SOME TIPS TO MAKE THE MOST OF CONVERSATIONS

                            AND CONNECTIONS WITH ALUMNI…


· Don’t try to meet everyone in the room.  Think about who will be attending.  Who do you want to meet?  Make it a point to seek those people out.

· Wear your name tag on the right side.  It is easier for people to see it as they shake your hand and, since our eyes naturally track from left to right, eye contact naturally follows after a glance at the nametag.

· Practice a self-introduction –your “elevator speech.”  This should be less than 15 seconds in length and include your name (say it clearly), and some areas of interest.

· Start with a firm handshake!!  One quick tip here: carry any cold drink in your left hand so that you don’t give people a cold, wet hand to shake (eww!).

· Introduce yourself, smile, maintain eye contact, speak clearly and at a comfortable pace (not too fast and not too slow).

· Don’t begin conversations by talking about yourself.  Ask them for a brief explanation of who they are, what they do in their job, their organization,  how they decided on their major, career, etc.  Resist interrupting.  After letting them speak for a few minutes, tell them a bit about yourself (major, career interests, internship or job experiences, etc.).

· Have some topics to talk about or questions to ask (see questions on back of this sheet): read a newspaper, watch the news.  Ask questions requiring more than a one-word answer.  Further, explore comments another makes – more questions are a way of demonstrating interest.

· Just because someone is sitting alone doesn’t mean they aren’t a potentially valuable contact - pair up with them and become a group others want to join.  To join a group of people, stand on the periphery and listen for your chance to join in.  When someone gives you positive eye contact or body language, introduce yourself and make an upbeat statement that relates to the discussion.

· Pause and listen to the person speaking.

· Don’t monopolize someone’s time—short and concise is okay.  You can always follow up with the individual following the event.  It is acceptable for conversations to last approximately 10 minutes or so.  This way you can meet others as well.  If you would like to have a further conversation with someone, ask him/her if it would be okay to follow up with them after the event and schedule an additional time to talk.

· Remember that you are asking for advice, information and perhaps contacts of people who might be able to talk with you about potential jobs or internships.  You are not directly asking them for a job or internship.

RELAX, HAVE FUN AND ENJOY THIS OPPORTUNITY!!

A FEW SUGGESTIONS FOR THINGS TO TALK ABOUT…

· How did you get into your area of work?

· What did you do at the University of Minnesota to prepare for your career?

· What additional training/background experience did you have for your job?

· How much of the training you had really prepared you for the work you do now?

· What are your main work responsibilities?

· What is a typical day like for you?

· What characteristics and skills are needed to effectively do your job?

· What qualifications are needed for entrance into your field?

· Are there alternative methods to “get in”?

· What do you enjoy most/least about your job/career/employer?

· What is in the future for your field in terms of new opportunities?

· Are there organizations or other people I could contact to learn more?

· What advice can you offer to someone searching for a job in this field?

· What kinds of advancement possibilities are there in your area of work?

· What is your impression of the job security in this field?

· What are salary ranges for entry level and experienced people?

· Have you changed careers?  Why?

· Do you find it difficult to balance home/work or work/community involvement?

· Do you think this would be different if you chose another career?

· Is this what you envisioned yourself doing when you were at the University of Minnesota?

· What professional organizations are people in your line of work affiliated with?

