When to pick
up the phone

BMT-IBT-2 HUMAN RESOURCES
DANNY RUBIN SERIES
EMPLOYABILITY SKILLS




LESSON PLANS FOR WHEN TO PICK UP THE PHONE

How to Talk the Talk
NINE TIMES YOU SHOULD PICK UP THE PHONE INSTEAD OF SEND AN EMAIL

Back to top of page
Yes, it's easier to fire off an email than make a phene call. On the phone we're put “on the spot” and need to come across polished and professional. It's more

stressful and reguires moaore effort.

5till, there are times when a phone call isn't preferred but necessary, Why? On the phone, you handle your business mare quickly and show you're not afraid to

talk with someone in real time
Consider the scenarios below as you decide: email or phone?
You should pick up the phone when...

1. You send an email with critical information and the person doesn't respond within ten minutes, It's time o call and check on whether the email came
through.

2. You have a lot of information to pass along, and it's easier to discuss over the phone than write a huge email.

3. You want to have a conversation with someone rather than a back-and-forth email chain.

4, You have a request or need information from someone, and it's faster to call than send an email and wait for a response,

5. You send two or more emails to the same person (about the same topic) but never receive a response.

6. You send an email to ask abour internship/job opportunites but never receive a response.

7. You send an email about 3 networking cpportunity and then another email if the person doesn't respond. If you receive no answer after email #2, and it's
someane you need to meet, then it's time to ca

8. You've held a back-and-forth email conversation with someone but never spoken. If you want to take the relationship further, you must hold an actual

conversation
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Diractions, Read each statement. If you agrea with the statement, put a chack in the .
Agree column. If you don't agree with the statement, put a check in the Disagree When to plck up the ph one
column. Discuss your answers with a pariner, The teacher will he asking ths class
before reading the story how the class as a whole marked their papers. S tude nt Dlrectlo ns Directions. Read each statement. If'you agree with the statement, put a check in the Agree
column. If you don't agree with the statement, pui a check in the Disagree column. Discuss
your answers with a pariner. The teacher will be asking the elass bel’forc reading the story how
the class as a whole marked their papers.

= niro to Business
Agrae  Disagrea
Agree  Disagree

Y5, it easier to fire off an ermail than make 2 phone call When to pick up the phone

B ot nosic 0o I3 Agree Yes, it"s easier to fire off an email than make a phone call.
@ seniszse o —

2 Still, there are times when a phanz call isn't preferred but necesgary.
2 Agree_ Still, there are times when a phone call isn’t preferred but necessary.

3 You send two or more emails to the same person (about the same topic)

Eut Never receive a rasponse, Wihen t pick up the phore... 3. Agree You send two or more emails to the same person (about the same

y " opic) but never recelve a response.

4, _ You have 2 !at of information to pass along, and it's easier to discuss over Cas comments 4 dAgree You have a lot of information to pass along, and it's easier to discuss
the phone than write a huge email. 4 N over the phone than write a huge email.
L

3 Agree You've held a back-and-forth email conversation with someone but

5 You've held 3 back-and-forth email conversation with someane but never ch-and ]
never spoken. If you want to take the relationship further, you must hold an actual conversation.

spaken, If you want to take the relationshin further, you must hald an actual conversation,

£ he ph ; “on the spot” and need lished i3 Disagree On the phone we're put “on the spot” and need to come across
—_ Onthe phone We're put “on the spot" and need to come acfoss polishe polished and professional. it's mare stressful and requires more effort.

and professional, It's mare stressful and requires more effort,

7 Agree You send an email about a networking opportunity and then another
7 You send an email about a networking opportunity and then anather emall email if the person doesn’t respond. If you receive no answer after email

if the person doesn't respand, If you receive no answer after email #2, #2, and it's someone you need to meet, then it's time to call.
and It's someana you heed to mect, then it's time 1o call 8. you will need to call when you need some information ASAP and can’t wait for an email

back

Comments: Grade of 85. You needed to get rid of the blank
lines or could have underlined your agree or disagree




