Applicant Phone Script (Administration)
Hello (name) this is (your name) with (TRADE NAME)…you placed your CV online seeking a role as an ADMIN ASSISTANT.…are you still actively seeking work as an ADMIN ASSISTANT?.. (wait for positive response)..Our selection panel has received your CV, and we just have a few final questions…. Is this a good time to talk? (wait for positive response...then immediately begin asking interview questions below)….

Questions	Applicant Responses
	1. Are you currently employed?
	
	
	

	2. How long have you been in your current job role? 
	
	
	

	3. How much prior experience (if any) do you have working in Office Administration? 
	
	
	

	4. What is your highest educational achievement?
	
	
	

	5.  Are you seeking full or part-time work?
	
	
	

	6. Can you work remotely if required?
	
	
	

	7. What are your salary expectations?
	
	
	

	
	
	

	
	
	


	

Those were the only questions we did not have the answers to…and now we would like to schedule  a  video interview with you on (Day) at (Time), will that be good for you…(WAIT and, listen… for positive response before continuing)

Interview times: (**pick next open time slot on your I-Diary**)

Between (TIME) today, you will receive an email confirmation with the              ZOOM access link for your interview along with the job description for job role…OK

Any questions for me? (Get No)...

Full contact details will be on your email confirmation, so if you should have any              questions…feel free to contact the us  …OK..(Name)

We look forward to seeing you on (Day)….at (Time)…. BYE NOW
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