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       Tool Kit – Item 7

The Elevator Speech Template

My name is (if the person doesn’t know you)
_______________________________________________________________________________

Profession (this is your discipline and industry, example: an accountant in the manufacturing industry)
_______________________________________________________________________________

I most recently worked at (name the company and what the company did)

_______________________________________________________________________________

Title

_______________________________________________________________________________

I was responsible for (brief review of job functions)

_______________________________________________________________________________

_______________________________________________________________________________

I am currently pursuing opportunities in (be specific about what you’re looking for)

_______________________________________________________________________________
_______________________________________________________________________________
My target companies are (list two or three company’s…more if they want it)
_______________________________________________________________________________
_______________________________________________________________________________
My phone number: 

_______________________________________________________________________________
My email: 

_______________________________________________________________________________
Note:  
If it’s not necessary to say, it’s necessary not to say it (for example, don’t talk about how long you’ve been looking for a job or anything else that doesn’t positively contribute to your story.
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