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Job name, reference number and
brief description
Where I saw the vacancy
Company name and contact’s name
(including department)
Telephone number and extension number
Your address and telephone number
Any questions that you want to ask
Pen and Paper
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Module 9
Phoning about a job advert
You may need to call up an employer to ask for more information about a job
you have seen advertised.
Before you pick up the phone – be prepared!

Phoning with confidence is an important skill. This will be your first contact with
the company, and if you do well it could help you to get an interview.
You get the chance to ask for more information which will help you decide
whether you are interested in applying for the job.
Employers can use the first phone call as an informal interview to help them to
decide whether they want to see you in person. So remember, first impressions
count.
You will feel much more confident if you are well prepared.
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Telephone Checklist
Job name, reference number and brief description
Where I saw the vacancy
Company name and contact’s name (including
department)
Telephone number and extension number
Your address and telephone number
Any questions that you want to ask
Pen and paper
Your CV

When someone answers the phone
In many cases it’s a receptionist who answers calls and then transfers you to
the right person.
So, when phoning you should ask for:
•
•
•
•

a person by name; or
a person by job title (for example, the Personnel Officer); or
a department; or
an extension number.

Always check you are speaking to the right person
When the receptionist transfers your call, check you’ve got the right
person. (“Is that …………………?”)
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Say why you are calling
This part is really worth preparing. Decide what you’re going to say before
you telephone.
Explain briefly:
• the vacancy you are interested in (“I’m phoning about the vacancy
for a…………..…”)
• how you heard about it (“It was advertised on the ………………..…”).

Be prepared to answer, and ask some questions
• The other person may only want basic details such as your name
and address so they can send you out an information pack or an
application form. However, be ready to talk about yourself and ask
for more information required.
• For example, they might ask you to send in your CV. In this case, be
sure you get the name and address or email address of the person
to send it to.
• They might even offer you an interview! You’ll need to know:
• the date and time of the appointment
• the name of the person who will be interviewing you
• the correct address (the interview might be in a specific
department or floor)
• if you need to bring any particular documents with you (for
example, exam certificates)
• directions for getting there.

In some cases the phone call might turn into a mini-interview,
so have your details handy so you don’t get into a panic trying
to remember dates and results.
Be prepared to talk positively about your skills and personal
qualities. This is not the time for modesty!
You could use your CV and a list of your skills and strengths
that relate to the job.

JOB SEEKING SKILLS
© Gateway 2019

4

Questions you could ask:
• What does the job involve?
• When do you need someone to start work?
• What are the hours of work?
• Do staff work shifts?
• Is there any overtime?
• What are the chances of the contract being extended? (If the job is
based on a fixed-term contract, limited to a set period of time such as
6 months or 1 year)
• What are the prospects for promotion?

It’s unlikely you would need to ask all these questions or even get the chance to, but
it’s good to be prepared.
What you ask will depend on what information is already in the advert, and how the
phone conversation develops.

Listen carefully
• Give the other person time to speak.
• Listen carefully to what he or she says and take notes, such as the
time and place of the interview.
• Don’t be afraid to ask the person to repeat something if you don’t
catch what they have said, or to spell out names that are unusual.
• Don’t ask unnecessary questions that have already been answered
in the job advert.

Confirm
At the end of the call, repeat the details of any arrangements you’ve
made to the person you are speaking to, to make sure that you’ve
written them down correctly.
Finally, if you don’t already know it, ask the person you have been
speaking to for their name – and thank them for their time.
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TYPICAL PROBLEMS ON THE PHONE
Typical problem

Coping strategy

A bad line

“I’m sorry it’s a very bad line, could you please say that
again?”

Getting cut off

Don’t be put off. Phone back and explain you must have
been cut off.
Leave a message with the person’s secretary or
assistant.

The person you want to
speak to isn’t available

Mishearing something

“Could you tell ……………… I rang about the vacancy
for............? My name is ……………… I’ll ring again. When
will s/he be free?”
Always check what you think you heard. You can also
clear up anything you’ve misheard by repeating the key
points back to the person you are speaking to.
If the line is bad and you are trying to spell a name
use key words such as A for Apple; B for Boy and C for
Charlie.

Spelling a name

If you can’t catch their name, or the name is unusual,
ask them to spell it for you.

Activity 1: Phoning about a job advert (role play)
Have a read through the role play examples in Activity 1: Phoning about a job
advert (role play) then try your own role play activity with a partner.

Now you know how to phone up about a job, you can
move on to
Module 10 - Application forms and online application systems
Or click here to return to the main menu.
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