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Welcome
This workbook is a companion to the book Helpful: 
A Guide to Life, Careers, and the Art of Networking 
by Heather Hollick. More information about the book 
can be found at heatherhollick.com/helpful.

These exercises serve three purposes. First, they 
enhance your ability to build professional relationships 
in a meaningful way They reinforce perspectives and 
deepen techniques that you may be learning for the 
first time.

Secondly, they help lead you along a path of self-
awareness. As you wrestle to articulate what you’re 
working on, or delve into your personal drivers and 
constraints, you learn more about yourself.

And finally, these exercises enhance your capacity 
for empathy, teaching you to see other people for 
who they are and who they strive to be. It is with this 
fresh way of seeing that we all can lean into our 
interconnected and interdependent lives and find 
ways to be helpful.

To our success. 
Heather 

The Workbook of 
Helpful Exercises

A companion to 

Helpful: A Guide to Life, Careers, 

and the Art of Networking



Page 2

Step 1
To begin, think of at least three people you know 
for each of the four categories below. The names of 
people with fresh and strong links should be easy. 
For example, under “Fresh,” list the names of three 
people with whom you have met recently — perhaps 
someone you met with today or in the last few days. 
Under “Strong,” think of three people with whom the 
connections are particularly strong for you — perhaps 
a partner, an old boss, a childhood friend. 

The names for “Not So Fresh” and “Not So Strong” 
will take a little bit more work — if they were top of 
mind, they probably wouldn’t be in this category to 
begin with. Pull up your address book and peruse the 
names until you come up with at least three names for 
each section.

Exercise 1: Network Analysis

Step 2
Go through your entire list of LinkedIn connections 
and assess each link’s degree of freshness and 
strength. Rate both the freshness and strength of each 
connection on a scale of 1 to 5, where 1 is not fresh 
or not strong and 5 is super fresh or super strong. 
Note those links that you would like to see fresher or 
stronger.

Now look through your ratings and decide if anything 
needs to change. Are there some low numbers that 
you wish were higher? Are there faded links that you 
wish were fresher? Are there weak links that you wish 
were stronger? 

Fresh Links Not-So-Fresh Links

Strong Connections Not-So-Strong Connections

Practice thinking of your network as a collection of links and connections. It is a novel way to 
conceptualize the web of relationships you have built over your career. Strategically reviewing 
your professional relationships on a regular basis is a critical part of building and maintaining a 
powerful network, and an integral component of your overall networking activity. It’s as much a 
part of networking as meeting face-to-face with people. 
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Exercise 2: What Are You Working On?

Sketch out the general areas in your life in which 
you invest time, energy, and thought. This will 
enable you to have a well-conceived answer 
when asked, “What are you working on?” in just 
about any context.

Allow at least five to ten minutes for each area. 

1  What are you working on at home?
What is going on in your personal life? What are 
some of the challenges, projects, and activities that 
occupy you when you are at home?

2  What are you working on at work?
What projects are you working on? What are some of 
your team and corporate goals?

3  What are you working on in your career?
What are some of your professional goals and 
ambitions? To what do you aspire?

4  What are you working on in life?
What are some of your personal goals and ambitions 
for the next five years? For the rest of your life?
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Exercise 3: LinkedIn Profile Reviews
Train yourself to quickly glean information from people’s LinkedIn profiles 
and to prepare for meetings with them.

Step 1
Look up the profiles of three to five people you know 
well. Given that you know these people well, notice 
how their profile reflects the things you know about 
them.

• Look at their profile photo. What do you see? 
How does their profile photo reflect their 
personality?

• Since you know this person, what would you 
guess to be their preference for introversion or 
extraversion? How does this preference show up 
their profile?

• How do they describe themselves in the summary 
and the job descriptions? How does this compare 
to the person you know?

• How do other people describe them in the 
recommendations? Is this consistent with the way 
they describe themselves?

• What are the major milestones in their professional 
life?

• What are some of their interests?

• What kind of leader do you know them to be? How 
is their leadership style reflected in their profile?

• What connections do you have in common?

• Given what you see on their LinkedIn profile, what 
questions would you want to ask if you were 
meeting them for the first time?

Step 2
Now look up the profiles of three to five people you 
do not know at all. Ask yourself variations of the same 
questions noted above, this time using your best guess 
based on what you can glean from their profile.

• Look at their profile photo. What do you see and 
how might it reflect their personality?

• Would you guess that they have a preference for 
introversion or extraversion?

• How do they describe themselves in the summary 
and the job descriptions? What does this tell you 
about them?

• How do other people describe them in the 
recommendations? What can you infer from these 
descriptions and recommendations?

• What are the major milestones in their professional 
life?

• What are some of their interests?

• What kind of leader would you make them out to 
be? 

• What connections do you have in common?

• If you had a chance to meet this person, what 
would you like to know more about?

• Given what you see on their LinkedIn profile, what 
questions would you want to ask if you were 
meeting this person for the first time?
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Exercise 4: Update Your LinkedIn Profile

Many LinkedIn profiles are merely a flat and uninspiring recounting of a work history. Use this 
three-pass method for creating and updating your “Work History” and “Summary” sections to 
add depth and substance. Use the same technique — and most of the same information — when 
updating your résumé.

Turn Off “Activity Broadcasts”
LinkedIn is an eager beaver when it comes to 
broadcasting your activity. Whenever you make 
multiple updates at once, it is wise to avoid 
inundating your LinkedIn network with many interim 
announcements about the changes. Turn off “Activity 
Broadcasts” when making multiple edits. This option, 
related to sharing profile edits, is under “Settings and 
Privacy.” You’ll turn this back on when you’re finished.

First Pass: What Have You Done?
The first pass through your profile is to simply review 
and update what you have done. This is the basic 
résumé stuff: company, title, start date, end date, 
description, etc. If you think of your profile as a high-
rise building, this is the core of steel and concrete 
upon which you will layer your career.

• Include company name, job title, start month, and 
end month for each position.

• Describe the basic elements of your job 
description.

• Highlight your responsibilities.

• Call out your results, the impact you had, the 
changes you were able to drive.

When listing your results, highlight both quantitative 
and qualitative outcomes. For example, quantitative 
results may be the number of people on your team. 
a percentage increase of sales, or total revenue. 
A qualitative result may be hard to put numbers on 
but no less significant. Perhaps you turned around a 
struggling team, developed a leadership team, or lead 
a strategic initiative.

This pass requires no deep thought and little self-
reflection. It’s just an accounting of what you did. This 
is also a good time to update all the other elements of 
the online profile that LinkedIn makes available, such 

as education, organizations, publications, patents, 
and so forth. Finish these updates and walk away for 
a day.

Second Pass: What Did You Learn?
After some time has passed and you’ve digested the 
updates you made in the first pass, sit down and take 
another pass at each entry in your profile. This time 
you are looking to add depth and color to what you 
have done. Make a second pass through your entries, 
adding what you learned in each role and at each 
company.

Learning almost always happens after the fact, upon 
reflection, and with deliberate attention and effort. 
Further, and this is the important part, the things you 
take away as “learnings” are often tangential to what 
you were actually doing. What you end up learning 
may have very little to do with what is written in your 
job description.

For example, while you may be working on a tough 
engineering project, what you really learn is how to 
meet tight deadlines, manage a distributed team, or 
work with a tough boss. Or perhaps you are closing 
a big deal with a significant client. What you learn 
might be how to manage multiple stakeholders, listen 
with forensic intensity, or negotiate with poise. These 
learnings are tangential to the actual work.

And finally, not only is learning retroactive, but there’s 
no statute of limitations on looking back and learning 
something new. Learning happens when you pause 
and reflect — at the end of the week, the end of the 
year, or decades later as you look back over your 
career. Each job is a nearly endless fount of learning, 
if you will just invest the time and introspection to 
discover what that learning is. Put it in your profile. Put it 
on your résumé.
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Turning Bad JoBs inTo gold

As you talk about your work experience and job 
history, what do you do about the bad jobs? The 
black marks? The failed projects? The times you were 
let go for obtuse reasons? This is where focusing on 
what you’ve learned is much more valuable that what 
you’ve done. You’ve accomplished much more than 
you realize. Adversity is a great teacher. When it 
comes to learning, there are no better teachers than 
setbacks and challenges. 

Knowledge is knowing the rules. Wisdom is knowing 
the exceptions. It is essential that you uncover your 
own learnings and articulate them in your résumé 
and LinkedIn profile. I recommend one or two 
bullets in each section that begin with “Learned…” 
Friends, colleagues, former colleagues, coaches, 
and therapists can all be valuable resources to help 
you uncover what you have learned. You have more 
insight and wisdom to offer than you realize.

Third Pass: What Are You Ready For?
Many people consider only their recent work history 
when choosing their next job, whether it’s another 
position internally or at a new company. This is 
shortsighted. Recruiters and hiring managers often talk 
about looking for career progression on a résumé. This 
means they are looking for a pattern of applying what 
you have learned in one role to being successful in the 
next. This is rarely obvious, perhaps not even to you.

Let another day go by before you delve into this, the 
third pass through your profile. Or better yet, work with 
a career coach to help you craft a narrative around 
the progression of you career. 

On this pass, spell out what you are — and what 
you were — ready for. Make it easy for the recruiters 
and hiring managers who are looking for a career 
progression as they move chronologically through 
your résumé. List at least one bullet under each 
company (or position) describing what you were 
preparing yourself to do. If you are lucky, what you 
were ready for at the end of one role will be what you 
were doing at the beginning of the next one. 

Summary Section
Fill in the “Summary” section at the top of your 
LinkedIn profile with broad strokes of who you are 
and what you are ready for. This may be key skills, 
major accomplishments, significant credentials, values, 
aspirations, and so forth.

Ask yourself, “What are the two or three things that I 
want every viewer to take away from a ninety-second 
review of my profile?” Make sure those two or three 
things are prominently expressed in the “Summary” 
section.

A great way to compose an introductory statement is 
to weave the answers to the following questions into 
one or two sentences.

1.  Who are the kinds of people that can benefit from 
the value that you have to offer?

2.  What situation do these people find themselves in 
when you are able to help them?

3.  What kinds of results do you deliver for these 
people?

Notify Your Network
Now that your profile updates are complete, turn 
“Activity Broadcasts” back on and make two key 
changes to your profile. Go back to “Settings and 
Privacy” in your account, and set “Activity Broadcasts” 
to “Yes.” Then make two more updates to your profile:

1.  Update your profile photo.

2.  Edit your headline. This is the field directly under 
your name on your LinkedIn profile. If you like the 
headline you have, just make a small change, 
save it, and then undo it.

With “Activity Broadcasts” back on, the people 
in your network will be notified of these last two 
updates through LinkedIn’s usual notifications. Many 
will click through to see what is new on your profile. 
The connection will be freshened. You are essentially 
having an asynchronous conversation between 
yourself and the people who are paying attention in 
your network.

Update Your LinkedIn Profile (continued)
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Exercise 5: LinkedIn Network Review from A - Z

Review your LinkedIn connections from A to Z at least twice per year. 
If you have hundreds of connections, you might want to spread the 
exercise over several days or weeks.

From the home screen on LinkedIn, click on “My 
Network” and then on “Connections” in the upper left 
part of the screen.

Sort by “Last Name.”

Spend a few minutes looking at each of your contacts. 
Click on their profile and ask yourself the following 
questions for each person:

• How do I know this person? Where or when did 
we meet?

• Is this person still a part of my active network? If 
not, should I cull this connection?

• What are they working on?

• Does this link need to be freshened?

• Is now a good time to update them on what I’m 
working on?

• Do I wish that this link were stronger? If so, what 
can I do to strengthen it?

• Is there something that I know, perhaps an article 
that I have read, that I could share with this 
person?

• Is there someone in my network to whom I could 
introduce them? Or vice versa?

Bonus Exercise: How large is your network?
Search for the word “the” in the global search box on 
LinkedIn. On the “Results” page, filter by your first- and 
second-degree connections. Note the total number of 
connections. For all practical purposes, this is the size 
of your active network.
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Exercise 6: Influence a Promotion

Key
• The size of each circle reflects the amount of 

influence a person has on a decision to offer you 
a promotion.

• Use colors or symbols to indicate whether the 
influence is positive, neutral, or negative:

• Advocate: Green or +
• Neutral: Black or =
• Adversary: Red or –

Remember that the designations of advocate, neutral, 
and adversary are not a judgement on anyone’s 
demeanor or personality. They are simply an objective 
classification signifying whether the person — for 
whatever reasons — would be in favor of, indifferent 
to, or against, your promotion. Most of the time 
advocates and adversaries has more to do with 
drivers and constraints that with personalities.

Identify the Players
1.  Start with a circle for your boss’s boss at the center 

of the map.

2.  Add circles for the people who influence your 
boss’s boss, including your boss and all of your 
boss’s peers.

3.  Since your boss will be the primary advocate for 
your promotion, add circles for the people not 
already on the map who influence your boss.

4.  Using appropriate colors for advocate, neutral, 
and adversary, draw arrows between the circles 
that reflect the flows of influence.

If you are currently employed, create an influence map for your next 
promotion. Remember that your boss’s boss makes the ultimate decision 
on your promotion.

Strategy
The influence map visually addresses the reality that 
nobody makes a decision in a vacuum. Your strategy 
also needs to account for the fact that no one makes a 
decision in an instant.

• Develop a general strategy to influence people 
over time as to your worthiness of a promotion. Do 
not talk specifically about wanting a promotion in 
the early stages of executing your strategy.

• Strengthen your reputation among all players on 
the map. Look for ways to take on high-profile 
projects and be more visible.

• Develop strategies to win over your neutrals 
and win over, or neutralize the influence of, your 
adversaries.

• With all the groundwork in place, let your 
advocates know that you are seeking a 
promotion.



Page 9

Exercise 7: Organizational Drivers
Review a broad range of factors that influence behaviors in your organization. Read through the 
corporate mission and vision statements. Watch or listen to speeches and public presentations 
from your most senior executives. Develop a list of the resulting explicit and implicit drivers.

Explicit Drivers

How are you measured?

What are your corporate objectives?

What are your team objectives?

What factors go into your bonus?

Implicit Drivers

What attitudes, behaviors and beliefs are espoused?

What are some of your cultural norms — “how things 
are done around here”?

How are major decisions made?

How do the personalities of the CEO and the 
executive leadership team influence behavior across 
the organization?

How does the personality of your boss influence 
behavior across your team?
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Exercise 8: Personal Drivers

Use this exercise in two ways. First, use it as an introspective exploration of yourself, your role, 
and your understanding of the company. Then, use it regularly as a template for conversations 
that you have with colleagues across the company.

What are the implicit organizational and cultural 
expectations that shape your behaviors and 
performance?

What motivates and drives you personally?

What are your constraints?

What are the explicit impediments and headwinds that 
slow you down?

What are the implicit organizational and cultural 
constraints that impede your progress?

What are the personal circumstances or beliefs that 
inhibit your growth?

What Are You Working on?

At work: What are your team and corporate goals, 
objectives, projects, deliverables, and so forth?

In your career: What are your professional- and 
leadership-development goals and ambitions?

In life: What are your personal goals and ambitions?

What are your drivers?

What are the explicit organizational goals, objectives, 
and metrics that motivate and propel you?
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