Career Management:  Phone Script
Why do you need a phone script?  A phone script makes you more efficient.  You will not have to waste time, energy or money driving to and from different companies asking for an application or asking if they are hiring or accepting applications.  
When calling a company remember to be professional, friendly and confident when introducing yourself and some facts about you.  This will be an opportunity for you to demonstrate professionalism and your ability to communicate effectively. A phone script can be read to someone in the personnel department of a company over the phone instead of asking if they are accepting application or hiring at this time.   The phone script allows you to give some information about yourself before they answer the question as to if they are hiring or accepting applications.  If you only ask the question “are they hiring?” then it is a closed ended question and they only answer yes or no and then hang up.  The phone script gives some additional information about you.  This information should be honest answers about yourself that will hopefully lead to you being able to put in a job application or even set up an interview. 
When using the phone, you can contact more companies finding out about more job opportunities each day without costing you any money for gas or car etc.

You do not have to purchase new clothes to look professional when conducting a phone summary since no one will see your appearance over the phone.  


The phone script can be used as a follow-up for your cover letter and resume too. You must personalize your phone script for the best results. 

Name:

Hello, my name is …

General Job Objective: keep this as a broad area to include several types of positions.

I’m interested in a part time after school position…

I’m interested in a part time summer position…

I’m interested in a part time position that could lead to a full time summer job…

Not… I’m interested in a cashier position… (they may have a cashier but would not consider you from this statement)
Not…I’m interested in a grocery bagger’s position…

Education and/or Volunteer Experience:

Describe your educational experience to date.  

Include grades, extracurricular activities, attendance records, honors and awards.

Soft Skills:  Describe your skills and abilities that are above average.  Remember to include some of your transferable soft skills in this section.  
Attention Getter: List and explain a few of your personality traits that would make you a good worker.

End with:  
When may I come in for an interview?
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