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This is a vital part of doing business – it can ‘make or break’ a business deal.

Much has been published about this subject and it is a topic of discussion in most publications concerning the psychology of doing business.

Throughout my career I have found myself in jobs where I have come into contact with hundreds of fellow business people as casual acquaintances. This is particularly so in my current position as Executive Director for the Water Industry Alliance. As well as casual contact with over 170 member companies, with more than one key contact, I am in contact with numerous associated businesses in Australia and overseas.

I have adapted a number of simple techniques which help me to remember people’s names. I believe if you can ‘master’ this, it will enhance your business, and will give you professional recognition.

And it’s so simple! – so here goes.

If you receive a business card

· Look for a word or phrase that best describes that person – either a feature about them or a feature about the environment where the introduction took place. For instance, a distinguishing physical feature – face, hair – use your imagination to select a feature that really describes that person.

· Write that description on the back of the business card.

If you don’t receive a business card

· Repetition – In conversation, repeat out loud the person’s name whenever you have an opportunity during the conversation. Try and repeat at least 3 times.
· Once again, try and identify a feature of that person or the environment in which you met, and make a mental note. If you get a chance, make a note of that observation in your meeting notes.
· If the name is unusual, ask the person to spell it out for you. Repeat the pronunciation as many times as you can in the conversation. As well, if you get a chance make a note in your meeting notes.
These techniques, with some obvious minor modifications, can be easily adapted to social meetings.

