calling potential employers  - phone scripts

 Justine

Man: “Good afternoon, Johnston Technical”

Justine: “Hi, My name is Justine Miller. How are you today?”

Man: “I’m just fine. How can I help you?”

Justine: “I’m looking to talk to someone in charge of hiring for your company. Can I speak to a manager in charge of personnel or human resources?” 

Man:  “Sorry, no one is available to talk to you right now.” 

Justine:  “I know your managers must be really busy. I can call back at a more convenient time.” Is there a name of a manager I should ask for?”

Man: “Mr. Fleming is in charge of personnel. He usually knows about any jobs available in the company.”

Justine: “Is there a good time to call him? 

Man: “Why don’t you leave your number. I’ll have him call you.”

Justine: “Okay, my name is Justine Miller and my number is 774-1132.” 

“I would like to follow-up with Mr Fleming. Is there a time when he is usually available?”

Man: “Well, he keeps his own schedule.” But he usually comes in at 8am and answers his e-mail”

Justine: “Could I have his e-mail address?”

Man: “It’s fleming@technical.com.

Justine: “Will you give him my contact information and tell him I called and will be calling him back?”

Man:  “Sure”

Justine: “Thank-you. You have been really helpful.” 

Eric

Eric: “Good morning.  Is this Ms. Santos?” My name is Eric Harrison. 

Ms. Santos: “Yes, this is Ms. Santos. How can I help you, Eric?”

Eric: “Ms. Santos, I have been researching customer service jobs in the Rockford area and your name and company came to my attention. I was wondering if I could meet with you about any job openings your company might have.”

Ms. Santos: “We currently have a hiring freeze. So we are not hiring anyone right now.”

Eric: “I understand. But I am really interested in working for your company and frankly I’d like to be the first one called when the freeze is over. I wonder if I could meet with you anyway to learn more about the company.”

Ms. Santos: “Well…”

Eric: “I know you’re very busy, but I understand you hire people in customer service and also in technical support. Both jobs require good business skills, and I just finished a business course at Right Technical College.” I would really like to share my background with you and learn more about how the two jobs are different from each other.”

Ms. Santos: “Okay. Send me your resume.”

Eric: “Great, I will send you my resume today. Could we also schedule an appointment?

Ms. Santos: “ Let me look at your resume first…..”

Bob: “Great, I will put it in the mail today and call you around this time next week to see what you think. Then we might be able to schedule an appointment.”

Ms. Santos: “Okay”

Bob: “Thank you for talking with me. I am really looking forward to meeting with you. I talked with John North, who worked with your company two years ago and he said wonderful things about you and the customers your company serves. He thought it was a great place to work, and was sorry to have to leave when his family needed to relocate”

Ms. Santos: “Oh yes, I remember John.” 

Bob: “Thanks again.” I’ll talk to you next week. 

Grant

Ms Mannon: “Hello, Jill Mannon speaking.”

Grant: “Hi, Ms. Mannon. My name is Grant Russell. I sent you a letter and a job application. I’m interested in any janitorial positions you might have open. 

Ms. Mannon: “Hmmmm. Your name doesn’t sound familiar. Your application must have gotten lost around here somewhere.”

Grant: “I’m sorry to hear you never received it. Maybe I could stop by, drop off another job application and talk with you for a few minutes.”

Ms. Mannon: “We do have a job opening for a janitor, but it might be better if you just dropped your application off with the receptionist.”

Grant: “Okay. It’s my understanding that the job is full-time, evening work and that you would be responsible for interviewing and hiring.”

Ms. Mannon: “Yes, that’s right.”

Grant: “Great. I am really interested in working for Rockford Nurising Home. I’ve been waiting for you to have a job opening and I do have a lot of janitorial experience.  I’ll drop off another application tomorrow. I was wondering if there is a time I might just stop by and talk with you for a few minutes to get more details about the job.”

Ms. Mannnon: “Well I usually have a few minutes right before lunch”

Grant: “That would be fine. I’ll stop by tomorrow at 11:45.  I appreciate your taking the time to meet with me.”
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