USEFUL TIPS

How to call the hiring manager after you’ve applied for a job 

Improve your chances of securing an interview by calling the hiring manager after you apply for the job. Here’s how:

 

Before the call: 
1) Determine who the hiring manager is. Learn how. 
2) Send him/her an email with your resume so he/she has something to refer to. Email the hiring manager
 

· State within the email that you will follow up on a certain date. 

· Follow up by phone on the date that you stated. 

· Expect and prepare for the three main ways that your call will be answered: 1) You’ll reach the hiring manager directly, 2) You’ll reach the hiring manager’s voicemail, or 3) You’ll reach the person’s assistant (who often acts as the gatekeeper to keep calls from reaching the hiring manager).


Use this basic script if you reach the hiring manager directly:
 

"Hello, My name is FIRST NAME / LAST NAME. I sent an email to you earlier this week about COMPANY NAME’s JOB TITLE opening. Do you have a moment to talk? (PAUSE FOR THEIR RESPONSE)

I applied online for the position, but I also wanted to reach out to you personally because I'm so interested in the position and feel I am uniquely suited for the role. I am highly adept at the [MOST IMPORTANT JOB REQUIREMENT] and have extensive [SECOND MOST IMPORTANT REQUIREMENT] experience in the [NAME OF INDUSTRY]. 
I would love to speak with you in person about the opportunity. When might be a good time to talk? I am available this week. Next week is also good for me. Thank you.
 


Use a modified version of the script if you reach the person’s voicemail. 

 

Hello, My name is FIRST NAME / LAST NAME. I sent an email to you earlier this week about COMPANY NAME’s JOB TITLE opening.
I applied online for the position, but I also wanted to reach out to you personally because I'm so interested in the position and feel I am uniquely suited for the role. 
 I would love to speak with you about the opportunity. You can reach me, FIRST NAME / LAST NAME, at PHONE NUMBER WITH AREA CODE. That's [S-L-O-W-l-Y] PHONE NUMBER WITH AREA CODE. I will try to reach you later today if I haven’t heard from you first. Thank you.
 


Or, if you want to be mysterious about why you are calling, just say:
  

Hello, My name is FIRST NAME / LAST NAME. I sent an email to you earlier this week.
Please call me at your earliest convenience. You can reach me, FIRST NAME / LAST NAME, at PHONE NUMBER WITH AREA CODE. That's [S-L-O-W-l-Y] PHONE NUMBER WITH AREA CODE. I will call you later today if I haven't heard from you first. Thank you.
  


Use this script if you reach the person’s assistant (gatekeeper):
 

Hello, My name is FIRST NAME / LAST NAME. Is HIRING MANAGER’S NAME available?
(OPTIONAL) I’m following up on an email that I sent him/her earlier this week.”
 

If pressed for details, say: 

I would like to speak to HIM/HER about the POSITION opening.
  

If the assistant won’t pass you through to the hiring manager, ask if you can leave a message on the person’s voicemail.


 

Fast Tips 
 

· Keep your message short, friendly and energetic.

· Avoid saying um. Practice what you will say. 

· Mention the names of people who you know at the hiring company or who are mutual connections to the hiring manager to build rapport.

· Don’t call companies that say “do not call” in the job description. 

· If you sense annoyance or stress in the person’s voice, end the call and send an email instead.

 

Calling the hiring manager is often an effective means to secure an interview because it conveys to potential employers that you are proactive and resourceful. Taking such action also appeals to recipients’ ego because it shows them that you sought them out specifically. So start contacting hiring managers after you apply online ... doing so can help you ... Get a Job!
 

How do you influence hiring managers when you apply for jobs? Call them … email them or other ways? Share your tips or questions on Getajobtips.com or on the LinkedIn discussion board that might have brought you to the blog. – Kathy

How to email a hiring manager after applying for a job 

Recently I wrote about how to find and contact hiring managers at your target companies. Now let’s talk a bit more about the best ways to reach them and what to say when you do.
If the hiring manager is a second degree connection to you on LinkedIn (a friend of one of your first degree LinkedIn connections), you may want to click the button, “Get introduced through a connection” on his/her LinkedIn profile page and follow the prompts. This will allow your connection to forward a brief message to the person. 
Alternatively, you can ask your friend to forward an email with your resume to the hiring manager and put in a good word for you. This is a better option if would like to include attachments in the email. (Another option would be to send the hiring manager a LinkedIn InMessage, but this requires paying a monthly LinkedIn upgrade cost and the process does not allow attachments.
A better option may be to email the hiring manager directly. But what if the person is a third degree connection and LinkedIn will only show you his/her first name and first initial, such as Joe C.? Usually finding the person’s last name is pretty simple. Here’s how:
	




	Type what you DO know about the person into the Google search box.


If you can only see the first letter of the person’s last name, type the first name, title and company name into the Google search bar and look for the person’s full name in the search results. 
Email the hiring manager
Once you know the person’s full name, seek out his or her email address on Google. Here’s how:
	



	Type the person’s name, the company name and the word “email” into the search box.


Type the person's name, company name and the word “email” into the Google search box to see if his/her contact information comes up in the search findings. Can’t find it? Then guess the address based on a coworker’s address. For example, if you know Bob Brown’s company’s email address is bbrown@blank.com, type the hiring manager’s first initial and last name with @blank.com into the search bar to see if the person’s email address shows up in the search results. 
	



	For hard-to-find email addresses, type what you THINK the email may be in the search box. 
Test variations until a viable email address for the person appears in the results.


Once you have the person’s email address, write something like:
Name, I just applied for your JOB TITLE position, but I am so interested in the opportunity, I wanted to reach out to you directly because my background makes me particularly well suited for the position.
You seek someone with [A, B, C and D JOB REQUIREMENTS]. As you can see in my attached resume, I’ve had handled all of these duties and more with measurable success for PAST COMPANY NAME(s) and would relish doing the same for COMPANY NAME.
I would love to speak with you about the opportunity. When might be a good time to meet? I am available this week. Next week is also good for me.
I can be reached at PHONE NUMBER or EMAIL ADDRESS. Thank you for your consideration. I look forward to speaking with you soon. -- YOUR NAME.
Be sure to attach your resume and other documents such as samples (or include a link to your online portfolio) and a list of your LinkedIn recommendations.
Next time, I will share how to reach out to the hiring manager by phone. 
How do you influence the hiring manager when you apply for a job? Share your comments on Getajobtips.com or on the LinkedIn discussion board that might have brought you to the blog. -- Kathy
Related articles
Following up by email
How to Follow-Up by Email after Applying for a Job 

Last week, I shared how to follow-up by phone after applying for a job. Now, let’s focus on how to follow-up by email after you’ve tried calling about an opening. 
You’ve mustered your courage and called the hiring manager about an open position. Unfortunately the person was busy or seemed annoyed that you called. 

What do you do now? 
The best approach is to send a friendly email reminding the person that you called, stating why you are reaching out to them, reiterating that you are uniquely qualified for the job, asking for an interview and stating when you are available.
Suggested Email Message
“I’m sorry to have caught you at a bad time when I called today. I am following up on an email I sent you earlier this week about COMPANY NAME’S JOB TITLE. I applied online for the position, but also wanted to reach out to you personally because I'm so interested in the position and feel I am uniquely qualified for the role. 
I am highly adept at the [MOST IMPORTANT JOB REQUIREMENT] and have extensive [SECOND MOST IMPORTANT REQUIREMENT] experience in the [NAME OF RELEVANT INDUSTRY]. 
I would love to speak with you about the opportunity. When might be a good time to talk? I am available this week. Next week is also good for me. My contact information is below.   
Thank you, FIRST NAME 
Include an Email Signature! 
Don’t make the hiring manager’s job contacting you difficult. Use this suggested email signature below on this and other email messages to hiring companies. Learn how.
FIRST NAME LAST NAME 
PHONE NUMBER 
EMAIL ADDRESS
LINKEDIN PROFILE ADDRESS (Learn how) 
Related articles
Beating online applications (by sending emails to hiring managers)

Adding an e-mail signature
What does your email signature say about you? 

A friend of mine applied for a job recently by sending an email to the hiring manager. She ended her message with the following closing … drum roll, please …

Thank you for your consideration, Laura
Laura who?! 
Note that her closing contained no last name, no phone number, no email address and no other useful contact information. Fortunately she had attached her resume so the hiring manager could find out more information about her, but Laura’s omission of an email signature speaks volumes about Laura. 

It says she ...
· didn’t know how to add an email signature, or ... 

· hadn't bothered to include one, which says she is not professional … or careful … or technically proficient enough in her email program … or, it says she ...  

· wasn't proactive enough to help the hiring manager contact her easily. Instead, her lack of an email signature forced the hiring manager to reopen her resume each time he or she needed to access Laura's contact information.


Add an email signature today!
Adding an email signature to all of your emails is easy and takes less than a minute to do. Every email service is slightly different, but in Yahoo!, to add an email signature, simply look for the "Options" drop down menu, select "Mail Options" and then "Signature". In the signature template box, include:

· Your first and last name

· Your preferred contact phone number

· A second contact phone number (optional)

· Your email address

· Your LinkedIn public profile (if you have one). Learn how to find your LinkedIn public profile address and add it to your email address here.

· Your blog and/or web site (if you have one)

	



	Email signature example


If you have an email signature, review it occasionally to make sure that it is complete, up to date and as informative as it can be. After all, having a strong email signature can help you Get a Job!
 
Adding LinkedIn profile to e-mails
How to add your LinkedIn profile address to your email signature 

Make it easy for employers and networking connections to learn more about you by adding your LinkedIn profile link into your email signature.

It’s easy! Here's how: 
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1) In your email program, open the email signature editor window (it can usually be found within Options, then Email or Mail Options). Type the words LinkedIn profile in the signature editor box under your name, phone number and email address.

2) Log on to LinkedIn and then click "Edit Profile."

3) Click the link address (URL) from the bottom of your profile box where it says "Public Profile." Simply highlight and copy the URL.
﻿﻿﻿﻿﻿﻿﻿﻿﻿


	



	Copy your Public Profile address.


﻿

4) Highlight the words LinkedIn profile in your email signature. Click the hyperlink button (which looks like intertwined rings). When the hyperlink box pops up, paste your profile link (URL) into the box (Control v). Click save. You may have to temporarily allow pop-ups (by right-clicking the yellow box at the top of your web browser) to complete the process. 

5) Save your email signature changes. Your LinkedIn profile link should now appear in your email signature whenever you send a message.

You can also customize your LinkedIn Public Profile address by clicking the Edit link next to your Public Profile address (when you are on the Edit Profile page). Try shortening your address or making it more distinctive. For example, I changed mine to reflect my communications background: http://www.linkedin.com/in/kathybernardcommunicator. Feel free to invite me to connect there. I will accept.
Add your LinkedIn profile link to your email signature … it's easy to do and may help you ... Get a Job!
What comments or questions do you have about LinkedIn or your public profile address? Share your thoughts via the Contact Us tab or on the LinkedIn discussion board that may have brought you to this blog. -- Kathy

Following up by phone
How to Follow Up by Phone about a Job Opening 

Q: Should I follow up with a hiring company by phone after applying for a job? 
A. Yes! Improve your chances a hiring company will respond to your job application by taking these extra steps:
· Access the hiring manager’s name and contact information. Learn how. 
· Send him/her an email with your resume.
· State that you will follow up on a certain date.
· Follow up by phone on the date that you stated. 
· Expect and prepare to reach the person’s voicemail, the person’s assistant or the hiring manager directly.

Use this script for your phone call:
"Hello, My name is FIRST NAME / LAST NAME. I sent an email to NAME / YOU earlier this week about COMPANY NAME’s JOB TITLE opening. Do you have a moment?
I applied online for the position, but I also wanted to reach out to NAME / YOU personally because I'm so interested in the position and feel I am uniquely suited for the role. I am highly adept at the [MOST IMPORTANT JOB REQUIREMENT] and have extensive [SECOND MOST IMPORTANT REQUIREMENT] experience in the [NAME OF INDUSTRY]. 
I would love to speak with you about the opportunity. When might be a good time to talk? I am available this week. Next week is also good for me. Thank you.
You can reach me, FIRST NAME / LAST NAME, at PHONE NUMBER WITH AREA CODE. That's [S-L-O-W-l-Y] PHONE NUMBER WITH AREA CODE. Thank you.
Fast Tips 
· Keep your message short, friendly and energetic.
· Avoid saying um. Practice what you will say.
· Don’t call companies that say do not call in the job description.
· If you sense annoyance or stress in the person’s voice, end the call and send an email instead. I will talk about how to do that next week.

What tips or questions do you have about calling hiring companies? Share your thoughts on Getajobtips.com or on the LinkedIn discussion board that might have brought you here. 
Follow up after you apply! It can help you ... Get a Job! -- Kathy
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