Professional Networking 101

Whether you're a student, professional, or entrepreneur, having a strong network can make a world
of difference when it comes to achieving your goals. While professional networking is often
associated with job hunting, its benefits are numerous: in addition to career opportunities, your
professional network may offer business leads, knowledge resources, and even lasting friendships.

So what exactly is professional networking? Put simply, it’s the process of deliberately building
and maintaining relationships with others in your professional sphere. In the “Networking to Get
Ahead” lesson, Sadhana Hall shares this insight:

To be the best at what you do, you need to surround yourself with people who inspire you, who
motivate you, and who challenge you. People who ask you difficult questions and provide honest
feedback. Networking is the practice of intentionally seeking out these people...it’s just as tangible
and necessary as your technical skills.

Professional networking involves meeting a variety of people who you may not otherwise meet or
socialize with. The key is to keep an open mind: even people with whom you have little in common
could turn out to be some of your most valuable connections.

HOW TO BUILD YOUR NETWORK

Keep in mind that building your professional network is a process that requires sincerity and
dedication; it can’t be done overnight. That said, there are many opportunities to establish useful
relationships. For example:

» Reach out to your personal contacts: While they may not share your career interests, your
personal contacts are extremely valuable when it comes to networking. Start by creating a list of
everyone you know: friends, family, and neighbors, as well as current and past employers,
coworkers, teachers, and classmates. Reach out to these people and share your goals, plans, and
questions with them; chances are, they can refer you to others who may be helpful.

- Request informational interviews: An informational interview is a meeting to gain insight
and/or advice from someone with experience in your field of interest. Unlike a job interview, you
initiate and conduct the interview with someone who you hope to learn from. For helpful tips,
check out our resource on How to Have a Successful Informational Interview.

» Attend conferences or formal networking events: Industry and/or professional events present
a ripe opportunity to build your network: it is perfectly acceptable to strike up a conversation with
a stranger in this context. Sadhana Hall recommends the following approach: “Begin your
conversation with what you know about the person or the organization, talk about your common
interests, and build your conversation from there. Let them know how you can possibly help them.”

- Leverage digital networks: Social media, such as LinkedIn and Facebook, are optimal for
connecting with people who have similar professional interests and goals. A good way to start is by
asking people you already know to make “digital introductions” with people you would like to
network with (e.g., by email or LinkedIn message). You can also join online groups or forums to
build relationships with people who share your interests.

Plus: Don't forget to join the YALI Network face2face group on Facebook to connect with like-
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minded leaders and learn about important events in your community!

HOW TO MAINTAIN YOUR NETWORK

Sadhana Hall reminds us to think of a professional network as “something that is alive and requires
time and attention to stay healthy and relevant.” It is not enough to call upon your contacts only
when you need their help: you must also think about how you can help them. For example:

- Pass along relevant information: Reach out to your contacts when something reminds you of
them, such as an article or event they might like. Simple gestures such as these clearly
demonstrate that you are thinking of others’ needs.

- Facilitate mutually beneficial introductions: If you know two people who share similar
interests or goals, connect them! You can facilitate an introduction in-person (if you have the
opportunity), use social media such as LinkedIn, or send both parties an email. Be sure to mention
how you know each person and how they might benefit from connecting.

» Reach out in advance of a job search: In the event that you are looking for a new job, it’s
appropriate to call upon your professional network to help you. You can request job leads or
relevant contacts for informational interviews, and/or seek advice from your network. Keep your
contacts informed of your progress, and always acknowledge their assistance with a note of
thanks.

Though building a professional network can be challenging at first, your efforts will be worthwhile in
the long term. And remember: the best time to build relationships is before you need them. Good
luck!

YALI Network members: How to succeed
as an enirepreneur

Patrick Stephenson, Macon Phillips, Mariam Njai, Daniel Bonsu at Tech Camp in Ghana [x]
(State Dept.)

YALI Network members shared their success stories and advice for fellow entrepreneurs with IIP
Coordinator Macon Phillips. Patrick Stephenson, Mariam Njai and Daniel Bonsu (pictured above)
attended an IIP Tech Camp in Ghana in May. Afterwards, Phillips sat down with them to discuss
entrepreneurship in Africa.

During the roundtable discussion, Stephenson revealed his two-step plan for governments to better
support an entrepreneurial environment.

« Universities should offer the study of entrepreneurship to their students.
« For those who have already finished school, there needs to be an atmosphere that can foster
entrepreneurship outside of academia. According to Stephenson, programs like the World Bank’s
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Private Sector Development Project create this type of entrepreneurship-friendly environment for

recent graduates and young professionals.

Njai and Bonsu encouraged young people to resist the archaic idea that having a white-collar job is
the only way to make money. Young people need to think outside the box to discover new career
opportunities in fields like fashion design or music.

The three entrepreneurs discussed the difficulties of sustaining social entrepreneurship projects like
Njai’s Givel Project Gambia. Ventures like hers are difficult to fund, but her team created unique
ways to raise money, including lunch sales and movie nights. Stephenson suggested social
entrepreneurs find reliable methods to supply funding. “The model should be sustainable to a point
where without you, the community can be able to do it,” he said.

Phillips expressed his hope that YALI Network members will develop their own projects, NGOs or
organizations, learn from their experience in the field, and use what they learn to advocate on behalf
of their cause. “What is an entrepreneur if not someone who is taking self-initiative?” he asked.

With the hope of improving the Network and developing an entrepreneur-friendly environment,
Phillips asked these Network members how YALI can facilitate more connections among its
members.

Bonsu used his social enterprise, the Troski Journal, as a reference point for the YALI Network. His
Facebook photo blog tells the stories of African residents, with the intention of creating mutually
beneficial networks with potential benefactors. Bonsu and Phillips agreed that Network members

are developing solutions for the same problem without collaborating with one another. The lack of
idea distribution hinders the success of these projects. Bonsu said development needs to be a
holistic effort instead of being divided by region.

Njai suggested Network members utilize the YALI Network social media platforms like its Facebook
page and YALI face2face to collaborate with other members working on similar projects. The sharing
of strategies will aid young leaders as they work to develop and rebrand their continent.

“When we begin to put these efforts together from a more connected perspective, we can transform
Africa the way we want it, whether politically, economically or reforming the civic engagement
space,” Stephenson said.

Stephenson founded AFRINVEST LLC, a frontier markets advisory firm, and is a founding member of
the Young Professional Economist Network. He currently works as the director for research and
honorary head of the Centre for Economic Governance and Political Affairs at the Imani Centre for
Policy and Education.

Bonsu recently completed his undergraduate coursework in management information systems at
Ashesi University, where he was awarded the university’s Entrepreneurial Spirit and Student
Personality awards for his contributions to youth development and entrepreneurship. He created the
Troski Journal to connect grass-roots residents with potential benefactors.

Njai is the founder of Gambians Against Domestic Violence & Exploitation, head of fundraising for
Givel Project Gambia and the finance officer for Educating For Africa’s Future.
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YAPI Vo}ces godcaﬁt: Educ%}or_} shouldn’t
only be ifor those who can afford it.

(Courtesy of Manasseh Gowk) (2]

Editor’s Note: Since the recording of this podcast, interviewee Emmanuel Osei changed his name to
Manasseh Gowk. He is referred to as Emmanuel Osei during the podcast and Manasseh Gowk in the
blog.

He was born in war-torn Liberia and had to flee with his mother and siblings to Ghana, where they
struggled to make ends meet. Yet YALI Network member Manasseh Gowk, formerly Emmanuel Osei,
counts himself lucky. He was able to earn the scholarship he needed to go to school. Now, mindful of
others who can’t afford an education, Osei is giving back.

“I think there are some people who are just like me,” he told the State Department’s Macon Phillips
in a YALI Voices podcast. “I've seen people that I grew up with, you know, who weren’t able to
further their education because some of their parents couldn’t afford education.”

Using his network of connections, Gowk has been raising funds for students facing financial
constraints and helping them apply for scholarships.

“I'look at their self-development, what they’ve done to develop themselves beyond classroom tuition.
I also look out for students who are ready to help others given the chance,” he said.

But helping others get an education isn’t his only passion. Listen to the whole podcast to find out
how he is leading by example when it comes to helping Ghana’s environment.

Don'’t have access to SoundCloud, iTunes or Google Play? Read a transcript of the podcast below:

UNITED STATES DEPARTMENT OF STATE
BUREAU OF INTERNATIONAL INFORMATION PROGRAMS (IIP)
“YALI Voices Podcast: Emmanuel Osei”
[MUSIC PLAYING]

> Yeswe can J
> Sure we can J
J Change the world 7

[MUSIC PLAYING]
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MACON PHILLIPS: Welcome Young African Leaders! This is the YALI Voices podcast - a place to
share some of the best stories from the Young African Leaders Initiative Network.

My name is Macon Phillips, and I'm really glad you joined us today. Don’t forget to subscribe to this
podcast. Just visit YALI.state.gov to stay up-to-date on all things YALI.

I had the opportunity recently to sit down and have a conversation with Emmanuel Osei, a young
African leader who was born in Liberia during the civil war and ultimately moved to Ghana with his
family.

Emmanuel has been doing work in the education field, assisting students and finding ways to fund
their education and giving them the opportunity to study abroad. On top of helping students reach
their full potential, Emmanuel also has an interest in Ghana’s environment; in particular, its
sanitation issues. So let’s jump right into my interview with Emmanuel Osei.

It’s great to have you here, Emmanuel. Thanks for joining us.
EMMANUEL OSEI: Thank you.

MR. PHILLIPS: Now, Emmanuel, you're based here in Ghana - you’re from Liberia originally - you
were born there?

MR. OSEI: I was born there.

MR. PHILLIPS: Because your father was a U.N. peacekeeper?

MR. OSEI: Yeah. That's -

MR. PHILLIPS: Is that right?

MR. OSELI: Yeah -

MR. PHILLIPS: OK, and now you're here in Ghana and doing a lot of work in the education space.
MR. OSELI: Definitely.

MR. PHILLIPS: So let’s - let’s start just by talking about your background. I know there is some - a
lot of challenges involved in where you’re coming from, but I also wanna hear about some of the
things that helped inform you as a leader in what you’'re doing now. So paint us a picture of what life
was like in Liberia when you were coming, coming up.

MR. OSEI: Well, I've been in Ghana since 1990. I was actually born in September - on September
26, 1990. And exactly one week time my mother had to come all the way down here to Ghana
because of the Liberian war. So I've never returned back to Liberia ever since, and I've had my
education here in Ghana, and so devoting myself to education here in Ghana means a lot to me. I
went to primary school, to junior high school under scholarship. My mother couldn’t afford and
because I was very brilliant I managed to earn a scholarship. So I know what it means to, you know,
have the need - the educational need and not have the money to fund yourself. So growing up I've
seen people that I grew up with, you know, who weren’t able to further their education because
some of their parents couldn’t afford education. And at high school level my uncle took care of me.



He actually took care of my high school education, and when I did very well I enrolled into the
University of Ghana where he continued to fund me until I graduated from college and I'm now
working. So I would say that I'm a Ghanaian and my mom and dad - my mom and dad are
Ghanaians, and since 1990 I've not been back to Liberia, though my dad have stayed there until two
years ago when he returned and, unfortunately, passed away.

MR. PHILLIPS: OK. So when you think about where you’re coming from, it’s all Ghana.
MR. OSEI: Yeah.

MR. PHILLIPS: And that experience it sounds like was not always easy, but you seemed to excel in
school. And, I wonder, a lot of people who are good in school maybe take on a job in the private
sector and start a business; some maybe go into art and other things, but it sounds like you have
really focused on this nonprofit education space. Why is that? Do you know what - when did the light
bulb go off that this is an area you wanted to focus on?

MR. OSEI: I think it came as me identifying with somebody’s predicaments, somebody I just met and
I felt I could be of help to her because she couldn’t enroll into the university because the mom didn’t
have money. The following year that when she got a chance to be in school, she actually enrolled as
a fee-paying student which was, you know, outrageously expensive. And at some point she had to
defer - she had to drop out of school. And I know this girl is a very brilliant girl and so I had to go
meet people that I knew and people that I knew could be of help to her and eventually raised funds
for her, put her back in school. So when I realized that I could capitalize on my links and connections
to help people, I decided to stay in that particular field.

MR. PHILLIPS: So where did you take that? You started with one - one person you knew -
MR. OSEI: One person I knew -
MR. PHILLIPS: - and decided to try to grow. So what did you do from there?

MR. OSEI: After that - so what I do is my sister is a teacher in Takoradi, so I arranged with her and
asked her to, you know, recommend students that are very good students - potentials who are
financially constrained and then I would arrange with people here in Accra, we raise money, and
then we send it to cater for those people. So as it stands now I've been able to raise money for two
additional people, in addition to the lady I provided support to. She’s reading pharmacy in the
University of Ghana. She’s in the fourth year.

MR. PHILLIPS: That’s great.
MR. OSEI: Yeah.

MR. PHILLIPS: And so now when you’'re working day-to-day here in Ghana, tell us some of the things
you’re working on other than just that type of program to help students.

MR. OSEI: OK. So I'm working now as a senior recruitment officer for universities in the U.K. So I go
to international schools, I go to universities - private universities and public universities - and I
interact with students and I talk to them about study-abroad opportunities for these students and
scholarship opportunities. Those who are from very rich backgrounds gets to pay full and then they



go to study, but those that need support we provide, you know, scholarships, skills that are available.
We help them write their essays - scholarship essays - and then they get some of the scholarships
that are available.

MR. PHILLIPS: What do you look for in students when you're talking to them?

MR. OSEI: When I'm talking to students I look for students not - I'm a very, you know, brilliant
student, but I believe that there are some people who are the wrong place and so, you know, I went
to university, I wanted to do linguistics and English, but I did very well in high school. My uncle said,
“No,” he’s funding me, so I had to do banking and finance. So I think there are some people who are
just like me. When I was in my second year, I proved to my uncle that I wanted to do something
communication - something English, something linguistics - so [ won my first international poetry
award in Italy and so I felt so proud of myself that even though I didn’t get to do it, I'm still excelling
in that aspect of my life.

So when I see people I don’t want to jump to the conclusion that once you're not, you know, we are
not doing well academically you don’t deserve the chance to do other things that you have special
interests in. So when I'm looking - when I'm talking to students, I look at their self-development,
what they’ve done to develop themselves beyond classroom tuition. I also look out for students who
are ready to help others given the chance. So these are one of the - these are the two main things
that I look out for apart from academic excellence.

MR. PHILLIPS: So here in Ghana, as you're doing this work, what are some of the other issues that
you're starting to pay attention to as we look forward into the future for both Ghana, but also just
the region? What are some of the issues that you think are most interesting?

MR. OSEI: One of the issues has to do with the environment - sanitation. It’s one of the things that I
really have on my heart. You know, the waste management system here is very very poor - very
appalling. The reason I'm saying this is that none of us, we are not ready to change our mindsets on
how we pay attention to our environment. And, personally, I take my time to do proper, you know,
disposal of refuse. So when I eat I don’t just put the - drop the banana peel in a bin; I keep it in my
bag, when I go home - I live in a very green area - I live on the University of Ghana campus - we
have a very - a lot of green areas - and then I dump in there, and then dump the rubbish inside a bin
because I think that if I'm doing this and 10 more people gets to do that, another 10 more people
gets to do that, doubling up 100 more people. When we continue to do that the problem that we
have - here in Accra when it rains just a day people are crying because we are going to have serious
flood - flooding. And last year, June 3rd, we had a very big disaster here in Ghana and it was all over
the world. It's because we don't pay attention to our environment. Even those who are educated,
even the elites have a problem with this, you know, this refuse disposal, and it’s very, very painful.
Each time I walk around, even on University of Ghana campus, I want to try to correct people. They
think that, you know, you know it all, and they either insult you or they don’t even give you any
response and they walk away. So one of the key things that I would wish that things would turn
around has to do with waste management and the way we treat our environment is very, very poor
over here in Ghana.

MR. PHILLIPS: So this is an issue you're gonna be focusing on -



MR. OSEI: Definitely.

MR. PHILLIPS: I know that there’s a lot of people in the YALI Network and in general who are
already doing a lot of work in this area. So if you're looking for Emmanuel, look for Emmanuel Osei
here in Ghana, and he’s working on a number of things. His background is in education, but he’s
starting to think a lot about waste management and its impact on the environment.

MR. OSEI: Yeah.

MR. PHILLIPS: I wanna end by asking you just a few questions that we’ve been asking everyone that
we interview. The first would be something that surprises people about you. You're a pretty low-key
guy. You're pretty - pretty focused it seems like, so what’s something about you we may not realize?

MR. OSEI: I'm very compassionate.
MR. PHILLIPS: You're very compassionate. What does that mean?

MR. OSEI: I'm ready to share with people not based on the fact that they don’t have, but based on
the fact that they need it.

MR. PHILLIPS: Right. OK.

Next question: Are you - would you consider yourself a morning person or someone who’s more of a
night owl - late night person?

MR. OSEI: What I will say - if I go to you, if I'm nocturnal? Do you mean -

MR. PHILLIPS: Do you like to wake up early or do you stay up late?

MR. OSEI: I wake up very early, like this morning. I do that a lot. I sleep late and wake up early.
MR. PHILLIPS: You sleep late and wake up early?

MR. OSEI: Yeah.

MR. PHILLIPS: How do you do that?

MR. OSEI: [LAUGHING]

MR. PHILLIPS: Do you mean you stay up late and you wake up early?

MR. OSEI: [ don’t plan to do that, but I end up doing that. So it has become a part of me.

MR. PHILLIPS: [LAUGHING]

Well, Emmanuel Osei, I really appreciate the time. Thanks everyone from the YALI Network for
tuning in. We’ll have another interview for you soon, but until then have a great day. And,
Emmanuel, best of luck to you here in Ghana on your important work.

MR. OSEI: Thank you so much. I really appreciate it. It's a pleasure.

MR. PHILLIPS: You bet.
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Thank you everyone for tuning in to another YALI Voices podcast, and huge thanks to Emmanuel
Osei for taking the time to talk with me.

The way he uses his own connections to broaden the education of others is why we’re truly happy to
have people like him in the YALI Network.

If you'd like to reach out to him, you can find him on Facebook or Twitter under Emmanuel Osei.

All right, I'm gonna spell that for you: E-M-M-A-N-U-E-L-O-S-E-I. Emmanuel Osei. Look him up on
Facebook or Twitter.

Be sure to come back for more inspiring stories from young African leaders on YALI Voices podcast
and join the YALI Network at YALI.state.gov and be part of something bigger.

Our theme music is E Go Happen by Grace Jerry and produced by her friends, the Presidential
Precinct.

The YALI Voices podcast is brought to you by the U.S. Department of State and is part of the Young
African Leaders Initiative, which is funded by the U.S. government.

This is Macon Phillips signing off. Thank you everyone.
[MUSIC PLAYING}
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Developing a Business Plan

When launching a business, one of the most important first steps is to write a business plan. A good
business plan will help you answer important questions, such as the value of your idea, potential
market opportunity, and costs associated with everything from production to marketing.

Securing capital, attracting team members, and growing your business will be easier when you think
through opportunities and obstacles up front. Ultimately, creating a detailed business plan will
ensure that you are positioned to succeed. The following post outlines the critical steps you will need
to take to develop a strong business plan:

STEP 1: “SALES DEMAND SIDE” ASSESSMENT

No matter what your idea is, you will need to research the size of the current potential market for
your product or service, taking into account the unique benefit(s) your idea offers. A thorough
market assessment should give you a good idea of how many potential units you can sell in a given


https://yali.state.gov/developing-a-business-plan/

period, and therefore how much capital you will need to raise in order to launch and grow your
business. In the “Creating a Business Plan” lesson, Claude Grunitzky offers the following example:

If your idea is to sell a new type of battery for mobile phones, you’ll need to make assumptions and
determine how many batteries you think you can sell in a given market in the first year. And then in
the second, third, and fourth year [...] Before you can claim that, you will need to do some research
and find out the size of the current market for mobile phone batteries. Are there any problems with
the batteries currently being sold in the marketplace? If so, you need to list those problems, and
explain why your battery is better.

STEP 2: OUTLINE USE OF FUNDS

A “sales demand side” assessment should give you an approximate sense of how much start-up
capital you need. To further refine this number, you must determine how money should be
allocated across your start-up and operating costs, including research, salaries, manufacturing,
marketing, distribution, and anything else relevant to your business. This critical step will help you
think carefully about how the components of your business will function in tandem, and how you will
address issues that may arise over the course of the next few years.

For example, if you decide to distribute your batteries via mail shipments, which factor(s) will be
most important to determine a mail carrier—cost, speed, flexibility? Will your costs be fixed over
time, or will they fluctuate based on the cost of postage or packing materials? Answering these
questions will help you write your business plan, but more importantly, potential investors will want
to know that you have thought carefully about how you intend to allocate funds, both now and in the
future.

STEP 3: IDENTIFY RISK FACTORS

No matter how good your idea is, starting a business always involves risk. A good business plan will
address the potential risks your venture may face, along with a plan to cope with these
challenges. Doing your homework beforehand will save you precious time in a crisis. Startups and
small businesses in particular must be able to adapt to unforeseen circumstances; investors will
want to be sure that you have prepared for as many contingencies as possible.

For example, say you successfully launch your battery business, but soon learn that one of the
manufacturers you rely on is halting production on a part that you need. If you identify early on that
an interruption in your supply chain will pose a potential risk, your business plan may include
research on alternative manufacturers that could create viable parts for your battery.

ok

Developing a business plan requires you to think through your ideas in detail and ask yourself tough
questions. It’s not an easy exercise, but it’s a necessary step to position your business for success.

Interested in learning more about the components of a business plan? Check out the YALI Network
Business Plan Checklist [PDF 153 KB], which provides a detailed outline of everything that should be
included in a strong business plan. For even more information, complete the YALI Network Online
Course “Fundamentals of Starting and Running a Business,” or jump right to the lesson on creating
a business plan.
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%]Egecial edition U.S. elections #YALICHAT
ap-up

Political consultant and public relations specialist, Kitty Kurth, joined the YALI Network team to
answer your questions about the United States’ elections. This historic presidential election caught
the attention of YALI Network members and people across the globe.

Still have questions about the electoral process? Learn more with these snapshots from our special
edition #YALICHAT or visit our Facebook page for more election information.

VOTING

Americans began heading to the polls as early as 46 days before Election Day. Early voting allows
Americans to elect their officials without waiting in long lines.

(]

Local officials, party representatives, volunteers and international election observers organize and
monitor the election process in the U.S. to ensure the protection of voters.

]
]

ELECTORAL COLLEGE

The Electoral College ensures each state is represented based on its population. Population size
determines the number of a state’s electoral college votes.

(x]

A candidate wins the presidency when he or she earns 270 Electoral College votes.

]

If neither presidential candidate wins 270 electoral votes, there would not be a “re-run.” The
election would go to Congress for a decision.

(x]

Presidential candidates try to win states with a significant number of electoral votes. These states
where the election is close are called swing states.

(]
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For more information about how the next president of the United States is chosen, check out “YALI's
guide to the hows and whys of the 2016 U.S. elections.”

Avoid.these common CV and resume
mist‘akes."

A training specialist offers advice to a job seeker at a resume-building seminar in []
Arizona. (© AP Images)

Pity the poor job recruiter who has to sort through an inbox that is usually overflowing with
applications from would-be employees. If you are one of the hundreds or even thousands of people
competing for the same position, you will need your resume or curriculum vitae (CV) to stand out
from the others. In most cases it is a recruiter’s first impression of you, so a well-written and well-
coordinated document is your only chance to get your foot in the door.

Tom LeaMond is a career consultant at Devex, a business and recruiting organization that focuses
on global development. In a webinar, he offered some helpful tips that many job candidates overlook
in their efforts to impress future employers.

« Remember that the top of the page where you list your summary and key qualifications is the most
important section, since it will determine if the reviewer wants to read more. Be sure to include
job-specific keywords and phrases that match the position description.

« Use bullet points in the sections where you describe your job experience, in a manner that
LeaMond called the CAR (context + action + results) approach. For example, “Led team of five
direct reports in a previously underperforming office. After six months, our office achieved the
fastest growth rate in the organization.”

« Give a professional-sounding email address as your means of contact (for example,
name@gmail.com instead of footballer@hotmail.com), but don’t use the address at your current
job.

» CVs can vary from country to country, so search online for sample resumes from a specific country
if you are unfamiliar with what is normally included or not included there.

LeaMond said the most common mistake people make is not having a well-written CV that shows
their experience and is tailored to the job description.

For more information on how to present yourself to a prospective employer, be sure to read the
articles on writing a personal biography and an admissions essay. You can also take a free YALI
Network Online Course. Be sure to check back with the YALI Network blog for additional advice on
writing and other tips for your professional development.
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Setting and Achieving Goals

As a leader, you know how important it is to have a vision for the future. The best way to accomplish
that vision is to set goals. You will need both long- and short-term goals, with short-term goals
serving as the building blocks to reaching your long-term goals. Follow the steps below to get
started defining and, more importantly, achieving your goals. Our Setting and Achieving Goals
Worksheet [PDF 82kb] will help you keep track of your goals - check it out now!

Step 1: Define your long-term goals. Working towards and achieving goals in all aspects of your
life is a great source of motivation and fulfillment. Long-term goals are the bigger goals that you set
for yourself, such as to become a doctor, receive an advanced degree, or start a business. When
creating goals, make sure you also define how you will measure success. For example, if your goal is
to start a business, you might say you are successful if the business is still operational one year from
the time you establish it.

A strong goal will be SMART, which means that it is:

« Specific: Define your goal in detail. A vague goal is hard to work towards!

» Measurable: Identify the ways you will know your goal has been accomplished.

= Achievable: Make sure your goal is something you realistically can accomplish. Ending poverty
may not be possible on your own, but providing educational opportunities for underprivileged
youth may be.

» Relevant: Your goals should align with the direction you want your life to take and, if applicable,
the needs in your community.

» Time-bound: Putting a deadline on your goals will keep you motivated and on track.

Give each goal the SMART test. If it passes, you have created an excellent goal for yourself.

Step 2: Define your short-term goals. Short-term goals keep you on track to achieving your long-
term goals. If your long-term goal is to start a business, your short-term goals may be to conduct
market research, make a business plan, meet with a mentor, etc. Based on the outcome of a short-
term goal, you may need to reevaluate your long-term goal. Perhaps when developing your business
plan, you find out that the cost of starting a business is greater than you anticipated. Will this
change your long-term goal? Are there additional short-term goals you can establish to help you
work towards your long-term goal? Make sure you reevaluate your long-term plan as you complete
each short-term goal. And remember, short-term goals do not need to be as ambitious as your long-
term goal may be. Developing your professional skills is a great short-term goal. If that’s one of your

goals, check out our resources on how to write a biography, prepare for a job interview, and deliver
a speech.

Step 3: Identify the resources you will need to achieve your goals. After you define your goals,
make a list of the resources you will need to achieve each goal. Resources may include research and
information, money or financial support, or help from others, such as your family, friends, members
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of your community, or your coworkers. By having a list of what you need, you will know where and to
whom to turn for support. After you have defined your goals and what you need to achieve them,
make sure you continue to review your established goals so you can stay on track. The best way to
do this is to write everything down. You can also watch our free online lesson on Setting and
Achieving Goals for additional tips.

Start the process with our Setting and Achieving Goals Worksheet [PDF 82kb].
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Millions of onlookers around the world will be joining Americans the night of November 8-9 to be
among the first to learn who the winners and losers of the 2016 elections are. We have compiled
some useful articles, videos and interactives to help explain the process and what to expect next.

Click on these links to learn:

« Why is voter fraud unlikely?

» Who is responsible for the conduct of U.S. elections?

« Are there international election observers?

« Do Americans need identification documents to vote?

- Why are national elections always on a Tuesday in November? Why will December 19, 2016 be the
real U.S. election day?

- Why has the U.S. presidential campaign season lasted longer than one year? This interactive will
guide you through the lengthy process.

- Why are people more interested in presidential election results from “swing states” like Ohio or
Florida than bigger states like California or Texas? Try this interactive to test what factors could
make the difference in a swing state.

« Why is the presidential result determined by the “Electoral College” instead of who simply got the
most votes? Using this interactive, you can see the many ways to achieve the 270 electoral votes
needed to win.

« How does public opinion polling affect elections? Learn also how social media plays a role and use
this online tool that shows who is trending on Facebook.

- What else are Americans voting for besides their next president?

- Why do voters expect election losers to make a speech acknowledging their defeat?

- What does a “peaceful transition of power” look like in the United States?

Confused by some of the terminology? Here is a handy reference explaining some of the words you
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might be hearing on the news. There is also plenty more content here if you are interested, including
free graphics, videos and articles you can read and share with your friends on social media.
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Whether you’'re writing an essay to apply for admission to university, graduate school or the
Mandela Washington Fellowship to take your career to the next level, your job is the same:
demonstrate to the decisionmakers that you're the best choice.

Emphasize outcomes

“Sometimes we focus on things we’ve done” — an initiative or a job we undertook — “but we don’t
talk about what the result of that was,” said executive coach Patty Beach, who is a managing partner
of LeadershipSmarts. By describing the tangible benefits created by your previous work, you can
overcome what Beach calls the ““So what?’ factor,” which leaves the decisionmakers uncertain
whether your work had any measurable value or not.

Remember three things

Beach suggests thinking about three things before writing an essay: what you're good at (your
natural and cultivated talents), what you’'re passionate about (the area to which you’ll direct your
talents), and how what you’'re applying for will help further your goals. “If you can effectively
communicate those three things, you put yourself in the best position to be selected.”

Enough but not too much

Shawn Abbott, dean of admissions at New York University, has seen more than enough admissions
essays to know what works when it comes to selling yourself to an admissions board. He suggests
limiting your personal statement to one page. “Admissions officers are reading hundreds, if not
thousands, of applications. We have to be able to read quickly, and you want to capture our
attention. One page is enough.”

If it’s factual, it’s not bragging

Your essay is the first way an employer or school gets to know you, and you are competing against
other qualified candidates.

“Your ability to tell — to communicate — about yourself is absolutely critical. If you don’t
communicate your strengths, accomplishments and life stories effectively, you put yourself at a
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disadvantage,” said Lynell Engelmyer, an admissions expert at CollegeRaptor.com. Many are
uncomfortable communicating their strengths and accomplishments, but if you keep descriptions
factual, such as what you have created or managed, awards you have won, or successes you have
achieved while overcoming challenges, “you’d be surprised at the context you can provide to your
reader,” to give them “a very full picture of who you are” without sounding boastful, she said.

WF Applicants: This is vour best YALI
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In case you hadn’t heard, the deadline for submitting your application to the 2017 Mandela
Washington Fellowship is October 26 at 16:00 UTC. For the past several weeks, the YALI Network
blog has been posting advice designed to help this year’s applicants. There is a lot of information, so
we have compiled links to all of the blog posts here as a convenient reference you can use before you
submit your application. Many of the posts, especially the advice on writing skills and how to best
present yourself and your accomplishments, are also very helpful to consult if you are applying for
jobs or admission to university and graduate school.

Experts from the U.S. Department of State answered some of the most common questions, such as
who is eligible to be a Fellow, what documents are required, how applicants are selected, and what
to expect after you submit your application. Be sure to check out the summary of a recent Facebook
#YALICHAT and their advice in a separate blog post. You can also see the summary of the 2016
Facebook #YALICHAT with Britta Bjornlund and Todd Haskell to get more advice from State
Department experts.

Advice from former Fellows is particularly helpful, not only because they can help explain why their
applications succeeded, but in some cases they can share what they learned from previous mistakes.
Many Fellows have responded to questions on the YALI Facebook page, and a blog post summarizes
some of their best recommendations.

Adepeju Jaiyeoba, a 2014 Fellow from Nigeria, compiled her own list of tips as a 2015 guest blogger.
This year, she wrote a whole series of posts on the YALI Network’s Face2Face page offering advice
on how to answer the 2017 essay questions.

For more tips on writing, be sure to check out previous blog posts on how to pitch yourself in the
personal essay, how to write a personal statement, and advice on preparing your resume.

Several 2016 Fellows, with the application experience still fresh in their minds, had good advice on
ways to improve your English skills, which of the three tracks you should choose, how best to show
your accomplishments, and what the Fellowship means when it asks for a “proven record of
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leadership.” They also highlighted many ways that using YALI Network’s power to connect people
will give you an advantage.

Lastly, be sure to read the guest blog post by Alfousseni Sidibé, a 2016 Fellow from Mali who was an
unsuccessful applicant in 2014 and 2015. He has a message for every applicant: Never give up!
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