
Build Your Network



Make Contact

Check the company website for emails or a message box.
Find a faculty member or shared contact who can connect you through a professional
relationship or previous internship supervisory relationship.
Use LinkedIn to view company directories as well as the Belmont Alumni Network to
find potential contacts (Search: Belmont University-->View School Page-->Alumni
tab-->Narrow Your Search Using Filters.



What to Say in Your Intro
Subject Line: It’s best to be specific enough to catch their attention, but general enough to be more of a headline to the conversation. 
Good Examples: 
- For a cold email asking for an informational meeting: “Belmont University Student – Connect?” 
- Application for an internship or job: “Research Assistant"
Bad Examples: 
- “Hi!” or “Hiring?" Stay away from exclamation points in subject lines.  

Body of the Email: This should be a modified version of a cover letter. Here are some points to include: 
- Length: Short and sweet. It should not be as long as your cover letter. 
- Who you are: school, major, year in school 
- How you came across them: mutual connection, LinkedIn, etc.
- Why you are emailing: interested in a career similar to theirs and want to ask questions, internship interest – be specific by listing
semester and department 
- The action: wanting to schedule a Zoom or phone informational meeting, looking to schedule a call to learn more about their internship
program, etc. 
- Availability: List some availability if you can. For instance, “I have a flexible schedule Tuesday afternoons and Friday mornings. Let me
know if there’s a time on those days that works for you to connect.” 



Following Up

The Follow-Up: If you don’t get a response after one week, politely follow up with a brief e-mail/message.

Thank You: After a meeting, ALWAYS send a thank you email showing your appreciation for their time. 

LinkedIn: Connect with the individual on LinkedIn; even if nothing comes of the meeting, you are building
your network for life and will want to stay in contact with professionals in your chosen field.



Tips for the Meeting
Be early!
Fully research the professional so you can ask educated questions about their career and experience.
In addition to general career advice, prepare and ask specific questions that show your genuine interest and research.
Dress professionally.
ALWAYS send a thank you email following your meeting. If the professional is working in an office, writing a physical
thank you note is a way to go the extra mile. 

Reasons to Reach Out Again
You should not follow up very soon unless given a reason to. If they have stated they want to be a mentor and meet again
soon, then certainly follow-up to schedule. If not, it's best to wait at least a couple of months if there's nothing new to
say or ask. 
If you see a news article about the company or an article regarding something you discussed in your meeting.
Remember, you are just maintaining the relationship at this point, so this doesn't have to be a long email and doesn't
need to be frequent. Just a check-in.



"You can get a job solely based on online applications."
 

Not true!
 

You must support online applications with professional relationships.

Common
Misconception:



 
 
 
 
 

Schedule a Career Coaching Appointment:
http://belmont.joinhandshake.com

(Or click on the icon in the Launch Pad of MyBelmont)

 

http://belmont.joinhandshake.com/

