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Phone Strategies for Getting an Interview
Once you have developed your phone script, you need to know how to use it effectively. Here are more tried and true tips: 
Get to the Hiring Authority
You need to get directly to the person who would supervise you. Unless you want to work in the personnel department, you wouldn't normally ask to talk to someone who does. Depending on the type and size of the organization you're calling, you should have a pretty good idea of the title of the person who would supervise you. In a small business you might ask to speak to the "person in charge." In a larger one, you would ask for the name of the person who is in charge of a particular department. 
Get the Name of a Person 
If you don't have the name of the person you need to speak to, ask for it. For example, ask for the name of the person in charge of the accounting department if that is where you want to work. Usually, you will be given the supervisor's name and your call will be transferred to him or her immediately. When you do get a name, get the correct spelling and write it down right away. Then you can use that person's name in your conversation. 
Get Past the Receptionist 
In some cases, receptionists and secretaries will try to screen out your call. If they find out you are looking for a job, they may transfer you to the personnel department or ask you to send an application or resume. Here are some things you can do to keep from getting screened out: 

· Call Back: Call back a day later and say you are getting ready to send some correspondence to the person who manages such and such. You want to use the correct name and title and request that they give you this information. This is true since you will be sending them something soon. And this approach usually gets you what you need. Say "thank you" and call back in a day or so. Then ask for the supervisor or manager by name. 

· Call When the Secretary is Out: You are likely to get right through if you call when that receptionist is out to lunch. Other good times are just before and after normal work hours. Less experienced staff members are likely to answer the phones and put you right through. The boss also might be in early or working late.
When Referred by Someone Else 
It is always best to be referred by someone else. If this is the case, immediately give the name of the person who suggested you call. For example, say: 
"Hello, Ms. ...., suggested I give you a call. "If the receptionist asks why you are calling, say: "A friend of Ms. … suggested I give her a call about a personal matter." 
When a friend of the employer recommends that you call, you usually get right through. It's that simple. 

When Calling Someone you Know 
Sometimes using your telephone script will not make sense. For example, if you are calling someone you know, you would normally begin with some friendly conversation before getting to the purpose of your call. Then, you could use your phone script by saying something like this: 
"The reason I called is to let you know I am looking for a job, and I thought you might be able to help. Let me tell you a few things about myself. I am looking for a position as..." (Continue with the rest of your phone script here). 
There are many other situations where you will need to adapt your basic script. Use your own judgment on this. With practice, it becomes easier! 
Your Goal is to Get an Interview 
The primary goal of a phone contact is to get an interview. To succeed you must be ready to get past the first and even the second rejection. 

Ask Three Times for an Interview 
You must practice asking three times for the interview! Here is an example: 
Your Goal is to Get an Interview 
The primary goal of a phone contact is to get an interview. To succeed you must be ready to get past the first and even the second rejection. 

You: When may I come in for an interview?
Employer: I don't have any positions open now...
You: That's OK, I'd still like to come in to talk to you about the possibility of future openings.
Employer: I really don't plan on hiring within the next six months or so.
You: Then I'd like to come in and learn more about what you do. I'm sure you know a lot about the industry, and I am looking for ideas on getting into it and moving up. 
Although this approach does not always work, asking the third time works more often than most people would believe! It is important to learn how to do this, since overcoming initial rejections is a very important part of getting to "Yes." 
Arrange a Time 
If the person agrees to an interview, arrange a specific date and time. If you are not sure of the correct name or address, call back later and ask the receptionist. 

Sometimes an Interview Does Not Make Sense
Sometimes you will decide not to ask for an interview. The person may not seem helpful or you may have caught him or her at a busy time. If so, you can take another approach: 
· Get a Referral: Ask for names of other people who might be able to help you. Find out how to contact them. Then add these new contacts to your job search network! 
· Ask to Call Back: If your contact is busy when you call, ask if you can call back. Get a specific time and day to do this, and add the call to your to-do list for that day. If you do call back, the employer will be impressed. And she may give you an interview for just that reason. 
· Ask to Call Back From Time to Time: Ask if you can keep in touch. Maybe the employer will hear of an opening or have some other information for you. Many job seekers get their best leads from a person they have checked back with several times.
Follow Up! 
It is important to follow up with each person you contact in your search for a job. This includes following up with people in your network, including those you phone. This effort can make a big difference in their remembering and helping you. 
It is good manners to send a thank-you note to the person who helped you. Send a thank-you note right after the phone call. If you arranged for an interview, send a note saying you look forward to your meeting. If the contact gave you a referral to someone else, send another note telling her how things turned out. Or send a thank-you note telling her you followed up on her suggestion. 

