How to Ace Telephone Interviews

Telephone interviews are very popular today. Employers use telephone interviews as a
cost saving alternative to having every candidate interviewed at the employer ’s place of
business. Telephone interviews are different from face-to-face interviews. They are
usually very short and structured. The questions asked are intended to assist the
interviewer to determine if the candidate should be invited for a more thorough interview.

Telephone interviews
Both large and small employers are using the telephone interview as an effective screening tool. After generating an applicant pool
based on the applications and résumés received for the open position, the employer identifies qualified applicants. Often the recruiter
needs to further narrow the applicant field so the recruiter conducts a telephone interview with each selected applicant. Applicants
that successfully pass the telephone interview are then invited to the company office for a face-to-face interview.

Be prepared

It is important to prepare for a telephone interview every time you apply for a job.

When making a cold call

- Frequently when you make a cold call to a
prospective employer, the employer will begin
interviewing you during the call. Unlike the
employer who calls in response to a submitted
application or résumé, the cold call employer knows nothing about
you. In the brief time available, the employer will ask questions to
determine if the employer is interested enough to have you submit
an application or résumé.

When you make a cold call, be prepared to give the following

information:

« The type of job you seek.

« A very briefhistory of your experience and education as it relates
to the job you seek.

Since the employer may ask you to elaborate on your work
experience and education have a copy of your résumé and
completed job application (see the JobSearch Guide Sample
Blank Employment Application) in front of you.

Conclude the call by asking to whom and where you could send a
résumé. For more information on making cold calls, review the
JobSearch Guide How to Make Cold Calls.

After submitting a résumé or job application
Expect to receive a phone call from every | 3
employer to whom you submitted an application |
or résumé. Make sure that you have included |
Conclude every cover letter with the following, 7 ‘ ‘
can be reached during the day at (999) 123-4567

and in the evening after 6p.m. at (999) 987-6543. My cell
phone number is (999) 123-0987. My e-mail address is

contact information on every application that you
complete, on your résumé and in the cover letter.

myname@ internet.net. Icheck my e-mail several times each
day.

When the call comes

When recruiters call, they will introduce themselves and ask
if this is a convenient time to talk. Be honest in your reply.
If you are prepared to spend the next five minutes to as much
as one hour with a recruiter, indicate that you are prepared. If
you are not prepared to spend the time, give the recruiter a
convenient time to call you back. Confirm the telephone
number with the recruiter, especially if it is different from the
one that was used on your résumé.

Approaching the telephone interview

It is easy to underestimate the importance of the interview because it is being conducted over the telephone. You
must, however, approach the interview with the same frame of mind and professionalism as you do any face-to-
face interview. The telephone interview is the second step in the recruiting process for many recruiters. They are
checking to see if you can support what is in your résume or on your application. The recruiter is evaluating you

against the same criteria that has been discussed in the JobSearch Guides: What Do Employers Expect from Their Employees?

and What Are Interviewers Looking For?
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Telephone Interview Tips

Answer machines and voice mail

Nearly everyone today has either an answering machine or voice mail. Put yourself in the shoes of the recruiter calling you. Whe
will be the impression of the recruiter when the recruiter gets your answering machine or voice mail message? What may b
appropriate for your family and friends may leave the recruiter with the wrong impression. Remove all music from the message
Limit your message to giving your name and asking for the caller’s name, a brief message and the caller’s telephone number. It i
acceptable to add that you can be reached at a different telephone number, if that number is also monitored by you. Check th
messages on your telephones (business, home and cell) at least every two hours while conducting your job search.

When the phone is answered by a family member

Review the JobSearch Guide How 10 Involve Your F. amily in Your Job Search for guidance on using family members to answe:
the telephone in your absence.

Anticipate the call

Because you may have given a number of employers your résumé and completed applications, it is easy to lose track of your contacts.
It is embarrassing to have an employer call and you have no recollection of having applied for employment with that employer o1
any information on the job. This is why it is important that you complete a Help Wanted Response Form for each employer that
you contact. This form is found in the JobSearch Guide Help Wanted Response Form. Keep a copy of this completed form next
to the telephone.

Also, keep a copy of all completed Post Interview Forms (JobSearch Guide Post-Interview Worksheer) next to the phone in the
event that the employer calls you for more information or a Jjob offer.

Some do’s and don’ts
* Find a quiet place to take your phone calls. Check to make sure that * Although the interviewer cannot see you, they are

the telephone sounds clear (some phones sound tinny). usually trained to pick up nervous voices and can tell

¢ Alert everyone in the house of the importance of quiet and that you if you are disorganized or unprepared. Keep all of
are not to be disturbed during the call. Arrange to have someone your job search records in a specific location so you
care for children and pets so they are not a distraction. Turn off all can find them easily and keep them in front of you
televisions and radios. during the interview.

* Your voice should sound enthusiastic, upbeat and confident. * Do not start the conversation with, “Now what job is
Although you want to relax during the conversation, you do not this? I have applied to so many.” Instead, say,
want to sound casual. Standing up and smiling during the phone “Thank you for contacting me.”
interview can help you keep a professional tone in your voice. * Listen to what they are saying. Always ask what the

* Don’t chew gum, eat, drink or smoke while on the phone. Avoid next step in the hiring process is and what the time line
words such as: “err”, “huh”, “like” and “yeah”. will be for this job.

Immediately after the interview
Before the interview concludes make sure that you obtain the name and mailing address of the person who conducted the interview.
Send a thank you note to this person. Use the same format found in the JobSearch Guide How 1o Write o T hank You Note. Inthe
letter include any information or materials that the interviewer requested.

Complete a JobSearch Guide Post Interview Worksh eet.

Possible questions
Be prepared to answer the same questions that you may be asked in a face-to-face interview. Review the following JobSearch
Guides: Common Interview Questions, What Can I Expect During the Interview? and How to Prepare for the Interview.

Most interviewers will begin by asking you to elaborate on the information that you provided in your résumé and application. Have
both in front of you during the interview.

Internet Resources
; www. thebalance.com/how-to-ace-a-phone-interview-2058579‘ Telephone interviewing tips.
k www-cms.livecareer. com/quintessential/phone-interview-etiquette-- Telephone interviewing etiquette.

www.thebalance.com/phone-interwew-questions-and-answers-206121 7-- Sample telephone interview
questions.

For information on ordering JobSearch Guides for your organization, visit www.jobshoppublishing.com Rev2020- 163



