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Chapter

How and with Whom to Get
an Interview



What to Say When Following Up with Connections on Job Opportunities

Previous Employers, Peers, Subordinates, and Acquaintances.
Name Phone # Date

Date to call again

Script: “Hello, ,thisis ___ (your name) ___, and I am presently look-
ing for a new job. We know each other from . Tam calling to ask
if you might know of any job opportunities. For the past ___ (period of
time), I have been working at __ (name of company) . Can you think
of anyone who might need what I can offer?”

If they respond with no, then say, “I really appreciate your time. I'd like to
send you my resume, and if you can think of anyone who might be
interested, please pass it along to them. By the way, I'm not sure how long
my search will take; I’d like to call you back in a month or so to check back
in. Would that be all right?”

Results

Family
Name Phone # Date

Date to call again

Script: “Hello, . This is your _____ (cousin, brother-in-law,
etc.), and I am presently looking for a new job. I called to ask if
you might know of any job opportunities. For the past ___ (period of
time), I've been working at __ (name of company) ___ . Can
you think of anyone who might need what I can offer?”

If they respond with no, then say, “I really appreciate your time. I'd like to
send you my resume, and if you can think of anyone who might be
interested, please pass it along to them. By the way, I'm not sure
how long my search will take; I'd like to call you back in a month or so to
check back in. Would that be all right?”

Results
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Warm Call Script

“Hello, who is your (controller, vice president of sales, IT director, CEO,
etc.)? Please let me speak with

“Hello, my name is and I am a (kind of profes-
sional you are) with __ (some kind of feature)__, and I have a great
track record of ___(advantages and benetits)

“I would like to meet with you to discuss my potential with your firm. Would
tomorrow morning at 9:00 aM be good for you, or would tomorrow afternoon
at 3:00 PM be better?”

If you get a response like, “T really don’t have any openings,” your response

will be:

“T understand, and the kind of people whom I want to work for probably do
not presently have an opening.

“I would just like to take 15 to 20 minutes of your time because I'm a top-
notch performer. I'm the kind of person whom you would want to know to ei-
ther replace an underperforming employee or to know of my
availability when the next opening does occur. Now, would tomorrow
morning be good for you or is tomorrow afternoon better?”

You will either get the appointment or a more consistent response of, “I re-
ally don’t have any openings. There’s no reason for us to meet.”

Your response: “I understand that you don’t have any immediate openings,
but I've a great track record of (features, advantages, and benetfits)

“Mr./Ms. , I'm the kind of professional who is better than 90
percent of the employees that you might have now. It is in your and your
company’s best interest that you would at least talk to me and be aware of
my availability. If not for now, then maybe in the future. My experience
has taught me that, often, great talent comes along when you don’t need
it. It is always a good idea to be aware of the talent on a face-to-face basis. I
will only take a few moments of your time, and it may wind up being
beneficial for all of us. Would tomorrow morning or tomorrow afternoon be
better?”

If the response is, “Well, you can e-mail me a resume,” your response should be:

“T can, but my resume is only one-dimensional, and it is of value for both of
us to associate a face and a personality with a resume. I'd like to bring it by,



hand deliver it to you, and spend ma'ybe 15 minutes letting you know what
my accomplishments are and how they can benefit you and your company. Is

tomorrow morning good, or would tomorrow afternoon be better?”

If the response is an emphatic, “Just e-mail me the resume!” (which is just a
nice way of saying “NO”), then your response should be:

“I will, right now. I will call you back tomorrow to be sure you have received
it, and then we can set up a visit.”

If you get a very emphatic no and it is clear that you're not going to get any
kind of face-to-face interview, you then need to pause for two or three seconds
and say, “Do you know of any other opportunities that might exist in your firm
with any other manager?”

If you get a person’s name, ask, “May I use your name as a reference?”

If you get the name of another manager, also ask for his or her phone num-
ber. If the answer is no, pause for two or three seconds and say,

“Do you know of any other organization that you might have heard of
through the grapevine that might need someone with my experience?”

If you get the name of an organization or a person’s name, ask, “May I use
your name as a reference?”

If you get a reference to a particular person or organization and the person who
referred you said you could use his or her name, here is the script:

“Hello, Mr./Ms. . I was referred to you by
. Tam

with , and T have a great track record

of

“I would like to meet with you to discuss my potential with your firm. Would

tomorrow morning at 9 AM be good for you, or would tomorrow afternoon
at 3 pM be better?”



Phone Scripts for Selling Yourself to a Hiring Authority

“Hello, Mr./Ms. . My name is
,and I am a (features) engineer. I am registered,

and I have sixteen years of very stable engineering experience. I have worked
my way up in two organizations, starting at the ground floor and progressing to
engineering manager positions. The advantage that I bring is stability and
performance. The benefit to you and your organization is that you would
have a long-term employee with a great track record.

“T would like to meet with you to discuss my potential with your firm.
Would tomorrow morning at 10:00 AM or tomorrow afternoon at 2:00 ™
better for you?”

“Hello, Mr./Ms. . My name is
and I am a ( features) salesperson. I have eight solid years of experience Wlth

two of your competitors and have never sold less than 110 percent of quota.
I continually (advantage) perform in the top 1 percent of the sales
organizations that I've been with. I would like to (benefit) continue this kind
of a performance with an organization like yours.

“I would like to meet with you to discuss my potential with your firm.
Would Tuesday morning at 9:00 aM or Wednesday afternoon at 3:00 pm work
better for you?”

Features, Advantages, and Benefits Statement Template

“Hello, Mr./Ms. . My name is 1
am a . I (features)

which are (advantages)

and, therefore (benefits)

to you and your firm.”



Script for Leaving a Voicemail with a Hiring Manager

“Hello, Mr./Ms. . My name is
I am a . I have (features)
that are (advantages)

, which would be (benefits)
to you and your firm.

“T would like a chance to meet with you. My phone number is

Again, that is (your name) , and my phone number
is v




Chapter

5 Acing the Initial Interview



Follow-Up Form

First Interview

Date Interviewing Company

Interviewing/Hiring authority

Was this an interviewing or hiring authority?

How long was the interview?

Summary:

What are the most important aspects of my background to the in-

terviewing/hiring authority?

What were the major concerns about my candidacy?

How could I have “sold” myself better?

What do I need to do to get to the next step?

Follow-up activity:

Overall impressions and thoughts:

Next steps:




Sample Follow-Up Letter

Dear Mr./Ms.

Thank you for taking the time to speak with me today regarding
the position with . Your needs and my qualifications
are compatible.

You stated that you wanted someone who was:

* (desired experience or attribute stated by the employer or inter-
viewing authority)

* (another desired experience or attribute stated by the employer
or interviewing authority)

e (another desired experience or attribute stated by the employer

or interviewing authority)

I have given a lot of thought to what we spoke about. I would like
to reinforce the confidence you can have in me to deliver what you
need.

e When I was at company last year, I

(accomplished or proved the first thing that you
wrote above)

e When I was at company, I
(accomplished or proved the second thing you wrote above)

e And, when I was at company, I

(accomplished or proved the third thing you wrote above)

I'm an excellent fit for you in your company. I would like to work
for you and your firm. This is a win/win situation for both of us.

Sincerely,

Your name




