
Hello and welcome! My name is _____________________________.

I look forward to facilitating today’s [tonight’s] session about sharpening your
networking and interview skills.

Before we begin, we have a few ground rules:
• Please silence your phones.
• Let’s share the air time so everyone gets an opportunity to talk.
• And, please, keep what is shared confidential.
• Lastly: This is a judgment-free zone.
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Interactive Activity: Introductions
Time: 4 Minutes

As we get started, I would like to ask each of you to turn to the person on your right
and left so you can introduce yourselves.

Keep it simple – there are two easy steps:
1. Share your name.
2. And one word that describes how you are feeling about networking and

interviewing as part of your job search.

I am only going to give you three minutes so you need to be quick. There will be
more opportunities for conversation during this session.

[Allow participants to discuss for 3 minutes, then use the last minute to bring the
group back together and ask 1-2 people to introduce themselves to the group and
share their one word.]

2



Whether you’re making a career change by choice or out of necessity, this
workshop is designed to help you sharpen some of the skills you already have and
teach you some new techniques to help you find the job that’s right for you.

Today’s session is divided into two major topics — Networking as Part of Your
Job Search and Putting Your Best Self Forward in the Interview.

• For the first half, we’re going to talk about networking tips, and give you a chance

to create your personal “elevator pitch.”

• For the second half, we’re going to discuss strategies that will help you to

prepare for and ace your next interview.

I know that looking for a job can sometimes feel overwhelming and emotional. For

the next 60 minutes, this is a safe space to share, ask questions and practice.
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At your seat, you should have the following materials:

• Resource & Notes Handout – This is yours to take with you and includes links
to helpful tips and resources related to this topic.

• Pen – For you to jot down your thoughts and get a start on developing your
elevator pitch.

• Survey – I will ask you to complete the survey at the end of the session.

Is anyone missing anything?
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Interactive Activity: Power Pose
Time: 1 Minute

As we begin, I want to everyone to please stand up. We’re going to do what’s called
a “power pose.” By changing your body language, you can make yourself feel more
confident, which is especially helpful in advance of networking and interviewing
situations.

• This one is called “the Performer”

• Move your feet into a wide stance and put your hands up over your head in a V
shape, like you’ve just been applauded for a rock-star performance! Try it.

• You should hold this pose for 2 minutes, to help your body trigger hormones that
can bolster your confidence and presence. For today, let’s try holding this pose
for 30 seconds to practice – I’ll time us!

• You can do this pose in an elevator or stairwell, or even in the restroom before
you head to the reception area.

How did that feel? [Take 1-2 responses from participants.] Thanks for giving this a
try. You can have a seat.
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There are many ways to find job opportunities today. Many of you already may be
using job search engines but today we’re going to talk about networking as
another tool to find job leads, which hopefully will lead to a job interview.

By a show of hands, who likes networking or thinks they’re good at
networking? [Note: There may be few or no hands raised, which is OK. This
question is meant to help participants realize if they think networking is challenging
or difficult, they are not alone.]

The term “networking” may seem complex or daunting, but if we break it down,
networking is simply connecting and communicating with people, many of whom
you already know.

Here’s a simple definition: Networking is meeting people and building a
relationship so they know you well enough to recommend you to others.
Networking can happen in formal or informal settings and in personal or
professional contexts.

So, why is networking important?

6



[Interactive Activity: Quiz Question]

To answer this question, let’s do a quick quiz. What percentage of job seekers found
their current position through networking?

Is it:
A. 43%
B. 68%
C. 85%

[Take 1-2 guesses from participants before sharing the correct answer on the next
slide.]
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In a recent survey that asked how people found their most recent job, 85%
reported they found their job through networking. So, you can see networking
is an important technique that many job seekers are using to find new opportunities.

Additionally, when those in your network are able to recommend you offline (through
references & letters of recommendation) and online (through professional social
networking sites like LinkedIn, Facebook and Twitter) – this helps show recruiters
that you are a real person.

[Source: Adler, L. (2016, February 29). New Survey Reveals 85% of All Jobs are
Filled Via Networking. Retrieved from https://www.linkedin.com/pulse/new-survey-
reveals-85-all-jobs-filled-via-networking-lou-adler (Also cited in June/July 2017
AARP Magazine article)]
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Before we talk about how to network effectively in a few minutes, I want to share
some practical tools to help you feel prepared and equipped to confidently tell your
career story.

Just like a big company makes sure their mission statement, website, and
marketing materials are coordinated and tell the story of their business (sometimes
called “their brand”), AARP wants to help you do the same thing. Sometimes this is
referred to as your “personal brand.”

No matter whether you’re catching up with a friend or family member, or you’re
speaking with an interviewer, you want to be able to describe your talents,
experience and all that you bring to the workplace clearly and quickly.

An “elevator pitch” is one technique you can use to easily communicate who you
are and what you can do.
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Today, we’re going to work on developing your “elevator pitch” to help you put your
best self forward when networking or interviewing.

Your elevator pitch will answer many of the following questions:
• Can you tell me about yourself?
• What do you do best?
• How have you made an impact?
• What sets you apart from the competition?
• What are you looking for in a position?
• What can you do for my company?

An elevator pitch is a great foundation for introducing yourself in a networking
situation or interview. The most successful elevator pitches are well-thought out and
delivered in a crisp and confident way.
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Interactive Activity: Draft Personal Elevator Pitch
Time: 5 minutes

Now let’s take the next 5 minutes to write down a draft of your personal “elevator
pitch” on page 2 of your resource handout.

As you consider what to include in your elevator speech, I’d encourage you to think
about 2-3 things you do really, really well. These will be qualities or skills that are so
fundamental to who you are, that doing them is completely natural.

Once you’ve identified these things, come up with examples of how you’ve done
that in your work life, in volunteering, or in your day-to-day life. By using these
qualities and examples, it should be easier for you to talk about your strengths and
accomplishments convincingly and without hesitation, because these are things that
you truly believe about yourself.

Another tip – use these same 2-3 things in the interview, as long as you can relate

those skills directly to the job description.

There’s something powerful about putting words down on a page. Writing things
down can help make them more real. Go ahead and get started.
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[Guests should work individually to draft their personal elevator pitch. If needed, can
return to previous slide to show list of questions that an “elevator pitch” could answer.
Facilitators are also encouraged to play also play soft, non-distracting music while
participants are working on drafting their elevator pitches. After 5 minutes, bring the
group back together.]
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Interactive Activity: Personal Elevator Pitch Practice
Time: 5 minutes

Now we’re going to practice our elevator pitches that you just drafted. Don’t worry if
you don’t have your pitch fully fleshed out yet. You still can use this time to practice
and refine your pitch.

Turn to the person on your right and left to practice saying your elevator pitch and
give some feedback to your partner. We only have 5 minutes, so make sure each
person gets a chance to practice.

[After 5 minutes, bring the group back together.] Great job everyone!
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We’ve covered what networking is; now let’s talk about how to actually do it.

Step One: Identify who you know in your personal network.
• Think about everyone you know: Neighbors, relatives, co-workers, organizations,

religious or community groups, book clubs, or fellow volunteers.
• Don’t forget to think outside the box – consider people you know across all

generations, like parents of your kid’s friends or your friends’ children.

Step Two: Once you’ve identified who you’d like to network with, you’ll want to
reach out to these people individually. This can happen in-person, by phone or
email, or online.
• Offline networking: Meeting your connections in person or speaking with them

on the phone are great offline ways to network and stay in touch with people who
can help you in your job search!

• Online networking: When you’re networking, online social media sites can help
you stay in touch with your connections, find new job opportunities and maintain
a professional presence online.

Step Three: Now that you've reached out to people in your network, you'll want to
share that you’re looking for job opportunities and get their suggestions.
• It’s important to track and record who you meet with when networking as part of

your job search. It’s really easy to forget or mix up who you have called upon and
when. I recommend keeping a simple log of who you’ve met and a tidbit about
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them, which can help you personalize your communications to them.
• Don’t forget to send a “thank you” note or email to folks that you’ve connected with,

ideally within 24 hours after your meeting or conversation.

Remember, networking is all about building genuine relationships, where both people
are interested in and willing to help each other. Down the road, someone in your
network may look to you for advice.
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Getting an interview, whether by phone, in person or online, is an important
milestone in the quest for a job offer.

When you are invited to interview, you want to be prepared and ready to put your
best self forward. Let’s talk about what you can expect in an interview these days.
Many of you may be familiar with phone or in-person interviews.

Today, you also may encounter several new interview formats, including:
• Panel interviews, where you interview with several people at the company at

one time (typically in person).
• Video interviews, where you “virtually” meet with the recruiter or hiring manager

using a web-based video platform, such as Skype, Google Hangout, or
FaceTime.

You may have to go through several rounds of interviews or various interview
formats, including meeting with different staff members before getting to a job offer.

The interview process may vary based on your industry, so it’s important to remain
flexible throughout the process.

14



No matter what type of interview you face, remember to stay positive and prepare
as best you can. Every interview is an opportunity for you to demonstrate what you
can do to help the company meet their goals.

We may not have control over what others’ think about experienced workers, but we
can make sure we put our best foot forward in the interview:

• As you prepare for an interview, think about how you want to present yourself in
public, and how you want to tell your personal story.

• Consider your whole self – both the mental and the physical – as you think about
your interview.

• Having a positive mental approach – such as coming to the interview with a
positive attitude, and being alert, interested, and confident during it – will help set
you apart from other applicants.

• Remember: with age comes experience. Be sure you are communicating all that
you have to offer at this point in your career.

• In the same way, it’s important to take care of yourself physically. In the days
leading up to your interview, do your best to be well-rested and healthy.
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Here are some interview “dos” you’ll want to consider when preparing for an
interview:

DO:

• Do choose a professional outfit that is currently in style. A common question
when heading to an interview is “what should I wear?” It may sound silly, but
thinking about your attire and grooming can help you avoid looking dated or
appearing like you’re not ready to work. Pay attention to your appearance – think
about the colors that look best on you, what season you are in, and what is
currently in style. It’s fine to add some personality to your outfit – in small doses –
but ultimately you want to look professional.

• Do practice walking, sitting, and leaning forward in the outfit you pick – this
will help you spot any potential “wardrobe malfunctions” that could be
embarrassing or temporarily distract you.

• While at the interview, Do maintain good eye contact and don’t forget to
smile.
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Along with the “dos,” there are some “don’ts” you’ll want to avoid:

DON’T:

• Don’t wear an outfit that you’re not confident or comfortable in. “Dress for
the job you want” but do some research on typical attire in your target industry –
it may be more casual than you think. However, it never hurts to be a bit
“overdressed” rather than “underdressed.” No matter what, choose an outfit that
makes you feel confident & comfortable – if you feel this way, there’s a good
chance the interviewer will see these qualities as well.

• Don’t lean back in your chair and cross your arms. Be aware of your body
language. Sit forward (toward the edge of your chair) rather than leaning back.
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Interactive Activity: The Handshake
Time: 2 Minutes

I want to have you practice one thing that will happen during your interview – your

handshake.

There are several keys to a great handshake:

• Make it firm, but not bone crushing.

• Use your whole hand; avoid just using your fingertips.

• Shake up and down a couple times.

• Make and hold good eye contact.

Everyone pair up with a neighbor and practice your handshakes a few times.

[After 1-2 minutes, bring the group back together and ask them to take their seats]
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Now let’s talk about how to prepare for some of the questions you might receive.

Before the interview, make sure you research the company so you know what they

do and how hiring you will add value.

In addition, make sure you understand and are knowledgeable about the position

you are applying for – you want to be well-versed if the interviewer asks you to talk

about the roles & responsibilities of the position.

You also may want to bring copies of your materials (resume, cover letter, questions

you have for the interviewer) with you to the interview.
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Here are some tough interview questions that you’ll want to be prepared to answer:

1. “Tell me about yourself.”
Make your answer short and sweet. Stick to skills and experience that relate to the specific
job for which you’re applying. Resist the impulse to stress your years of experience. It’s more
important to talk about your skills and achievements that show you can deliver. Emphasize
your flexibility and positive, work-related attitude.

2. “Why are you looking for a job?”
Keep it brief. A straightforward answer is best. For example, “My organization was forced to
downsize.” Avoid negative statements about yourself, your work, or your ability to get along
with others. Never criticize former employers or coworkers.

3. “You haven’t worked for a long time. Why not?”
You may have gaps in employment for many reasons. Be honest. Speak confidently about
the experience you gained during the gaps that could transfer to on-the-job skills. For
instance, if you were a caregiver, you likely managed complex personal finance issues. As a
volunteer, you might have worked with diverse groups and managed challenging schedules.

4. “What are you looking for?”
It takes a lot of thinking to be ready for this question. Avoid speaking in generalities. Be
prepared to talk about the kind of work you’re interested in doing and how your skills translate
to the employer’s needs.
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5. “Aren’t you overqualified for this position?”
Even though “overqualified” can be shorthand for “old” or “expensive,” it’s important to
stay positive. Express your enthusiasm for the job and pride in your qualifications.
Explain what makes you interested in this position at this point in your career—such
as wanting to apply your skills to a new field, not wanting any management
responsibilities, or to achieve more flexibility and work-life balance.

More tough interview questions and tips on how to handle them can be found on
page 5 of your resource handout.
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As you prepare some of your responses – try to emphasize these types of skills:

• Critical thinking/problem solving
• Professionalism and work ethic
• Lifelong learning and self-direction
• Remaining calm under pressure

These are skills that employers often have difficulty finding in candidates. The good
news is these often are core skills that workers with significant experience bring to
the table.

Above all, don’t forget to practice, practice, practice! To prepare, work on your
answers to these questions and others you anticipate might come up. Practice out
loud with a family member/friend — or even by yourself in front of a mirror. You want
your responses and personal facts to be as automatic as possible.
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At the end of the interview, you’ll likely be asked if you have any questions for the
interviewer. This is a great opportunity for you to get more details on the company
or organization’s culture, goals and other details that you won’t find on their website.

Here are a few tips when coming up with your questions:
• Be sure to prepare questions in advance – you can even have them written down

in a notebook or on a sheet of paper to bring to the interview.
• Ask questions that generate discussion, and avoid asking about facts that can be

found on the company’s website.
• Never ask about salary in the first interview.

After your interview, don’t forget to send a “thank you” note or email within 24 hours
of your meeting. Hand-written “thank you” notes are still appreciated, but speed in
follow-up is important. This small gesture can help interviewers remember you after
your meeting.

22



As we wrap up today, I want to share a quote with you from a hiring manager
around what an employer values in their employees (especially those with
significant experience).

Michael, Communications Director at ID Plans, said: "Our mature workers usually
enter the company understanding organizational values, ethical conduct guidelines,
and broad-based common-sense thinking. They have been around the block a few
times, learned from mistakes younger workers still have to make, and understand
how and why companies make profit. They provide stability, experience, and
longevity to their positions, even well past retirement age.”

I hope this quote helps you feel encouraged. You are a valuable asset to those
looking to fill open positions and have lots to bring to the table!
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I also want to make sure that you know where to go to continue your learning
online.

AARP offers a variety of online information, in-person events and self-paced
learning for job seekers on AARP’s Learn@50+ website. The website address is
aarp.org/SharpenYourSkills. You will find information on work and jobs, social
networking and more.

Additionally you can access AARP’s job board for experienced workers at
AARP.org/jobs. Search jobs by keyword, location, distance and AARP Employer
Pledge Program organizations, who have publically affirmed their commitment to an
age-diverse and inclusive workforce.

There also are many other helpful resources listed on your handout so I encourage
you to check them out.

[Facilitator should also note local resources as available.]
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I hope you enjoyed today’s [this evening’s] session, and that the information,
discussion and resources will be of value to you.

Survey
Before you leave, we welcome your feedback on our session and appreciate you
taking a few moments to complete the survey in front of you. Thank you!
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Thank you for joining us!
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