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Professional Networking Expansion Worksheet

A practical, action-first guide for working professionals who want to build a stronger, more strategic network — and actually use it.

Designed for career changers, consultants, early-to-mid career professionals, and managers ready to grow beyond their current circle.
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INTRODUCTION

Why Your Network Is Your Net Worth

Most professionals know networking matters — yet very few do it with intention. You go to a conference, collect a few business cards,
connect on LinkedIn, and then... nothing. The relationship fades before it ever begins. Sound familiar?

Here is the hard truth: a dormant network is almost as limiting as no network at all. Research consistently shows that 70-80% of jobs
are filled through relationships, not job boards. Clients choose consultants they trust. Promotions go to people with advocates. Contracts

land in inboxes of people who stayed visible. The professional world rewards those who invest in genuine, sustained human connection.

This worksheet was designed to change that pattern. It is not a theory textbook — it is a working tool. You will audit where you currently
stand, identify the exact gaps in your network, create a targeted expansion plan, and build habits that keep your network alive and

growing. Every section has a prompt, a framework, or a template you can fill in right now.

Use it as a read-through the first time to understand the full picture. Then come back section by section as a reference and active
worksheet. The goal is not to become a "networker" in the transactional sense — it is to become someone who builds real, reciprocal

professional relationships that serve your career for decades.

What You Will Gain

e Aclear audit of your existing network

e Atargeting system for strategic outreach

e Scripts and templates you can use immediately
e A30-day action plan to expand your reach

e Habits that keep your network warm year-round

e Confidence to reach out — even cold
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Audit Your Current Network

Before you expand, you need to know what you are working with. Most professionals dramatically underestimate the strength of their

existing network — and equally misunderstand its gaps. This section helps you map your current connections with honest, strategic eyes.

& Outer Ring .

00-500, wéak tie .

The three-ring model above reflects how every professional network is structured. Most people over-invest in their Inner Circle and

almost entirely ignore their Outer Ring — which is where most career opportunities actually come from. Sociologist Mark Granovetter's

landmark research showed that "weak ties" — people you barely know — are statistically more likely to introduce you to new jobs,

clients, and ideas than close colleagues who inhabit the same professional bubble as you.

] Network Audit Worksheet

Answer each question honestly. Write your answers below orin a

separate document.

1.

List the 5 people in your Inner Circle. What do they know

about your current goals?

Name 10 people in your Middle Ring. When did you last speak

to them?

Name 3 industries outside your own where you have zero

connections.

Identify 3 roles or functions (e.g., finance, product, legal)

where you are under-connected.

How many of your connections could refer you for work

today, unprompted?

<, Spot Your Network Gaps

Use this checklist to identify blind spots in your current network

profile.

e Connectionsin roles senior to yours (decision-makers,

sSponsors)
e Peersinadjacent industries or functions
e People at target companies or clients
e Thought leaders or industry voices
e Alumni from your university or past employers
e Connectors — people who know everyone

e Diverse perspectives (different backgrounds, geographies)

(). Pro Tip: Export your LinkedIn connections to a CSV file. Sort by company, industry, and years since last interaction. This single

exercise will reveal more about your network's health than any gut-feel assessment.
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STEP 2

Define Your Networking Goals

Effective networking is not random socialising — it is purposeful relationship-building aligned to specific professional outcomes. Before
you reach out to a single new person, you need absolute clarity on whyyou are expanding your network and what you want to achieve.

Vague intentions produce vague results.

@ Career Advancement

Seeking promotion, stepping into leadership, or moving from IC to manager. You need sponsors, mentors, and visibility
within and beyond your organisation.

=] Career Transition

2 Changing industries, functions, or roles. You need people who can validate your transferable skills and introduce you to

decision-makers in your target field.

B8 Business Development

Growing a client base, finding partners, or generating leads. You need connectors, referrers, and people who buy or

influence purchasing decisions.

“2 Knowledge & Insight

Staying ahead of industry trends, learning from peers, or sharpening expertise. You need thought leaders, practitioners,

and intellectually generous professionals.

Your Networking Goal Statement

Complete this framework to create a focused goal statement that will guide every outreach effort in this worksheet. Be specific — the

more precise your goal, the more effective your targeting will be.

Fill-In Framework #. Your Statement
"Over the next [30 / 60 / 90] days, | want to connect with [number] Write your own goal statement here:
new professionals in [industry / function / seniority level] who can
oge . . . . Overthenext____ days, | want to connect with
help me [specific outcome]. | will prioritise reaching out to people at
_new professionalsin_______ whocan help me

[type of companies [ roles] because [specific reason tied to your —
_. I will prioritise reaching out to people at _

goals]."
because

Example: "Over the next 60 days, | want to connect with 15 new
professionals in fintech product management at the director level who
can help me transition from engineering into a product role. | will
prioritise reaching out to people at Series B startups because that is the

environment | want to work in."
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Build Your Target Connection List

Now that you have a clear goal, it is time to build a targeted list of people you want to connect with. Think of this as your outreach

pipeline — the same way a sales professional builds a prospect list, you are going to build a strategic connection list. Quality over quantity

is the rule here: 20 well-chosen people you actually engage with will serve your career far better than 200 random connections.

Define Profile

in SRV

Source Prioritise Add to
Names Tracker

The process above transforms a vague intention to "network more" into a structured, manageable outreach system. Each step builds on

the previous one — your ideal connection profile informs where you look, which informs how you prioritise, which feeds your tracker and

keeps you accountable.

The Target Connection Tracker

Use the table below as a template. Copy it into a spreadsheet, Notion database, or even a paper journal — whatever system you will

actually use consistently. The act of writing names down commits you to action and creates visible accountability.

Name

e.g., Priya Sharma

Role/

Company

Product
Director,

Razorpay

How We're Priority Reason to Connect Status
Connected (H/M/L)

2nd degree via High Transitioning to Not yet
Anil fintech PM reached out

[ Where to Source Names: LinkedIn's "People Also Viewed" feature, mutual connection recommendations, industry newsletters

(check the bylines), podcast guest lists, conference speaker lineups, your company's alumni network on LinkedIn, and

professional communities like Slack groups, Substack comment sections, and industry-specific forums.
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STEP 4

Craft Your Outreach Messages

This is where most professionals stumble. They know who they want to reach, they have a good reason to connect — and then they write
a generic, forgettable message that gets ignored. Or worse, they say nothing at all because they do not know how to start. This section

gives you proven message frameworks you can adapt immediately.

The golden rule of any outreach message: lead with them, not you. Show that you have done your homework, reference something
specific about their work, and make your ask small and low-friction. Nobody owes you their time — your job is to make it worth their

while and easy to say yes.

¥ The Warm Introduction (via Mutual ¢ The Content Trigger (You Read Their
Contact) Work)

"Hi [Name], [Mutual Contact] suggested | reach out — they "Hi [Name], | came across your article/talk/post on [specific
mentioned your work on [specific project/area] is exactly the topic] and it reframed how | think about [specific concept].
kind of insight I've been looking for. I'm currently [brief I'm currently working on [brief context] and your point about
professional context] and would love to ask you one focused [specific detail] was particularly useful. I'd love to connect
question about [specific topic]. Would a 15-minute call work and, if the time is ever right, ask you a quick question about
in the next few weeks?" your experience with [topic]."

@ The Cold Reach-Out (Genuine =1 The Reconnect (Dormant Relationship)
Admiration) "Hi [Name], it's been a while — | think we last connected at
"Hi [Name], | know this is a cold message, so I'll be direct and [event/company/project]. I've been following your journey to
respectful of your time. I'm [Name], a [role] working on [brief [their current role/achievement] and it's genuinely

context]. Your career path from [X] to [Y] is exactly the kind of impressive. I'm now [brief update on youl]. I'd love to catch
transition I'm navigating, and I've been following your work up properly if you're open to it — even a 20-minute call

on [specific topic]. Would you be open to a 20-minute would be great."

conversation? | come with specific, focused questions — no

vague asks."

Message Quality ChecKklist

Before you hit send on any outreach message, run it through this checklist. Every tick represents a reason the recipient is more likely to

respond positively.

Must-Haves Q) Red Flags to Remove

e Personalised — references something specific about them e "|wanted to pick your brain" (vague and overused)

e Under 100 words (LinkedIn) or 150 words (email) ® Three paragraphs about yourself before mentioning them
e Single, clear, low-friction ask e Askingfor ajob or referral in the first message

e Your context given in one sentence e Generic openers like "l hope this finds you well"

e Professional but warm tone e Unclear or multiple asks in one message

e No attachments on first contact e Spelling errors or wrong name
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STEP 5

Run Your 30-Day Networking Sprint

Networking expansion is not a one-time event — it is a repeatable practice. But building a new habit requires a structured commitment
period. A 30-day sprint gives you enough time to see results, short enough to feel achievable, and structured enough to keep you on

track. Think of this as your personal networking campaign.

Week 1: Audit & List Week 3: Conversations
Complete your network audit. Build your target Conduct 2-3 informational calls or coffee chats.
list of 20 people. Write your outreach goal Send 5 more personalised outreach messages.
statement. Identify 5 "dormant" connections to Attend one online or in-person professional
re-engage first. event. Introduce two connections to each other.
2
Week 2: First Outreach Week 4: Nurture & Review
Send re-engagement messages to your 5 Follow up with everyone who responded. Send
dormant contacts. Send 5 new connection a value-add message to 5 existing contacts
requests with personalised notes. Follow 10 (article, resource, introduction). Review your
target people on LinkedIn and engage with their tracker and set goals for Month 2.
content.

Daily Micro-Habits (10 Minutes a Day)

The most effective networkers are not those who block out full Saturdays for "networking." They are the ones who weave small,

consistent actions into their daily workflow. These micro-habits require less than 10 minutes a day but compound dramatically over

months.

@ Engage Thoughtfully O<8 Share With Context
Comment on one post by a target connection every day. Share one relevant article or insight per week with a brief
Not "Great post!" — a genuine, substantive reaction that "why this matters" note. Tag one or two relevant people.
adds value and signals your thinking. This builds your visibility as a thinking professional.
Reach Out Consistently Give Before You Ask
Send two personalised outreach messages per week. Not Once a week, do something generous for someone in your
blasts — two thoughtful, targeted messages. Over 52 network — share an opportunity, make an introduction,
weeks, that is 104 new relationship seeds planted. or send a resource with no expectation of return.
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Master the Informational Interview

The informational interview — a short, focused conversation with someone in a role, company, or industry you want to understand better

— is one of the most powerful and underused tools in professional networking. Unlike a job interview, there is no pressure, no evaluation,

and no one loses. Done well, it builds genuine relationships, provides insider intelligence, and creates advocates who will remember you

when opportunities arise.

Before the Call: Prepare Like a Pro

Research their background on LinkedIn — know their career arc

Read their recent posts, articles, or interviews

Prepare 5-7 focused, open-ended questions

Have a crisp 60-second "about me" ready

Know exactly what you want to learn from this conversation

Confirm the call the day before with a short, warm message

During the Call: Listen More Than You Talk

Start by thanking them and restating the time commitment
Ask your best questions — do not read from a list robotically
Follow up on interesting threads — be curious, not scripted

Share your context briefly, but keep the focus on them

End with: "Is there anyone else you'd recommend | speak with?"

Respect the agreed time — end on time or early

10 Powerful Questions to Ask

1.

What does a typical week actually look like in your

role?

What surprised you most when you transitioned into
this field?

What skills do you wish you had developed earlier?

What do the best performers in this industry have in

common?

What are the biggest challenges facing this industry

right now?
How do people typically break into this kind of role?
What would you do differently if you were starting

over?

What do you read or follow to stay sharp in this

space?

What does success look like in the first 90 days of a

role like yours?

10. Who else should I be speaking with?

After the Call: The Follow-Through That Sets You Apart

The follow-through is where most professionals drop the ball — and where you can differentiate yourself entirely. Within 24 hours of

every informational interview, send a personalised thank-you note that references something specific from the conversation. It should

take you less than 5 minutes and will be remembered longer than the call itself.

Sample Thank-You Note: "Hi [Name], thank you so much for taking the time today — | really appreciated your perspective on

[specific point they made]. Your advice about [specific recommendation] has already prompted me to [specific action]. I'll keep you

https://www.planetspark.in/resources
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REAL-WORLD APPLICATION

%5 pLanerspark

Case Example: From Invisible to Indispensable

Meet Arjun, a 34-year-old software engineer at a mid-sized IT services company who wanted to transition into a product management

role at a startup. He had 9 years of technical experience, strong problem-solving skills, and zero connections in the product world. He was

invisible to the people who could hire him.

Week 1-2: Audit

Arjun completed the network audit and discovered his 200+

LinkedIn connections were almost entirely in engineering. He

identified 0 product managers, 0 startup founders, and 0

investors in his network.

Week 3: Targeting

Using this worksheet, Arjun built a list of 25 target connections:
15 PMs at Series A-C startups, 5 engineering-to-PM career

changers, 5 startup founders in fintech.

4

Week 4-5: Outreach

Arjun sent 15 personalised connection requests referencing
specific posts or articles. 9 accepted. He scheduled 4

informational interviews using the Content Trigger template.

Week 6-8: Momentum

One informational interview led to a warm referral to a Head of
Product role. Arjun's genuine preparation, focused questions,
and timely follow-up converted a casual conversation into a job

interview.

Common Mistakes — and How to Fix Them

Mistake: Only Networking When You Need
Something

Fix: Treat networking like a garden — maintain it continuously.
Reach out to 2-3 people monthly even when things are going
well. The relationship you build today is the lifeline you need

tomorrow.

Mistake: Taking But Never Giving

Fix: Adopt a "give first" philosophy. Share articles, make
introductions, offer your own expertise freely. People who add
value consistently become the first person others think of when
opportunities arise.

Mistake: Connecting Without a Reason or
Context

Fix: Every connection request should include a personalised
note. Reference something specific. Give the person a reason to
accept and a sense of who you are before they click the button.

Mistake: Letting Strong Connections Go
Cold

Fix: Create a simple system — set a quarterly calendar
reminder to check in with your top 10 contacts. One message
every three months keeps a relationship warm with almost no
effort.
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SELF-EVALUATION

Your Networking Confidence Assessment

Use this self-evaluation to benchmark your current networking confidence and identify exactly where to focus your energy. Rate yourself
honestly on each dimension — there are no right or wrong answers, only useful ones. Revisit this assessment in 30 and 90 days to track
your growth.

Network Clarity

| can clearly articulate who is in my network and what gaps exist

Outreach Confidence

| feel comfortable sending a cold or warm outreach message to a target connection

Value Creation

| regularly give value to my network without waiting to be asked

Consistency

I maintain my network actively, not just when | need something

Conversation Quality

My networking conversations are focused, prepared, and mutually valuable

Rate each bar above from 1 (just beginning) to 5 (consistently excellent). Any score of 1-2 in a dimension is your highest-priority

development area. Any score of 4-5 is a strength to leverage when helping others in your network.

/" Reflection Questions 30-Day Commitment
1. Which dimension scored lowest? What is one specific action Complete this statement and save it where you will see it daily:

you can take this week to improve it?
"By [date 30 days from today], | will have connected with

2. Which scored highest? How can you use that strength to help [number] new professionals, held [number] informational

: . 5
someone else in your network right now? conversations, and re-engaged [number] dormant

3. Whatis the single biggest fear or obstacle that holds you back relationships. My network will be [specific outcome — e.g.,
from networking? Write it down — naming it is the first step to more diverse, stronger in product, better connected in
overcoming it. fintech]."

4. Who is one person you have been meaning to reach out to for )
Sign your name here:

months but have not? What is stopping you? Write their name

and commit to a date. Date:
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SUMMARY

Key Takeaways & Your Next Steps

You now have a complete system for expanding your professional network with intention, strategy, and confidence. The difference

between professionals who struggle and those who thrive is rarely skills or intelligence — it is almost always the strength and quality of

their relationships. You have done the hard work of understanding the framework. Now it is time to act.

Know Your Network Before You Grow It

A rigorous audit reveals your real gaps — not the ones you assume exist. Most professionals are under-connected in exactly the

areas where opportunities live: senior leaders, adjacent industries, and people with very different career paths.

Goal Clarity Drives Outreach Precision

Vague networking produces vague results. Your written goal statement transforms a good intention into a targeted campaign with

measurable outcomes and a clear picture of success.

Personalisation Is Non-Negotiable

Generic messages get ignored. Every outreach message should reference something specific about the recipient — their work,

their thinking, their career journey. Show that you did your homework. Effort is the differentiator.

The 30-Day Sprint Creates Lasting Habits

Committing to a structured 30-day plan transforms networking from a daunting task into a manageable routine. Small, consistent

actions compound into a dramatically stronger network over 6-12 months.

Give First, Always

The most memorable and effective networkers are the ones who add value without expectation. Share resources, make

introductions, offer your expertise generously. Reciprocity follows, even if it does not come from the exact person you gave to.

Follow-Through Is the Whole Game

Networking without follow-through is socialising. Send the thank-you note, update people on what you did with their advice,

make the introduction you promised. These moments are where real relationships are forged.

Your Network Is a Living Asset — Maintain It

The professionals who benefit most from their networks are those who treat relationships as long-term assets to be invested in,

not short-term resources to extract from. Build a maintenance habit now and you will never need to start from scratch.

Your Single Most Important Next Step: Do not close this worksheet without completing one action in the next 24 hours. Open
LinkedIn, find one person from your target list, and send a personalised connection request. That single message could be the

beginning of a relationship that changes your career. The best time to start was a year ago. The second best time is right now.
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