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Cold Calling for Recruits
From a recruiter perspective the term Cold Calling generally means making telephone calls to people who are not expecting to hear from you about a job.  The person is typically a “passive” job seeker who is not looking for a new job.  Making these types of cold calls can be one of the most difficult jobs for a recruiter, and yet one of the most satisfying when you stumble on the perfect candidate.

Being prepared is the key to successful cold calling.  You’ll find tips below that might make it easier for you to be successful at making these calls. 
Prepare for making the calls.
Think of the call as a friendly conversation, not an adversarial one.  You’ve got a great job to market, and remember it could be a great opportunity for the right person.  
· Really know the job you’re marketing and be ready to market your agency.  Ask what’s unique or special about the agency or the opportunity that would attract a potential candidate. 
· Be clear on the actual duties and responsibilities and any skills or education required.  

· Talk with the hiring authority; find out exactly what kind of candidate is perfect for the position.  Get the details.  
· If it’s been difficult to find candidates, find out what’s been missing from those presented so far.  Ask the manager what he or she is expecting to see on a candidate resume.  Get specifics.  

· Market and sell the opportunity to the potential candidate.

Develop a script.  
This can be as simple as jotting down a few key points to help you remember what to say, or as complex as writing a small story to refer to once you get the candidate on the phone.  Use it as something to glance at to keep you on track.   

· Practice, practice, practice your script.  
· Divide your candidates/prospects into A and B lists; practice on the B list (acceptable candidates) first; the more calls you make the better you’ll get.  You’ll be ready to really market to the most important group:  the A (preferred) list.
· Check the web for information about the current companies/agencies where the individual is working.  Start your call by discussing the prospect’s business, not yours.

Make the call

· If the call is to a candidate found on a job board or online, you have the perfect opening.  You have an excuse to call them because they were advertising their skills on their resume.  

· For referred candidates, mention that it was a referral.  The candidate will be flattered that someone else felt they were qualified for the position.  
· If you sourced the person and they’re not interested in the position ask them if they know of anyone who would be a great candidate.  Ask something like “it sounds like this isn’t right for you, who do you know that might be qualified.”  “Where do you think I might be able to find a good candidate?”  From this point, the call is no longer cold.  
· Smile when you are making the call; the smile can be felt on the other end of the line.  You only have about 20 seconds to get the person’s attention.

· If you reach a “gatekeeper,” make them your ally.  They can be valuable sources of information; they can direct you to the right person and help you to understand how their company functions.

· Stay focused and on script.  Give a brief description of the position and agency.  

· You can close with something like “What do you think?”  Confirm their e-mail address with them and ask to send over the job announcement for their review.  Invite them to apply.  
· Give them an opportunity to ask more questions about the job and if you are unable to answer them all, send them the information after the call.  

· End the call by thanking them for their time, asking for their resume with a promise to keep in touch as well.

· Encouraging them to visit Careers.wa.gov and build a profile.

After the call

· Immediately send or e-mail information that was requested by the candidate.  

· Track all your calls.  Know who you have talked with and what you have sent to them.  

· Stick with it; follow-up on prospects and keep calling.

· Archive your information and keep electronic files of resumes and your notes for future recruitment opportunities.
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