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Jeon Instructions

There are numerous practical activities to complete covering reading, writing, and speaking.

Each is identified by its own icon:

Reading Activity Writing Activity

Discussion

Speaking Activity Pair Work Group Activity

Role-play/ Progress check Research
Case Study

Listening Activity



Skill A: Building a Business
Understand purposes & types of networks
Recognise networking opportunities

Develop networking strategies & skills

Skill B: Maintaining the Business Relations

Represent & promote your organization
Convey a professional image
Build trust & confidence

Establish effective working relationships

| N

Introduction:

This module is designed for college or university students
who will build the business network in their future career,
and it will provide the basic skills required to effectively

perform in the process of maintaining and improving the

s relati

busines

nship

 The module includes three shills

1p! ng Business Re .":\,Irg'silip\
Review own participation in networks
Use strategies & tips to promote the relationship

Manage conflicts

Flowcharts outline the main steps for Skills A,B

and C.

On completion of the module, you should be able to:

@) Understand basic words and phrases useful to business socialising.

@) Learn how to develop networking.

@) Understand how to establish effective working relationships.

) Understand the skills of promoting business relationships.



Requirements

Prior knowledge | You should possess basic English language skills, including reading, writing, listening
and skills and speaking. A basic knowledge of business theory and operations would be a definite

advantage.

A Classroom or workshop equipped with multimedia facilities; computer, data projector,
enue
screen.

You will need 10-15 hours to satisfactorily complete the chapter. 1-2 hrs orientation; 2-
Hours needed

3 hrs on Skill A; 3-4 hrs for Skill B; 3—4 hrs for Skill C;1-2 hrs of review and self-

assessment.

Develop networking
- strategies & skills

Activity  A.1— Writing, Discussion Y_‘( ﬁ

Open your workbook and complete Activity A.1 Remember to ask your teacher if you have

any problems.
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Business Socialising

are several prominent business networking organisations that create models of networking activity that,
when followed, allow the business person to build new business relationships and generate business
opportunities at the same time.

Many businesspeople contend business networking is a more cost-effective method of generating
new business than advertising or public relations efforts. This is because business networking is a low-
cost activity that involves more personal commitment than company money. As an example, a business
network may agree to meet weekly or monthly with the purpose of exchanging business leads and
referrals with fellow members. To complement this activity, members often meet outside this circle, on
their own time, and build their own one-to-one relationship with the fellow member.

Business networking can be conducted in a local business community, or on a larger scale via
the Internet. Business networking websites have grown over recent years due to the Internet’s ability
to connect people from all over the world. Internet companies often set up business leads for sale to

bigger corporations and companies looking for data sources.

What are the different types of networhs?

General business networking

Before online networking, there was and has always been, networking face-to-face. Many professionals
tend to prefer face-to-face networking over online based networking because the potential for higher
quality relationships are possible. Many individuals also prefer face-to-face because people tend to prefer
actually knowing and meeting whom they intend to do business with.

Online business networking

Businesses are increasingly using business social networks as a means of growing their circle of business
contacts and promoting themselves online. In general these networking tools allow professionals to build
up their circle of business partners they trust. By connecting these business partners the networking tools
allow individuals to search for certain people within their network. Through introductions, the members of
these tools then can get in contact with new prospective business partners. Since businesses are expanding
globally, social networks make it easier to keep in touch with other contacts around the world. Specific
cross-border e-commerce platforms and business partnering networks now make globalization accessible

also for small and medium sized companies.



Activity A.2 — Writing, Discussion

w

Follow your teacher’s instructions to complete Activity A.2 in your workbook. Remember to

ask your teacher if you have any problems.

Social Networks j

Everyone has their own social network, whether online or offline. Everyone has friends, families,
and people they are acquainted with. In a social network, people are held together by pre-established
interpersonal relationships, such as kinship, friendship, classmates, colleagues, business partners, etc.

Social networking has created new paths to communicate and share information. An online
social networking site simply makes our social networks visible to others who are not in our
immediate network. The primary reason that people join a social networking site is to maintain old
relationships and establish new ones to expand their network.

Social media networking is really important for people who share interests and activities, or who
are interested in exploring the interests and activities of others. Most social network services are web
based and provide a variety of ways for users to interact, such as e-mail, blogging, instant messaging,
photo sharing and gaming services.

Social networking websites are being used regularly by millions of people, and it now seems
that social networking will be an enduring part of everyday life. This is one of the best ways we as a
society show our growth and our progressiveness.

The opportunities for networking over the Internet expand daily. Companies expect their
employees to participate in e-discussions, blogs, microblogs and Wechats. Professional organizations
sponsor bulletin boards and forums. Individuals develop contacts through social and business

networking sites.




‘ Business Socialising

Activity A.3 — Speaking

Open your workbook and complete Activity A Rremember to ask your teacher if you have

any problems

Recognising Unique Networking Opportunities

How to take advantage of networking opportunities in everyday life? You encounter these
opportunities often but may miss them because they are not strictly job related. Any community
where you have built a reputation is an opportunity to network — don’t let your best networking
opportunities get away from you because you haven’t recognised them as such.

If there is a community you are particularly active in — anything from the bridge community
to an online forum — the members of that community know you and your work ethic as it relates
to hobbies and pastimes that you are passionate about. Members of these communities may
be willing to share job leads or introduce you to key contacts in your job search. This kind of
opportunity is unique in your job search because it takes advantage of relationships you’ve already
built with people you might not otherwise have an opportunity to interact with. They are a great
way to expand your circle of connections.

Some places to network that you may be missing:

Regional gatherings Community events Hobby based meet-ups
¢ Conventions ¢ Neighborhood committees * Book club
* League events — football, bowling ... ~*® Theatre or dance groups  * Dog park

¢ Class reunions ¢ Volunteering * Exercise clubs




Activity A.4 — Role-play

D - A

Work with a partner to complete this in your workbook. Remember to ask your teacher if

you have any problems.

How to Turn a Stranger into a Network Contact j

Whether you’re looking for a job or trying to advance your career, networking is very
important. And networking shouldn’t end when you log off or head home from a conference.
Valuable contacts are on the perimeter of your social circle. They’re the parents of your kids’
school chums, they’re sitting next to you on airplanes — basically, they’re all around you every day.
So how do you turn these people from relative strangers into valuable network contacts?
® Practise your introduction.
This short, sound-bite of an introduction is also known as an elevator speech. This speech is
designed to reveal the benefits of what you do and what makes you unique within 15 to 30
seconds. A good introduction can leave a lasting impression with your contacts.
* Spend time engaging in genuine conversation with others.
Don’t monopolize discussions. Ask others questions about what they do and what they love most
about their business. If people join the conversation, take time to provide introductions so that
everyone feels included.
e Follow up.
Send articles and blog posts to your contact that he may find interesting. Make plans to meet for
lunch or coffee to get to know each other better. Remember, building relationships takes time. If
someone you meet at an event contacts you first, make sure to respond as soon as possible. You
should respond within three days at the most. You want your contacts to feel that they are worthy

of your time.




Business Socialising

Activity A.5 — Writing, Discussion ﬁi

Work with another student to act out the role-play outlined in your workbook. Remember to

ask your teacher if you have any problems

Develop networking strategies & skills

The key to understanding how to develop relationships in business networks is an important

business strategy. Professional networking can expose you to a number of important contacts and
opportunities. The objective is openly making genuine connections with others. The relationships
you can build by networking with other professionals are priceless.
* Identify good contacts
An effective professional network has a wide variety of types of people, including people
from outside your industry. Look for people who are active in and passionate about their field,
and who seem interested in what you’re doing. Also, people who communicate well are likely
to be “connectors” who have their own networks that you may be able to tap.
* Manage your contacts
First, if you're at a conference or a similar event where you're receiving a lot of business
cards, it is suggested to jot down quick memory-aid notes on the backs of cards — so when
you enter the contact in your digital address book, you can record the name of the conference
and what you talked about.
Then, immediately after you put a new person into your address book, send a brief “Great
to meet you” email — with a note about your conversation and a brief follow-up.
* Offer value
Effective networking begins long before you need to get something from your network.
First, you must demonstrate that you have something to offer — this builds a foundation of
goodwill. Every time you talk to someone in your professional network, you should ask what
he is working on, so you’re aware of the problems your contacts are trying to solve.
* Stay in touch
Your efforts to meet, record and court new contacts are wasted if you let relationships

lapse. An effective networker is participatory and involved.




