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Telephone Tips

Successful job hunting can depend on how well you are able to negotiate the intricate web of technology without losing your cool.  Technology, such as voice mail and complex organisational structures, has made getting through to the person you need to talk to quite a task.
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Whether you are ‘phoning the employer about an actual job or making a more general enquiry, when a real person gets on the line, you have only a few seconds to make a positive first impression and keep your listener interested. The call is your personal, thirty-second commercial...this is the time you have to ‘hook’ a potential employer and persuade them that you are a serious candidate for any opportunities they may have.

Being able to use the telephone in a professional and business-like manner is an essential skill.  If your technique is poor, get some help to improve it.

Before any telephone call...

· Be clear about why you are calling and who it is you need to speak to – this is likely to be the person who makes the hiring decisions.

· Practise getting your message across quickly, clearly and with enthusiasm!  Ask a friend to help you practise.

· Be ready to talk about yourself and why you are interested in the organisation you are contacting. 

Employers frequently make a point of talking with potential applicants at some length and may even conduct a brief telephone interview.

Prepare a list of questions about the organisation – if you ask a few questions during the call, you'll sound keen and informed.  You may also extract information that could strengthen your application as well as making a great first impression.

Have your telephone kit ready - Pen and paper, your CV, diary and a glass of water.
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Ready to go?

1. Take a couple of deep breaths.

2. Speak clearly. 

3. Keep your questions and answers brief. 

4. Try to sound confident and relaxed. 

5. Smile when you speak - you'll sound better! 

6. When you get through to the right person, introduce yourself and explain why you are calling.

7. Outline clearly the type of help or information you would like.

8. Take the opportunity to highlight your skills, experience and knowledge of most relevance to the position you are most interested in within that organisation.

9. At the end of the conversation thank the listener for their time and information. 

10. Confirm any action that needs to be taken.

11. Immediately after the call, jot down notes about what you discussed and any action you and the person you spoke with have agreed to take.

12. Remember, the more organised you are the more professional you’ll sound.  Keep a diary of your job search activities - the names of all organisations you have contacted, who you’ve spoken with and their details, applications made and their outcomes.  

Good luck!
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