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How do you feel about networking? Do you enjoy connecting and 
communicating with people outside your immediate circle, or is this something 
you approach with trepidation even while recognising its value?

If you’ve decided you’d like to step up your networking, we have different options at our 
disposal. It’s not that long ago, in the grand scheme of things, that in person (which you 
might refer to as “F2F” or face-to-face”) get-togethers constituted the dominant approach 
assistants and their executives took to networking. Getting together for breakfast meetings, 
coffee breaks, lunches, professional association events, clubs, happy hours, and educational, 
fundraising, sporting or social events represented the order of the day. It’s worth noting we 
also used our phones for networking; the key difference between then and now is that we 
used our phones for audio calls!

 Then came the internet, followed by various social media channels and platforms. This 
opened the door for people with common (and disparate) interests to connect and network 
with people we’d otherwise be unlikely to know existed. Whatever we may think of various 
platforms, thank goodness we’ve had the option of networking via social media as we’ve made 
our way through the COVID-19 pandemic. 

Originally wary of social media, it took some time before I got over my discomfort with making 
my headshot publicly available on social media. As someone who delivers cybersecurity 
training, I continue to be thoughtful as to which platforms I use, the kind of information I 
post, and the types of images I share beyond my headshot. Even when looking at posts from 
people I know and trust, there are certain types of links and downloads I won’t touch. That’s no 
reflection on the individuals; it stems from an abundance of caution.

That said, and I’m someone who enjoys networking, using social media has vastly expanded 
my networks. While the number of people I connect with has grown enormously through social 
media, what’s important to me is the depth and quality of contacts nurtured through online 
networking.

… and therein lies the key. Networks are not a series of one-way streets. Rather, they are to be 
nurtured. It’s important to be a contributor rather than a passive observer or solely a recipient 
of others’ goodwill.

An advantage of networking via social media is that it can be comfortable not only for people 
who are outgoing. I’ve heard from people who consider themselves introverts that they’re far 
more at ease networking via social media than they are in person. Social media networking 
also works well for ambiverts, those of us who have characteristics of both extroversion 
and introversion. Some assistants who are uncomfortable finding their way into a group 
conversation at a public gathering in a conference room find it easier to join in conversations 
online. 
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I’m not writing this to persuade you to adopt social media as a networking tool. Rather, this is 
designed to offer ideas on how you can actively network, particularly on LinkedIn, should you 
wish to. The extent to which you engage with others may vary from one platform to another, as 
might the tone and formality – though that, too, may depend on the individual. Three or four 
years ago, I engaged with assistants primarily on Twitter, yet my experience is that the vast 
majority of us now connect and communicate via LinkedIn, Facebook and Instagram.  

If you choose to begin or enhance your social media networking, how do you identify people 
or groups with whom you’d like to connect, and then nurture those connections? You’ll find a 
few social media links at the end of this download. Turning to LinkedIn, let’s begin by focusing 
on your profile and some of the features you’ll want to take into consideration. There’s much 
more, yet these tips will give you a good start. When you invite someone to connect with you 
on LinkedIn, it’s helpful if they can put a face to your name, and have some sense of who you 
are and what you’re about.

 ¡ Banner: Edit the banner section of your profile with an image or logo, always 
respecting copyrights, so you give people some insight as to who you are. The ideal 
image size for your banner is 1,584 w x 396 h, again in pixels.

 ¡ Headline: Have a look at your headline. Here, you can use up to 220 characters, 
including spaces, to introduce yourself. Rather than restricting this to your job title, 
get creative. Use words that reflect how you add value, describe your expertise, and 
differentiate you from others.

 ¡ Pronunciation: Help people understand your name. My name is Shelagh. It’s 
pronounced “Sheila”, yet I was given the spelling that reflects our Irish and Scottish 
heritage. This spelling understandably creates a challenge for many. If people 
sometimes trip over your name, help them out. LinkedIn has a feature enabling you to 
use your smartphone to record the correct pronunciation of your name.

Next, with whom will you connect? There are numerous LinkedIn groups specific to assistants, 
including the ASAP group.

 ¡ Hashtags – If you’re looking to network with people with specific interests, or in a 
certain sector, enter the “#” hashtag symbol in the search field, and then the relevant 
term. Entering hashtags reflecting the career will generate a lot of posts – and, 
therefore, people – to consider.

 ¡ Introduce yourself – When you invite a connection on LinkedIn, it will prompt you 
to add a message. Take a moment to add a brief note; don’t you appreciate it when 
people offer a brief comment on shared interests, or a reminder of how you met?

 ¡ Ring the bell – Yes! Once you identify people with whom you’d like to network, you 
can also let LinkedIn know whose posts you’d like to be made aware of. Let’s say 
you’d like to be aware of my new posts. You’d go to my profile, and click on the bell 
that appears just below the right end of my profile picture. Take a bit of time to do this 
with the profiles of people in your network, and people with whom you want to build 
rapport. This will give you the opportunity to be alerted to their new posts so you can 
read and, should you wish, react to, comment on, or share those posts. 
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How do you build and nurture your networks? We can take the same practices that are 
effective in old school networking, and apply them to social media channels. Yes, you can ask 
for help and recommendations from your networks. You can also acquire insights that may 
be beneficial to your employer. Be sure you also think about how you can contribute to the 
success of those you count among your contacts. Think in terms of how people can help one 
another, be it through information, insights, recommendations and/or introductions.

Some of these steps apply specifically to LinkedIn, yet you’ll see others you can use broadly 
across social media. 

1. Join, contribute to peer groups

2. Read/react to/comment on posts and articles

3. Share relevant posts and articles; doing so broadens exposure for the topic and for 
the person who wrote the post or article

4. Respond, where you can, to requests for insights and recommendations

5. Congratulate people on successes

6. Invite virtual coffee get togethers

7. Explore potential for someone who may be a great mentor for you

8. Consider offering to be a mentor to someone in your network

9. Make a commitment to reaching out to a certain number of contacts a week – 
touch base with a message to say hello, see how things are going, or share the link 
to an interesting post, article or upcoming event

10. Make constructive contributions to online groups

11. Offer to facilitate introductions that could be beneficial to people within your 
networks

12. Give and ask for skills endorsements

13. Give and ask for references
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