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What is an Informational Interview?

An Informational Interview is:

» A discussion with someone who is working in a career or position that interests
you

P A research tool — a way for you to find useful and specific information that you
could not find in books or on the Internet

» An opportunity for you to interact with professionals and get specific advice to
help you advance career

Note: Information interviewing is NOT interviewing for a job. It is a research tool.

Why Should You Conduct an Informational Interview?

P To explore careers and clarify your career goal

» To expand your professional network

» To build confidence for your job interviews

P To access the most up-to-date career information

» To identify your professional strengths and weaknesses

Benefits of an Informational Interview

The benefits of an Informational Interview include:

o Get a 'reality check’ about what a career actually entails and decide whether it is
an occupation that suits you

e Gain insider tips regarding what courses to take, what experience to get, and how
to market yourself when actively searching for similar positions

e Develop knowledge of the industry, recent trends and developments and
lingo/jargon

e Build new contacts in your field of interest

e Develop communication skills and confidence in meeting and talking with new
people
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Identify People to Interview

Start with people you already know well. Use this network to find people you can be
referred to:

» Professors or faculty

» Family, Friends or neighbors

P Friends and Classmates

» Coworkers

» Acquaintances through networks

Prepare Ahead of Time

Ask questions that are appropriate and important to you.

Request an interview by letter, phone or email.

Do research before the interview- know the company, the profession and the
contact’s profile

Call to confirm your appointment the day before the interview.
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Writing a Letter of Request

In preparing a letter of request, include the following information:

A brief introduction about yourself;

Why you are writing to this individual;

A brief statement of your interests or experiences in the person's field, organization or
location;

Why you would like to converse. Be straightforward; tell him/her you are asking for
information and advice.

The last paragraph of the letter should always include a sentence about how and when
you will contact this person again.
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Here's a sample cover letter requesting an informational interview:
May 15, 2003

Mark Steppe, Esq.

VAVILOV, WEBB, WALSH & RIVER
1313 Avenue of the Harbors

Suite 4444

Silver City, CA 12345

Dear Mr. Steppe:

| am student a California Western School of Law, beginning my third trimester.
Labor law has been of interest to me since | took a class in that subject as an
undergraduate. Your firm has an outstanding reputation in that field of practice.
My area of concentration in law school will be labor law. | would appreciate the
opportunity to meet with you briefly and discuss the practice of your specialty. | am
especially interested in your views regarding public vs. private employment

experience. Any further insights you have would be greatly appreciated.

| will contact your office the week of October 2 to set up a mutually convenient time
for this informational meeting.

Sincerely,

Jeremy D. Muller

At the Interview

P Bring a small notebook and pen, as well as a copy of your resume. If you feel
comfortable doing so, you may ask the person you are interviewing to critique your
resume.

Dress appropriately, make a good impression.

Be prepared to take notes; be enthusiastic and show interest.
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Questions to Ask

Here are a list of suggested questions:

These questions are intended to get you thinking about what to ask in an informational interview and
you may also have questions of your cwn to add. As most informational interviews only last 15 - 30
minutes, you will probably only be able to ask 10 - 15 guestions. Use informational interviews to build
on research that you've already done; don't ask guestions that you could easily find answers for on the
c?mpany website or in & brochure. Plan to ask your most important guestions first, in case you run out
of time.

Job/Industry Questions

1. What does someone in your occupation do on & day-to-day or weekly basis?

2. Please describe what you find to be a typical work day/week including routine work flow and
miajor work tasks that need to be accomplished.

3 What are the most frequently recurring problems?

4 What exacthy does your company do?

5.  Whao are your customers/target groups?

&. Do you have any social interactions as part of your job?

T Wha is your immediate supervisor? What is hern'his title?

B What is the level above this one? What is the top job you can have in this career?

9 Does a typical worker have a set schedule or are the hours flexible?

10. Do you work a lot of overtime?

11. What are the ideal guslifications for someone in this type of work?

12, What skills or personal gualities are necessary for success in this occupation?

13. What do you like mostleast about it (values satisfied, barriers to satisfaction)?

14. What are the greatest pressures and strains in your work?

15. What do you perceive to be the major rewards of this job?

146, What are major frustrations in this job?

17. What are the most interesting aspects/liabilities of your job? What part of your work do you
consider repetitious?

18. What percentage of your time is devoted to this?

1%, What is your level of freedom to solve problems and take action on the job?

20, Tell me youwr working conditions [ex: physical, environmental, sensory, stress).

21. What is the occupational outlook for people in this field?

22 How often are there actually openings in this occupation?

23. Do you see this field growing over the next five years?

24. What is the salary range? Are there benefit packages? Unions?

Related Occupation Questions
1.  Aure there any other jobs that are similar to yours but with different job titles?
2. Are there any entry level jobs?

Source:
Province of Manitoba (2012). Conducting an Effective Job Search. Retrieved from:
http://www.manitobacareerdevelopment.ca/CDI/docs/job_search.pdf
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Career Development and Advancement Opportunity Questions

1.  Where does this job lead and who does it bring you in contact with?

2. Ifyou had a crystal ball, what predictions would you make about the future of this occupation
{company), not only in terms of employment demand, but involvement with new technaology,
new target groups, or perhaps new products?

3.  What are the opportunities for advancement?

4.  What steps, besides meeting educational requirements, are necessary to "break into” this
ocoupation? For example, could | join & union, volunteer, or work part-time at first?

5. What related occupations might | consider if | lack some of the necessary skills for this job?

6.  How long does it usually take to move from one step to the next in this career path?

7. Are there other areas of this field to transfer to? What are they?

Training and Education Questions

1. Did you have to take any special training or education to enter this field?

2. Does the job require previous experience?

3. What types of training do companies give to people entering this field?

4. Are there any specific courses one might take that would be particularly beneficial in this field?

Request for Advice or Mentoring

1. What advice would you give to someane considering this occupation or field?

2. Ifyou could do it all over again from high school days, what would you do differenthy?
3. What advice do you have for a graduate to get a job in this field?

4.  Can you offer any tips for getting ahead in this field?

5 What journals or magazines would you recommend | read in this field?

Questions About Interviewee's Career Development and Job Search Process

1. Please share some of your own career experiences, how and why you first became involved in
your present position, where you were prior to your present position, and in general, how your
career has developed over the years, including what first motivated you to consider your initial
career choice?

2. How did your previous work experience assist you in attaining this position? Which ones helped
the mast in getting the job you have now?

3. How did you get started in this field?

4 How did you find out about the job you have now?

5.  How did you get the job on this project [strategies, timing, decisions)?

6. How long have you worked in this job?

7. How long have you worked for this organization?

B.  What made you think you'd like this kind of work and be good at it?

7. What was it that made you think you could do it (be outstanding at it, "succeed™]?

10, Were there any contacts or mentors that helped you?

11. Can you think of 8 major turning point in your career?

12, If you were going to change direction now, where would you go? How would you da it?

Source:
Province of Manitoba (2012). Conducting an Effective Job Search. Retrieved from:

http://www.manitobacareerdevelopment.ca/CDI/docs/job search.pdf
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Application/Interview Process Questions

Can you describe to me, step by step, the hiring procedure for this position?
Will | be asked to take any tests?

Do you currently have anyone specific in mind for the next opening here?

Who makes the hiring decdsions in this company?

How long does it usually take after the first interview to make a hiring decision?
What type of questions did they ask you in the interview?

D o hienee any advice on how to snsser them?

el

Requests for Further Leads

1. Can you think of any other people it would be good to talk to?

2. Would you provide me with the names and phone numbers of people you know whao hald
company positions similar to your own and would be willing to share some time with me for a
field interview?

3 Wil it hes aikemg i | caid that wan reeammeandee herfhirn a2 8 cantart?

Questions to Ask Yourself After the Informational Interview
Take some time after the informational interview to reflect on the information you gathered. Consider

the following questions to help evaluate what you leamed and determine if the peosition and employer
are the right fit for you:

1. Can you picture yourself performing the duties?
. Do you feel that you could handle the job or jobs that you learned about in this interview? Why?
3. What else did you learmn about the job [or jolbs) or about the employer and his or her
organization?
4. Do you feel comfortable with the work setting?
What is the entry level salary rate -can you live on this?
&. Do you feel that this organization might consider hiring you if they have a job opening?

.

Questions to Ask

» Always send a note of thanks after the informational interview.

» Record, Analyze and evaluate the information interview.

What did | learn from this interview?

How does what | learned fit with my own interests, abilities, goals and values?
What do | still need to know?

What plan of action can | make?

vvVvyy

Source:
Province of Manitoba (2012). Conducting an Effective Job Search. Retrieved from:
http://www.manitobacareerdevelopment.ca/CDI/docs/job_search.pdf
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