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Lunch and Learn Leadership Skills Workshop 

Networking and  
Relationship Building 

Facilitator Notes 
 

Workshop Objectives 
 
Participants will: 

 Assess the scope of their networks 

 Develop a plan for building relationships with people in their networks 
 
 

Workshop Outline 
 

Time Activities 

9 minutes Intro to course themes and objectives 

 Welcome and Workshop Objectives 

10 minutes What is a network and how big is yours? 

 Who is included in your network? 

 Why is your network important? 

20 minutes Skill Development: Building Relationships with your 
Network 

 “Mindshare” and relationship building techniques 

 Task sheet: Keeping in touch with your network 

 Full group debrief 

1 minute Wrap Up 
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Workshop Set Up and Preparation 

 
 

Supplies & Equipment 

 Lap-top, LCD projector, screen 

 Power point on lap-top or memory stick  

 

Room Preparation 

 Room set up: Tables with 4-6 people each, preferably round tables  

 On each table: One pen per participant 

 

Preparation for Session  

 Queue: PowerPoint slides 
 

 Handouts: One Task Sheet per participant. One Tip Sheet per participant. 
Have them ready to distribute but don’t hand them out yet. 

 

 Facilitator Materials: Go through the facilitator materials carefully and 
highlight everything that you want to say or emphasize. This will make it 
easier to keep your place and not forget what you need to say while 
facilitating. 
 

 Statement of Respect: Designate two people to deal with harassment or 
discrimination. One of those people should identify as female. 
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Detailed Facilitator Notes 
40 MINUTES 

 
1 Welcome and Introduction to Course Themes (9 minutes) 

 
Set Up: Put the “Course Objectives” PowerPoint slide on the screen.  

 
1.1 Facilitator introduction (2 minutes) 

 Introduce yourself as facilitator: say your name, where you work and 

your interest in this course. Be very brief. 

 Read the Statement of Respect: 

 

Statement of Respect 
Harassment or discrimination of any kind will not be tolerated at 

OPSEU functions. 
 
Whenever OPSEU members gather, we welcome all peoples of the 
world. We will not accept any unwelcoming words, actions or 
behaviours against our union members. 
 
We accord respect to all persons, regardless of age, political 
affiliation, including people of colour, women, men, First Nations, 
Métis and Inuit peoples, members of ethno-racial groups, people with 
disabilities, gays, lesbians, bisexual, transgender/transsexual people, 
and gender diverse persons, francophones and all persons whose first 
language is not English. 
 
In our diversity we will build solidarity as union members. 
 
If you believe that you are being harassed or discriminated against 

contact                                   (specify names) * for immediate 

assistance.  [STOP READING HERE.] 
 
* It is the event coordinator’s responsibility to designate at least two qualified 
persons. The names and phones numbers of such persons must be listed. One of 
the designated members shall be female. 
 

Revised September 2013 
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1.2 Participant Introductions (5 minutes) 

 Ask participants to introduce themselves to the class by giving their 

name, where they work, and why they are interested in this workshop. 

 If you have a large group (more than 15 people), you can have them 

do this in table groups. In that case, tell them they have a few minutes 

to introduce themselves to each other. After three or four minutes, ask 

them to wrap it up. 

 

1.3 Workshop introduction (2 minutes) 

 Introduce the topic of the workshop – Networking and Relationship 

Building. 

 Explain that we have a very short period of time, so we are going to 

focus on two workshop objectives today. Participants will: 

 Assess the size and scope of their networks; and 

 Develop a plan for building relationships with their networks. 

 

 

2 What is a “network” and how big is yours? (10 minutes) 

 
Set up: PowerPoint slide of “What is a Network?” queued but not showing yet.  

 
2.1 What is a “network”? (5 minutes): 

 Tell participants we will start from the beginning: what is a “network”?  

Who is in our “network”?  Ask large group to call out answers. 

 Show the “What is a Network” slide.  

 Tell participants that today we will define their “network” as everyone 

they meet and everyone they know, whether personal friends, 

acquaintances, store clerks, or even contacts we’ve made through 

social media circles but have never met.  

 Ask participants to estimate how many people they think are in their 

network using this working definition.  

 After a few guesses, show the “Size of average person’s network” 

slide and compare or contrast with their guesses. 

 Draw attention to the fact that people who use technology (e.g. social 

media) tend to have larger networks. 

 
2.2 The importance of networking, and “mindshare” (5 minutes): 
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 Say: “You’re probably wondering how it is even possible to build 

relationships with 600 people.  Patrick Ewer, a relationship expert, 

pondered that very problem and came up with the concept of 

mindshare.” 

 Show PowerPoint slide with “mindshare” on it.   

 Explain the concept of “mindshare” using the points on the slide. 

 Ask participants how they think building “mindshare” with our 

networks could help us in our union work. (Possible answers: members 

will remember they can come to us when they have a an issue the 

union could address; LECs might think of us when opportunities arise to 

lead on something in the local, etc.) 

 After a few answers, tell participants that our next activity will be a 

tool to help us stay in touch with more of the many people in our 

networks and build “mindshare” with them. 

 
 

3 Skill development: Building Relationships with our Networks 

(20 minutes) 

 
Set up: Hand out Task Sheets.  PowerPoint slide, “How to Build Mindshare” 
showing. 
 
3.1 Introduction to Activity (3 minutes) 

 Tell participants that they are going to use a tool that is adapted from 

one that Patrick Ewer developed for his clients to help them build 

“mindshare” and relationships with more people in their networks. 

 Show the “How to build mindshare” slide. 

 Tell participants the following: 

 If you set aside the same time each day for contacting people in 

your network, it will become a good habit. 

 The method of contact should be one that can be done quickly. 

Getting together in person is great, but the method of contact for 

this particular exercise should be one that can be done easily and 

quickly. It could even be an invitation to get together in person if 

you like. 

 The most important thing is to make sure your message to your 

contact is meaningful. “Hey, how’s it going” is not meaningful. 
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Think of a common interest, something that made you think about 

them. 

 
3.2 Keeping in Touch: Relationship Building Task Sheet (12 minutes) 

 Ask participants to look at the Task Sheet they just received. 

 

Keeping in Touch: 
Relationship Building Task Sheet 

 
1. Think of a time of day when you can commit to spending 5-10 minutes on keeping in touch 

with people in your network.  (Hint: Think about when you are most likely to be hanging out 
on social media and borrow from that time.)   

 
Write that time of day down and commit to it now:  ______________________ 

 
2. Now, think about seven people you have been meaning to stay in touch with but haven’t 

had a chance to connect with in a while.  They should be people who know you, like you, 
and are generally supportive of you. 

 
3. In the chart below, fill out: 

 Their name 

 The way you want to contact them (e.g. email, telephone, social media) 

 What you want to say to them that is relevant, valuable and meaningful. 
 

Name Method of contact Meaningful message 

   

   

   

   

   

   

   
 
Over the next seven days, contact each of these people during your “keeping in touch” time. 
Repeat this exercise every week. 

 
 Ask participants to fill out this task sheet individually, on our own, 

but that people can feel free to discuss with a neighbour if they like, and 

we will debrief with a large group discussion afterwards. 

 Tell them they have 10 minutes to fill out the task sheet. 

 Walk around as they are doing it to answer any questions they might 

have. 

 One minute before time is up, ask them to start wrapping up. 
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3.3 Debriefing the Task Sheet activity (5 minutes) 

 Ask the class any of the following questions to generate discussion: 

 Do you think this is a habit you could develop? 

 What kind of ideas did you come up with for fast but relevant and 

meaningful messages? 

 

 
4 Wrap Up (1 minute) 

 
Set up: Hand out Relationship Building Tip Sheet. 
 
4.1 Thank the participants for their participation.  

 
4.2 Draw their attention to the Relationship Building Tip Sheet and let them 

know it’s available for their future reference. 


