
 

Networking Guide 
 
Networking Statistics  
• 72% of all jobs are found through networking 
• 60% of  jobs openings are never advertised 
• The best way to learn about job openings is to talk to lawyers practicing in your area of interest 
• Students and recent graduates who network find jobs much more easily than those who do not 

 
What is Networking?  
Networking is simply meeting people, gathering information, and developing a relationship which may lead to a job 
somewhere sometime in the future.  It is not asking someone for a job.  

 
Getting Started 
 
Identify Possible Contacts 
You do not have to know or be related to attorneys in order to have valuable contacts. When making up a list of 
potential contacts, think broadly – you never know who someone might know. For example:  

• Family: spouse/partner and extended family (and their contacts) 
• Childhood/college friends (and their friends) 
• Former employers and co-workers 
• Professors, from both undergraduate school and law school 
• Members of organizations you belong to or volunteer with 

 
Develop a 20 Second “Elevator Speech”  
Whether you are meeting with people one-on-one for informational meetings, or talking with them at a social event, 
you will need to have your “elevator speech” ready. This is a brief sound-bite you will use to introduce yourself and let 
others know a little bit about you and what interests you.  A good elevator speech includes: 

1. Relevant background information: education and experience 
2. A summary of your career interests 
3. A question about the lawyer’s practice area or career path 

 
Example of an “Elevator” Speech 

I am a first year law student at Loyola University Chicago School of Law.  I am a child law fellow and 
hope to practice in the area of family and child law when I graduate in 2023.  I did a summer internship 
this past summer at the Public Guardian’s office and will work at Schiller, DuCanto & Fleck this school 
year.  The internship allowed me to advocate on behalf of children in child custody cases.  At Schiller, I 
will do legal research and write on divorce, child custody, adoption and elder law issues and will go to 
court with the lawyers in the firm.  I would like to use this experience to practice family law in a firm 
after law school. As a family law attorney, what law school experiences do you feel helped you to 
prepare for your family law practice?  
 



Cultivate New Contacts 
Regardless of your current list of contacts, you will want to continue to cultivate new contacts who can provide you with 
advice. Contacts to start with include:  

• Law school faculty and adjuncts (even if you haven’t taken their class but are interested in their area) 
• Panelists or speakers 
• Mentors participating in mentorship programs 
• Law School Alumni Board of Governors 
• Alumni contacts (See “Finding Alumni through LinkedIn” below) 
• Attorneys who are members of  organizations like the Chicago Bar Association’s Young Lawyers Section 

 
Find Alumni through LinkedIn 
First, visit Loyola University Chicago School of Law’s LinkedIn page. From there click on “See Alumni.”  You will 
find alumni information including: 

• where they live  
• where they work  
• what they do  

You can filter the results of what you see by clicking on the bars under where they live, work or what they do. 
This will show only those alumni who meet the criteria. You can search by year alumni attended or graduated. 
Or you can search by company name, title or any other keyword in the search bar with the magnifying glass. 
 
Once you’ve identified some alums in your desired field and location, it’s time to make contact. While there 
are no guarantees, fellow alums are more likely to reply to a networking request than random strangers. 
Ideally you will want to email the alum by finding their email address on their firm/organization’s website. If 
you are unable to locate an email address, you can message them through LinkedIn. 
 
The message should immediately mention the alumni connection and show that you’ve done your research on 
the other person (signifying that you’re not sending out generic messages). You never want to directly ask for 
a job or to send a resume. The goal here, as with any good networking message, is to establish rapport and ask 
for general information and advice. See sample emails under “Conduct Informational Meetings” below.  
 

Conduct Informational Meetings 
An informational meeting is when you initiate a meeting with a contact to learn about a specific career field, 
path, or possible market. The bottom line is that you are asking for advice, not a job. 
 
Why Informational Meetings? 
• To expand your professional network and become known by the “players” in the field 
• To get leads on jobs and/or other informational interviews 
• To find out about career paths that you did not know existed 
• To gain insight into the job market/legal trends 
• To become a more impressive job candidate by learning what is important to employers 
• To prepare for job interviews – become more comfortable meeting with attorneys 
• To build confidence in your ability to discuss your career interests, strengths, and goals 
• To discover whether your strengths and personality would be well suited to a specific career 



Request a Meeting  
Initial networking contacts and requests for informational interviews are best sent as email messages. You 
may email or hand write your thank-you notes, depending on your preference. If you do not get a response, 
follow-up a week or two later. Note: if you suggest coffee, lunch or breakfast, be ready to pay. 
 

Sample e-mail: 
Subject: Informational Meeting Request from Loyola Student 
 
Dear Ms. Jones: 
 
I am a third year law student at Loyola University Chicago School of Law and I was referred to you by 
Professor Johnson when she learned of my interest in family law.  
 
I am writing to ask if you would be willing to meet briefly with me to discuss your career path and the 
steps that you recommend for a starting lawyer with similar interests.  I will call your office the first 
week of June to see if this would be possible and, if so, to find a convenient time to meet. Thank you in 
advance. I hope to have the opportunity to speak with you this summer. 

 
 Best Regards, 
 Susan Student 
 ---- 

 
Sample e-mail: 
Subject: Informational Meeting Request from Loyola Student 
 
Dear Ms. Doe: 

 
I enjoyed meeting you at Loyola’s Compliance Mixer on April 18. Thank you for taking time to speak with me and 
for telling me more about your work as the Chief Compliance Officer at XYZ Hospital. In fact, you helped clarify 
my decision to take the Risk Management, Governance, and Compliance class. 

 
If you have time, I would love to learn more about your career path in compliance. I would be happy to meet or 
chat on the phone for 20 minutes at a time most convenient for you. 

 
Sincerely, 
John Smith 

 
Sample follow-up email:  
Dear Ms. Doe: 

I am following up on the email I sent you last week. I was wondering if you have 20 minutes or so to meet with 
me and, if so, when would be a convenient time?  

 

Suggested Questions to Ask Your Networking Contact 
Research your contact’s background and organization and develop questions to ask during your meeting. 
Design your questions by first considering what you want to know. Your first informational interviews may be fairly 
general. As the search continues, you will ask more sophisticated questions. At the meeting, introduce yourself and 



establish a climate of relaxation through “ice-breaker” types of conversation (mutual contacts, the weather, the office 
environment). Express your appreciation. Next ask questions such as:  
 
• How did you become interested in this area of the law? 
• How did you obtain your job? What career track did you follow?  
• What excites you about your work? Why did you choose this field/job/employer? 
• What changes have you seen in your practice area over the years? 
• How do you acquire clients (if in private practice)? 
• What type of skills does your office look for when you hire people in this field?  
• If you could start all over again, would you choose the same path? 
• Are there any personal attributes which you feel are crucial to success in this field? 
• What kinds of coursework, additional training, and practical experiences are helpful?  
• What do you think of my experiences to date? How can I improve my experience and resume? 
• Are there any professional organizations or publications are advantageous to join in this field?  
• Would you mind taking a look at my resume and giving me any advice you might have for its 

improvement? (Ask near the end of meeting – you don’t want to cut the conversation short) 

End the interview with expressions of thanks for the contact’s time and candor.  As you near the end of the discussion, 
say, “You have been very helpful, thank you for taking the time to speak with me. Is there anyone else in Chicago you 
would suggest I talk to about practicing family law?  May I say that you suggested I reach out?” Ask for permission to 
stay in touch to inquire about new developments and future leads.  

Send a Thank You 
Always send a thank you note (card or email) to the person you met within 48 hours. If others helped you arrange the 
interview, write to thank them, also.  

Sample Thank You:  

Dear Ms. Doe: 

Thank you for meeting with me today. It was wonderful to talk with you and to learn about your work 
at the Women’s Law Center. I was particularly fascinated to hear about your project addressing the 
needs of new immigrants from war-torn countries. 

I am grateful for the contacts you suggested to me, and will let you know what happens when I follow 
up with them. I look forward to talking with you again in the future. 

Sincerely, 
Susie Student  

 

 
Stay in Touch  

• Did you follow the advice your networking contact gave you? If so, let them know and thank them.   
• Did you read or hear something positive about them, like a promotion or award received? Send along a 

note of congratulations. 



• Did you read an interesting article relating to their area of practice? Pass it along. This is a thoughtful 
way of demonstrating your interest and appreciation. Also let them know if you recently read an article 
written by them! 

• Keep them in the loop. Update them on your progress in law school and/or the job search. Let them 
know where you will be working for the summer and follow up with them again at the end of the 
summer to let your contact know how it went.  
 

Sample Contact Management Sheet 

Keep track of the people with whom you network by using a spreadsheet, a networking notebook, or even note cards.  
Record your contact’s name, contact information, employer, notes, follow-up, date of last contact.   

NAME RELATIONSHIP PHONE/EMAIL NOTES FOLLOW-UP 
Prof. Larry 
Lawyer 

1L professor; tutor during 
2L year 

llawyer@luc.edu   

Prof. Anita 
Attorney 

Research Associate during 
1L summer 

aattorney@luc.edu   

The Hon. Josie 
Judge 

Externed during fall of 2L 
year 

jerry.judge@court.gov   

Adam Alumni Met at 3L Game Plan kick-
off event 

aalumni@lawfirm.com   

Zelda Smith Undergrad alum; met at 
networking event in March 

sam.smith@firm.com   

LaShonda 
Williams 

Supervisor at 2L summer 
job 

              lwilliams@abc.com   
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