Hidden Vacancies and Applying by Telephone - Factsheet no 2
Did you know? 

Did you know that almost half of all jobs are filled before getting to the advert stage? These vacancies are often called hidden vacancies - never seen by most people. Some surveys have found even higher numbers of jobs that have not been advertised - particularly at high levels. 
Employers, because of time and money pressures, often look at people who contact them and express an interest in working for them, before advertising a post. 

Apprenticeships

It may be that an employer hasn’t thought about taking on an apprentice before - so it is a good idea to approach employers for work placements for apprenticeships too. Connexions Personal Advisers report that young people often find their work placement for an apprenticeship from a family member or a family friend. It really is important to network.

Networking

 Networking means getting to know people who can help you in your job search.  If an employer hears about someone suitable who is looking for a job they may call them in for an interview even before they advertise (these are sometimes called hidden vacancies) - so make sure that everyone you know is aware that you are looking for a job.
Do you use social networking sites?

Social networking sites such as' Facebook', 'bebo' and 'my space' can be a way of finding a job. Young people have found (and lost!) jobs by using these sites, so make sure that you use social networking to your advantage.  Most sites have special interest groups you can join - why not join one that may lead to work? It will show you are enthusiastic and interested and you may meet people who are working in the industry already.

Equally, make sure that your social networking profile isn't making it impossible for you to get a job - employers may well check your public profile, and if what you say on your application doesn't add up to what you say on your profile, you may be in trouble. Employers do notice - for example in March 2009 a young person lost her job after she described it as 'boring' on her 'Facebook' profile page. It's always a good idea to check your privacy settings too - just how easy is it for others to check out what's on your profile?

Also don't forget the new online recruitment sites such as www.twitterJobSearch.com - or access the most popular job sites from www.careersiteadvisor.com

Building up a contacts list

You need to build up a list of people who may be able to help you by letting you know about employers who: 

· may be looking to take people on soon, or 

· are doing well and may be thinking about recruiting in the future.

So just how do you go about making your own employer contact list?

· Start with your family and friends. Could they ask as many people as possible if they know where there may be vacancies coming up?  People who are in a job may know that their company are going to be looking for someone.

· Keep an eye on the newspapers and the media. News stories about new companies coming into the area or expanding, such as a new supermarket opening up or plans for new building can be a good way to find out about jobs that may be coming up.

· Talk to your Connexions Personal Adviser. S/he will be able to make some suggestions of employers to add to your list.

· Check out websites. There is free access in your Connexions centre or public library.  You can use an internet search engine to find out more about local firms - they may have their own website or have their details on a group website (such as a trade association). You could also check out their details on a directory such as www.yell.com.

· Go to the library to look in the Yellow Pages, the Thomson Directory and any local, regional or national trade directories such as Kelly's Index.

How do I get in touch with employers on my contact list? 

· Write a letter asking about vacancies; these letters, called speculative applications, are an excellent way of letting an employer know about you. You can write a speculative letter to any company or organisation which interests you to find out if they have any vacancies. You can find out more about how to write a speculative letter in factsheet no 3.
· Send your personal details (a CV) with your letter so that the employer can see what you are like. You can find out more about how to write a CV in  factsheet no 5.
· Send it to a named person if at all possible. If you don’t know who to send it to, telephone the company and ask who is responsible for recruitment. 

· Do keep a record of where you have sent your details. You might forget and write twice. 

· If you do not have a reply from them within 2 weeks, you should follow up your letter with a telephone call. 

Cold Calling
Some people find jobs by calling on as many employers as possible in person. This can be a good method of making an impression but remember:

· If you go cold calling to employers dress as you would for an interview. Not sure how to dress for an interview? Check out the tips for interviews on factsheet no 6.
· Do not go with your mates.
· Be prepared to be told “no” and don’t lose your cool - if they are busy ask if you can call back at a time to suit them.
· Always leave a copy of your CV with them so that they can get in touch with you later if they do decide to take someone on.

Don’t give up

Contacting lots of employers will mean that you have lots of rejections but don't give up too easily. Make a record of what has happened so that you can cross that employer off your list. Also don't forget to keep applying for jobs that are advertised too!

My Contacts Log  
	Date
	Who to
	Contact
	Letter/phone/CV?
	Outcome

	20th July
	Houses4U
	Mrs Beam

000340088


	Telephoned to see if any vacancies, as read in local paper that Houses4U  are building new houses locally
	Sent her my CV as discussed 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


APPLYING BY TELEPHONE

You could telephone companies, instead of sending a letter, to see if they have any job vacancies but you should follow up any positive leads with a written contact. 

Any telephone call you make to a potential employer could turn into a mini-interview so prepare before you key in that number!  

Top Ten telephone tips

1. If you’re using a ‘pay-as-you-go’ mobile check you’ve got enough credit before dialling. 
2. Make sure you’ve got any information on the company, like a job advert, in front of you. 
3. Note down what you want to say and when you are available for interview. 
4. Try to call from somewhere quiet and private. 
5. Ideally, have your CV on hand so you can check your dates and qualifications if you need to. 
6. Be ready to answer any questions. Some people have been asked interview questions at this stage. 
7. Have a pen and paper ready. 
8. Speak clearly. 
9. If you need to speak to a particular person, ask if it’s a good time to call; they may be very busy or in a meeting. 
10. Check any information given to you over the ‘phone before you ring off and keep a record of your ‘phone call. 
What are telephone interviews?

Employers may telephone you in response to an application form or CV and conduct an informal 10 minute interview to make a decision about your application. Only if you are successful will you be offered a 'face-to-face' interview. Be prepared for this possibility and keep an applications folder at the ready with all your details and who you have applied to - print off copies if you have applied online.
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