Cold Calling Techniques and “Hire Me Now” Cards.
	HOW TO USE THIS CARD

· Use this card as your business card.  Present it to the employer if he/she does not have a job application for you to complete.  Many small stores do not have a formal application.

· Enter the store or office alone on a Monday—Thursday afternoon before 5 p.m.

· Do not bring your friend or parent.

· Bring your working card (blue or green), a pen and your social security number.

· Upon entering the store or office, ask to speak to the person in charge of hiring about FUTURE employment.  Do not use the phrases, “Are you hiring?”   “Do you have any jobs?”

· Introduce yourself:  “Hi, I am Christopher Hiremenow, a student at Smithtown High School.  I am interested in working for your store as a sales or stock person.  May I fill out an application for future employment?”

· May I leave my “Hire Me Now” card with you in case you do have an opening you can contact me.

· Thank the person for his time.

Note:  It is legal for a 14 or 15 year old to work in a retail store or an office.  While school is in session you can work up to three hours a day; no more than 18 hours a week. 

Between June 21 to Labor Day, a 14/15 year old may work 40 hours a week, and six days a week.  They may work between 7 a.m. and 9 p.m.
	HIRE ME NOW!

Position:
Sales Associate
Name:
Anita Jarb
Address:
45 Plymouth Boulevard, Smithtown, NY 11787
Phone:
631-979-6452.
Email:
Anita.jarb@aol.com
Hours and days available:
Afternoons; all days of the week.  Summer:  Full time or part time.
Skills to offer employer:
Handle cash, wait on customers, put away stock, clean shelves, operate cash register.
Reference who will vouch for my character and abilities.
Mr. R. Stone, Guidance Counselor, Smithtown High School, 631-361-2400.


	HIRE ME NOW!

Position:
Office Assistant
Name:
Christopher Hiremenow
Address:
22 Maple Avenue, Smithtown, NY 11787
Phone:
631-265-8891
Email:
Chiremenow@optonline.net
Hours and days available:
Afternoons; all days of the week.  Summer:  Full time or part time.
Skills to offer employer:
Computer (Microsoft Word), filing, answering phones, making copies.
Reference who will vouch for my character and abilities.
Mr. R. Stone, Guidance Counselor, Smithtown High School, 631-361-2400.

	Dressing to Impress for Success!

"The first 30 seconds makes a lasting impression.  You could either get the job or lose the job if you are not dressed correctly."

Gentlemen

Wear:  
 Shirt, tie, slacks, socks, shoes.  A suit jacket would be appropriate.
Do not wear: 
Dungarees,  sneakers, shorts, T shirts, baseball hats, sunglasses, sweat pants or tops.  Remove the head piercing jewelry.

Ladies

Wear:  
Slacks with blouse or sweater.  Skirt, dress, blouse, stockings, shoes with low heels.   

Do not wear:  
Sneakers, open-toe sandals, very high heels, shorts, tank tops, hats, or excessive jewelry.  Remove the head piercing jewelry.
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