think
carefully about the image you portray online and
consider your professional reputation when posting

on social media.
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Disclaimer: The content of this factsheet is intended as general information only and does not replace professional advice. It is derived from a variety of sources and
has been prepared without taking into account your individual objectives, situation or needs. You should consider your personal circumstances, and if appropriate,
seek independent legal, financial or other professional advice before acting. The Department has endeavoured to ensure the currency and completeness of the

information in this factsheet at the time of publication; however, this information may change over time. Provision of links to external websites are provided for
convenience only and should not be construed as an endorsement or approval of the third party service or website by the Department. The Department expressly
disclaims any liability caused, whether directly or indirectly, to any person in respect of any action taken on the basis of the content of this factsheet. YOUR CAREER. YOUR FUTURE
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