Mastering The Telephone Interview
                                          Developed by Ben D’Arrigo – Consultant from The Job Solution by Tony Beshara

Scenerio #1: If you get a call from a prospective employer from a resume you sent and you are not prepared or ready for the call, take down the person’s name and  number and say you will call back at a designated time.

Scenerio #2: If you had no previous contact with the organization and you are caught cold, you should take some time to do a quick bit of research on the company and prepare yourself for the interview.
Food for Thought: Don’t feel like you need to talk to somebody just because he or she called you. If you don’t know whom you were talking to and what the person is calling you about, you won’t get to the next step in the interviewing process.
                                      What to Do                                                                                         What You Should Consider
	1. Do remind yourself that this is not a real interview.
	A. It is strictly a “voice” conversation.
B. It does not take into account your image, body language, and visual communications.

	2. Do sell yourself hard. 
	A. There is a tendency for the employer to screen out than to screen in, you must sell yourself a little harder.
B.  Remember, for you, the objective of a phone interview is to get the face-to-face interview.

	3. Do know beforehand exactly what the criteria for hiring is.
	A. Rehearse addressing those needs.
B. If you’re being screened by a third party person, it makes the interview even harder. This person does not directly need someone – thus may be more ridged about what is wanted.

	4. Do keep your comments concise and to the point.
	A. The more you talk on the phone, the more likely you’ll be screened out.

B.  Say what you have to say, but focus on getting the personal interview. 

	5. Do be fully prepared for the phone screen.
	A. Have your resume in front of you along with any research you have done on the company.
B. Have a legal pad, pencil and a glass of water in front of you.
C. If this a long distance call, this will probably be one of many before you get a face-to-face interview from this company. 

D. If you get the second call, mention the name of the first interviewer you had spoken to.

E. Have several open ended questions ready to show that you did your homework on the company such as: is it a public company or about the success of a particular product.

	6. Do be ready for a psychological time frame of about twenty minutes.
	A. Most interviewers don not have a set of questions; thus, they tend to ramble around. Start closing early for a face-to-face interview.
B. Never appear condescending, even if the interviewer doesn’t know too much about the position or job offering.

C. If the interviewer is a hiring authority, be very specific and elaborate on your possible contributions in terms the hiring authority would be familiar with. 
D. Remember: establishing a great rapport on the phone is great but it’s the face-to-face interview that you must push for.

	7. Do try to be the person who initiates the call.
	A. Remember: the person making the call is usually the one in control.

B. Whenever possible, you should be the one who initiates the call.

	8. Do set an appointment time for the call whenever possible.
	A. Avoid a casual, “call me any time”
B. If you need to leave a message, let the person know you called and will call back in 5 minutes. Do not leave a number. Keep doing this until you reach the person.

	9. Do smile.
	A. Place a mirror in front of you – smile.
B. Be in a good mood, friendly, and in a selling mode. People cant “hear” smiles over the phone.


                                 What Not To Do                                                                                             What You Should Consider
	1. Don’t leave a “cute” message on your answering machine.
	A. “Cute”call back messages produce an immediate elimination.
B. Record your message slowly and distinctly, so the call is sure to whom he or she is leaving a message for.

	2. Don’t use a cell phone for a telephone interview.
	A. Cell phones are unreliable for a number of reasons. Just think of some that have happened to you. “Can you hear me now!”
B. If the interviewer has trouble connecting, he or she will move on to the next name on his/her list.

	3. Don’t carry on a telephone interview from a busy place or a noisy environment.
	A. If the interview is from your home, make sure you have established a quiet environment.
B. Don’t make the call from your car on a speaker phone – too musch noise and unwanted feedback.

C. If the interviewer is speaking to you from a speaker phone, state that you are having trouble hearing him/her. It might sound pushy, but as if  he/she could pick up the phone; it’s more personal.

	4. Don’t discuss money in any kind of depth.
	A. If asked, state what you have made before.
B. State money in a “depending on the opportunity” manner.

	5. Don’t ask “what can you do for me?” questions.
	A. This type of question can only produce elimination.
B. If asked, “Do you have any questions?” keep the questions open ended, such as “Why is the position open?”  or even better ask, “When can we get together face-to-face?”

	6. Don’t talk too much.
	A. Answer directly and conversationally, but don’t ramble. 
B. It’s a good idea to end every statement with a question. Even if the question is, “Did I make myself clear?”

	7. Don’t avoid obvious sensitive issues.
	A. If your resume contains too many jobs, being out of work for extended periods of time or even being fired, explain them directly and to the point.
B. Don’t use the proverbial cover up, “it doesn’t matter” excuse.

	8. Don’t say you know what you do not.
	A. There is nothing wrong with saying “I don’t know,” to any question you shouldn’t know the answer to.

B. Know the difference between what you are expected to know and what you just might know.


Telephone Interview Data Collection Form

                                                                                 Developed by Ben D’Arrigo – Consultant

On Hand Check List for Interview:                                                 Tracking Information for Phone Interviews:                                
Resume  ____           Bottle of water ____                                          1st  Call _____   2nd  Call ___   3rd Call ___     
                                                                                                             Comments: ____________________________________________________
Date of Phone Contact ________________________________

Did You Initiate Call?  Yes ___         No___

Long Distance Call ____     Local Call ___

Name of Company ________________________________________________

Contact Person/Interviewer _________________________________________

Position Sought After _________________________________________________________________________________

Two or Three “Burning Questions” - questions you have about the company that show you have done your homework. 

1.____________________________________________________________________________________________________________________

2. ___________________________________________________________________________________________________________________

3. ___________________________________________________________________________________________________________________ 

Set A Face-To-Face Interview: Yes ___                No ___

Expect Call Back: Yes __     No __                                 Call Back Date and Time ________________________
“Second Chance Questions”- Questions you’d respond differently to during another interview.
1. _______________________________________________________________________________________________________________

2. _______________________________________________________________________________________________________________

