PHONE INTERVIEW

PREPARATION CHECKLIST

· Have a two-minute summary of your background prepared and rehearsed.

· Visit the company’s website and review any supplemental information (job descriptions, etc.)

· Have your resume in front of you.

· Have a calendar available to make appointments.

· Have a note pad and a working pen.

· Rework your voice mail greeting or answering machine tape.  Avoid cutesy, humorous or offensive messages.

· Make sure everyone in your household stays off of the telephone so that you may receive the call

· If you’re making the call to the client, disable call waiting before you dial (usually by pressing *70)

· Avoid distractions – find a quiet location to take the call (no radio, TV, screaming kids, etc.).
DO...

· Sit up or stand up – your voice projects better.

· Smile when you talk.

· Know what the company does (product, service, market).

· Know what position they are calling about.

· Be positive.

· Arrange a face to face interview.  Ask for a time and date.
DON’T...

· Ramble on or give life history.

· Ask questions about money, benefits, holidays, etc. avoid “What’s in it for me?”

· Be negative about past employers, experiences, the economy or your current situation.

· Eat, swear, etc.

· Answer call waiting
GOOD QUESTIONS

· Tell me about at typical day.

· Tell me about your department.

· How many people in the department?  What kinds?

· How does my background compare to what you are looking for?

· What aspects of my background are you most interested in?

· I look forward to meeting with you personally to discuss this further.  I have my calendar right here.  When can we meet?
REMEMBER – NO SALE CLOSES WITHOUT ENTHUSIASM!!!

Finally – Call your recruiter immediately after the phone interview!  This will allow him/her to speak with the client directly after the conversation to reaffirm your level of interest!



