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Distinguish Yourself from the
Competition

The Art of Networking

Collaborating and Coalitions Building

'FT

Being Politically Savvy

Homework



Outclass the Competition Introductions

#helle my nameis...
S’

e Stand and introduce yourself to someone you don’t
know stating something interesting about
you/event/compliment then move to another
person...

 What did you notice?




The Benefits of Business Etiquette,

Outclass the Competition Networking and Being Politically Savvy

Positions You To:

e Distinguish yourself

 Project a positive image
 Project confidence and authority

e Build teamwork




Outclass the Competition Coalitions Bui|ding

Attitude and Tactics:
X
1

Partner with your Boss

Your manager also has greater access to key
decision-makers. So it's better to have your boss
as a champion than an adversary. Politically
savvy people know how to "manage up".

Be a 360° Team Player

Politically savvy people develop positive relationships in all
directions - with management, peers, and employees. “High
connections in low places.”

Understand the “Power Map"

Power shifts. Where the leverage lies - who has influence (formal or
iInformal), who doesn't, and how much you have yourself.
Politically savvy people always understand and recognize when
It may be changing. .




Outclass the Competition

Attire: Men

e Make sure your suit fits

« Have at least one tailored suit and shirt (No crazy
shirts)

* Invest in quality shoes

e Getamanicure

« Wearing wrinkled clothes is a no-no




Outclass the Competition

Attire: Women

e Investin at least one business suit

e Closed, formal shoes — skip the stilettos
e Clothing should not be too tight

Do not reveal cleavage, stomach, or lower back
* Avoid revealing bra-straps and panty-lines

e Lastly, keep the skirt-length around the knee

(exceptions do exist)
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Outclass the Competition

"I've learned that people will forget what you
sald, people will forget what you did, but people
will never forget how you made them feel.”

Quote by Maya Angelou
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Distinguish Yourself from the
Competition

Outclass the Competition

Presence Power Points:

- Your Eye Contact
e Your Entrance

e Your Handshake

e Your Posture

e |Introduce Yourself
e Your People Skills



Outclass the Competition Eye Signals - Business




How to Make an Entrance and
Work the Room

Outclass the Competition

Are You Noticed?

 Evaluate Your Entrance 'ﬁ
* Your Agenda L8 21

e Brief Yourself e § & % o

e \Whom do You Need to Meet?



http://www.thebostoninvestor.com/wp-content/uploads/2013/11/networking.jpg

Outclass the Competition Why Talk To Strangers’?

e Breaks the ice

e Establishes a connection

 Doesn’t require original or profound conversation —
(Talk about the weather)

e |sthe polite thing to do




Improve Your
Mingling Proficiency

Outclass the Competition
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“Technical skills and knowledge account for 15
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percent of the reason you get a job, keep a job,
advance in a job. Eighty-five percent of your job

success Is connected to your people skills.”

Based on research conducted by Harvard University, The Carnegie
Foundation, and the Stanford Research Institute.
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Outclass the Competition Improve Your Mingling Proficiency

Moving Beyond the Handshake:

- Be well-informed EIVETRERS

Focus on the other person

Do not interrupt

Do listen

Think before you speak

 Close a conversation - Remember to leave when you are talking. “Nice to meet
you” or “Nice talking to you.”
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Outclass the Competition Avold These SUbjeCtS:

* Cost of things
e Personal questions
e Mean gossip

e Off-color jokes

e Controversial issues




Outclass the Competition Handshaking — The Ultimate Greeting

We Notice Persons Non-Verbally
* A handshake reveals

e A handshake conveys

Handshaking is a Form of Communication

e Handshaking Is an important contact

e What happens when you extend your hand?




Outclass the Competition Handshaking — The Ultimate Greeting

How Men and Women Were Taught to Shake Hands

e Men

e \Women




Outclass the Competition Handshaking — The Ultimate Greeting

Power Points for Handshaking:
e Right hand

« Thumb up and fingers out
e Web-to-web
Name badge




Outclass the Competition Introductions

Introducing Yourself:

e Confidence and authority

e Itisyour duty




Outclass the Competition Introductions

When Do You Introduce Yourself?

e Recognize someone

Attend a gathering

Seated next to someone

Person introducing you forgets your name

Protocol: Never give yourself an honorific




Outclass the Competition Introductions

Responding to Introductions:
e “Hi” or “Hey” Is not professional
 “Hello” is never enough H#EIRED!

Introducing Others:

e Correct introduction gives you an edge

e Importance of correct introductions
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Outclass the Competition

Introductions

Hints and Tips:

e Unnecessary gestures
e Look at each person
e Remember something about each person

e Always stand

The Formula: Act as if you belong
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Outclass the Competition Remembering Names

Meet and repeat : When you get someone’s name, don’t just nod and
continue the conversation, try to plug the name into what you’re saying.

Make connections (Associate): Make a connection between the person
you're talking to, and someone else you know with the same name, i.e.
Charlie, like my brother.

Speak Up: Embarrassing as it seems, don’t be afraid to ask someone to
repeat his or her name. Start out with a compliment, such as “I've had so
much fun talking with you, and I've completely forgotten your name.” If
you realize you’ve blanked on a name a few seconds after introduction,
just say: “I'm sorry, | missed your name.”

Choose to care: The main reasons we forget someone’s name is that
we’re not really focused on learning it in the first place. There’s too much
else going on, and it’s vying for our attention. Make a conscious decision
to remember names, because you care about the people you meet, you will

Immediately become much better at doing it.
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Outclass the Competition

E-mail Etiguette

Made Easy!

Email Dos and Don'ts

What's your subject?: Fill in the subject line, even in personal email. The subject line
should succinctly identify what you are writing about.

No yelling, please: Avoid typing your message in capital letters because CAPS ARE THE
EQUIVALENT OF SHOUTING.

Watch those symbols: Email is singularly lacking in subtlety, and language that the
sender may find funny or clever can easily be misunderstood by the recipient. If used,
emoticons are better suited for casual messages between friends than for business emails.
Likewise, be careful when using online abbreviations or text speak.

Closings: It's important to have a strong finish, particularly in business emails. Include
information about yourself in case anyone might want to know other ways to reach you. If your
email program does not automatically sign your message with your name, address, email
address, and phone number, add it yourself.

Check it over: Be sure messages are clearly organized and grammatically correct. Write in

complete sentences and always check spelling and punctuation - especially in business emails.
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Outclass the Competition

Soclal Media:

Think twice before posting inflammatory
LI L messages or inappropriate photos online,
particularly on social media sites!!!

e Facebook (Watch what you Post)

e Twitter (Watch what you Tweet)
e LinkedIn (Picture)




Outclass the Competition

e Get noticed

e Connect with the Power People
 Practice Subtle Self-Promotion
e ldentify a Mentor
 Mentor someone

e Change Through Networks

“Perfect” Practice Makes Perfect
26
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