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	Informational Interviewing


	


What Is An Informational Interview?

An informational Interview is a meeting you arrange with a person whose job interests you.  Depending on the questions asked, you can acquire current facts about specific occupations.  These facts should help you sort out personal options and make decisions.

How To Arrange An Informational Interview 

(
Telephone




(
Drop by and request an appointment


(
Write a letter




(
Have someone who knows the contact make an 



appointment for you

It is important to be specific in your request.  State your name and purpose.  Give an estimate of the time it will take, usually 20-30 minutes. 

How Can It Help You?

(
You can discover what skills are required for certain 



jobs and match them with your own abilities.




(
The person you talk with may serve as a 



valuable job contact in the future.


(
The knowledge you gain about the field could 



make you an impressive candidate once you 



decide to pursue a particular occupation.


(
Because you direct the interview, you may 



develop self-confidence and valuable interviewing 



skills.

Informational Interview Questions

When you go to the interview, you must be ready to ask several meaningful questions.  Much of the success of your interview depends on the careful planning and writing of your questions.  The employer will be more at ease if you are well prepared.  The following questions are some examples of what you might ask 

during the interview:


(
How did you first become interested in this career?



(
Describe your experience during an average 



work day.


(
What skills do you most often use on the job?



(
What courses or training have been most helpful?


(
What can a person do to get a head start in 



learning (job title)?

(
What personal qualities are necessary to succeed 



in this field?


(
What is the opportunity for advancement?

(
What salary can someone expect to make who is 



just starting out?

(
What are the important areas for future 



development in this career?


(
Would it be possible to arrange a tour of the 




facility?

After you write your questions, pick the five to eight questions that you think will produce the most valuable information.  You might write your questions out, leaving enough blank space between questions for notes.  You should take notes during your interview.  It is better to take notes than to forget something important.  Also, your organization and interest may impress the interviewer.

Keep It Short And Say, "Thank You"

Be sure to leave the interview after 20-30 minutes unless the employer asks you to stay.  At the beginning of the interview, tell the employer that you know he/she is busy.  Tell the employer that you appreciate his/her time and 

will only stay 20 minutes or so.

Always be sure to thank the employer for his/her time.  It is a good idea to send a thank-you note to each employer a few days later.


Telephone Lead Ins

You may have occasion to use the telephone in the process of contacting people and setting up appointments.  Remember to identify yourself, state your purpose and ask for an appointment with the appropriate person.  This 

straight-forward approach is generally effective.

Example #1: Hello, Mr. Jones, my name is Diane Smith from Bristol Community College.  I'm doing some research in the accounting field and I'd like to stop by at your convenience to ask you a few questions.  It will only 

take about 20 minutes of your time.  When would be a 

good time?

Example #2: Hello, this is .... and the other day in conversation with .... your name was mentioned and 

he/she suggested that I should meet you.  I am calling to 

find out when you would have a few minutes to see me.

Example #3:  Hello, this is .... This morning I talked with ...about the opportunities in...and he/she spoke very highly of you.  I'm calling to find out if you have a few minutes to see me.  When would be convenient for you? 



















