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[] Detailthe ValueYou" dAdUO OO0 O0O0OOOOONO
O 0O 0O OO Start by identifying the best person to speak with by
checking with your network contacts or the firm’ s front-desk staff,
and determine what you want to say. When communicating with the
hiring manager, express your enthusiasm for the opportunity and
highlight why you would be the right fit for the role. For example, if
you’ re applying for a finance opening, mention the processes you
Implemented in a previous position to help the company
significantly reduce costs and that you could assist the prospective
employer in a similar fashion. As you conclude the discussion, ask
about the next steps in the hiringprocessd O O OO 0O 0O OO
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0000000 The key when following up with hiring managers



Is to avoid simply asking if they received your resume. Instead take
the opportunity to demonstrate your initiative, show your
enthusiasm, and detail the value you can contribute to the firm [
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0000000 UseYourNetwork 0O O OO O Oneweekisa
good time frame for a follow-up. Follow up once. Unfortunately,
many companies and recruiters just don’ t have the bandwidth to
personally respond to every job inquiry at the disappointment of
many candidates. If you don’ t have a contact name, search
LinkedIn for the contact of the hiring manager or recruiting
manager. Usually someone’ s LinkedlIn account is tied to their
personal or work email address, and you can ask for an introduction
throughyournetworkd DO OO0 OO0OOO0OOOOONOMO
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Jo00o0dodododododod KeepltShort OO O
Find a contact in the company/division of interest through
professional networks. No matter what method of follow up you
choose (i.e. phone, email, professional network)[] express your
interest in the position, highlight your top qualities that match the
job and keep your message short and to the pointl] 0O 0 O O O O
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00000000 Describe how you would benefit the company
with attaining their goals and list something that is relevant to their
organization. Let them know you would be available to meet in
person or over the phone to further discuss your background [
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OJ0000000000000000 Ifyoudon’ thear back
within a week, ask yourself: Is this a company/job you are really
Interested in? If so, reach outagain] OO O OOOOOOOO O
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DO0000000000 Check Your Spam Folder O 0 O O [
[ O 0O Many organizations are receiving record high numbers of
applications these days, and often there isn’ t time (or staff) to
provide direct Qupdates to every applicant. Check to see if the
organization has an online application status tool. Many Web-based
systems will provide real-time Oupdates on application status, but
sometimes you have to dig to find them. Also, check your email
spam folder. Many systems will produce an automated note that
confirms receipt of an application, or gives information about
general timelines, but you won’ tsee it if it gets caught by your spam
blocker DD OO ODOO0O0O0OO0O0OOOODOOOOOOO
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Jodododododouooonond Ifthe automated
tools can’ t help, then give a call to the organization’ s staff
employment or personnel departmentl] OO0 OO0 00O OO
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