
The Executive Job Search 
Process 

1st Contact
Letter & Bio

2nd Contact 
Telephone 

3rd Contact 
Telephone

4th Contact
Telephone

5th Contact 
eMail 

Prospecting Phase

 Qualifying Phase
(Needs Analysis)

 Sales Phase
(Interviewing)

6th Contact
Letter, Resume

7th Contact
eMail &/or Fax

8th Contact
Telephone

9th Contact
Telephone

10th Contact
Letter &/or eMail

11th Contact 
In-Person

12th Contact 
eMail

13th Contact 
Letter

14th Contact 
Telephone

15th Contact 
In-Person

This might be 
either a cold 
solicitation, a 
referral or an 

answer to a job 
posting. 

Following up the 
letter by 

telephone  may 
or may not get 
through on the 

first call.

Frequently, a 
second call will 
also end up in 
voice mail or a 

message with an 
assistant.

Three calls is close to 
the average number of 
tries to get through to 
someone . . . unless 
you have a personal 

reference.

The eMail  is used 
for following up to 

the successful 
telephone 

conversation & 
includes 3 new 

Accomplishments.

This phase will typically take a week to ten days or more.

This phase can last two or three weeks or even longer.  It can also add 
several additional contacts by telephone, eMail  and even regular mail.

This phase can last one or two weeks, depending on the 
number of candidates and the urgency to fill the position.  

A "Thank You" 
Letter that includes 
your official resume 

and any other 
credential item, as 

appropriate.

This is a short 
message! It refers 
to the Letter  that 
is in the mail and 

adds a point or 
two.  

Hopefully, this is 
an incoming call 

from your contact, 
setting up a 
Telephone 
"Screening 
Interview."

This is the 
"Screening 

Interview" that will 
determine whether 
or not you progress 

to the Job 
Interview phase.

A Follow-Up Letter 
to the Interviewer, 

listing 3-5 
Accomplishments 

that reflect the 
interviewer's 

interests.  

This is probably 
the first of a series 
of Job Interviews.

This is a follow-
up to the 
interview, 
shedding 

additional light 
on any 

unfinished or key 
topic.

The "Thank You 
Letter" should include 
any White Paper and 
one or two additional 
Accomplishments that 

are pertinent to the 
interviewer's area of 

interest.

This call is a 
confirmation call 

to set up 
appointment/s for 

the final Job 
Interview/s.

This could be one or 
a number of Job 

Interviews with key 
executives.  If 

successful, it could 
become a 

Negotiation for 
Compensation.

Sample Sales Sequence

The Sales Sequence is the sum total of contacts by various means, taken in the likely order they will 
occur.  This is just one typical example.  The major lesson here: each contact is a separate step in the 
process and should be addressed in appropriate sequence.  At each step, your ONLY objective is to 
get to the next step in the sequence.  If you try to "leap frog" some steps and jump to the conclusion 
more quickly, the sequence is likely to be broken and the process will come to an abrupt end.  

You must keep in mind that this is a prime example of a complex sale. In all likelihood, there will be 
several people involved in the decision to hire you and each will have their own agenda, priorities and 
personalities.  You must navigate through these tricky waters.  Stick to the sequence and recognize 
that each step is part of a complex sale that gives the people in the company you are approaching a 
chance to "process" their impressions of your competence, suitability and, above all, your "likeability."  
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