Junior Shadowing Day – Example Phone Conversation!  (You can adapt this for an actual face-to-face conversation if needed)

Since many of you are ready to start calling your chosen employer to ask them if you can shadow them on December 12th, I thought I’d give an example of how the ideal conversation should go.

Sample of appropriate phone conversation:

First:

Make sure you have the number and the person’s name right in front of you. Also make sure you have paper and pencil to write down any information that they may need to give you.

“Hello, May I speak with “Joe Designer”?

“Hi, Mr. Designer, 

My name is Digi Kid and I’m a Digital Communications major at the Academy for Arts, Science & Technology here in Myrtle Beach--- (breathe)—I am really interested in learning more about graphic design, and we have an opportunity to go out and shadow a person or business on December 12th.
Allow them to respond.

“Would it be possible to spend at least 6 hours with you? I will just be learning about what you do.”

If not, then thank them for their time and hang up. You need to go to plan “B”. Also give the business and name to Digi Mom so that no one else will call them.

If so,

“Great, our shadowing day is Dec. 12th.  What time would you like me to be there that morning?” 

Write down the time.

Can you give me directions to your business?”

Write down the directions. If you don’t understand then ask for clarification.

“How should I dress?”

“Should I bring my lunch or should I plan to eat out?”

“Let me give you my phone number in case anything comes up and you need to change anything. 555-5555.”

“Great! Well, I’m looking forward to meeting you and thanks again for allowing me to shadow.”

Get your form signed by a parent and turn it in so that I can let other students know not to call your person.
