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How and with Whom to Get 
an Interview 

Chapter

3

Nothing is more important in the interviewing process than
face-to-face interviews. All of the preparation, pristine resumes, ex-
cellent interviewing skills, a great track record, etc. don’t matter un-

less you can actually get in front of somebody who has “pain.” i.e., the need
to hire someone. This is where the rubber meets the road. 

The kind of in-depth questions and answers you are going to learn in this
book won’t mean anything unless you can get interviews. Inertia and lack of
activity are the two biggest mistakes that most people make when they go look
for a job. Fear causes inertia, and not knowing what to do causes lack of 
activity. An initial interview with just about anybody that really has a need 
to hire someone, if you are successful, will lead to second, third, and fourth
interviews. 

Getting a job is a numbers game. Numbers of interviews are crucial to
your getting good offers. In the coming market you may very well be able to
get multiple offers. If you do your job right, and sell yourself well in enough
quality interviews, getting great job offers will not be hard. 

You want to sit down and brainstorm all, and I mean all, of the people that
you can think of who might be looking for a good employee. Here are some
of the people you need to think about calling:

• Previous employers, peers, and subordinates. These are people
that you’ve worked for before moving on to other companies. You may
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Keep Records 
You really need to remember to make good records of the date you call peo-
ple, their numbers, and what they might have told you. If you don’t find a job,
you may be calling these people back in 30, 60, or 90 days. Many people will
not respond to you positively for a month for two. You want to remind them
that you need a job! 

Most of the time it will take two or three reminders for people to really re-
member that you need a job. You could talk to them today about your need,
and a week from now they become aware of a job opportunity and totally for-
get to associate it with you. After you’ve talked to them two or three times
and reminded them of your need for a job, those kind of connections will be
made. They will think, “Oh, yeah, __________ called me a couple of times and
mentioned he needed a job . . . I forgot!” So, keep good records, and don’t
hesitate to call people back.

A simple white sheet of paper with dates, names, phone numbers, and
the place to record the results of your calls will be sufficient to keep records.
Some people use a calendar so they know to call people back. Keep your
records simple, but keep them. 

What to Say 
Previous Employers, Peers, Subordinates, and Acquaintances. 

Name __________________ Phone # ____________________ Date __________

Date to call again ________________

Script: “Hello, ________, this is ___ (your name) ___, and I am presently look-
ing for a new job. We know each other from __________. I am 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?”
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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 __________________________________________________________

__________________________________________________________________

The Internet 
The Internet is tremendously popular for posting resumes. The last count I
read, there were close to 65,000 different “job boards.” The range of people
that these job boards cater to is immense. 

Posting your resume on a job board—any job board—can be risky. If you’re
presently employed, you certainly don’t want to do it. No matter what anybody
tells you, even though these sites are supposed to represent you confiden-
tially, you can’t afford to be “discovered” by your present employer. You’re
likely to be fired. 

How and with Whom to Get an Interview 31
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What to Say When Following Up with Connections on Job Opportunities
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really “cold.” Both of you are warm people just trying to do your jobs. The 
call itself has been called “cold” simply because the person receiving it is not 
expecting to get it. The purpose of this call is to get you in front of a prospec-
tive employer who needs to hire someone. You are trying to get an interview 
regardless of whether there is a position opening. You are selling an interview, 
not necessarily selling the idea of getting a job. You are selling a “date” . . . 
not marriage. Don’t confuse getting hired with an initial interview. All you’re 
trying to do is to sell an audience with that person. 

Close to 33% of the people whom we find jobs for are interviewed by hir-
ing authority when they don’t have an opening. As professional recruiters, our 
clients rely on us to inform them of top talent when the talent becomes avail-
able. Clients will interview them based upon our say-so, regardless of whether 
they have “open” headcount. 

I do not recommend calling the H.R. departments unless you are seeking 
a job in the H.R. department. Most of the first-line screeners in an organiza-
tion are taught to send anyone who is inquiring about a job to the H.R. depart-
ment. H.R. employees are usually midlevel record keepers in 97% of the 
companies in the United States. The H.R. department is not going to help 
you find a job in the company. Its responsibility is to screen out most every can-
didate, unless he or she is perfect .  . . and who is perfect? So, don’t get rele-
gated to the H.R. department. 

So, pick up the phone and simply ask the name of the manager of the de-
partment you would normally work for. If you’re in sales, call the sales man-
ager. If you’re in marketing, call the VP of marketing. Get the picture? Here 
is what you say. 

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 benefits)_______. 

“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, “I really don’t have any openings,” your response 
will be: 

“I 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 benefits)            . 

“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:

“I 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 maybe 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.”
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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 benefits)            . 

“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?”
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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 
________________________. I am _____________________________________ 
with _________________________________, and I 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?”

You will be amazed at the number of opportunities you will uncover this 
way. Controllers know other controllers, VPs of sales know other VPs of 
sales, and so on. It is not uncommon for one type of manager to know a 
number of other types of managers both within and outside of his or her 
own company. These managers are often asked by their counterparts in other 
organizations if they indeed know somebody to fill vacant positions. You 
might only get a productive response maybe one out of every forty times. The 
one interview you get as a result of asking that question is worth the forty 
or fifty times of asking. 
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Phone Scripts for Selling Yourself to a Hiring Authority 

getting a face-to-face interview. Face-to-face interviews are all that matter. 
They are the quintessential way that you will get a job. The script is meant to 
be forceful and to the point. 

There are a few very crucial aspects of this script. First of all, you do not 
ask the person answering the phone who might be doing the hiring. If you 
ask who does the hiring, nine out ten times you’ll be relegated to the H.R. 
department, and that, for the most part, is a dead-end. 

Once you get a hiring authority on the phone, you have to provide features, 
advantages, and benefits as to why you should be interviewed. This is very im-
portant! If you simply call and ask for an interview without giving specific fea-
tures, advantages, and benefits to the prospective employer, you won’t get to 
first base. This is, again, simple stuff and easy to do if you are aware of what 
you are doing. Here are some examples:

“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. 

“I 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 PM 

better for you?”

“Hello, Mr./Ms. ___________________. My name is ____________________, 
and I am a ( features) salesperson. I have eight solid years of experience with 
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?” 
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The purpose of this script is to briefly and succinctly tell a hiring author-
ity your personal features and advantages so that they can be perceived as 
benefits to the hiring authority’s company. The question is, and always will 
be, on the part of that a hiring authority, “Why should I hire you?” The whole 
interviewing process centers around this one question. The process begins 
with a feature, advantage, and benefit statement. 

Now, remembering that you are selling yourself and that you are briefly 
giving a prospective employer a reason of why he or she ought to interview you, 
write a features, advantage, and benefits statement about yourself:

“Hello, Mr./Ms. ___________________. My name is __________________. I 
am a ___________________________________. I (features) __________ 
___________________________________________________________________ 
__________________________________________________________________, 
which are (advantages) ____________________________________________ 
___________________________________________________________________ 
_____________ and, therefore (benefits) ______________________________ 
___________________________________________________________________ 
to you and your firm.”

Practice writing this and in just a few minutes you can write three or four 
features, advantages, and benefits statements on yourself to fit just about any 
occasion. Remember, the purpose of this statement is to intrigue a hiring au-
thority enough to want to interview you. Do not try to “sell” the whole idea of 
hiring you in one phone call. The purpose is to get the interview by a giving 
a hiring authority a brief statement about what you can do for him or her. 

The closing question of, “Could I see you tomorrow morning or would to-
morrow afternoon be better?” is a simple minor choice resulting in major de-
cision that most salespeople learn in their first training class. This concept is 
so simple it’s almost too good, and yet a phenomenal number of people will 
avoid using it because it appears to be obviously manipulative. It definitely is 
simple, but it definitely works! Please do yourself a favor and don’t try to 
change what works. At the end of your feature, advantage, and benefit state-
ment, ask the minor choice and major decision question. It works. Do not 
ask things like: “Would you be interested in talking with me?” “Could I come
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voicemail. The script for the voicemail message isn’t much different from the 
script used when a live person answers the phone. The ending, however, is 
slightly different. It goes like this: 

“Hello, Mr./Ms. ______________________. My name is ______________________. 
I am a _____________________________. I have (features) ____________ 
________________________________ that are (advantages) ______________ 
__________________________________________, which would be (benefits) 
_____________________________________________ to you and your firm.

“I would like a chance to meet with you. My phone number is ______________. 
Again, that is _________ (your name) _____________, and my phone number 
is ____________________________________.”

Be sure to repeat your phone number at the end at least once, and repeat 
it very s-l-o-w-l-y so the person can write it down and as you record it the 
second time. It is just too hard for people to go back and listen to your 
voicemail a second time to get your phone number. If you say your name 
and number slowly, and repeat even more slowly at the end of the mes-
sage, people are more likely to write down the information and return 
your call. 

If you don’t get response the first time that you leave a message on a voice-
mail, I wouldn’t hesitate to record a similar message two or three times for the 
same person. This sounds a bit excessive, but my experience has been that if 
there is even the slightest “pain” of needing someone now or in the near fu-
ture, this kind of message will get the attention of a hiring authority. After all, 
you have nothing to lose but your anonymity. 

After leaving four or five messages similar to this and not getting a response, 
I would stop calling, at least for now. If my experience had been with a similar 
kind of organization where my value might be greater than the average candi-
date looking for a job, I would certainly call back a number of times down the 
road. But, for now, I would stop calling after three or four messages. 

If you do get the courtesy of that callback from a hiring authority, you 
would deal with it in the same manner that I have written about above. Just 
don’t take it personally when people don’t return your voicemail. 
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Acing the Initial Interview

Chapter 

5 

I’m going to offer you a format and script that I have developed. It is a
tried-and-true technique that can be used to make your initial interviews
successful 95% of the time. This is a bold statement, but it is true. If done

correctly, you will be successful in at least the initial interview, if not beyond.
Remember, you’re trying to sell yourself through to the next interview. That’s
all you’re trying to do, so that you can be in the final group of people who are
considered for the job. 

There are two variations on this format. The second one is not quite as ef-
fective as the first one, but in some instances it might work. Always begin your
interviewing process with the first one. It’s going to get you to subsequent in-
terviews 95% of the time. But, you have to execute this technique exactly the
way I demonstrate. Practice with your coach.

Successful Technique No. 1 
You walk into the interviewer’s office or interviewing environment. You are
rested, refreshed, prepared. You sit down, lean a bit forward, and after you
share a few “break the ice” comments, you hand the hiring or interviewing
authority your resume (even if he or she already has it) and state:

Phase 1: “Mr. or Ms. _______________________, I’m here to share with you
why you should hire me.” 
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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: _______________________________________________
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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)

• (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. 

• When I was at ________________ company last year, I _________
____________ (accomplished or proved the first thing that you
wrote above)
_______________________________________________________.

• When I was at ________________ company, I ___________
(accomplished or proved the second thing you wrote above)
________________________________________________________
______.

• 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 
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