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A Letter from the Authors
Thank you for reading the Let’s Work!
California Networking Activity Guide. Working
together has been awesome. We hope you will
like the ideas we share in this guide.
We all know there are different ways to meet
people. For instance, we can go to
conferences to meet people and talk about
work. We meet people through school, clubs,
sports and other groups. We can talk to these
people about our work goals. These people
are important and are part of something called
our “network.” These people will support us
and help us find jobs and careers.

Derek Shields (left) and Sean Keilberg-Tucker (right)
at Lights! Camera! Access!, Career Summit at the
Computer History Museum in 2019.

We also know that we get nervous when talking to people about finding work. When
Sean gets nervous, he takes a deep breath and reminds himself that he practiced and
is prepared. When Derek gets nervous, he asks a friend to give him feedback and that
helps him gain confidence.
For both of us, meeting people and networking actually led us to each other, and now
we are working together! We want to share with you a way for you to meet people to
help you find people who will help support you find the work, jobs and careers you
want. Use this guide and the fun activities to learn how to:
•
•
•
•

Prepare to meet people
Build confidence in talking with people
Talk to people about your search for work, and
Stay in touch with the people you meet.

Networking – or using a “large net of people” to help you catch the work you want – is
for all of us. We hope you will network with us, so all of us can work!

Sean Keilberg-Tucker

Derek S. Shields
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About Let’s Work!
Let’s Work! is a project of the California Transition Alliance to create and share videos
for youth with intellectual and developmental disabilities (I/DDs) and your families. By
creating the Let’s Work! California YouTube channel, the California Transition Alliance
is reaching youth, your families, your teachers and other resources working with you,
businesses, and community partners to encourage self-advocacy, create personcentered plans and inform you on work options. In other words, YOUR network.
The project uses best practices, things we know that work well for people:
•
•
•
•
•

Share employment and self-determination information
Tell personal stories to help youth think about the possibility for work
Build a network of adult allies through instructional videos and mentoring
Provide work experience to more youth
Help youth develop interviewing skills through informational interviews

This project will share stories and tools to encourage and support more Californians
with I/DDs – you – to access work. One of the tools is this Let’s Work! California
Networking Activity Guide.
The purpose of this guide is to help you learn how to meet people that will help support
you to help you find the work you want. The guide introduces what networking is,
teaches a four-part model to meet people, and helps to create a plan to meet people to
talk about work. Each section includes recommended activities that will help you gain
confidence and find work!

Introduction to Networking Video
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What is Networking?
net·work
/ˈnetˌwərk/

The word “network” has two parts.

net · work

First, let’s think about the word “

net.” A

net helps you catch something. Imagine
using a net to catch a butterfly or a fish.

Now, let’s think about the word “

work.”

Work is doing a job for money.

Now, let’s put the two words back together.

network

Imagine creating a net with a lot of people you know to help find work.
Your network helps you find work.
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People you know can help you build confidence and support you to find both jobs and
careers.
Let’s find out how you can meet people, make new friends and create your own
network! Let’s help you start networking!

Recommended Activity:
People You Know – Your First Network
Who do you know and which people helped you in the past? Write your response
below.
• Teacher (past or current teacher):

• Coach or Leader (from a team or club):

• Manager or Supervisor (from a job):

• Three people you met at a job, club or another community organization:
1.

Insert Answer:

2.

Insert Answer:

3.

Insert Answer:

• Who do you wish you talked to in the past but never did?
1.

Insert Answer:

2.

Insert Answer:
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Your Professional Networking Circles
Consider your network to be a series of circles. Start in the
middle with YOU. Next is your family and friends in the
circle around you.
Planning for Success Video

Each circle is filled with ideas of who might be helpful to you during your job search.
The people on the inside you know well, like your friends and family. The people on the
outside circles are those you don’t know very well or have not met yet.
All of the names are people you would like to meet to talk to about what you would like
to do for work.
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Preparing to Network
What can you do? What skills and services do you
have? Think about what you have learned from your
family, friends or in school, sports, clubs or previous
jobs. All of this will be your “skills and services” list!
Preparing your resume. Your resume is typewritten page that includes your education, work,
skills, hobbies and social experiences. It is used by
Preparing to Network Video
companies to hire people. Your resume should also
include a statement about what work you want to do,
your work goal. Ask your family, teachers or friends to help you create or update your
resume.
Knowing your story. Practice telling a short story
about who you are and what you do well and
how that might help others. This should be about
one minute long. It might be good to work with a
family member or teacher to write down a few notes
and practice telling your story.
Confidence through Storytelling Video

Scheduling meetings. You now have your tools:
•
•
•
•

Contacts list (from your circles)
Resume
Work goal, and
Your story

Now it is time to schedule your first meetings to talk
about yourself and your work goal! Who on your
contacts list from your circles do you think you can
talk to about your story and work goal? Do they
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know anyone who can help you build your network
or get the job you want?
Are you able to email or call them? Practice what you want to ask them, including how
you will ask them to meet, talk about your work goal and career interests. Be ready to
schedule a meeting to include the date and time of the meeting.
Expanding your network. If you have a short list of people on your contacts list, you
can ask family, teachers or friends to help you reach out to find new people.
•
•
•
•
•

It is also okay to ask people questions to learn about them, like:
How did you get started in your job?
What was your first job and who helped you get the job?
What advice do you have for someone who is just starting to work?
What do you know now, that you wished you knew when you first started?

Do your research! Before you meet with someone, research information about the
person and their organization. Find out what they are doing in their current job and
come up with some questions you can ask them about their interests, focus, and
organization. This can be done with an “internet search” or by talking to someone you
know who already knows the person you are meeting.
Arrive early. Plan to arrive 15 minutes before your meeting time. This should be done
for in-person and online meetings. This will help you be less nervous and you will be
recognized as someone who is on time and prepared. If you arrive early and the person
isn’t ready to meet, take the time and read your notes and practice telling your story.

Part 1 Recommended Activity:
Create Your Networking Plan
What do you do well? What do you like to do? Make a list below.

What are your three best skills?
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Skills
/skils/

the ability to do something well

Your skills are important to help you tell your story. List things you are good at or bring
to a team or employer, like “communication skills,” “positive attitude,” “customer
service,” or “computer skills.” Or, you might list something you have done at a job,
before like “stocking shelves,” “answering phones,” or “organizing.” Skills can also be
found in favorite hobbies like solving problems
(puzzles), following directions (cooking or baking),
teamwork (joining clubs or playing sports), learning
new skills (favorite subjects in school, reading,
playing a musical instrument) and leadership
(teaching younger family or friends new skills, team
activities).
Networking Video with Skills in the Story

What do you do well and are proud of? List those three items below.
1.

Insert Answer:

2.

Insert Answer:

3.

Insert Answer:

What job or work do you want to do? This is your work goal.
Create or update your resume. This will include your education, work, volunteer
experiences and hobbies. Share the resume with three people in your network and ask
for their review and help to make it better.
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Create and practice your story. Remember, this needs to have the following parts:
1. Your name
2. List top 3 skills (from above)
3. Your education
4. Your work experience
5. Your volunteer experience or hobbies
6. Your goal(s) for getting the work you want
7. Ask for help in finding work
Who do you know who you can talk to about work?

Who can you ask for help to meet new people to build your network?

Create a calendar of when you will talk with these people.

TIP
Use your phone, planner, or desk calendar to help!

When you meet these people, consider doing the following:
• Learn about their work and how they found their job
• Tell your story and share your work goal
• Give them your resume and ask if they have any suggestions for finding work
• Ask for the person’s business card or contact information and follow up with a
thank you note
• Ask to be introduced to new people, and then, make a new calendar
Keep track of what is helping you build confidence or find work and what is not helping.
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Building Confidence
Before you start networking, let’s make sure you feel good about yourself and most
importantly, believe in yourself! Sometimes meeting new people and asking for help
and support can make you nervous. So, we want you to use the Four Tools of the
Creative Heroi to help build your confidence while you practice networking! Let’s review
the tools now.

Four Tools of the Creative Hero
1 | Have faith in yourself and your voice.
You are awesome and the world needs you and
wants you to work.

2 | Be positive and focus on what you
CAN do! It is what you CAN do that matters.
Don’t allow people to limit you or put you down.
Self-determination allows you to make choices
and decisions to direct your own life. Selfdetermination is your path forward to work and
to the life you want.

3 | Listen, watch and learn. After you believe in yourself, and you are staying
positive, then it is important to listen, watch, and learn all you can to understand what
people are talking about and need.

4 | Ask questions. After learning from people about their needs, experiences and
challenges, ask questions to find if there are ways you can help them.
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TIP
“Learning to use the Four
Tools of the Creative Hero
takes time and practice. So be
patient with yourself. But it
works. And it will help you
build confidence as you start
to network!” – Sean Spence

Building Confidence Video

Part 2 Recommended Activity:
Build Your Confidence
Do you know how to “brag” about yourself? We are usually taught not to brag, but this
is a different kind of bragging because it shows you are proud of yourself and what you
can do. An important part of building your confidence is being proud of who you are.
What are you good at doing? What are you proud that you are able to do? These are
good things and should be shared with other people so they can get to know you!

Brag
/braɡ/

say something about yourself or that you can do that you really like; say it
with lots of pride

In networking, when meeting people to talk about work, you need a list of things you
are good at doing. The below questionsii will help you when it’s time to talk to someone
or when someone asks you “What do you do?” or “What are you good at?” or “What
skills do you have?”
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What is something you are proud you have done?

1.

Insert Answer:

2.

Insert Answer:

3.

Insert Answer:

Examples: “I finished my school project.” “I got my first job!” “I learned how to welcome
customers to the store.” “I learned how to stock shelves.” “I created my first YouTube
video.”
What are your best skills, and what are you working on that show off those
skills?

1.

Insert Answer:

2.

Insert Answer:

3.

Insert Answer:

Examples: “I am always on time for school and work and I show this every day.” “I am
excellent using the computer and I am doing research now.”
What have you learned in the last year, what new skill(s) do you have?

1.

Insert Answer:

2.

Insert Answer:

Examples: “I learned how to use Zoom for meetings on the computer.” “I can do
Internet searches.” “I learned how to fill out a time card for work.”
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What was a problem you had and what did you learn from it?

1.

Insert Answer:

2.

Insert Answer:

Example: “I used to interrupt people on the phone and now I learned to wait my turn. I
had to be patient and say “excuse me” to then take my turn when they are finished
talking.”
How do you make things better for people? How do you make people feel better?

1.

Insert Answer:

2.

Insert Answer:

3.

Insert Answer:

Examples: “I help people do things.” I make people smile when I help carry bags for
them.”

Tips for Sharing Your Story with Confidence
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Networking and Meeting
People
Let’s revisit the definition of networking. Remember the two parts of the word?

net · work
And remember creating your own net with people you know to help support you and
find work; to find a job. Your network can help you find work!
Now that you are PREPARED to network
and have CONFIDENCE to network,
where will you actually meet people you
want to talk with about your work goals?
Meetings. If you want to learn about how
to do a job, start by asking someone who
does the job to meet and talk to them
about the job.
Get experience! Join clubs and ask to help out with
something that needs to be done. This helps build
your leadership skills. Apply for part-time job or join a
group that needs help with different activities. It is
important to get experience and meet new people.
Join a program. A great way to network is to find
Networking & Meeting People Video
organizations that involve businesses and promote
employment of people with disabilities. Examples would be Centers for Independent
Living and other disability service providers that are organizations connected to local
businesses or schools. This connects you with business professionals interested in
hiring people with disabilities.

PAGE 16

Let’s Work! California Networking Activity Guide

Listen for challenges. When you are talking to someone listen for what they need
done. And then offer to help them!
Have prepared questions. Have a few questions ready before meeting someone. You
can use the questions listed above or ask family and friends to help you. Then, practice
asking these questions with family or friends or in front of a mirror before the meeting
so you are less nervous, more prepared and more confident.
•
•
•
•
•
•
•
•
•

What do you do for your job?
What is the hardest part of your job?
What is your favorite part of the job?
What is it like to work here?
What was your first job like and how did
you find it?
What did you need to learn before you
started the job?
What is something you suggest to people
who want to do the job?
What do you suggest I do to get this kind
of job?
What is something you wished you knew
when you did your first job that might be
helpful for me with my first job?

Resume. Share your resume with the person you are meeting with so they have a list
of your work goal, skills, education, work, hobbies and volunteer experiences, and how
to contact you in the future.
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Part 3 Recommended Activity:
Schedule a Networking Meeting
Now that are prepared and you have your tools to build your confidence in talking with
people, it is time to start meeting people and networking! Here are some good
questions to help you find people to meet
1. What do you want to learn?
2. Why do you want to learn it?
3. Who do you know that might be able to help? Create a list of people from the
Professional Networking Circles activity.
4. How will you contact this person or people?
5. Pick the person you want to meet and Write an email to introduce yourself and
ask for a meeting.
6. Have a friend review the email before you send it.
7. Schedule the meeting and then get prepared!

Prepare your questions. Here are some examples to get you started!
I wanted to meet today because I wanted to learn _____________.
(Fill in the blank with what you want to learn).
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What do you do for work?

What do you like about that work?

I want to ________________ (fill in the blank with your job/career goal).
Do you have any recommendations of how I can get experience or a job
in that field?

Ask the person for feedback on your resume (provide them a copy of
your resume in advance of your meeting). This can be sent before you
meet and bring it with you so they can provide feedback in person.

Share how you feel and be sure to thank the person. Think of saying
something like:
“This meeting was very helpful. Thank you for taking the time to
meet with me. I learned a lot.”
And make sure you ask them to introduce you to someone
else, like:
“Is there anyone you can introduce me to who works in the
same field I want to be in and would be willing to talk with me?”
Before leaving, make sure you ask your questions and listen to the replies
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What does this person do for work and what projects are they working on
next?

Is there anything you might be able to do together? Write a blog post?
Take a picture and share on social media?

Be sure to offer your resume (if you haven’t yet) to the person and ask
for their business card or contact information.

Thank the person for their time.

TIP
Remember to write some notes down after your meeting so
you remember what you learned and anything you agreed
to do as a follow-up to the meeting.
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Follow-Up
After you network with people you have started your relationship. This is the connection
between two people that may continue to grow. Now it’s time to follow-up and continue
the relationship. Here are some ideas to help you.
Say thank you. After meeting someone, be sure to send a thank you note by email or
U.S. Postal Service. Do this in a unique way, something that will set you apart from
others and will be tied to your personal “What I CAN Do List.”

u·nique
/yo͞oˈnēk/

one of a kind, remarkable, special or unusual

In your thank you note, include:
• A review of the meeting, retelling what you
and the person talked about
• List anything you and the person agreed to
do, either together or separately
• Ask for introductions to other people that you
can talk to about work
• Ask if you can do something new together,
something that matters to you
Check out the example letter on the next page
to help you make yours!
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To: Ms. Jones
Subject: Thank you!

Dear Ms. Jones,
Thank you very much for meeting with me to talk about your work. I was
excited to learn how you and the people you work with do their jobs. I
especially liked the tour of the back office and seeing how the packages
arrived and were unpacked. Please tell Ms. Rogers that I liked how she
took the items from the package and moved them to the store, or what she
called inventory management. This was new to me.
Everyone was so nice; it’s good to see people enjoy working together and
what they are doing.
Please know I am looking for work. If you know of any jobs that are a good
fit with my skills, please keep me in mind. If you know other people I could
meet for an information interview and to network with, please do introduce
us!
Thanks again for brightening up my day by having me visit your work.
I hope you have a great day!
Sincerely,
Wendy Smith
wendysmith@email.com
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Stay in touch. It can take a long time from a first
meeting to building your network to getting a job,
so it’s important to stay in touch with people,
share with them news on your activities and offer
how you might be able to assist individuals. If you
want to make a difference, include ideas of how
you will make a difference.

Staying in Touch with Your Network Video

Social media. How do you use social media for connecting with people about work?
With approval and safety in mind, you can connect with people on Instagram, Twitter,
Facebook and LinkedIn.

TIP
With permission from the people you meet with, you should
also consider sharing your stories about meeting people
and talking about work on your social media accounts.
Who did you meet? What did you learn? How is this
helping you find work?
Join a group to discover, learn and connect. You can join clubs or other community
groups, either online, in-person or both. This will help you practice telling your story,
become more comfortable and confident, and help you meet more people with shared
interests to add to your network.
Follow-up, follow-up, follow-up! People are busy and you may need to follow-up a
second or third time to get their attention. You can follow-up by sending a letter, email
or by calling on the telephone. Be polite and patient because people are busy.
Ask for what you want. When you find someone
who you want to learn from it is important to ask
for support or help from that person. Be sure to
ask for a short meeting, about 30 minutes works
well. You can even provide your questions before
the meeting to help them prepare.
Follow-Up Video
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Part 4 Recommended Activity:
Follow-Up Actions
After reviewing the model and practicing, you should now consider how to make
networking part of your daily routine. Try the following:
Join a community to discover, learn and connect. A community is not just where
you live. A community can also be a group, club, church, mosque or temple. List three
groups you would like to join to meet new contacts (such as a school club or a
professional network):
1.

Insert Answer:

2.

Insert Answer:

3.

Insert Answer:

Share your stories on networking and mentoring. With permission of the person
you met with, write a social media post about your networking and mentoring
experiences. Submit an article to a journal, newsletter or your local newspaper. Share
the impact that experiences or mentoring had on you and the people you met.
Say thank you. Find someone that made a
difference in your life through sharing and caring.
Tell them how they made you feel and show your
appreciation. By doing this, you are practicing an
important skill and it will help you to say thank you
after a networking meeting.
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Access More Videos
If you want to get more ideas on talking with people about your goals and finding work,
we have other videos on the Let’s Work! CA YouTube channel made for you!

Self-Advocacy Video

You and Your IEP

Disability Disclosure

Peer Mentors Video

And we have stories about young adults who have transitioned to work, like Caley
pictured below! Be sure to check out this video about them called a documentary!

Young Adult Documentaries
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Sean is a graduate of Willows High School, Butte College,
and California State University, Chico, having earned his
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Notes
This page is provided for you to take notes.
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Notes
This page is provided for you to take notes.
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CA Transition Alliance
Visit the California Transition Alliance online at
www.catransitionalliance.org.
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