
In-Person 

Networking  

CONNECTION CONVERSATION 

DEMEANOR FOLLOW-UP 

Find someone 
new and intro-
duce yourself 

Ask to join a 
group in con-
versation 

Arrive early—it is 
calmer and easier to 
find a person or group 
to join in conversation 

Initiate a conver-
sation with 
someone who is 
standing alone 

Never approach 
someone heading to 
the bathroom or with 
a phone in their hand 

Smile 
Make eye 
contact 

Tilt your head 
as you listen 

Give your full 
attention 

Keep one hand 
free to be able 
to shake hands Follow up with 

an email within 
48 hours 

Send a 
LinkedIn 
connection 
request  

When receiving a 
business card, write 
a note to remember 
the person  

Don’t hijack the 
conversation 

Use the person’s 
name in your con-
versation 2 to 3 
times 

Be a conversation-
alist, not a talker 

Ask ques-
tions and 
follow-up 
questions 

Have a list of conver-
sation starter ques-
tions if you are  shy 
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