calling employers checklist

Here are some suggestions of things you should do when you are calling a potential employer.

Before You Call:

· Look up information about the company.

· Learn as much as you can about the tasks and activities necessary for the job you are interested in.

· Try to find a specific name of someone you can ask for.

When You First Call:

· Introduce yourself and explain why you are calling.

· Find out who does the hiring and the best way to get in touch with them.

· If the person you need to talk to is unavailable, leave a message and make arrangements for future contact.

· Listen carefully to what they tell you to do.

· Always be polite!

When You Talk to Someone Who Does Hiring:

· Introduce yourself and explain why you are calling.

· Ask for information about any job openings.

· If calling about a specific job, confirm the job opening and the requirements for the job.

· If there are no current openings, try to make arrangements for future contact. 

· If you know other people in the company, be sure to make them aware of this fact.

· During your conversation, try to include reasons why you would be a good fit in their company.

· Be open to suggestions. Sometimes potential employers may not have job opening themselves, but they might tell you about another potential job lead.

· Listen carefully to what they tell you to do.

· Always be polite!
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