Working with Schools and Libraries:  
Getting Started, Getting the Appointment and “No Money” Solutions to Getting an Order!

Steps to Becoming an Educational Consultant

1. Order your EC kit, either on Order Pro or from the Business Supply Store.

2. Read your EC manual (twice!).

3. Fax or mail your signed “Code of Ethics” form to the Home Office.  Purchasing an EC Kit will not earn you the title of Educational Consultant alone.  You MUST fill out and submit your Code of Ethics form!  If you fax the form, call or email the Home Office to verify receipt of your fax.

4. You should be able to list schools within a few days of submitting your “Code of Ethics.”
Listing Schools and Libraries

EDC has implemented a strict listing procedure that is explained in detail on pages 8-10 of the School and Library manual.  Please read this section thoroughly.  For EDC to be successful, multiple EC’s must not attempt to sell products and services to the same organizations.  Two main rules to live by:  

1. An EC should always check the website to see if the school or library is listed.

2.  If the school is unlisted, the EC can list it.  If the school is listed, the EC should not attempt to list, contact or work with the school.
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Do Your Research

It’s always good to know about your school before your initial contact or before your first appointment.  The best way to gather information is via the school’s website.  You will be able to find names, numbers and emails of faculty members, such as media specialists, principals, reading recovery teachers, etc.  You may also be able to view a school calendar listing all the scheduled programs, after school events, book fairs, parent nights, teacher work days, fundraisers and PTO meetings.  This will come in handy when suggesting appointment times or dates for possible book fairs or RFTS programs.  Finally, schools use their websites to celebrate their accomplishments.  You will often find links to news articles or letters from the principal regarding awards or grants that the school has received.  Congratulate them on their accomplishments and share our Literacy for a Lifetime grant matching program.

Making the Phone Call
The number one thing to remember when making your phone call is the acronym KISS…….Keep it Simple Silly!  You are not calling to discuss all of our wonderful program options, but rather simply calling to get an appointment.  Here is an example of what I say when I am calling a librarian for the very first time:
“Hi Mrs. Smith!  My name is Wendy Smart and I am the local Usborne Books consultant in charge of servicing your school.  I was wondering if you would have some time over the next week or two that I could stop by, show you a few new titles and update your files with one of our current catalog?  I promise to only take up about 15 minutes of your time.”
Using the word “local” lets them know that you are near and readily available to them.  The phrase “in charge of servicing your school” lets them know that they will NOT be approached by other consultants.  It’s important to let them know that you value their time and that you don’t plan on visiting for an hour.  Always have your calendar ready to suggest your available dates.  
If she doesn’t say “yes” right away, you may need to answer whatever objections she has.

Here are some easy answers to common objections:


Appointment Tips!
1. Show up on time.  Call if you are running late.
2. Bring books from the top 50 library sellers.  Bring new titles for existing customers.

3. Be sure to bring literature on Reach for the Stars, Book Fairs and Literacy for a Lifetime and discuss each briefly.  Find out the specific needs of the school.

4. Show the librarian a book from each series that is applicable to the grade levels and let her do most of the talking.

5. Be sure to bring one library bound book and talk about the features: stitched not glued, sole source provider, etc.

6. Bring single books instead of combined volumes.  Point out value sets in the front of the catalog.  Libraries need quantity!

7. Make ordering as easy as possible for the librarian!  Give her a black sharpie for marking in her catalog or use post it notes.

8. Always schedule a follow up phone call or appointment date.  Plan out your next step!!
It’s All Who You Know!





Do you have friends or neighbors with school aged children?  Do they serve on the PTO, volunteer at school or know those who do?  Use them as a resource to gather info on school programs or people you should be in contact with at the school.  One of the best ways to get into a school is by “naming dropping”.  During your initial phone call you could say, “My neighbor, Sally Smith who volunteers in your Media Center loves Usborne Books and suggested that I give you a call.”  


 





Tips for contacting librarians


Start early!  7am – 8:30am is prime time for many school librarians.  No luck?  The next best times are around lunch and right after school.


It’s always best to try and dial a librarian’s direct extension instead of going through the main office or school secretary.  Check the school’s website for faculty numbers.


Try phoning several times before leaving a voicemail (or leaving one at all).   Remember, most librarians WILL NOT call you back.  If you leave a voicemail, make it generic and let them know that you will be trying to reach them again at a specified time (tomorrow around 7:30) or that you will trying them via email.  Phone contact is best, but email should be your next choice.


If you are calling an unlisted, “new to you” school, check the listings one more time before you pick up the phone!











“I only buy from _____ (a jobber, online, etc.)”





“You may not be aware of this, but Usborne no longer provides our library bound books to other companies.  They may still have some older titles on hand, but I can make the entire line available to you!”





 


“I’m too busy.”





 “I understand…it’s a busy time of year and bookfair time (or whatever) is crazy!  Would you like me to call you back before Christmas break or wait until after the first of the year?”   When you call back be sure to say: “Hi!  It’s Wendy from Usborne. You asked me to give you a call in January so we could set up a quick meeting…”








The most common objection you will run across……..





“I’m out of money.”





“I understand.  Most of my librarians don’t have money to spend right now.  I’d still love to meet for just a few minutes so you can keep Usborne in mind when you have money available.”


**OR**


“I understand.  The great thing about our company is that we offer many great programs to help schools who might be low on funds and are unable to purchase books.  We even offer a grant matching program if that might appeal to your needs.  Would you have a few minutes for me to stop by and tell you about some of our programs?”








