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Job Shadowing
Phone Script

Good Morning/Afternoon
May I please speak with __________________________?

Hello, my name is ______________________and I am calling from Crooms AOIT to confirm my Job Shadowing appointment on ______________.  

The remainder of the conversation should provide the following information:

Directions________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Time of arrival?______________  Parking?_____________________________

Dress?_______________________ Any required items?__________________

Ending the conversation:  let the person know you are looking forward to the visit and you appreciate their time.

**If the person you need to get this information from is unavailable, leave your name, the purpose of your call, and phone number so they can return your call.
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