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INTRODUCTION 
 
If you are looking for a job then congratulations, you have just joined the sales department with you as both 
the salesperson and the product being sold. You are probably thinking ‘I’m no salesperson!’ but don’t worry, 
you already know you have the skills to do the job. All it takes is a positive attitude and an idea of how to go 
about making the approaches that will help sell your product; and the best way to sell a product is at a 
meeting. 
 
Your job search will generally start with these main approaches: 
 

- Direct to a company 
- Responding to job advertisements 
- Direct to an agency 
- Networking 

 
Getting a meeting as a result of your approach is not easy, never has been, never will. You will find that most of 
your job campaign will be spent trying to get them and your task will be create enough interest for someone to 
say ‘Yes, we’ll meet’.  
 
To generate that level of interest takes time and effort but it can be achieved with a good CV, well written and 
focused letters/emails and online applications, good organisation, a proactive attitude, a bit more persistence 
and, above all, a mind-set not bothered with rejection. You will come to realise quite early on that rejection is 
normal in a sales approach and therefore you shouldn’t try to avoid it by not making the approach at all! Put 
simply ‘If you’re not getting rejection you haven’t started yet’.  
 
And when you do start your campaign don’t just send out your applications then hope for responses; most will 
fail to materialise. That’s because it is a very reactive way to run a campaign and doesn’t give you any 
opportunity to be persuasive as the approach develops. The only way you can be persuasive is verbally and the 
only way you can talk to someone before a meeting is by telephone. That means you must learn to use the 
telephone as your prime tool supported by a letter or email in, what should now be, a more integrated 
approach.  
 
The following will show you practical tips, tricks and techniques that will help you make stronger approaches 
into the job market. These approaches use a ‘chip away’ process that combines the proactive use of the 
telephone with a good CV and back up information that sells you to your best. This bit-by-bit process will 
achieve small successes as each approach develops until you reach your eventual goal, a meeting that gets you 
a job. 
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Quick tips to help you 

 

Attitude 

 Have a do-it-now, proactive attitude.  

 Don’t give in. 

 Be nice-persistent 

 Expect initial rejection but think how you can do your best to overcome  

 You won’t win everything so be resilient 
 

Getting organised 

 Use a diary, action list and history system. 

 Set up your workspace and a routine that works. 

 Set your daily objectives and stick to them. 

 Establish your Unique Selling Points (USPs), achievements and proof statements. Use them in your CV. 

 Work in all four routes to the market at the same time; not just advertised jobs. 
o Direct to a company 
o Responding to job advertisements 
o Direct to an agency 
o Networking 

 
Sales documentation 

 Produce a CV that you are happy with, and consider how you can flex it to suit your target. A letter that gets 
opened uses a DL size envelope with a hand written address on it. 

 Don’t use a standard letter; create individual, personal versions that the target will want to read. 
 

Using the telephone 

 Ignore your concerns; just do it. Nothing bad will happen. YOU CAN ONLY ENHANCE A CHANCE.  

 Don’t let the preparation put you off - just make the call.  

 Be confident not assertive; builds rapport. 

 Set the objective and try to meet it. If not try to get information. 

 Build rapport from the start by using a short opening gambit that introduces your name, gives a reason for 
the call then shuts you up.  

 Used closed questions to get permission. 

 Don’t ask ‘Is it a convenient time to call?’, or use ‘Hi how are you?’ 

 Giving out information helps rapport but keep your responses short.  

 Listen carefully equals active listening; take notes.  

 Don’t ask anybody to call you back; take control find out the best time to call them back.  

 Don’t leave a message on a voicemail. 

 Sell the letter/email to help build rapport. 

 Control the conversation with verbal body language to get feedback. 
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 Always make follow-up calls; allows you to be persuasive and proactive.  

 When asked to call back, get a time and make sure your call happens on time. 

 Make an honest approach and don’t lie; as a result nothing bad will happen. 
 
Incoming calls 

 Use a simple, professional ‘Hello’, ‘Good Morning’ or ‘Good Afternoon’ to answer every call.  

 Use a message service at home and voicemail on your mobile. Ensure each has a simple message. 

 Have a work area where a telephone conversation can be made properly; have paperwork ready. 
 

Telephone interview 

 When a consultant calls to filter you for a role, don’t automatically say ‘YES’ when asked if it is convenient 
to have the telephone interview when it isn’t; pick a time convenient to you so you are prepared. 

 Ensure you agree a time, and make sure you can call them back if their call doesn’t come in. 

 Set up your area and be prepared with your CV and a ‘tell me about you’ response geared to the role. 

 Ask a question at the end of each response to get feedback so that you can correct or expand on any point. 
End with ‘Any concerns?’ then get commitment for a meeting. 

 

Advertised jobs 

 Always make calls before you send anything in writing. That way you can send your details to a named 
person, ensure you respond to particular requests, and make a follow-up call to persuade. 

 When you get rejected by letter/email, ignore it and make a follow-up call as if you never got it. 
 
Networking 

 Apply the ‘Always take a networking call, you never know when your turn might come’ mind-set when 
approaching a network contact. 

 Don’t be afraid to contact people you haven’t spoken to in ages. They will be pleased to hear from you and 
can potentially help your campaign. 

 Use Linked-in and other social sites to get contact details but don’t just send site messages or emails, make 
telephone calls first.  

 

Direct to company 

 Approach a person who is a Head of Department or above; they must have money, authority and need to 
buy you.  

 If there is a PA then she is the VIP; don’t try to work around them, get them on your side. 
 

Direct to agency 

 Approach a person who can progress your campaign; qualify if he/she is placing candidates in your type of 
role, industry, location, salary, level of job. 
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Generic preparation for every call 

 Prepare your opening gambits based on the templates at the end of this guide; you will find yourself saying 
the same words over and over again. Have confidence that they will sound good and will come over well 
when you speak to anybody from now on. 

 The objections you hit will also tend to be similar; there are only so many ‘fob-offs’ someone can throw at 

you in any one telephone call. Expect them and prepare your responses to handle them. 

 
 
 

Objection handling 

 
 
‘I’M NOT INTERESTED’ 
 
Explain why he/she was contacted and the name of the person who suggested the approach be made.  

 

Problem Solution: 
 
I appreciate that however the reason for the approach is that <contact first name> suggested that I contact 
you. He/she mentioned <you have a problem/ a job> that I might be able help with. My background is <your 
market>. I’ve got particular expertise in <expertise> especially <whatever>.  

 

Help & Advice: 
 
No problem. I realise you are busy. Actually I don’t want to take up too much of your time. The reason for the 
approach is that <contact first name> mentioned you might be able to help. I‘m trying to get a good idea of 
<whatever> and how best to go about it. He/she felt, as <job title>, you would be able to advise me. 

 If that’s OK … 

 Can we arrange a meeting to discuss the issues in more detail? 

 Is there some way we can arrange a meeting? 

 Can we take it further forward in a meeting? 

 Can we arrange a meeting to discuss the issues in more detail? 

 Would it be OK to have a short meeting to discuss it further? 

 Could I give you a short presentation to show you my ideas? 

 I'd just like to give you a short presentation, would that be OK? 

 If that's of interest would a meeting be possible? 
 

Would you be OK for a meeting? 
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‘I’M TOO BUSY’ 

I realise/appreciate you’re a busy person. <contact first name> suggested that I contact you and a short 
meeting is all that’s needed. I don’t mind waiting, is there a slot you could let me have when you’re next free?   

 
 
 
‘WHY MEET’ 
 
 Well, <contact first name> suggested that I contact you. He/she mentioned your organisation is doing 
<something>.  My background is <whatever> and he/she felt I might be able to help <achieve something>.  
Well, <contact first name> suggested that I meet with you. He/she mentioned you’re a company that does 
<something>. My background is <whatever> and I’m looking for some help & advice as to how best to <achieve 
something>.  
 

If that's of OK would a meeting be possible? 

‘TELL ME ABOUT YOURSELF FIRST’ 
  
My name is <first last name>. I’m a professional <whatever> with expertise in <whatever expertise> I’ve 
worked in <markets /industries> including <these ones> with companies including <companies>. Now looking 
to <do something else>.  
 
Is that OK? 

‘TELL ME MORE’ 

No problem but rather than take up your time now, would it be OK to arrange a meeting to discuss the issues in 
more detail? 

‘MY DIARY IS FULL’ 

 I realise you are a busy and I don’t want to take a lot of your time. It would be really good to meet you so 
anytime when you’re free would be OK. Is there a slot you could squeeze me in? 

‘NO’ 

No problem. I appreciate the time you’ve given me. Is there anybody else you think could help? 
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Some models which may help you 

Tell me about yourself 

Level  or background, I’m a ….., My background is …. 

Expertise above the skill set 
Sell in threes 
or sell one 

With expertise in…..; My particular expertise is in….; I specialise in…. 
---------------, --------------- and ----------------- 
With expertise in all aspects of ------------------ 

Languages I’m fluent in … ,I can speak a number of languages including … 

Qualifications I’ve got a …; I’m a qualified.., I’m qualified to …, I’ve a qualification in …. 

Experience With over <n> years’ experience, Been doing it for a number of years. 

Sector or geography or both In markets such as <industry>, <locations> 

Companies I’ve worked with companies including <companies>; most recently with<company>. 

Question Is that OK? Is there anything else you’d like to know? 

 

Initial call 

Introduce yourself 
Hullo, my name is; Hullo we’ve not spoken before my name is; 
Hello you don’t know me; my name is <first last name>. 

Give a reason  The reason for calling is <reason>. 

Pose a question Is that OK? Would that be alright with you? Would that be OK? 

 

Follow-up call 

Introduce yourself 
Hullo, my name is <first last name>; Hullo we’ve not spoken before my name is 
<first last name>; Hullo you don’t know me, my name is <first last name>. 

Refer to previous call or 
meeting or acquaintance 

We spoke <when>  last week, recently, yesterday; We met <when>  last year, 
last week, recently, yesterday; We worked together, we attended <something>, 
we knew each other <when>; We haven’t spoken/seen each other for a number 
of years. 

Give a reason for the call The reason for calling is <reason>. 

Pose a question 

Can we arrange a meeting to discuss the issues in more detail? Is there some 
way we can arrange a meeting? Can we take it further forward in a meeting? 
Can we arrange a meeting to discuss the issues in more detail? Would it be OK 
to have a short meeting to discuss it further? Could I give you a short 
presentation to show you my ideas? I'd just like to give you a short 
presentation, would that be OK? If that's of interest would a meeting be 
possible? Would you be OK for a meeting? Would you be able to help? Is that 
OK? Would that be alright with you? Would that be OK? 
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Objection handling 

Listen [Stay shut-up - wait until they have finished - don’t butt in] 

Respond 
I appreciate that, I realise that, I understand that, Thanks for that, 
However the reason for the approach is, Actually the reason for calling is <reason> 

Question 

Can we arrange a meeting to discuss the issues in more detail? Is there some way we 
can arrange a meeting? Can we take it further forward in a meeting? Can we arrange 
a meeting to discuss the issues in more detail? Would it be OK to have a short 
meeting to discuss it further? Could I give you a short presentation to show you my 
ideas? I'd just like to give you a short presentation, would that be OK? If that's of 
interest would a meeting be possible? Would you be OK for a meeting? Would you be 
able to help? Is that OK? Would that be alright with you? Would that be OK? 

 

When they say yes 

Listen Yes, we can meet 

Respond Thanks  

Question 
Have you a date in mind? (or) When’s the earliest you’re free? 
Any particular time? I can’t make that date/time, would you be free on, say, the 
<date> (or) any time after <time>? 

Pre-sell 
Thanks <first name> I look forward to seeing you on the <date> and I’ll pop an email 
to confirm. Is that OK? 
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