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Tips & ideas for calling your placement
Always know what you want to say during the call. You may want to write down what you're planning to say and even practice for a minute before you call, especially if you feel nervous. 

Write down any questions you need to ask so you can remember to ask them all during one call. 

Don't talk too fast: pace yourself, and intentionally slow down and take a deep breath if you think you may be racing through the conversation. 

Smile! Though it may seem silly to smile when no one can see you, the sound of your voice changes when you have a smile on your face. You sound more confident and happier when you're smiling. 

When you introduce yourself, always give your first and last names. It's more professional. 

If you think you may be calling at a bad time (loud conversation in the background, the person you're talking to seems distracted, several phones ringing at once, etc), ask if there's a better time to talk and call back then. 

If an employer is expecting your call at a certain time, be punctual. Write the time down and don't forget about the call. They're interrupting their busy day to have a conversation with you. If they forget -- which happens even to people who have excellent intentions -- don't take it personally. Simply schedule another call. 

Think about what information an employer may want to ask you during the call and have that information ready. Be prepared for the obvious: name, address, age/school year and interests. Also think about answers to questions like: Why are interested in working for us? What skills do you have to bring to this position? 
Be friendly and respectful to everyone you talk to during your call. 
Finally, don't make business calls when you're sleepy, distracted, angry, or otherwise impaired. You need to call when you can be alert, poised to ask and answer questions confidently. 

Don't worry, though, if you make a mistake -- if you can't answer a particular question right away, or sound a little nervous. While first impressions do count, most people understand that you're just moving into the world of work and may be inexperienced.

For more information about what works and doesn't work during a business call, read through the following examples.



CALL EXAMPLE #1: WHAT WORKS

Assistant: Hello? Sheef Printing Services.

Student: Hello. This is Mary Brown from ………………………...school. May I speak to Mr. Sheef please?

Assistant: Sure, I'll see if he is available. Can you hold for a minute?

Mary: Yes. Thank you.

Remember to say please and thank you.

Mr. S: Hello, this is Mr. Sheef.

Mary: Hello, this is Mary Brown from ……………………school. I am on work experience with you on ……………………….(date). I'm calling to arrange an interview with you. 

Mary introduced herself properly and got right to the point of the call.
Mr. S.: Hello Mary, Why would you like to come here for your placement?
Mary: I'm very interested in the printing business and would like to get some experience before I go to college.

Mr. S: Maybe you can come to the office sometime this week and we can talk about what I might have for you to do. Is that OK?

Mary: I would like that. When is a good time for you?
Mr. S: I can see you on Wednesday at 4.30 or Thursday at 3.00.
Mary: Wednesday at 4.30 will be fine thank you.

Mary lets Mr. Sheef set the appointment times and rearranges her schedule to accommodate him.

Mr. S.: I'm looking forward to meeting with you, Mary. See you on Wednesday at 4.30.

Mary: Thank you Mr. Sheef – Bye.



CALL EXAMPLE #2: WHAT DOESN'T WORK

Assistant: Hello? Sheef Printing Services.

Student: Hi. Is Ms. Sheef there?

Assistant: I'll see if she's available. Hold please.

Matthew is less polite, and doesn't identify himself, so the assistant responds with less enthusiasm.

Ms. S: Hello, this is Ms. Sheef.

Matthew: Hi, this is Mat. Um, I have to come for work experience with you.
Matthew only gave his first name -- a nick name. He shows no special interest in Sheef Printing Services or in the printing business. He does not sound confident because his speech is full of pauses.

Ms. S: Hello Mat, Why would you like to come here for your placement?

Matthew: It’s what the school gave me.

Ms. S.: Maybe you can come to the office sometime this week and we can talk about what I might have for you to do. Is that OK?

Matthew: Well, uh, I guess so.

Matthew answers the question with hesitation and uncertainty. He does not come across as capable or energetic.

Ms. S: Wednesday 4.30.

Ms. Sheef sets the appointment time but she has become more remote.
Matthew: I’m busy then, can I come earlier?
Ms. S: Sorry no. That’s all I have available.
Matthew: Alright. Bye.
Matthew has got off to a poor start, he has shown little interest in the placement and he has not confirmed that he will be attending the interview. Matthew will need to impress at interview or he will be rejected by the employer.
