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  (CLF721)   Topic: JOB SEARCH TECHNIQUES:         time      taught in year

                    THE TELEPHONE & THE WALK-IN   1 hour            2

______________________________________________________________________________

         Topic objectives:  Upon completion of this lesson the student will be

         able to:

         Learning

         outcome #

          (B-2)  -  List the important factors to consider when using the

                    telephone for a job search and practice it in a

                    role-playing situation

          (C-4)  -  Develop an understanding of the walk-in technique and

                    the effects it can have on first impressions

         Special Materials and Equipment: Telephone books

         Evaluation:  Quiz by instructor

TOPIC PRESENTATION: JOB SEARCH TECHNIQUES: THE TELEPHONE & THE WALK-IN

I. Introduction

     The telephone and just walking in can be very effective methods of

     looking for a job. Both methods cut through levels of formality, which

     may help make landing the first job a little less scary.

II. The Telephone Search

     A. The telephone book can help you locate the local industries and

        businesses that offer jobs in your selected area of interest.

        1. Look through the Yellow Pages that are available to you. Get

           familiar with their organization.

        2. Turn to the index in the back. Locate the businesses of interest

           to you.

        3. Turn to the main part of the Yellow Pages and find the

           advertisements for the businesses connected with your area of

           interest.
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     B. The Telephone

        1. Contact the business(es) you have selected, using proper telephone

           etiquette, and ask for information such as:

           a. "What are your requirements for employment?"

           b. "How may I go about applying for (getting) a job with you?"

              ___________________________________________________________

              ACTIVITY:

              Rehearse the telephone job search calls. Have students

              role play the job seeker and the businessperson (prepare

              a list of questions the businessperson might ask to help

              in the role play). Through this activity, students can

              generate 2 lists: one for proper telephone technique

              (e.g., don't eat while talking, speak slowly and clearly,

              always state your name at the beginning of the conversation)

              and the other for questions to ask prospective employers.

              This can be done as a class activity or as a small group

              activity. You may want to tape record the conversation and

              play it back for the student.

              ___________________________________________________________

III. The Walk-In Technique

     A. Many employers appreciate the directness needed by an individual

        to come in and ask them face-to-face for job information. To carry

        this feat off successfully requires pre-planning. Do not confuse

        "walk-in" with "spur-of-the-moment"; direct meetings demand

        skill to present yourself effectively.

              ___________________________________________________________

              ACTIVITY:

              Have the students, in groups, brainstorm such questions

              as "What should I look like?", "What should I take with

              me?", and any others they feel may be relevant to walk-in

              job searching. With information shared, role-play the

              cold walk-in. Let one student walk in to a business to

              ask for job information. Agree prior to the activity

              what kind of business this is to be, helping the student

              playing the businessperson to have answers to the

              questions s/he will be asked.

              ___________________________________________________________
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