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Careers and Employment



www.deakin.edu.au/careers

4. Contacting possible host organisations

Any of your contact with a potential host organisation will contribute to their overall impression of you, so always ensure that you are prepared, polite and professional when contacting staff in any section or level within that organisation. 
Before the call

Before you call ensure you have prepared a clear explanation about the goal of your communication, in order to get your request or query across as succinctly as possible. Essentially you are hoping to arrange a face-to-face meeting, but be prepared to discuss your proposal in more detail and answer questions.

Cold/warm calling

You may be cold calling, which is contacting people you have not met, or warm calling, which is contacting someone to whom you have been referred, or someone you contacted previously, possibly when you sent your resume. 

· If you have been referred, make sure you mention who put you in contact with the organisation.

· Be clear about what you hope to achieve, your areas of interest and why they matter to you. 

· Outline your proposal, your goals and what you can contribute to their team.

· Explain why you are interested in their organisation when you contact them.

· Be aware that the person you contact may not initially be interested, so don’t take it personally and be prepared to sell your idea.

· Always politely thank them for their time, even if they couldn’t assist you with your enquiry.

Practice

Be prepared to describe in about 45 seconds your education, work and volunteer experience, and career interests. Be as specific about your experiences as possible: ‘I was the events coordinator for my university club’ is better than ‘I have strong organisational skills’. ‘I wrote a computer program that is currently being used by Big4 Company’ says more than ‘I have taken several programming courses’. ‘I worked about 15 hours per week while I studied full time’ is more descriptive than ‘I have good time management skills’. 

· Practice your proposal summary so that you feel comfortable and confident in your presentation, but avoid sounding as though you've memorised a script. Don't read from notes. 

· This summary will be most effective if you have researched the employer thoroughly so that you can relate your qualifications and interests to their focus. 

· Find someone to practice with. Ask them to act uninterested in your internship proposal so you get practice in selling it and how it will be productive for the organisation.

· Call to discuss your proposed internships with the companies you are least interested in first, so you can use those calls as practice for the companies you are very keen on.

· You want to try to secure a face-to-face interview, but be prepared to discuss your whole proposal then and there on the phone if necessary.

The Victorian Government website Youth Central www.youthcentral.vic.gov.au/jobs provides an interactive guide and tips on cold calling. 
During the call 

It is important to give a positive impression at all stages of contact - you want your prospective internship host to remember you for the right reasons! Careful research means you are able to plan questions based on what you do know, not what you don't know. (Example: I saw on your website that your company <designs its own systems software>. Can you tell me if you have a team dedicated to this area?) 

Organise

· Create a checklist of points and questions you want to cover in the call - you don’t want to get off the phone only to realise you didn’t cover a key point. Make notes against each point during the call.

· Organise your information so it is easy to access and right in front of you. Make sure this includes a copy of your resume, your questions for them, and your proposal in simple point form.

· Choose a quiet time and place where you won’t be distracted or interrupted during the call. Do not call from a mobile phone or internet line- it will not make a good impression if you are interrupted or can’t be heard!  

· Start the call with your brief explanation as an introduction. You may need to repeat this to a series of people before you reach the right staff, so be clear and remain polite and friendly to everyone.
· Be aware that you might be calling at what may be a bad/busy time for them, so if they say they don’t have time, be prepared to ask when will be a better time to call back.

Get a date!

· Once you have put your proposal to them and asked your questions, don’t forget to ask when you might expect to hear more from them, or if possible when you could come in to meet them. Get a specific date (and time), and write it down with the notes you have made from the conversation. 

After the call 

Follow up and maintain contact without being overbearing.

· Sit down and write a thank you letter immediately with a brief summary, include a copy of your resume and a copy of the course information and send it within 24 hours of your call. This will demonstrate your interest and they will remember you positively.

· Be sure you have a professional sounding answering machine message and know how to retrieve voicemail from your mobile phone.

· It is perfectly acceptable to follow up with a phone call if they have not contacted you by the date they gave you - make sure you get one! 

· When you follow up by phone, politely tell them that you are checking on the status of your resume and cover letter and you are still very interested in an internship. Your goal in this phone conversation is to convince them to schedule you for an interview. It’s unlikely you’ll obtain an internship over the phone. They will want to meet you in person to see if you are as good as you look on paper.

· Be persistent and polite, but do not make excessive enquiries! Calling more than once a week is going a bit overboard.

What resources do Careers and Employment offer?

Video – Can I have a few moments of your time?                                                                                 Guides - Networking and Make that call- don’t go in cold!  from www.deakin.edu.au/careers/resources  
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