Local Leaders, Tomorrow’s Heroes

	Project 12

	Telephone Interview Skill List


An important skill necessary in most jobs is knowing how to make effective phone calls. In many jobs and on many occasions, people have to call individuals they do not know to obtain information, to inform people  of something, or for other reasons. In this project, you will have to call key role players you do not know. Use these tips to help make this job a little easier for you.

· Determine who you plan to call.

· Have the person’s name, telephone number, and job title written down before you call and keep that information in front of you when you make the call.

· When you reach the person or their assistant, identify yourself. Tell the person your name and the name of your school. If the person you hope to interview is not there, leave a message with your contact information: name, number, and the best time to call. 

· If you reach the person, start by giving your reasons for calling and ask if this is a good time to talk. Often, a businessperson will agree to assist you but may be busy when you call the first time.

· If you are calling to schedule a time to meet in person, offer the person several dates and times. When you settle on a date, be sure to write it down.

· If you are calling to interview the person, tell the person you want to ask a few questions.

· Make sure you have a list of the questions you plan to ask in front of you. 

· Take good notes as the interview continues.

· Don’t be afraid to ask for more information or clarification.

· At the end of the interview, be sure to thank the person.
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