
USE THE FOLLOWING STEP-ACTION TABLE TO GUIDE YOUR PREPARATION* 

STEP ACTION 
 

1. 
 
Approach someone in the room, make eye contact 

 
2.  

 
Introduce yourself, smile, and extend your hand for a handshake 

 
3. 

 
Use one of your favorite conversation starters from the workshop 
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 

 
4. 

 
Listen closely to what they are telling you 

 
5. 

 
Ask follow up questions for clarification or to keep the conversation going, use one of 
the segues 

 
6. 

 
Tell them about yourself (keep this conversational and upbeat) 

 
7. 

 
Consider asking: 

 “I’m thinking about pursuing a career change into ________; what advice would 
you give to someone like me?” 

 “How do you find employees in your organization?” 
 “My area of expertise is _____________ and I’ve been looking at company 

names and/or specific industries.  Are you familiar with any of these?” If yes, 
ask “Who can you think of that I should talk to?”  

 
8. Listen closely to what the person is saying to you. This is not the time to be thinking 

about your next question or who you want to talk to next but rather staying focus on 
what the individual’s response is. Let their responses guide you in this conversation 

 
9. 

 
Close the conversation:  

 “I really appreciate the information you’ve shared with me today and I would like 
to reach out to you (in a few days, next week). May I have your business card?” 

 “Thank you so much for speaking with me. You’ve given me a lot to think about. 
I would love to continue our conversation but don’t want to monopolize your 
time. May I have your business card so that I can contact you (in a few days, 
next week)?” 

 “You have been a great help. I would like to stay in contact with you. Here is my 
business card; may I have one of yours?” 

10. As you walk away, jot down some notes to remind you of your conversation with this 
person so you can target your thank-you or follow-up email/note 

*This table is not an exact replication of an actual conversation but rather provided as a guide to help you facilitate 
this conversation. 

 


