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SELF MARKETING STRATEGIES FOR SUCCESS 

So far, you have 

• Created a STRONG brand and defined your unique self

• Developed strategies for a positive mindset and be more confident
moving forward

• Identified your skills, knowledge and behaviour which should help you

define the type of job and organisation that you would be more suited to.

In this session, you will find strategies to TAKE ACTION into your next career, 

which will broaden your job search and make it more effective.  

You will need to consider how to get your CV and your BRAND out there and 
put it to good use in the marketplace.  

We will look at several different methods to help you get in front of the right 
employer for your perfect career. 

You will need to: 

• Understand Your Market/Ideal Company

• Identify your Key Stakeholders

• Know how and where to Network

• Develop strategies to approach key decision makers with confidence
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UNDERSTANDING YOUR MARKET 
Firstly, I’d like you to focus on what you really want from a Company as this will 

help you narrow down your targeted networks. Let’s consider the following as a 
starting point. 

Research is key 

When looking for a role and researching Companies, you may or may not be clear 
on what you REALLY want to do so research at this stage is critical. There may 

be other more specific technical skills, competencies, and experiences that you 

need to develop in order to get the career you want. The best ways to discover 
these particular skills are to ask and to observe. This also allows you to start 

networking and really understanding if your values, passions and motivators 
match with the Companies/roles you are looking at. Use existing contacts, 

friends of friends, online social media, LinkedIn etc to find people to talk to. 

People love talking about themselves and their Companies. Don’t worry…. this 

stage is purely about research and not about selling yourself. As part of your 

career plan, you need to study : 

• The organization/sector in more detail

• What’s happening to their competitors, clients, and suppliers.

Keeping abreast of developments like these will help you better understand the 

sources of career opportunity and the skills needed for those jobs. 

Change is all around us. You can use these changes to put yourself in a better 

position for a new job. Start asking questions of people around you, and think 

about industry changes and challenges. Ask about changes in staffing, product 
and service offers, and financial priorities.  

Also, look for material written about the organization, as this can provide insight 
into what others believe is going on. Once you’ve identified possible 

opportunities, it’s a good time to start talking to people in positions similar to the 

ones you’re interested in, so that you can learn more about each role. 
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Find out what they like and dislike about their jobs and ask them for their 
opinions on how well your background and experience prepare you for these 

jobs. These people are also a great source of information about what skills you 

should be building right now, and they have the potential to support and, 
perhaps, mentor you as you progress in your career. So, look for ways to build 

relationships with them, and enlist their assistance where appropriate.   

Your knowledge will enable you to start focusing in on specifics that perhaps you 

hadn’t really thought about before. 

Sources for networking 

Work Networks 

Who knows the most about my field? 

Who do I know who can put me in touch with that person?  

Who has information I can use to build my skills at home or at work? 

Who can provide me guidance in solving problems, or help me figure out        
what my next action should be?  

If I don’t know that person, do I know someone who does? Additional names: 

_______________________________ 

Support Groups 

These are people you can use as sounding boards. For instance, why not ‘try out’ 

that new idea before presenting it to top management or a new organisation? No 

need to give away all the details. Present it as a concept to a few people in your 

network and check the response. This will give the confidence to move forward.  

Who are the people around me ‘in the same boat’?  

Have I done any favours for my friends?  Who are they?  

Which of my friends do I enjoy exchanging ideas and experiences with? 

Which of my friends and colleagues recognise and appreciate my skills and 

my accomplishments? 
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Additional Names: __________________________________ 

Family, Friends, Acquaintances  

Friends, family, doctor, solicitor, dentist, accountant, neighbours, former 

employers and colleagues, club members, sports team members? 

Who do I know, (don’t forget distant relatives), who works in the same or 

related field as I do? 

Who, of all people I know, is the best networker? (Get these people to help 

you network – they’ll love it!) 

Future Possibilities 

1. Who are the people I’d most like to meet? (Someone I heard speak at a

conference, someone a friend or colleague speak highly of, etc.?)

2. How can I get in touch with those people?

3. Are there any clubs, organisations or associations I can join that will put

me in contact with the kinds of people I want to meet?

4. Do I know anyone, or is there anyone I want to know, who can make me

think, who will challenge me to grow?

5. How can I find these people? (Networking is very much like solving a

puzzle – finding one clue leads you onto the next and the next. One

contact refers you to another, who refers you to another until you find
that one contact who will provide you with the solution you need).

6. How can I do my own ‘public relations’? Is there a newsletter I can tell
about my promotion,  successful presentations etc.?

7. A local newspaper?

8. Trade magazine or journal?

9. Additional names: ______________________________
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From the above exercise, who are your Stakeholders/influencers? 

List them below: 

Stakeholder/ 

Influencer 

Internal or 
External 

Company 

How can 
they help? 

What will you do to 
manage the 

relationship? 

Now that you’ve drawn up your stakeholder management plan, you can clearly 

see the people who can help you in your quest for career progression. But there’s 
always room for more and deeper support than you have right now. Both the 

number of people in your corner and the quality of that support are factors in 
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your eventual success. For building quantity, networking is invaluable, while 
for building quality, finding a mentor is priceless. Let’s now look at how you can 

do both. 

When you get out and network you never know what might come of it, and 
you can network just about anywhere. The key is remaining open to people, 

being excited about learning from one another and helping others along the 
way. Networking works best when there’s mutual benefit. So, look for people 

who can add value for you, and who you can help in turn someday. 

Areas to look 

Looking INSIDE your current work environment 

You will have assessed your skill sets in the previous module but there may be 

other more specific technical skills, competencies, and experiences that you 
need to develop in order to get the opportunities you want. The best ways to 

discover these particular skills are to ask and to observe. 

As part of your plan, you need to study other job roles, your current department, 
your organization, and the industry you’re in. What is happening in your 

organization, and what’s happening to your competitors, your clients, and your 
suppliers? Keeping abreast of developments like these will help you better 

understand the sources of promotion opportunity.  

Looking OUTSIDE of your current work environment 

If you are looking outside of the organization, it’s helpful to go back to the people 

working in the positions that you aspire to be in and ask what skills they believe 
are most relevant to their success. This will build on the information that you 

acquired from them in the first section of this module. You may want to look on 

LinkedIn for networks, talk to people you know, research others doing similar 
positions. Look at your stakeholder list above and start to take action 

Start by asking the following questions to stakeholders who are currently 
working in a position similar to the one you want: 
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Questions to ask 

What are the most important qualifications for the job? 

What key problems does the position solve for the company? 

How does the position add value to the organization? 

What elements of the position are most rewarding? 

What elements of the position are most frustrating? 

What influence does workplace politics have on the position? 

What skills do you recommend a job candidate have? 

Then ask the person working in the next position up from that the same 

questions. You might as well start preparing now for the next leap! 

Using the information you’ve gained from these and other sources, list the top 

competencies, experiences, and skills required for the position(s) that you want. 

Use the tables below to record the things that you’ve learned from the various 

people that you have spoken to: 
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Try and speak to at least 5 people to gather your research 

Name: 

Position: 

Notes and findings: 

Name: 

Position: 

Notes and findings: 

Name: 

Position: 

Notes and findings: 
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Name: 

Position: 

Notes and findings: 

Name: 

Position: 

Notes and findings: 

Name: 

Position: 

Notes and findings: 
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From your research and findings consider the following questions as you “focus” 
the mind! 

SECTOR – What Industry do you want to work in? (SME, Corporate, Third 

Sector etc) 

VALUES – Does the sector/ Company align with your core values. What are 

these? 

LOCATION – What is your radius? Companies reasonably near where you 

live or would you be happy to move? 10 miles? 50 miles? Commute distance? 
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EXPERIENCE Does your experience match with a specific Company/sector? 

HIGH PERFORMANCE – Do you want to work in a progressive Company 

that drives performance? What are the most important things to you that 

will keep you motivated.? 

SALARY – Can your chosen sector/Company realistically pay you what you 

need? Does the Company have additional benefits? Pension etc? What do 
you need? 
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DEVELOPMENT – Does the Company have scope for progression/training 
for further promotions 

You now know what opportunities are likely to be available to you, and you have 
a good understanding of how these opportunities fit with your interests and your 

strengths. The next part looks at the practicalities of these options. 

Here you need to consider your long-term career goals and decide which choices 

now will help you the most in the future. Things to consider include: 

Are any of these options likely to open up soon, or does the way forward 
seem blocked? 
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Will any of these opportunities leave you in a career dead end? 

Are there industry, economic, or societal trends that may affect these 
options? 

Can you keep your options open, or do you need to commit fully to one path 
or another? 
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Are there interim steps you can take before a new career that will allow you 
to develop your skills and gain a better understanding of the responsibilities 
of the job? 

Are temporary promotions available due to things like sick leave, maternity 
leave, or secondment to give you the skills that you need? 

Job search methods 

You now have a defined market sector that you would like to work in. The next 

step is to identify networks and Companies that fit within those sectors and jobs 

that may be advertised that match with your tick list above. Many people think 
that applying for a job advertised is the only way forward. This is not always the 

case. If you want to be in control of your future, you need to be pro-active and 
understand how networking and research is key to your success.  

Networking – your system of personal contacts 

“Networking” is one of the most underutilised tools of the job hunter and one of 
the most productive when used properly, The simple fact is that:  
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 If you don’t ask you don’t get! 

Remember nearly everyone wants to help others.  

Don’t ask people to do things that will make them feel useless  

NEVER ask for the JOB  

Always make it clear that you are taking responsibility for yourself 

Always feel in control of your own job hunting. 

Use every opportunity you possibly can 

What are you asking for?  

• Names of people who are able to make decisions about employing staff.

• Your contacts to keep their ears and eyes open Information about
companies you may be interested in contacting.

• The opening to ring back a week later to “have a chat”.

• Introductions and referrals.

How to ask for it 

NEVER 

• Ask for a job, your contact may not know about all the vacancies in a

company

• Sound desperate

• Put people in a position where they can’t help

• Lose control of your own job hunting

ALWAYS 

• Show you are taking responsibility for action, not expecting them to act for

you
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• Follow up your contact so people never feel the effort is wasted

• Make people feel good, they will see they’re helping you

• Say THANK YOU !!!

Learn to network 

You want to know anyone who can;  

First:  Offer you a job 

Second: Refer you to someone who can offer you a job 

Third: Refer you to somebody who can arrange an interview or read your C.V 

Fourth: Tell you of a job opening 

Fifth: Give you the name of someone who can do any of the above 

Sixth: Give you the name of someone who can give you the name of someone 
who can do any of the above.  

Marketing yourself to companies and key influencers 

After you have undertaken the initial work of deciding what range of service you 
can offer and the Companies/Sectors that you would like to work in, it’s time to 

start marketing yourself in a focused way by getting your BRAND out there. 

Start information gathering with key influencers 

Don’t be shy about getting a meeting with key influencers in the sector or 

Company you want to work. This is a great opportunity to fact find and map how 
your skills could be beneficial to them. 

Information gives you power 

This exercise is one of the strongest marketing tools available to you. If you can 

arrange an informal meeting, where your object is not necessarily to get a job 

offer but to  

• Concentrate on building relationships in the field you want to move into
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• Fill in the gaps in your knowledge regarding the industry

• “Listen” and understand key issues

• Present ideas that may help solve their key issues

• Provide an opening for a further dialogue to “keep in touch” and send
interesting articles etc that may help with key issues.

Your aim is to create an impression of someone they “need” in their 
organisation and to be in the forefront of their mind when a job does come up. 

Write your notes below: 

Contact/Company How can my skills help them? 

What problems can I help them solve? 
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Contact/Company How can my skills help them? 

What problems can I help them solve? 
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BUILD RELATIONSHIPS USING YOUR STRONG 
BRAND 

Use Your Networks already listed above via phone/e-mail/face to face 

Get on Linked In and contacts within your sector and start a conversation. Join 
Linked In groups that may be applicable to your field and start conversations 

Create your very own website – all about you. Dare to be different and stand 

out from the crowd. Add it to your e-mail/letter that you send 

Create a short promotional video – all about you. Add it to your e-mail/letter 

that you send.  

You need to show initiative and be different to your competitors 

“Good morning, my name is xxxxxxx. I wonder if 
you could help. I have been looking at your 
Company recently and am really impressed with its 
performance/ethics/growth etc (this is where your 
research comes in!) I am looking to move into this 
sector and would love to come in and share some 
ideas of how I could help. I would also value your 
opinion of how I could get into this sector. I am in 
the area next week and wondered if we could have 
a coffee” 
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BE PROACTIVE - Ring the company/contact within your field and say clearly: 

You’ll want to ask questions like:  

What do you like about this industry? What don’t you like? 

What are the key issues in this sector? Offer possible solutions 

What associations best represent this industry? 

Are there trade newspapers and magazines I should know about? 

How did you get into the industry? 

Is there a ‘normal’ career path for people in this field? 

What qualifications are essential to succeed in this industry? 

The more you know about the industry, the easier it will be for you to qualify 
for future leads. 

You’ll know what people are looking for, and what qualifications you already 

possess. You will also be prepared to talk through how your skills can help with 
key issues.  

You can then tailor your approach in a job interview so that you stress those 
particular qualifications.  

Information gathering also serves as a practice for networking. You can practise 

your interpersonal and communication skills so that when you actually have a 
job offer at stake, you’ll be prepared and confident in your interviewing abilities. 

Different ways to network 

There are lots of networking opportunities out there. Here are some ideas 
that can help you think about where to start building your network. 
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It is essential that you use as many different ways of searching for jobs as 
possible. Concentration on one or two methods means that you are restricting 

the opportunities to sell your skills and knowledge.  

Face to face Networking Personal contacts, word of mouth, previous 
work contacts. THIS IS THE MOST 
POWERFUL AND POSITIVE WAY OF 
FINDING A JOB 

Internet Linked In/register on jobsites 

Telephone Direct contact with employers/employees 

Newspapers etc. Advertisements – follow up calls 

Editorials – 
acquisitions/mergers/developments 

Periodicals, specialist publications 

Councils Economical development dept. 

Local company directories, industrial estate 

listings 

Planning department – new developments in 

the area Personal department – job update 

bulletins 

Chamber of Commerce Company listings in the area – focus on smaller 

companies 

Employers Association Information on trends in the locality and new 

developments Also specific knowledge of 

vacancies available 

Mailshots Via client – effective targeting 
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Libraries (business) Directories: Kompass, Kellys, Who’s Who in 
Business, McCarthy Information Service 

Embassies Company lists, useful contacts worldwide 

Agencies General and specific recruitment agencies 

Jobcentres Current local/national vacancies 

Information on area skill shortages 

List down your choice of networking activities below: 
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Using self-marketing material writing your letters/e-
mails 

Throughout your job search activities, you are likely to send many letters and e-
mails. They will broadly fall into two categories.  

Direct Approach letters to a defined category – the same message to each 

recipient.  

‘One-off’ letters/e-mails in response to advertisements or where you have heard 

or read something which gives you a peg on which to have a specific message 
likely to spark the interest of a line manager in a particular company.  

Try to sit in the chair of the person reading your letter. You are busy, perhaps 

harassed (hopefully, harassed; because help will readily be seen as needed!), and 
this letter has no claim on your attention beyond its immediate appeal. It does 

not have to be read as part of your job. No one else will ever know whether you 
read it or not. If it is dull, badly set out, rambling or, above all, seems more 

concerned with the writer's problems than yours, how much effort are you likely 

to make to consider seriously whether a meeting might benefit you? 
Main points to remember: The aim of the letter/e-mail is to generate an 

interview: 

• Always address the letter by name. If the name is not known, a telephone

call should be made to the company to find out. At the same time, find out

the addressee’s title, e.g. Works Manager. A letter which has been

addressed personally will command more respect than one which is an
obvious mailshot.

• First impressions count, so presentation and layout are important. Use

A4 size and good quality paper, such as Conqueror. It should be typed if
your handwriting is poor.

• The opening paragraph needs to grab the reader’s attention. It should

generate interest so that the reader will want to read more. Rarely will this
be achieved by starting the paragraph with “I” and saying that you are

wonderful and cannot be done without.
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It should relate to the company and their needs, not yours. 

• The second paragraph should highlight relevant points, and back up the

writers claim to experience or describe relevant work experience and

skills.

• The last paragraph should be inviting a meeting. Do not leave it open
ended. Pre-empt the situation, “I shall telephone you early next week” etc.

not “I look forward to hearing from you”.

• OTHER POINTS It is usually of little or no interest to the reader what the

writer's previous company does or makes. The writer’s skills and
experiences are far more relevant. Reasons for leaving a company should

be left until the interview if the reader really does want to know you may
be offered an interview in order to find out.

Using the above framework, draft a letter in the box below. 



Telephone self-marketing techniques telephone calls

You will have to ring people up ‘cold’ to do your market research and 
gain meetings. A higher hurdle you will have to clear is that you of the 
sales call. Nobody, but nobody finds these cold calls easy, but here are some 
hints to help you succeed....keep practicing...
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• Expect success. See yourself succeeding. Hear in your head a positive

conversation. Have a will to win.

• Stand up, smile (yes smile) and come over as a pleasant, friendly person
whom your prospect would like to meet. People buy people first. They do

business with people they like.

• Never, never argue on the phone. Even if you do not agree, say something

like, ‘I can certainly understand that but…’

• Know your product or service backwards. Be clear what your unique

selling proposition is – why you are different and better. THINK ABOUT

YOUR BRAND

• Ask pre-planned questions. You need to uncover his/her needs and the

only way to do that is to ask questions and then listen to the replies.

Listening is incredibly hard to do. You have two ears and one mouth, use
them in proportion!

• Sell results – what is in it for them? Use phrases like ‘which means that’.

• Talk benefits. Build desire. Ask what you would have to do to get the

business, but take care to motivate the prospect, not manipulate him.

• Set yourself a given number of calls to make and accept that you will not

win them all. Each failure, though, is a step nearer to success. If you turned

down, it is not personal. Often ‘no’ means ‘not yet’. Keep trying.

• Speak to the decision maker. Do not sell to the secretary or assistant.

Explain the reason for your call and ask when the boss will be available.

Then ring them at that time. An early morning or late afternoon call often
gets you straight through.

• You need a ‘peg’ to hang the call on, once you get through. One of the best

is a referral (‘Mr Jones suggested I should call you’). Another peg could be

work you have done for other companies. Whatever you come up with (by
pre-planning the call), make sure there is a clear benefit.
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• Finally, be enthusiastic, sound confident and convincing. Believe in

yourself – the message will get through, even on the telephone.

Telephoning people 

1. Opening statement

2. Build rapport

3. Purpose of call

4. Benefit of call

5. Get commitment

6.Confirm arrangements

7. Summaries

8. Thank and close the call
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Never take no for an answer, until you are sure there are no more avenues to 
pursue.  

• BE PERSISTENT

• BE POSITIVE

• MAINTAIN CONTROL

What to say 

At this point in your job campaign, you are interested in only one thing: 
interviews. You have done all the preliminary work you need or wish to do. This 

is it. It is time to set up face-to-face visits with potential employers. The message 

you need to communicate to the potential employer is, quite simply, that you 
have the potential for assisting them meet their objectives in a way that could be 

valuable both to the organisation and to them personally. In other words, you 
will bring more value than cost (universal hiring rule).  

• Establish credibility. If possible, use the name of a person or organisation

you know the employer will recognise, or use facts and figures to
strengthen your short presentation. “I’ve worked directly with Ann

Seldenge, the director of the underwater research project, and together

we have developed a new technique.”

• Never mention that you are looking for a job. Avoid the temptation often

displayed by nervous job seekers to lead with negative information: I

haven’t worked for three years, but I …… but would be willing to find out”. 
We’re not telling you to lie, simply don’t advertise the things you are 

worried about. You will have one minute to communicate a clear, 

irresistible value.  

• Ask for a meeting (interview) at a specific time. Do this as lightly as possible

with the intimation that the employer could have a productive, enjoyable

half hour with you. Eliminate the “need” from your voice. “It might be a
good idea for us to get together next week then I could describe this in

more detail. Are you free on Tuesday afternoon?” or “I would like to meet
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with you this week if It is convenient, so we could explore this further. Are 
you available for coffee tomorrow morning?” 

• Don’t stop at the first NO. There is a popular sales motto which says, “The

sale begins when the customer says ‘no’”. Follow this. Realise that the

initial response to almost any new proposition is negative. Allow the
response to occur, then restate the benefits or answer the objective,

clearly and ask again for a meeting.

Using the above framework and the example at the end of this workbook, draft 
a conversation in the box below. 
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Meeting objections 

Every step along the way in your job campaign you will meet resistance from 
others in the form of reasons why they can’t do what or grant what you ask for. 

These objectives are an expected part of your job campaign. They are the rule, 

not the exception. They are virtually automatic. The majority of people, when 
confronted by an objection from another, will stop in their tracks, apologise and 

back off. That is what you will want to do.  

Don’t.  

Here is how to handle an objection: 

1. Acknowledge it. Don’t pretend you didn’t hear it or that it is untrue. Don’t
argue about the objection. Allow the person on the other end of the line to

experience that you acknowledge.

2. Respond to it with a clear communication of benefit or value that can

overcome the objective.

3. Reintroduce the original request.

Here are some examples of what we mean: 

YOU – I’d like to stop by to discuss this with you further. 

THEM –  Well frankly, we’re cutting back our staff now and don’t have any 

openings. 

YOU – I see, I can understand why you wouldn’t want to talk now. On the 
other hand, I think that I could show you how to organise the project 

so as to get even more done with a smaller staff. Why not take 20 
minutes to consider it? I could be there early tomorrow.  

YOU – Would it be possible to meet next week? 

THEM –  I don’t think so. You don’t have the kind of experience we are looking 
for. 
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YOU – Yes. That’s probably right. However, I think that the experience that 
I do have could be very valuable to you in another way. If we could 

spend 20 minutes together, I could show you what I mean, and how I 

could probably make a major contribution to your department. 
Would you be willing to give me 20 minutes of your time to show 

you? 

YOU – I think that my organisational skills could get your department to 

work even more efficiently than it does now.  

THEM –  I doubt that. You don’t have any direct experience in our field. 

YOU – That’s true. And I don’t mean to imply that your office isn’t well 

organised, it’s just that I feel I could make a valuable contribution 
because of my experience with the college administration. I’m willing 

to come in and discuss it and let you decide for yourself.  

THEM –  Well we have already interviewed enough candidates and we have a 
couple who seem to be what we are looking for. 

YOU – Fine, I can understand why you wouldn’t want to interview anyone 
else. I’d appreciate having the chance to meet you briefly just so that 

we can both be sure we’re not missing an opportunity 

The secretarial blockade 

A large number of good job campaigns meet a temporary demise at a secretary’s 
desk. This all too frequently interception mostly comes out of the unwillingness 

of the applicant to present their objective clearly to the secretary who comes on 
the line with one or both of the two classic stoppers: 

“What’s this in reference to?” 

Or 

“Can I help you?” 

These words can strike fear into the heart of an unprepared caller – but they can 
be handled, you will see. Do not admit that you are in any way, shape, or form 

looking for a job unless you are responding to an advertisement listing the name 
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of the person you are calling for. (For most of these strategies we assume you are 
following the approach of creating your own job, out of your self-discovered 

personal targets). 

Keep in mind that the purpose of your call is not just to look for a job, but to talk 
to a particular person about a specific topic. So,  when the secretary says: “What 

is this in reference to?” instead of blurting out your real reason, simply say “I want 
to talk with Mr Webb about his new research project.” 

When she says, “Can I help you?” instead of saying “No,” say “Yes, perhaps you 

can. I’m interested in knowing what type of sampling techniques you will use” or 
some other technical point. Chances are you will be referred to her boss for the 

answer. If she does know the answer, thank her, and then ask if you can talk to 
Mr Webb about it, and if this isn’t a convenient time, what would be?  

Probably the most effective way to get through is sound as though you should be 

talking to Mr Webb. In other words, sound reasonably assured and confident. 
After practising calls to “important” people you will soon find that your tone of 

voice will get you through much of the time. Other techniques are:  

• Call just before or after normal office hours. Sometimes the boss is in

earlier or later than the secretarial staff.

• Ask the organisations switchboard for the direct dial number rather than

the person’s name.

• Call the chairman’s office and ask, “Who would I talk to about….?” Use this 

referral to get past the secretary. When he or she asks why you are calling, 

say “Mr (the chairman’s name)’s office said you should. This implied 

referral should work most of the time. 

• Try, try again. Don’t leave your name and number, say that you plan to be

out and will call back. This keeps the initiative on your side.
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Write down objections you think you may encounter and how you will 
overcome them below: 

Objection What will I say? 
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Using the telephone 

We can never fully overcome nerves, as our work on interviews will show, but 
we can do something to reduce the problem simply by preparing well in advance 

and by having a script with us.  

Before using the telephone prepare a clear script of what you want to say. You 
will them sound purposeful and professional on the phone.  

Preparing and rehearsing a telephone script 

Have your draft CV handy and mark two main points on the CV you would want 

to say over the telephone to a prospective employer.  

Think about your BRAND and what you stand for. 

Read your “BE -DO -HAVE” list to give you confidence and remind yourself of 

why you are doing this 

Remove negative beliefs and reframe with a positive mindset 

Now prepare a script according to the guidelines sheet provided overleaf. 

Rehearse the script with a partner. Sit back to back so that you can hear but not 
see each other.  

Imagine that you are speaking to the manager of a small company and asking if 
there are any vacancies. He seems interested, so asks you a little bit about 

yourself.  

Now swap roles. 

Further practice would help, of course. But even one rehearsal will improve your 

telephone technique and make it possible for you to give clear, strong messages 
when using the telephone.  

Remember, keep a copy of your CV by the telephone – you never know when you 

might need it.  
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Guidelines script 

Prepare the script on the next page before you make your telephone call. 

Good Morning / Afternoon. My name is ……………….. I am ringing you to inquire 

about vacancies in your company. 

I know you may be busy, and I could call back later if it is not convenient now, 

but if you could give me a few moments of your time I should be very grateful. 

(Pause for a response, make a new arrangement if required). 

I am a ………………. (You could use a CV profile if you have prepared one). 

Over the years I have developed a number of skills which you might find useful. 

These include …………………and ………………………….. and ……………………….. In my 

last job I (mention one or two of your achievements mentioned in your 
CV)…………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………
……………………………………………… 

Would it be helpful if I visited? (Pause) 

If so, when would be convenient? (Pause) 

Would it be helpful if I send you a copy of my CV? (Pause) 

Thank you for your time.  
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Prepare your script here: 
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Checklist for success 

• Carry out initial research to understand the type of company and role

wanted

• Create CV and killer cover letter and adapt kills/knowledge/competencies

to the job type

• Set up a LinkedIn account and network into groups – start building

relationships

• Home in on 10 companies that you would REALLY like to work for and find

out contacts for your research.

• Get face to face meetings and LinkedIn conversations with top 5

companies and review expectations.

• START BUILDING RELATIONSHIPS. Are they still the top 5 companies?

Revisit if necessary. Contacts that you build will be people doing a similar

role that you may want to get in to, the MD, HR etc, Senior Manager. Prep
for your meeting with appropriate questions.

• Following any meeting, if you are still interested in a company, build

relationships with key stakeholders, send them articles that may solve
their problems that you’ve listened to in the meetings. Create a good

rapport and trust. How can you help them? If there isn’t a current job

opening, ask them to keep your details on file. Send CV and thankyou letter 
1 week later and touch base every 3 weeks.

• Re-visit CV, if necessary, to “tweak”

• If a job advertisement catches your eye – before applying, try and get a

meeting with someone in that company to find out more about the job and
key issues. DO NOT JUST APPLY FOR A JOB. You need to ensure you are

remembered and NOT just another CV on the desk.

People like people who take the initiative and are prepared to go the extra 
mile. GO FOR IT! 



 2018 Jane Baker DO NOT DISTRIBUTE 

NOTES 



 2018 Jane Baker DO NOT DISTRIBUTE 


	A4 PDF Covers_mod 5
	Lesson 5 - Self-marketing strategies_FINAL

	names: 
	Additional Names: 
	9 Additional names: 
	Stakeholder InfluencerRow1: 
	Internal or External CompanyRow1: 
	How can they helpRow1: 
	What will you do to manage the relationshipRow1: 
	Stakeholder InfluencerRow2: 
	Internal or External CompanyRow2: 
	How can they helpRow2: 
	What will you do to manage the relationshipRow2: 
	Stakeholder InfluencerRow3: 
	Internal or External CompanyRow3: 
	How can they helpRow3: 
	What will you do to manage the relationshipRow3: 
	Stakeholder InfluencerRow4: 
	Internal or External CompanyRow4: 
	How can they helpRow4: 
	What will you do to manage the relationshipRow4: 
	Stakeholder InfluencerRow5: 
	Internal or External CompanyRow5: 
	How can they helpRow5: 
	What will you do to manage the relationshipRow5: 
	Stakeholder InfluencerRow6: 
	Internal or External CompanyRow6: 
	How can they helpRow6: 
	What will you do to manage the relationshipRow6: 
	Stakeholder InfluencerRow7: 
	Internal or External CompanyRow7: 
	How can they helpRow7: 
	What will you do to manage the relationshipRow7: 
	Stakeholder InfluencerRow8: 
	Internal or External CompanyRow8: 
	How can they helpRow8: 
	What will you do to manage the relationshipRow8: 
	Stakeholder InfluencerRow9: 
	Internal or External CompanyRow9: 
	How can they helpRow9: 
	What will you do to manage the relationshipRow9: 
	Stakeholder InfluencerRow10: 
	Internal or External CompanyRow10: 
	How can they helpRow10: 
	What will you do to manage the relationshipRow10: 
	Stakeholder InfluencerRow11: 
	Internal or External CompanyRow11: 
	How can they helpRow11: 
	What will you do to manage the relationshipRow11: 
	Stakeholder InfluencerRow12: 
	Internal or External CompanyRow12: 
	How can they helpRow12: 
	What will you do to manage the relationshipRow12: 
	Stakeholder InfluencerRow13: 
	Internal or External CompanyRow13: 
	How can they helpRow13: 
	What will you do to manage the relationshipRow13: 
	Name: 
	Position: 
	Notes and findings: 
	Name_2: 
	Position_2: 
	Notes and findings_2: 
	Name_3: 
	Position_3: 
	Notes and findings_3: 
	Name_4: 
	Position_4: 
	Notes and findings_4: 
	Name_5: 
	Position_5: 
	Notes and findings_5: 
	Name_6: 
	Position_6: 
	Notes and findings_6: 
	SECTOR  What Industry do you want to work in SME Corporate Third Sector etcRow1: 
	VALUES  Does the sector Company align with your core values What are theseRow1: 
	LOCATION  What is your radius Companies reasonably near where you live or would you be happy to move 10 miles 50 miles Commute distanceRow1: 
	EXPERIENCE Does your experience match with a specific CompanysectorRow1: 
	HIGH PERFORMANCE  Do you want to work in a progressive Company that drives performance What are the most important things to you that will keep you motivatedRow1: 
	SALARY  Can your chosen sectorCompany realistically pay you what you need Does the Company have additional benefits Pension etc What do you needRow1: 
	DEVELOPMENT  Does the Company have scope for progressiontraining for further promotionsRow1: 
	Are any of these options likely to open up soon or does the way forward seem blockedRow1: 
	Will any of these opportunities leave you in a career dead endRow1: 
	Are there industry economic or societal trends that may affect these optionsRow1: 
	Can you keep your options open or do you need to commit fully to one path or anotherRow1: 
	Are there interim steps you can take before a new career that will allow you to develop your skills and gain a better understanding of the responsibilities of the jobRow1: 
	Are temporary promotions available due to things like sick leave maternity leave or secondment to give you the skills that you needRow1: 
	ContactCompanyRow1: 
	How can my skills help them What problems can I help them solveRow1: 
	ContactCompanyRow2: 
	How can my skills help them What problems can I help them solveRow2: 
	ContactCompanyRow3: 
	How can my skills help them What problems can I help them solveRow3: 
	ContactCompanyRow4: 
	How can my skills help them What problems can I help them solveRow4: 
	ContactCompanyRow5: 
	How can my skills help them What problems can I help them solveRow5: 
	ContactCompanyRow6: 
	How can my skills help them What problems can I help them solveRow6: 
	ContactCompanyRow1_2: 
	How can my skills help them What problems can I help them solveRow1_2: 
	ContactCompanyRow2_2: 
	How can my skills help them What problems can I help them solveRow2_2: 
	ContactCompanyRow3_2: 
	How can my skills help them What problems can I help them solveRow3_2: 
	ContactCompanyRow4_2: 
	How can my skills help them What problems can I help them solveRow4_2: 
	ContactCompanyRow5_2: 
	How can my skills help them What problems can I help them solveRow5_2: 
	ContactCompanyRow6_2: 
	How can my skills help them What problems can I help them solveRow6_2: 
	ContactCompanyRow7: 
	How can my skills help them What problems can I help them solveRow7: 
	ContactCompanyRow8: 
	How can my skills help them What problems can I help them solveRow8: 
	ContactCompanyRow9: 
	How can my skills help them What problems can I help them solveRow9: 
	ContactCompanyRow10: 
	How can my skills help them What problems can I help them solveRow10: 
	List down your choice of networking activities below: 
	Using the above framework draft a letter in the box below: 
	undefined: 
	a conversation in the box below: 
	ObjectionRow1: 
	What will I sayRow1: 
	ObjectionRow2: 
	What will I sayRow2: 
	ObjectionRow3: 
	What will I sayRow3: 
	ObjectionRow4: 
	What will I sayRow4: 
	ObjectionRow5: 
	What will I sayRow5: 
	ObjectionRow6: 
	What will I sayRow6: 
	ObjectionRow7: 
	What will I sayRow7: 
	ObjectionRow8: 
	What will I sayRow8: 
	ObjectionRow9: 
	What will I sayRow9: 
	Prepare your script here: 
	undefined_2: 
	undefined_3: 


