
With the increase in call centres and

other telephone-based businesses

more and more companies are

choosing to use telephone

interviews to check the telephone

manner and skills of potential staff.

* Take it seriously. A telephone

interview is the very best way to

check on a candidate's abilities,

especially where telephone

manner and customer contact are

key parts of the job (such as call

and contact centres). Role play

might be used to assess your

strengths and weaknesses.

* If you use your mobile, make sure

it is fully charged and you have

plenty of credit.

* Make the call from somewhere

quiet and private, where you

won’t be disturbed.

* Have the job advert and your CV in

front of you. You might need to

refer to these during the interview. 

* Smile! Although they can’t see

you, smiling will help you relax

and sound more friendly and

positive. Standing up during the

call can also help build confidence.

Keep track of

your job search

efforts – don’t

miss important

deadlines.

Job search tracker

Vacancy title

Vacancy reference 

number

Company name

Contact name

Address

Telephone 

Email

Where vacancy 

was seen

Vacancy details 

requested

Vacancy details 

received

Closing date for 

applications

Application 

method

Application 

submitted

Interview date

Expected date of 

interview result

Outcome

Comments

Apprentice Chef

THF/123/APP

Clarion Hotel
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js@email.com
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