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Cold Calling 
 
Cold Calling is making direct contact with employers who you do not know or have met before. Cold calling can help 
you to conduct company research, set up information interviews, do networking and learn about job leads. 

  
It can help to expand your list of contacts and increase the number of people who know you. Cold calling is one of the 
most effective ways of uncovering the Hidden Job Market (those jobs that are not advertised).  
 
It is a way to sell yourself, let potential employers know of your qualifications and credentials and allows you to 
contact several prospective employers within a short period of time. By calling employers first, you place yourself 
ahead of the competition for a position that may be available now or in the future before the company advertises for 
it.  
 

Cold calling may even result in having a position created for you! 
 

How to Prepare For and Make a Cold Call  
 Prepare a list of companies to contact  

 Have an outline of key points you want to discuss with an employer before calling 

 Have a copy of your resume and any information about the company that you are contacting in front of you  

 Keep track of the employers you contact  

 Take notes during or after the conversation  

 Have a calendar to make appointments 
 

Tips for Success 

 Always place the call in a quiet and private place  

 Practice your call with a friend first to help lessen your nervousness  

 Call first to get the names of people and departments to make it easier for you to ask for that person by name 

 Show enthusiasm and interest in what you say and how you say it  

 Sitting up straight while you make your calls will help you speak in a strong, clear and professional voice  

 Always be ready to give your name  

 Be direct, clear and focused, since the employer might be busy  

 Keep the calls brief - less than 3 minutes is best  

 Tell the potential employer about your qualifications first, this way you are giving them something that they can 
value  

 Tell the employer that you are seeking employment and how you can help their organization  

 If you get turned down, do not take it as a personal rejection  

 Success is not just landing an interview for jobs that are available right now, but establishing contacts for future 
employment and networking  

 Mid-week is usually a good time for making cold calls, avoid Mondays and Fridays, and one hour before closing or 
after opening  

 Ensure that you have a process of receiving calls and messages such as an answering machine with a professional 
message  


