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Cold Calling Potential Employers

Cold Calling involves approaching employers about potential job

vacancies before these have been advertised. You may have never had

any contact with these employers. This is a very proactive activity that

can be highly successful.

Why is cold calling so important?

The hidden market as it is sometimes called, refers to jobs that are not advertised. These jobs are

filled through word of mouth or direct recruitment. Some estimates put the hidden job market as

high as 80%. Even if this estimate overstates the actual figures, the message is still clear, the majority

of jobs are not advertised.

The key advantage of taking the cold
calling approach is that you can make
it more likely for an employer to
choose you. You are not competing
with many others, if any, through a
formal interview process.

Cold Calling will take a lot of effort and
courage. The challenge will be making
sure the employer knows that you are
genuine. There are now so many
government obligations on job seekers
to make approaches to employers,
that many are jaded by the volume of
contacts, so you need to really stand
out and come across an very
motivated and genuine.

Cold calling can be challenging, so prepare in advance; do some research on the business, prepare a
script and rehearse it so it comes naturally.

Prepare for your Cold Calling experience

Undertake some preparations and do some research on the business before making phone or face to
face contact. First, check that you are suitable for some of the jobs the business has to offer. You
waste both your time and the employer’s time if you are not suitable for the sort of work they have
available.

Second, gather information on the business, what it does, its Values and its operations. Check out
their website, Social Media sites, and promotional materials to get a sense of the business. This
information will be used when you make contact to demonstrate that you understand the business.
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Next, make sure your resume and referees are current, you
have your pitch developed and your responses to potential
questions an employer may ask you have been considered. You
need to be ready in case the employer puts you on the spot.

The next step is to prepare some scripts or statements that you
can practice beforehand so that you can converse with the
employer with more confidence and professionalism. You will
need a clear statement about who you are, sometimes called
your elevator pitch. This is a statement that summarises what
you have to offer succinctly but powerfully. You will also need
to write a series of short statements including one for greeting
the employer and introducing yourself and why you are
contacting him or her. Finally you will need to prepare some
answers to potential questions in case the employer decides to
check a few things about you on the spot. You can see some
sample elevator pitches, scripts and questions on the next few
pages.

Before making contact, you need to have everything prepared, 
including your grooming. You should have your clothes ready 
for an interview in case you are asked to come in straight 
away.  If you are contacting face-to-face you should already be 
dressed appropriately. Your resume and copies of other 
materials you wish to leave with the employer need to be with 
you when you make contact or printed ready to go with you if 
you contact by phone and an employer states they want to see 
you straight away.

Finally, when making contact you need to check that you are
contacting the employer at a convenient time. Think about
potentially busy times for the business and avoid these, for
example cafes at lunch time or offices first thing in the
morning. If you get this wrong it could cost you an opportunity.
Think about bad times to make contact, such as just after lunch
when people can have an energy slump. A good time might be
early morning. Always check with potential employers when
you make contact if it is a good time to talk to them.

If the employer states that it is not a good time, ask when
would be a better time. Thank the business owner for their
time, leave your resume and mention that you will check back
with them when they have more time. Always follow up on
your commitment to come back.

Cold calling is the first stage in the sales process and the thing
that you are selling is you. Make sure that you are positive,
polite, confident, considerate of their time and willing to
engage in conversation.

Other Resources

Check  out these Resources from 

Youth Central including  a video 

on Success Tips  and Sample 

Scripts  for cold calling.

This article from one2one 

resumes has some useful dos and 

don’ts for Cold Calling

Complete a Personality Profile to 

help identify the words to use  to 

pitch yourself.

This infographic from Hubspot

covers how to influence people 

when Cold Calling by Phone.  You 

are marketing yourself.
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https://www.youtube.com/watch?v=uiSYKFN1P5E
http://www.youthcentral.vic.gov.au/sites/yc.dhsvc/files/YouthCentral_ColdCallingScripts.pdf
http://one2oneresumes.com.au/how-to-cold-call-employers/
https://www.16personalities.com/
https://blog.hubspot.com/sales/everything-you-need-to-know-about-selling-over-the-phone-in-a-single-infographic


Creating your pitch

The key to getting this right is to nail the few key things that are
important to your preferred occupation, and thinking about
your unique talents or what is referred to as your unique
selling proposition.

Your elevator pitch is your unique selling proposition, this is
what sets you apart from others. It needs to be short, less than
30 seconds and express the skill that you know the employer
desires, one that will benefit the business.

Everyone’s life experience is different, so delve into your story 

and find the things about you that other young people are less 

likely to have experienced.

The process for writing your elevator pitch is to identify what

you do well (a skill or skills) and your greatest strengths in this

area. Finally you need a goal or a call to action at the end of

your pitch such as asking for a job. You could also ask for a trial

or work experience depending on your job readiness.

If you need to get some words for your pitch together or

statements about yourself, complete a personality profile to

help you with this process, (see link under Other Resources on

previous page).

In the sample to the right the key skill is communication and in

particular being able to get people talking and feeling

comfortable. This is important because the first step in sales is

getting customer engagement. The pitch statement then notes

that the person is thoughtful and considerate, key skills for

customer service. Next the statement mentions finding

solutions for challenges which relates to the way in which sales

are achieved. People buy solutions to problems. Finally the

statement gives the reason why the person is interested in the

particular business and ends by asking about vacancies.

This statement is all about the value that you can offer an

employer based on the job requirements and business needs.

To prepare your statement, think about the value you can offer 

an employer. This will be based on your self assessment and 

research on the business.   Write the statement around your 

skills based on what the employer wants. Take your time, state 

your pitch out loud to see how it sounds.
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Your Elevator Pitch 

is a short statement that sets you 

apart from others and helps an 

employer realise the value you 

have to offer.

A Pitch for Retail Work

I am currently undertaking a  

Certificate III in Retail and will  

finish this course shortly.

I have a knack for being able to 

engage people in conversations 

and to make them feel at ease. 

My friends and family often tell me 

that I am a very thoughtful and 

considerate person. 

I enjoy helping people and am 

skilled at identifying solutions to 

their challenges. 

Because I’m energised by meeting 

new people, I’m looking for a 

position that uses my 

communication and people skills.  

This is why I am interested in 

securing work with you.

Do you have any vacancies at 

present?



Preparing Your Scripts

You need to prepare some other statements, called scripts so that you do not stumble over your words
when making the initial contact and introductions. For example when speaking to the receptionist if you
call into a business or the office member who answers your phone call.

The good thing about making a phone call is that you can have notes in front of you to help keep you on
track. Do not just read your script out, be flexible and go where the conversation naturally flows. The
script is to make sure that you cover the essentials. If you are meeting face to face, then you will need
to learn these scripts well. Either way practice is important so that you sound natural and confident.
Practice with a friend or family member and get their feedback.
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Sample scripts

Contact with reception when the Contact name is known

Good afternoon, I’d like to speak to _______________________________,  please. My name is 
________________________ and I’m hoping to find out about employment opportunities at 
____________________. 

Contact with the manager or Recruitment Officer

Good morning (use their name if you know it). My name is _________. I'm calling to ask about any 
opportunities for work at your company.  I've just finished my study in ________, and I have a lot 
of experience in _______ and ________. Are there any suitable openings at your company at 
present?  Can I send you my CV in case any jobs come up in future?

These are scripts from Youth Central.  You can find a link to a number of these in the Other 
resources section earlier in this guide.
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Be prepared to answer some questions when you make contact

An employer may decide to take the time to ask some questions during your initial cold calling 

contact, so you need to be prepared.  Creates some responses to these questions, and practice 

these before you make contact.  

1. Tell me a little bit about yourself?  

2. Can you tell me what you know about our business?

3. Why are you interested in working for this business?

4. What makes you think that you are a good fit for this business?

5. What are your strengths and weaknesses?

Have some questions of your own prepared

1. Would you consider giving me some work experience and/or a trial?

2. Do you think there is anything I can do to improve my employment opportunities with you?

3. Would you be willing to keep my resume on file for future vacancies?

4. Can I follow up with you when your busy season starts?

Tips to be successful during the contact

• If contacting by phone, make sure you have a quiet spot to make the call
• Be polite, and respectful and make sure you acknowledge the employer for taking the time to 

speak to you and for his or her time
• Have your statement of claims, pitch and potential answers clear 
• Use their name, make good eye contact and nod as appropriate
• Smile, this can be seen and it can be heard over the phone
• Slow your talking down and remember to breath so that you sound confident
• Dress appropriately, even if you are making contact by phone (you may get called in)
• Have all your documents ready including any copies of documents you wish to leave behind or 

follow-up with by email
• Get into the right mindset, believe you can, be positive, stand tall or sit straight.  Try standing like 

Wonder Woman or Superman just before you make contact as this will boost your confidence
• Listen actively and take notes on what the potential employer tells you, make sure you record 

their name, title, contact details and anything else that either of you agreed to do
• Check the next steps if needed, do not end without there being a next step
• Follow through on any agreed actions, put a reminder in your phone or calendar 



CONNECT, Northern Rivers Inc is a not-for-

profit entity that operates in the Northern 

Rivers of NSW, Australia.

CONNECT is focused on supporting young 

people still in school, and those who have 

recently left school, to reach their full potential  

in the fields of work, education and training.

CONNECT offers a range of youth services, 

including the Work It Out programme which 

operates in the Northern Rivers of NSW.  The 

Work It Out Programme is designed to support 

young people aged 15-19 who are not in 

employment, education or training to either 

re-engage with school or transition to training 

or work.

More information on the Work It Out 

Programme can be found at the Work It Out 

website, along with other guides in this series.

www.workitout.org.au

Check out our website at the link 

below for more Guides in the 

Work It Out series.

http://www.workitout.org.au/

