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How to Write a 30-Second Elevator Speech

An elevator speech or pitch is a brief summary used to quickly
define a person, service, product, etc.

Start writing your 30-second elevator speech by answering the
following questions. Then use the answers to write a message that
you can share with someone in 30 seconds.

Use these tips in person, on the phone, with audio or video, and
online.

1. Who are you?

2. What are you looking for in a job?

3. What are your skills?
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4. What do you want?

5. What can you offer?

6. Ask for help.

7. Thank them for listening.
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Here is an example of a 30-second elevator speech used by
someone looking for a job.

Hello, my name is Dan Lehmann and | am a machine tool operator
who is presently between jobs. | have 19 years of experience in
machine tooling and | can read and interpret blueprints. | can set-
up, operate, and program CNC machines. | can also maintain the
machines. | noticed that you work in this company and was
wondering if you are familiar with the Human Resources Manager or
the person responsible for hiring operators because | would like to
get my resume to that person. Are you aware of any job openings
that would require my skills? | appreciate your taking the time to
listen to me, and would appreciate any help that you can give me in
my job search. (Offer a handshake as you end with) Have a great
day.
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The original version of this worksheet was provided by the National
Center on Leadership for the Employment and Economic
Advancement of People with Disabilities (LEAD).

This workforce product was funded by a grant awarded by the U.S.
Department of Labor's Employment and Training Administration.
The product was created by the grantee and does not necessarily
reflect the official position of the U.S. Department of Labor. The
Department of Labor makes no guarantees, warranties, or
assurances of any kind, express or implied, with respect to such
information, including any information on linked sites and including,
but not limited to, accuracy of the information or its completeness,
timeliness, usefulness, adequacy, continued availability, or
ownership. This product is copyrighted by the institution that
created it. Internal use by an organization and/or personal use by an
individual for non-commercial purposes is permissible. All other uses
require the prior authorization of the copyright owner.

The lllinois workNet Center System, an American Job Center, is an
equal opportunity employer/program. Auxiliary aids and services are
available upon request to individuals with disabilities. All voice
telephone numbers on this website may be reached by persons
using TTY/TDD equipment by calling TTY (800) 526-0844 or 711.



