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The first thing to do when starting a job search is to determine what you want to do.  This tutorial cannot answer that question for you.  There are resources out there designed to help you decide what direction to take your career.  One such resource is the book “What Color Is Your Parachute” by Richard N. Bolles.  However you decide, decide.  Do not go off of multiple tangents.  If you find while searching for a job in your chosen career that you have made a mistake and do not want to pursue a career in that field, then stop, choose a new field, and start again.  But do not try to work on two field options at once.  You will just be spinning your wheels.  It is important that your time spent seeking a job is productive, so choose.

When you know what field you wish to pursue, you need a list of companies that utilize that field.  Trade magazines, Google searches, even talking to friends can all be resources for ideas as to where to start your search.  Often, however, the good old fashion phone book is your best source.

When you know on whom you are going to call, it is time to dive right in.  Statistically speaking, sending out résumés or filling out job applications is not a productive use of your time.  They simply do not work.  So what does work?  What works is a face to face interview with the person who has the power to hire you.  The main use of a résumé is to have it in you hand at the interview so that you look prepared.  But how do you get the interview?  That is the point of this tutorial.

It is the job of any good secretary or assistant to keep people from disturbing the productive time of the boss.  Salesmen, job applicants and the like are routinely screened out.  May I take a message often equates to “Please go away.”  You will need to get past this guard dog if you want any chance of obtaining you interview, and subsequently your job.  

Your best way past this guard dog is by telephone.  You will need to avoid sounding like a job applicant on the phone or you will be screened out.  If you ask for the person responsible for hiring, you will be told to come in and fill out an application.  Let’s review, APPLICATIONS DO NOT WORK!  

In order to talk with the person responsible for hiring, you will first need to determine who that person is.  The first step to finding out who that person is, is finding out what his or her job title typically is in this industry.  That best way to find this out is simply to ask.  If you use up the first resource or two on finding out this piece of the puzzle, it is not a waste.  Call up and ask “What is the title of the person in your company responsible for hiring widget makers?”  Let’s say, for the sake of example, you fine out the person responsible for hiring widget makers is the widget production manager.
Before you talk with the widget production manager, you want to be prepared.  He or she is a busy person.  There time is valuable.  Make sure they know that you know there time is valuable and that you are not going to waste it.  Before you call even your first number, prepare a hook.  A hook is a two or three short sentence (no more) explanation of skills or experience you have that would make you an asset to their company.  It is NOT why you need a job.

Have everything you plan to say when you make your calls written out and practiced ahead of time.  That way you will sound smooth and be prepared.  You will already have two written scripts prepared before you make any calls.  A template of both scripts is included in this tutorial, and I will also go over what is in the script in this step by step walk through.  The first is the script you use when talking to the receptionist or secretary.  The second script is the one you will use when talking to the person who can hire you.  This script will contain your hook that you already written.  With both scripts in hand, you are now ready to start calling down the list.
When calling, do not ask “May I speak with your widget production manager?”  This is a sure fire give away that you are a job seeker.  The answer will be “I’m sorry, you will need to come in and fill out an application.”  You have just been caught in a trap and will get no further.  Instead, we are going to try to find out the name of the widget production manager.  You will ask “Who is you widget production manager?”  Write is down.  “Is he/she available?”  If the receptionist is asleep at the switch, he/she will put you through.  That would be great, but do not hold your breath.  More likely they will now ask you “This is a matter I would rather discuss with him personally.  Is he available?”  If they say “He/she is not available at this time.  May I take a message?”  Then you say “No thank you, when do you expect him/her to be available?”  Write it down.  Hang up and call back when the widget production manager is available.  If at any time you sense that you are getting nowhere with this pit bull of a secretary, say thank you, hang up, and try again later.

When calling back you will not be asking for the widget production manager, you will be asking you him/her by name.  “May I speak with Mary Smith please?”  If asked “May I tell him/her what this is in regards to?” Answer “This is a matter I would rather discuss with him personally.  Is he available?”  It is a personal matter to you.  As far as the receptionist knows, you may be Uncle Joe calling to invite Mary over for a family dinner.  When you finally get put through, it is time to switch to the second script.

“Ms Smith, hi.  My name is ___.  I’ve made widgets since I was a boy and went to widget University on a widget scholarship.  At my last job I was widget creator of the year.  (Replace the last two sentences with you own hook.)  I’d like to get together with you for about five or ten minutes to discuss further how I could be an asset to your company.  How about Tuesday Morning.  Are you available then?”

Let’s stop and review before we go on.  Notice that you are talking about what is good for the company, not what is good for you.  A business relationship is necessarily mutually beneficial.  They will tell you what they are willing to give when they offer to hire you.  You are telling a little of what you bring to the table.  Do not talk about what you expect to take from the table.  Notice also that I only took a few seconds of Ms Smith’s valuable time.

Notice also that you are setting an appointment rather than asking for one.  Assume that of course Ms Smith wants to meet with you.  If she answers that she is not available at that time, say “When would work for you?”  If all is well you have her thinking about her schedule rather than if she even wants to meet with you.  If she gives you a confirmed time, write is down, say “Than you, I will see you then.” and hang up.  Do not stay on the phone any longer than you have to.  Do not giver her time to rethink the appointment.
About four out of five will tell you that they are not interested.  About one in four interview typically results in a job.  This means that statistically, twenty phone calls will result in a job.  If you are five times less marketable than the norm, you will still have a job in one hundred calls.  If you work at job hunting as if job hunting is your job, you will have a job in a short time.  On the other hand, if you only make a call or two a day the process could stretch out awhile.
If you have had a tainted legal past that creates a possible obstacle towards gaining employment, you may be wondering how to field questions about you past.  First let me worn you, DO NOT LIE.  Your past has a way of catching up to you.  Lying on your application, in your résumés, or on your interview is grounds for dismissal.  So how do you field questions about your past?  If asked on the application, write in “Will explain in interview.” If it is a yes/no check box, do not check the box, just write in “Will explain in interview.” Write this in even if you are filling out the application after the interview.  If you are not asked about your offence in the interview do not bring it up.  You do not need to volunteer this information.  If they do ask, try to turn the negative into a positive.  Say “I have done some things in my past that I am not proud of, but since then I have met some people and been involved in things that have really helped me to turn my entire life around.  Because of that I believe that I can be even a grater asset to your company.”  Practice this line so you can say it smoothly.  If they persist and ask “But what did you do?” tell them.  DO NOT LIE.
Script for Initial Call
Company Name: _______________________________

Hello,

Who is your ________________________?  
Mr/Ms________________________
                               (Title of Hirer)                                                   (Write it Down)
Is he/she available at this time?

1) May I speak with him/her please?

2) When will he/she be available (in)?           (Write it down. Call back.)
Call back time: ___________________________

If they ask “What is this in regards to?”
Answer:
This is a matter I would rather discuss with him personally.

Is he available?

Script for Call to One Who Can Hire
“Mr/Ms _________________________ , hi.  My name is ______________________. 

                         (Hirers Name)                                                        (Your Name)

(Hook goes here)_______________________________________________________
I’d like to get together with you for about five or ten minutes to discuss further how I could be an asset to your company.  How about ______________________________.  
                                                                                        (Time that is good for you)

Are you available then?”
If he/she says no,

Ask:
“Then when would be good for you?”  (Write it down.)

“Thank you, I will see you then.”  Hang up.

Appointment Set:
With Mr. / Mrs.: __________________________________.

Time: _____________________________

Day: ______________________________

Address: _____________________________________________________

Phone #: ______________________________________
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If you have found this information to be helpful and would like to give me a donation, please visit my website at jonandtab.com.  Please distribute freely unaltered.  You may alter it all you like for your own use.





