Change Scripts
A. Request for Management response 
(Name)...what I will do is to immediately send a request to management to contact you before close of business today...OK... (Name)... and I will personally follow it up myself to make sure that you get contacted today...OK.... and you have my number so you can always call me back if you have any questions....OK 
Fulfilment: - SEND KITE to management immediately

B. Change to interview date/time
Hello (Name)...this is (Your name) with (Company name)...how are you today...(get positive response before continuing)
The reason for my call is that we would like to move the (DATE/TIME/BOTH DATE and TIME) of your interview from (Current dates/time) to (New date/time)....will that be ...OK with you ... (set new date/time) 
This change will not affect your chance of getting the role...so we look forward to seeing you on (New Date), (New Day),  at (New Time)...OK (Name)...Thank you for your understanding.... BYE NOW 

C. Called/booked/interviewed by another colleague before/duplicate CV-candidate
(Name)...I apologize for this mix-up...as we have many consultants in many different departments,  you must have been added to the wrong list by mistake...OK...I hope you can understand that RIGHT..(Name)... What I will do now is to send an email to management to either: -
REMOVE you for the call list (if a duplicate call)....OR ....to send you an update on your current application... Thank you for your understanding,  BYE NOW
Fulfilment: - SEND KITE to management immediately

D. Candidate called in requesting an update to their application 
(Name)...Thank you for checking up on the status of your application, and I apologize for the delay in getting a final decision back to you....I will send management a message to respond to you today...and you can rest assured that you will receive a response today...OK (Name)... and I will follow up to make that you are contacted back OK......  

E. Interview RE-BOOK
(Name)...this is (Your name)...WITH (Company name)....and I am just calling to re-schedule your VIDEO interview  from the last time.....will (Day) at (Time) be good for you....?

F. Change to X-SUB
(Name)...this is (Your name)...with (Company name)....and I am just calling to inform you that I have been instructed to inform you that someone from management will contact you on (Next day) to answer any questions and to schedule your interview ...OK....
I will follow up on this to make sure that your interview is scheduled....and you can always contact me if you should have any questions ...OK (Name)
Any questions...
Bye Now

G. Cancel scheduled VIDEO indefinitely
Dear Candidate,
We regret to inform you that your job interview with us is hereby cancelled as the role is now closed.
We want to take this opportunity to thank you for having agreed to the interview, and wish you all the best with reference to your job search.
(Agency/Trade name) 

H. Reference request after job offer is made
Hello ...(Name)...This is (Your name) with (your agency trade name) ...your application for employment is its final consideration stage ...so is it possible to get your references as soon as possible....
When do you believe that you can send them to us... ....this is a very good employment opportunity and we will not want to delay your selection for any reason.......so please send in your references as soon as possible..as time is of the essence....OK (Name)

I. CIPD/BA/MA in HR Management?
Hello ...(Name)...This is (Your name) with (your agency trade name) ...and the reason for my call is to confirm if you already have/are studying for a CIPD qualification, or if you have a BA/MA degree in HR Management.... 
(GET YES/NO) response... Then SAY....Thank you for your time... I will make a note of this for the selection panel....
So all you will require certification wise if you get a job offer...is ISO 9001 quality management certification...do you know what ISI is?
ISO is a quality management certification carried by some of the world’s largest companies...so that customers know that their products/services are made to the highest possible standards...OK (Name)

J. Requirements change
Hello ...(Name)...This is (Your name) with (your agency trade name) ...and the reason for my call is to inform you that management  has reviewed your application, and has agreed to :-

1. Long Notice candidates
To consider your application and if selected, allow you to start after serving out your notice ...if you agree (get candidate decision)
***Action to take
· IF already video interviewed, get candidate agreement, Remove from X-SUB, add back on D-SUB, attach CV to DTC PM time card, and submit as with any normal candidate
· IF NOT yet video interviewed, book candidate in for video interview  

2. High salary expectations
Has reviewed your CV again, and agreed that it would be possible in the budget to consider increased the wage range from (old range) to (new range) ...would you like to proceed with applying for the role?  (Get candidate decision)
***Action to take
· IF already video interviewed, get candidate agreement, Remove from X-SUB, add back on D-SUB, attach CV to DTC PM time card, and submit as with any normal candidate
· IF NOT yet video interviewed, book candidate in for video interview  

3. Referred for more senior role?
Has reviewed your CV again, and agreed that it is appropriate based upon your CV, to consider  you for the role of (Role title) e) ... Now would you like to proceed with applying for the new role?  (Get candidate decision)
***Action to take
· SAY...after this call I will send you a copy of the job description...for the role and if it meets with your approval, please call/email me as we will need to schedule a new interview because of the change in role ....OK (Name) 
· Leave candidate on X-SUB...however... if candidate responds positively to new job description, remove candidate from X-SUB and add to D-SUB, and then interview as normal

4. Referred for more junior role?
Has reviewed your CV again, and agreed that it is appropriate based upon your CV, to consider  you for the role of (Role title) e) ... Now would you like to proceed with applying for the new role?  (Get candidate decision)
***Action to take
· SAY...after this call I will send you a copy of the job description...for the role and if it meets with your approval, please call/email me as we will need to schedule a new interview because of the change in role ....OK (Name) 
· Leave candidate on X-SUB...however... if candidate responds positively to new job description, remove candidate from X-SUB and add to D-SUB, and then interview as normal  


K. Change to X-SUB
(Name)...this is (Your name)...WITH (Company name)....and I am just calling to inform you that I have been instructed to add your name to the scheduling desk, so that someone from management will contact you on (Next day) to answer any questions and to schedule your interview ...OK....
I will follow up on this to make sure that your interview is scheduled....and you can always contact me if you should have any questions ...OK (Name)
Any questions...
Bye Now

L. Management referral
Hi (Name)...this is (Your name)...with (Entity name)... the reason for my call is to inform you that I have submitted/escalated your request to management for their direct response before we can proceed.
After receiving management’s response, feel free to contact me if you are still interested in pursuing the job role. ...Ok (Name) 


M. Accreditation Justification Script
(Name) as you are aware, accreditation is third-party verification that our workers meet high quality standards. 
CIPD or ISO 9001 accreditation fosters public trust, promotes continuous improvement, and provides a traceable chain of quality, ensuring that services and products meet high industry standards....OK...(Name)....

N. Reference justification script
(Name)...Employment references are important because they verify your work history, and skills, and confirm the accuracy of information on your CV. 

References also give valuable insight into your work ethic and personality, so that an employer can have confidence that any job offer made to you will be a good one...I’m sure that you can understand that right (name)..... 

O. Cancellation of interview by management 
Hi (Name)...this is  (your name)...with (Entity Name)...and the reason for my call is to inform you that we will have to cancel your job interview scheduled (Day) at (Time)...because after a second review of your CV and based upon the needs of the business, management has decided that application should not proceed further...
I want to thank you for having applied, and wish you all the very best with respect to your job search...  

P. [bookmark: _GoBack]Can you tell me the name of the client
(Name) it is standard practice in the recruitment industry that recruiters do not name their clients until the final interview stage, due to confidentiality agreements, and the client's preference for discretion.

Also, there is always the possibility that you can receive a job offer directly from our company in the event that we have a vacancy which matches your skill sets…OK (Name) 

Q. No further screening 
1. Phone version
Hi (Name)...this is  (your name)...with (Entity Name)...and the reason for my call is to inform you that we will not be able to offer you a role which match your experience or salary specifications…so we sorry but we will not be processing your application any further….(get response)..
I want to thank you for having applied, and wish you all the very best with respect to your job search...  
BYE NOW
2. Email version
Hi (Name).
As a thorough review of all available information, and based upon the needs of the business, we will not be able to offer you a role which compliments your experience or salary specifications, so we sorry, but we will not be processing your application any further.
I want to thank you for having applied, and wish you all the very best with respect to your job search.
Regards,
 
Received a call from a candidate intended for another Associate in error?
Thank you for calling… I will send a message to the HR Desk, and someone will contact you back soon…OK….(Name)…… (add candidate to X-SUB as a MC=miss directed call


