WLE PHONE CALL/E-MAIL SCRIPT

Before you make the call, please write down what you are going to say.

1. Introduce yourself (full name, grade, school) and let them know how you found out about their workplace (especially if you have a connection to them through someone you know).

2. Describe what the Workplace Learning Experience is and when it will happen. Make sure to let them know that the internship is unpaid volunteer work.

3. Ask them who the best person to talk to is.  If it is the person who you are already talking to, then continue.  If it’s someone else, wait until they get on the phone. Or, ask for the person’s name and contact info.

4.  Let them know about your skills and interests (use your resume!). 

5.  If the person is interested, get the following questions answered:

· Should your Academic Seminar teacher call them to give him/her more information? ___________

· Should you email them an overview of the WLE?  Should you email them your resume? ___________

· Are they interested in setting up an interview?  Where? When? ___________

· When should you call your contact to confirm a meeting time? ___________

6.  Thank them for their time and interest.

Name:








