Sample Networking Emails

SUBJECT LINE: Nova Southeastern University English Major Interested in Business
Dear Mr. Smith,

After reading The Wall Street Journal article about your success in advising entrepreneurial
ventures, I researched your firm to learn more about your work for startup companies. As an
English major studying entreprencurial leadership, I’'m exploring careers that combine my
interests in language and business. I found your name in the Nova Career Network, and I
would appreciate the opportunity to speak or meet with you to ask your advice. From your
online bio, I see that you were also an English major. Since I have three more semesters here
at Nova, I’'m interested in any courses you might recommend to help me prepare for

an entry level business career where I can use my writing skills. I’ll call you in about a week
to follow-up. In the meantime, if you’d like to reach me, I welcome an email or call
(954.555.1212). Thank you for considering my request.

Sincerely,

Betty Crocker

SUBJECT LINE: Referral from Professor Johnson at Nova Southeastern University
Dear Mr. Klein,

Professor Johnson, my academic advisor at Tufts, suggested I contact you in connection
with my interest in advertising. I’'m exploring boutique firms, and Professor Johnson
recommended you as a helpful resource. I've been visiting your website to learn more about
your clients and your advertising campaigns. Hearing about your career choices and your
agency experience would help clarify my goals for the coming year. I wonder if it might be
possible to meet you, at your convenience, for a brief discussion. Thank you for considering
my request.

Sincerely,

Fred Flintstone

SUBJECT LINE: Career question from Nova Southeastern University biology major
Dear Mr. Jones,

Thank you for your willingness to share your experiences in consulting through the Nova
Career Network. As I prepare to graduate in May with a biology degree, I am particularly



interested in how your similar academic background has helped you in the life science
industry. Would it be possible to send a few questions to you? I know you’re busy, and
appreciate your willingness to consider my request. Thank you for being part of the Nova
Network. It’s very helpful to read about your career path.

Sincerely,

Marge Simpson

SUBJECT LINE: Follow-up from Nova Finance Panel Discussion
Dear Ms. Clark,

Thank you for speaking at Nova last night to explain your career path in financial services. I
would greatly appreciate an opportunity to follow-up with you at your convenience to get
some ideas on how to best prepare and market myself for an entry-level position in
investment management. With your responsibilities in Client Service and MIS, you offer a
broad view that would help me better understand relationship management as well as the
technical underpinnings of the investment process. I’'m particularly interested in ABC’s client
mix of families, small businesses, and non-profits. Thank you for considering my request. If
you would like to follow up with me, you can reach me at 305.222.2525 or
spongebob@nova.edu.

Sincerely,

Betty Ford

SUBJECT LINE: Nova freshman with public relations questions
Dear Ms. Independent,

I’'m a first-year student at Nova and I found your name in the Career Network where I was
looking for publicists. One of the counselors in Career Services suggested that I email
alumni and conduct short interviews to explore possible majors and careers. Public relations
has interested me since my sophomore year in high school. Now, as I prepare to declare a
major, I would like to speak with people working in the field. I am wondering if you might
respond via email to a few questions or if you would prefer that I call you. Thank you for
being part of the Alumni Network.

Sincerely,

Billy Bob
Nova Southeastern University, Class of ‘14




FOLLOW-UP EMAIL:
Thanks for getting back to me so quickly, Mr. Smith. I appreciate your help and look
forward to learning more about your career and background. I currently have the following
questions:

e Why did you decide to major in Communications?

e What type of internships would you recommend?

e What is a typical career track for a Publicist?

e Which skills do you find most valuable in your work?

If you have other ideas or suggestions, I would love to hear them. Thank you again for
taking the time to help.

Sincerely,

Mary Jones, Class of 2012



