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CONNECTOR INTAKE GUIDE
















[image: ]If possible, have an in-person meeting at their office or over coffee. The Connector program prides itself on making a face-to-face connection, so we should make the best effort to do so with everyone involved.
Thank the potential Connector for their time. Their pre-existing knowledge of the program will inform most of your conversation, however, there are a few important items to cover.
· Explain the process of the Connector program 
· Highlight the benefits to being involved (minimal but impactful volunteer commitment, low risk/no cost way to access great talent, helping greater community retain talent, make community more welcoming and diverse, etc.) 
· Set proper and clear expectations as to their role – not a mentor type role, necessary to be open to sharing information and referrals. 
· The most important part of the process is providing three introductions after the meeting with the Connectee. 
· Encourage open lines of communication for feedback about process, Connectee meetings, etc. 

Some questions to ask potential Connectors
· When you heard of the program, what interested you most? 
· Does your organization have any challenges with recruitment? Guide the conversation to present the Connector Program as a solution to any challenges. 
· What sectors has your career experience been focused in? 
· Where do you feel you have the best sector knowledge and/or networks? 
· Are you willing to meet with a Connectee and share what you know about your industry and company? 
· Can you think of at least three people in your network that you could provide as referrals to a Connectee? This is a very important piece of the program. (if the answer is no or they seem hesitant, the program is probably not a good fit) 
· Would you be interested in being featured on LinkedIn and/or provide us with a marketing quote - we can take an in-person picture?


Once they agree to become a Connector, you’ll need to capture some information for the tracking system to ensure they receive the best possible matches. This step is very important and should be done in this meeting or as a follow up before you add them in the tracking system as a Connector. 

· Sector they work in (public, private or non-profit)
· Up to three industries they feel they have the best network in
· Up to five skills that Connector embodies
· Sectors they feel they have a network in (public, private or non-profit)
· The seniority level of the Connectee they would like to meet with (they can choose all or one of the following: entry level, mid-level, senior, or executive)
· Languages spoken (optional and more for bilingual communities)


[image: ]The new Connector should sign the Terms of Agreement form at the back of the Connector Toolkit. 
We always reach out to ask permission to connect, as a common courtesy and to ensure the Connector is ready and willing to meet at that time. Once the Connector replies, you will then email introduce them to the Connectee. 

Having a Connectee already in mind to introduce to the new Connector is a best-case practice. Connectors tend to be more engaged when connected 1-2 weeks after being brought into the program. If this isn’t an option, having touchpoints with that Connector leading up to a connection can also help with engagement. 
[image: ]Email: Follow-up 
Hi Insert Name, 
I attached an excel spreadsheet that outlines all the skills and industries you can choose from for the following questions to complete your profile as we discussed. 
1. What top 3 industries do you have contacts in? Ranking 1-3 (Excel)
1. Which Sectors do you have the most knowledge from? Options: Non-profit, private sector or public sector. If the answer is more than one please list accordingly.
1. What are your top 5 skills? Ranking 1-5 (Excel)
1. What is your Seniority Level? Options: Entry, Mid-Level, Senior or Executive.  
1. Which languages do you speak? Options: English, French or Both.
1. What is the best email address and telephone number to reach you at? 
1. Are you okay with us using a quote from you for marketing material? If so, 1 or 2 lines will do (E.g. What interested you in the program, why networking is important)

Short Bio: what you do, where you’re from and why you accepted the onboarding to become a Connector.
Picture: What day/time works for you to take the picture, or if you’d like to send one over we ask that it is less formal than your LinkedIn profile picture (preferrably in the city). 
· No Selfies 
· No LinkedIn Photos 
· No Headshots 

If you have any questions or if you wanted to add any information to your profile that you think would help the connection process please do let us know! 
Sincerely, 



[image: ]Email: Connector Pre-Approval 
Hi Connector’s Name,
I met with a Connectee yesterday, Connectee’s Name, who is very interested in working with industry/background/interests and is looking to make connections in Halifax with professionals in his/her field. I was wondering if you would be interested in connecting with Connectee’s Name for a cup of coffee to discuss your position, the industry in NS, and any upcoming events or opportunities that may help him/her grow his/her professional circle here. Lastly, we ask that you connect Connectee’s Name to three others within your network after your meeting. 
I have attached Connectee’s Name resume below. If you’d like to meet with him/her, I’d be happy to do an email introduction!
Sincerely,
[image: C:\Users\cbrock\Desktop\Attachments\Connector Referral Graph.png]






Email: Connection Reminder
If the Connector doesn’t get back to you within a week, send a follow-up email as a reminder. If ther Connector doesn’t respond to this email within three days, make a phone call. 
Hi Connector’s Name, 
 I’m just following up to my previous email – do you have time in the coming weeks to sit down and chat with Connectee’s Name? 
Please let me know. 
Regards, 

[image: ]Email: Intro to team 
Good afternoon Akbar, 
On behalf of the Halifax Partnership Connector Team, welcome to our Connector program! 
Allow me to introduce you to the team: Myself, Name, and Name are Program Coordinators, and Name is the Program Manager. When we find a Connectee that fits your background and knowledge, either myself or my teammates will reach out to you with their resume and ask if you have time in the coming weeks to sit down with them for coffee. If so, we will e-introduce to the Connectee so that the two of you can set a meeting time that suits your schedules. 
@Team – Akbar Khan is a new Career and Recruitment Specialist with Dalhousie. He previously worked with ISANS for a number of years as a Professional Practice Program Coordinator. In both of these roles, Akbar communicates with employers across the province, so he has a wide network that crosses many different industries. Akbar is a natural connector, and frequently introduces people he meets to his contacts. 
Please help me welcome Akbar to the Program!
Sincerely,






Set up a follow-up call in your calendar 
Ensure you call the Connector after they’ve conducted their meeting within 2-3 weeks. [image: ]Ask the Connector how the meeting went, if they were able to provide three referrals. If the Connectee only sent the resume and the Connector didn’t end up meeting the Connectee face-to-face, explain how that step is great, but the real value in the program comes from the face to face communication with the Connector and the three referrals. 
Ask how often they’d be interested in meeting Connectees in the future and make a note in the tracking system in the Notes Section. 


1675 Grafton Street
Suite 701, North Tower
Halifax, NS, B3J 0E7 
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