How to Make Cold Calls

Most job openings are never published or advertised. As a job seeker you are
challenged with trying to locate these “hidden” job openings. One of the most common
methods is “cold calling.” Cold calling involves contacting an employer without
knowing if the employer is hiring or not. The goal in making cold calls is to get an

interview. This Guide provides information on how to make these contacts.

Steps to making cold calls

Find a company you want to work for.

Start by targeting employers who may need your skills. Use a computer keyword search or contact your local Chamber of Commerce or local
American Job Center to create a list of employers. From this list of employers identify those who may be interested in you. See if each employer
has a web site by “Googling” the name of the company. Then check to see if they have posted job openings and note the contact information.

Your local American Job Center will be able to help you to identify employers in your area of interest, to research web site information and to
check if the employer has any job listings. Review the JobSearch Guide How 1o Use Your Local American Job Center.

Find the person who has the power to hire you.

This requires you to call the company. Do not ask for the Human Resources
Department. Unless you are seeking a job in the Human Resources Department, they
are not the final hiring authority. In a small company you can simply ask for the person
in charge. In a larger company ask for the person in charge of the department in which
you want to work.

If you can't get past the receptionist, call back in a couple of days and tell the
receptionist that you wish to mail some information to the person in charge of the
department where you would like to work. Ask for the name of the
individual, the correct spelling of the name and the correct address of
% the company. With this information send the person a letter stating that
;{); you will be calling them within the next week. Then when you speak
s to the receptionist the next time, you can tell the receptionist the person
is expecting your call.

Script your call.

Write exactly what you will say, but be sure to write it as you would naturally speak.
Keep it fairly short, about thirty seconds. Practice reading your script out loud. Here's
one possible format:

Introduce yourself.

State what you want.

Explain why they should hire you.

Ask for an interview.

You may have to ask for the interview several times. Be persistent. It usually pays off.
If, however, you aren't successful in getting an interview, try to get another good lead.

When You're Nervous

Many people are nervous about making cold calls. This is because we don't like immediate rejection. It is estimated that
it takes between ten and fifteen cold calls to get one interview. It sounds like a lot of failure, but it shouldn't take more than

a couple of hours to make those calls. If you are nervous, try some of the following:

Sample scripts for different

occasions

May I please speak to the
person in charge of the
engineering department?

I would like to send some
information to the person in
charge of the engineering department. Could you
please tell me their name and address? How is the
name spelled?

Hello, Ms. Jones, my name is Joe Smith. I am
interested in a position as a machinist.

Iworked as a machinist for the Wilson Company for
three years. Prior to that, I ran my own small
engine repair shop for five years. Iwent to Samuels
Technology Institute and graduated at the top of my
class. I am hard-working and reliable.

I would like to talk to you about the Widget
Company. When would be a good time to meet? or
Could I set a time to meet with you?

I understand that you won't be hiring in the
foreseeable future. Do you, however, know of
anyone who is? Do you have their phone number?
Can I tell them you suggested that I call?

+  Remember, you're not asking for a job, but offering the potential employer something they need - you!
»  Try to make your voice lower than it usually is, and speak more slowly too. We tend to speak faster and at a higher pitch when we're nervous.

« Keep to your script and practice it before you call.
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Calling someone you know

Most people are more comfortable calling someone they know. If you know the person with the power to hire you, you're very lucky and should
definitely use your connection with that person to get yourself an interview. Review the JobSearch Guide / sing Your Network to Locate Job

Openings.

You should still use your sc ript
Before you start your script, talk informally with the person about whatever common links you
have. Ifyou are only an acquaintance, explain how you know the person so they can place your

name.

If you are calling on a referral, this is the time to
mention the person who suggested you call them.

This will make the person you're calling more likely to listen to you. Having
¢ someone they know endorse you is a big selling point for most employers. In
addition, they will feel like they are doing that person a favor by talking to you and
will be more willing to spend time talking with you.

Once you have established a connection with the person, go back
to your script.
As you are more familiar with someone you know than with a stranger, you might need to alter

it beforehand to make sure the wording isn't too formal or stiff. Hello, Ms. Jones, this is Joe
Smith. Our children play soccer together.

Using cold calls, letters and emails

Sample scripts

Hello, Ms. Jones, my name is Joe Smith.
Mary Williams suggested that I call you.

I'would like to talk to you about a position as
a machinist with the Widget Company. Do
you have a few minutes?

Ms. Jones? My name is Joe Smith. Iwrote
Yyou a letter about setting up a meeting with
you to talk about a position as a machinist
with the Widget Company.

Keep track of your calls

Do not rely on your memory. Immediately
after you complete the cold call, complete the
JobSearch Guide Co/d Call Telephone Log.

Sending a "cold letter" prior to making your call can give you your introduction.
In your letter, state what positions you are interested in and why you would be a good hire for those positions - the same points you put in your

script. Include your résumé, if you like, and state that you will be calling them in a few days.

Sending cold emails.

If you are able to obtain the hiring person's email address, you may send them an email. Make the message short and to the
point. Be sure to include your email address, as many workers today use this medium for most of their correspondence. Be
aware that some companies do not accept emails from unknown addresses, so don't be offended if your email gets rejected by

the company's computer.

When you call, mention the letter and again highlight the information you wrote in your letter.

Remember, your goal is to get an interview!

You should send a letter after you call someone

In the “thank you note,” thank them for their time and confirm the date and time of your interview. If you didn't get an interview, you should send
a letter anyway, thanking them for taking the time to talk to you. Be sure to enclose a copy of your résumé. Review the JobSearch Guide oy

to Write a Thank You Note.

In your job search...

* Cold calling may be the only way for you to approach companies where you would like to work,

more effective than simply sending your résumé to the personnel department.

b it °

more successful calling a retail store.

Guide Using Your Network to Locate Job Openings.
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but where you don't have a contact. It is much

Research target employers before you call. Consider the type of job you're looking for and only call companies who would
be likely to hire people into those positions. A fast food restaurant wouldn't be a good choice for a sales job. You'll be

~ * Don't forget to network! Once you have identified companies you want to call, ask around to see if you have any
connections you can use to avoid making a completely cold call or use www.linkedin.com. Review the JobSearch

* Use your local American Job Center as a resource. It can provide lists of companies in the area, information on the companies and give you
suggestions on companies that employ workers with your skills and background. Review the JobSearch Guide 7oy 70 Use Your Local

American Job Center.

Internet resources

[ ; : http://jobstar. org/hidden/asher1.php -- Scripts for cold calling and how to handle problems that may come up.
- https://www-cms.livecareer. com/quintessential/cold-calling-- How to make cold calls.
www.theproductivitypro.com/FeaturedArticles/article00063.htm-- How to leave an effective voice mail.

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