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Benefi ts of an 
informational interview

Informational interviewing is a great way to 
build upon your net work.  The people that you 
talk to are connected to various pro fes sion als 
through their work place, com mu ni ty, and pro-
 fes sion al or ga ni za tions.  Ask the person you are 
interviewing if  there are other peo ple who they 
would rec om mend that you talk with about the 
fi eld.  Check to see if  you can mention their name 
when fol low ing up with the con tact.

How to locate 
a person to in ter view

You can locate your potential interviewees 
by uti liz ing a num ber of  re sourc es.  Start with 
peo ple you know.  Ask friends what their par-
 ents do.  Ask your par ents what their friends 
do.  Talk to faculty mem bers and ask if  they 

have con tacts you can in ter view.  Ask grad u ate 
stu dents in your school about jobs they have held 
be tween their undergradute and grad u ate school-
 ing.  It is al ways easiest to have a per son al con tact 
with some one, but there are other ways to go 
about fi nding some one to in ter view.  The Ca reer 
Center has several em ploy er di rec to ries that list 
com pa nies in dif fer ent industries—and of ten 
per son nel with in those com pa nies.  We also have 
a course called the Men tor Program that can help 
you con nect with two pro fes sion als in the fi eld(s) 
you are in ter est ed in.

What is an 
informational interview?

Informational in ter view ing is a common 
career ex plo ra tion strategy that allows you to 
assess in ter est in careers and “size-up” or ga ni z-
a tions.  In for ma tion gained from an in ter view 
can be used to pro mote your self to a pro-
 spec tive employer, or open the door to fu ture 
contacts and job pos si bil i ties.

Informational interviewing in volves 
con tact ing pro fes sion als in a fi eld of interest to 
you and re quest ing a half-hour of  their time to 
dis cuss their position or ca reer path.  Re mem ber, 
you are not ask ing for a job, but are seek ing 
career in for ma tion.

To maximize your time during an 
informational in ter view, prep a ra tion is 
crit i cal.  Before the in ter view, de vel op a list 
of  ques tions that refl ect your goals for the 
interview.  A list of  prepared ques tions helps 
you to keep the con ver sa tion fl owing and can 
make the whole pro cess a lot less daunt ing!  

This bro chure contains a list of  sam ple 
questions.  Choose questions based on your 
personal values and the areas that are of  
the great est im por tance to you regarding 
job sat is fac tion.  Use the sam ple ques tions as a guide 
to help you de vel op 5-6 spe cifi  c questions.  The goal 
is to have a con ver sa tion.  You direct it through the 
questions you ask, so be sure to develop ques tions 
about the things that interest you.

After developing your list of  questions, 
prepare to an swer ques tions about your self  
that the per son you are in ter view ing may have.
Be pre pared to dis cuss two or three ex pe ri -
enc es that high light your per son al strengths.
You may want to in clude in for ma tion about your 
back ground, in ter ests, and goals.

Take this op por tu ni ty to pro mote your self.  
Give the in ter viewee a rea son to re mem ber you.
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Getting in contact with 
a potential interviewee

There are severals ways to contact profes-
sionals. You might use a telephone, a letter of  
introduction sent through the mail, or e-mail. The 
type of  contact you choose depends on a variety 
of  factors, including familiarity with the profes-
sional, geographic location, and the professional’s 
daily schedule. Think about how your request will 
be received. For example, a telephone call can 
be a quick and easy way to make contact. How-
ever, for some busy professionals, it might be a 
disruption to their day. Regardless of  your method, 
here are a few suggestions to consider:

•     Be professional and courteous. Use a formal
      business format for written correspondence.
•     If  you have been referred by someone to
      talk with this professional, be sure 
      to mention your referral 
      source at the beginning 
      of  the communication.
•     Emphasize the fact that 
      you are interested in
      gathering information 
      about the career field, organization, or the 
      professional’s career path. You want the 
      professional to understand that you are not 
      seeking employment.
•     Let the professional know why you are
      interested in this particular field, company,
      and career.
•     Explain what you hope to learn from the
      professional.
•     Be prepared to discuss your skills, 
      experiences, and interest relating to this career.
•     State your desire to arrange a 20-30 minute
      meeting (either in person or by phone,
      depending on what is feasible) with the
      professional.

Follow Up
•     If  you haven’t heard from the professional
      for more than a week after your inquiry, it is
      appropriate to make a follow-up phone call.
•     After the interview takes place, write a 
      thank you note. Express your appreciation 
      for the professional’s time and expertise as 
      well as how they have helped you with your 
      search for information.
Additional Resources
•     Mentor Program: 1-credit Career Center
      course that connects you with professionals
      for informational interviewing.
•     Career Library: books and information about 
      the informational interviewing process and 
      sample letters of introduction.
•     Drop-in Advising and Appointments: 
      see an advisor to discuss your strategy 
      or to review your letter.

Informational 
interviewing questions
Occupational Requirements and Experience

•     What skills are necessary to succeed in your
      field/industry?
•     What training, past employment, and 
      experiences led you to or prepared you 
      for this field?
•     Is your educational background typical or
      atypical of  your career field? 
•     What types of special certification, 
      licensing, or advanced degrees are necessary 
      in your field?
•     What special qualities do you see as 
      important for success in this occupation?
•     If  you were in charge of  hiring in your
      field/for your company, what criteria would
      you use to make your selection?

Occupational Environment
•     Please describe your work environment. 
      What parts are enjoyable?  What parts would
      you wish to change?
•     What is a typical day like for you?  Describe
      a typical daily “to do” list.
•     What do you like most and least about your
      job? What is the most stimulating aspect of
      your position?
•     What are the current trends within your
      industry/field?
•     How many hours a week do you work? 
      How much overtime is expected?
•     How much flexibility are you allowed on the 
      job in terms of  dress, hours, vacation...?
Organization
•     How did you select this organization/company?
•     Who do you come into contact with 
      on a regular basis (clients, vendors, volunteers)?

•       How often do you receive feedback 
       from your supervisor?

•       Do you think there are any biases
         (gender, age, ethnicity, orientation) 
          within your industry/organization?

• What sort of problems—at the company,
division, or department level—do you encounter?

•     What kind of  meetings do you participate
      in? How often?
•     Who are your company’s competitors?
Advice
•     Are there any professional groups or
      associations that I should belong to?
•     Should I obtain any licenses or special training?
•     Do you know of any other professionals in
      this field who might be willing to talk with me?
•     What advice can you offer to someone
      interested in entering your field?
•     What’s the best method for finding a job in
      this field?
•     Are there any majors or college courses you
      would recommend?
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