SPECULATIVE LETTERS AND APPROACHES
It is not sufficient simply to wait for jobs to be advertised in the media.  The right job for you is unlikely to appear in the Situations Vacant columns anyway.  Only a small proportion of posts are advertised in the press.  The effective job seeker must tap the hidden job market by making speculative approaches to prospective employers.  Turnover, promotion and retirement continuously create new job opportunities.  Economic, technological and organisational change always affect employment patterns.

Marketing yourself means keeping ahead of the competition.  This approach gives you the initiative.  You decide which organisations, sectors, jobs and areas most interest and appeal to you.

Speculative approaches can even aim at creating new jobs.  Convince employers that you have exactly the skills needed to solve their business problems.  Prove that they need your abilities and would benefit from your expertise.  Demonstrate that they cannot afford not to employ you.

Points to remember when making speculative contacts.
1. IDENTIFY LIKELY TARGETS - Be discriminating and pick only worthwhile prospects.  You are not sending out a mail drop or a circular letter.  Each approach must be tailor made and will take time to prepare.  Which organisations have the sort of position which attract you?  Who is recruiting, re-organising, relocating etc?  Use all your information sources and contacts to select a portfolio of prime targets and concentrate on these.

2.  GIVE A SPECIFIC REASON FOR CONTACT - Have a 'peg' on which to base your letter.  You are not 'asking for a job' or 'hoping they might have a vacancy'.  You are making a business proposition, showing how your abilities can contribute to the success of their enterprise.  You must prepare a thoroughly argued case to prove that the cost of employing you is more than outweighed by the benefits that will result.  Research the organisation.  Familiarise yourself with its problems and needs.  Identify where you can fit in.  Show how you would improve, develop or help it become more effective.  (And be sure you can deliver the goods!).

3.  AIM AT A NAMED INDIVIDUAL - The basic rule is to contact only the person who can take the decision to employ or help you.  (In some cases you might be approaching him for information rather than for a job).  Check with the organisation about names, job titles, addresses, to ensure these are correct.  Your letter must land on the right desk.  If necessary by-pass the normal selection procedure.  Avoid getting filtered by the Personnel Department.  Don't be fobbed off by assistants, deputies and secretaries but remember they have a job to do.

4.  GET A MEETING - No one ever got a job merely by writing a letter.  Aim for a face to face meeting and state this intention clearly when you write.  Be prepared to fit in with the employer's availability.  Prepare for the meeting as you would for a job interview.

5.  ALWAYS FOLLOW-UP - If you hear nothing within two weeks of writing, follow up by telephone.  Their lack of response puts the ball in your court again.  You might arrange a meeting through a secretary.  Offer specific dates and times when you can be available.  Drop in if you are in the vicinity - Many jobs have been landed at impromptu interviews.

6.  WHEN YOU MEET - You may have to make the running - after all you asked for the meeting.  Be businesslike and professional in making your proposals.  Ask questions about the employer's needs.  Treat him as a client.  Tell him what you can do and what you offer.  Be flexible.  Be prepared to negotiate.  If a full time appointment is not feasible, he may be interested in employing you on a short term basis for a specific project.  Get any agreements - proposals or contacts - in writing as soon as possible.

7.  IF YOU really want to work there, don't take no for an answer.  Occasionally persistence will pay off and after an initial refusal, you will be offered a meeting.  Make the most of it.

8.  STEPPING STONES - Making speculative contacts can pay off in a variety of ways.  Even if you have no luck with a particular employer you may be referred or recommended to another who is interested.  Use these meetings to get more information about the job market.  Each employer you see is a new contact.  Each rejection you experience is one step nearer the job you want.

