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Why Don’t You Give Me a Call?

The CV is written, the applications have been submitted and now it’s the waiting game will they call, won’t they? Will it be today or next week? This article offers an insight into the role of the telephone in your job search.
The first most obvious point about the phone and your job search, but overlooked by a surprising amount of people, is that if you want people to be able to contact you the information needs to be on your CV! Obvious I know but its amazing the people who either don’t include a contact number on their CV or they do and the number is wrong or non operational. So now let’s assume that you have added your number to your CV the following points should help smooth your contact with recruiters and employers. 
If you only put on a home contact then bare in mind that if you are not at home during office hours any attempt to contact you most likely be unsuccessful. Therefore include the contact number that you are most likely to be able to be contacted on. If you are leaving home contact details and someone is at home during the day then it might be advantageous to brief that person on the opportunities that you have applied for and who might call. A simple trick is to create a simple form that asks for the individuals name, the company name, the contact details, when is convenient to return the call and any information that you might need to respond with. That way you are ensured of having all the correct contact information. Although this might sound OTT you need to treat your job search with professionalism at all times, and it also ensures that the person at home does not become flustered or miss vital information. The form does not need to be any more sophisticated that a pad of paper with headings, it just ensures a smooth flow of information. 
Answer phones could be the first impression of you that people get, if you are unable to take their call, so keep in mind if your phone doesn’t have an answer phone then again any attempt to contact you could be unsuccessful and you would never know. If you have a mobile check that you have an answer phone service available to you so that people are able to leave you a message. The same is also true if leaving home contact details. 
Talking of first impressions think about what the message on your answer phone says about you, although a funny message might seem like a good idea and entertaining to your family and friends is it really the first impression you want to give to any professional business person, let alone someone who you are asking to consider you for a job. This extends to singing messages, mimicking the beep sound to get people to leave a message as well as having children providing the message or including the dogs name on the machine. None of the above might seem overly important but when looking for a new role remember that what you are doing is a temporary measure and only in place while you are hoping for numerous calls. Once you have gained your new role, and people will not be contacting you on your private numbers then it is up to you what messages you have.

If you give out your work number as your contact number it is worth knowing what happens to a call you are unable to answer. Sometimes you have your own voicemail service where someone is able to leave you a message. However; some companies don’t use this facility and any calls that you can’t answer are diverted through to reception.
Now that we have looked at what happens if you don’t answer the call lets look at what to do if you are available to take the call. Recruiters will often withhold their number the first time they contact you, this is for a number of reasons. They will be unsure what phone they are calling so in case they are calling a company phone they may withhold the number that way there is no link to them and you, that way your company need not know why they were ringing. It could be a headhunt call in which case they might want to keep their identity hidden at first. Or it could be that the phone number is automatically withheld by the phone company. 
When we get a call from a withheld number the temptation is to be cautious as to who it might be, which is fine under normal circumstances. However; when you are applying for jobs it is better to answer the phone as if you know who it is that is calling that way you will not appear to be rude, short, or abrupt to the person on the other end.

An increasingly common issue is that of calling tones. For those of you not familiar with these they are short snippets of songs that are played to the caller in between the traditional ringing tone while they wait for you to answer the call. There is nothing essentially wrong with calling tones but there is a time and a place for them. It can feel to the caller as if they have been placed on hold, and depending on your choice of music could be an annoyance to the person, or could be inappropriate for them to hear.
Probably the best way to assess how you come across on the phone is to ask a friend to call you and withhold their number when you are not expecting it. Then ask your friend to be brutally honest as to how you come across on the phone. We all think we have a good telephone manner but it can often be surprising what other people think we sound like, compared to how we think we come across.
As with other methods of communication first impressions count so if that is at the forefront of your mind during your job search you won’t go far wrong.
