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Informational Interviewing
What is an informational interview?
An informational interview is a way for you to gain information and advice about a field,
industry, or company. It is also one of the most effective ways to grow your network. An
informational interview consists of a conversation between you and someone in a job or
industry you would like to learn more about. The goals of an informational interview
include:
o Learn more about a company, industry, and/or person
o Introduce yourself to professionals, and industry leaders
o Grow your network in an intentional and systematic way
In short, you will be gathering Advice, Information, and Referrals (A.I.R). The benefits of
such a strategy are many and varied and include:

o Gain self-confidence in talking with professionals, since it is much less stressful
than a job interview
o Obtain information about the job market, the industry and the companies you
are interested in.
o Meet people who are new and interesting
o Build a network of contacts which may be helpful in the future
o Explore jobs or career paths you did not know existed
o Enhance your communication skills
o Improve your social skills
o Learn how to manage a focused conversation
o Observe various work environments
o Learn which skills are necessary for particular occupations
o Sharpen your decision-making skills

How is an informational interview structured?
The ideal format for an informational meeting is face-to-face, one-on-one. It is less
effective and less desirable to conduct informational interviews over the phone or via
video chatting, email, etc., but better than not conducting one at all.
The timeframe for an informational interview can vary widely, but range from 15
minutes to more than an hour
As the job candidate, you are the driving force behind informational interviews. Tasks
you will be responsible for include:
o Researching the industry, company, and people to meet with
o Initiating contact and asking for the meeting
o Conducting the Informational Interview

o Following-up after each meeting

How do I conduct an informational interview?
Below are guidelines to help you before, during, and after each informational interview
Before:
 Assess your skills, interests and abilities
 Identify an industry and/or target companies you’d like to learn more about
 Research the company using a variety of resources, including:
o Company website, materials, information
o Other sources (glassdoor.com, vault.com, Occupational Outlook
Handbook, etc.)
o Your network
 Choose the kinds of information, advice, and referrals you would like to collect
and generate a list of questions that will help you gain that information (see list of
sample questions later in this resource)
 Prepare to dress appropriately, making sure you have the right outfit well before
the meeting takes place
 Develop your 30 second commercial and practice it
 Develop and practice answers to several commonly asked interview questions in
case they come up in the informational interview
 Identify (and research) the person/ people within the company you would like to
talk with and reach out to set up a meeting (see sample script for asking for
meeting below)
 Practice informational interviews with someone already in your network
 Have someone in your network introduce you or make a referral to a targeted
person, in advance of you reaching out to them if possible
 Contact the targeted person and include the following key information in your
“ask”
 Your name and your commercial
 Connections you have in common
 Ask to meet (be as SPECIFIC as possible in terms of date, time,
location, and types of questions you would like to ask). Emphasize
you are not asking them for a job, but you are exploring career
options
 Once a meeting is agreed upon, confirm the details, exchange contact
information (cell phone numbers) in case something comes up last minute, and
say “THANK YOU”
 Make sure you know exactly where to go and when to meet: show up early to
avoid stress and bad impressions.
 Create the agenda for the meeting, which should include the following elements:
o Introduction – using your 30 second commercial – and thank them
o Build rapport by talking about common connections, interests, etc.
o Re-statement of the purpose of the meeting (gathering information, not
asking for a job)

o Ask questions to help you gather information, advice and referrals
o Identify next steps
o Say thank you and end the meeting on time
 Set a goal of conducting 2-5 informational interviews per week

During:
 Follow the agenda you developed for the meeting
 Make a strong first impression showing your calm confidence, making eye
contact, shaking hands, etc.
 Ask permission to take notes
 Start with easy questions, but get to the meaty ones fairly quickly
 Bring a resume, but only share it if they ask for it
 When appropriate, don’t be afraid to “soft sell” yourself by sharing your
knowledge, experience, insights, enthusiasm
 Ask who else they might recommend you talk to in order to learn more about
certain things you covered.
 Ask permission to stay in touch after the meeting (via email, LinkedIn, etc.)
After:
 Within 24 hours, send a thank you note. Thank them for their time and
information – make specific reference to topics of interest
 Make notes of what you learned (helpful and not) and ask yourself how these
learnings may change the ways you think, act, or feel, including what types of
jobs, companies, etc. you might pursue moving forward
 Follow-up on any items discussed, especially any people they referred you to.
 As you complete follow-up tasks, reach back out and update them
 Keep the connection active by establishing a contact plan (every week, other
week, monthly, etc.)

Sample Questions to Ask in an Informational Interview
Below is a list (adapted from quintcareers.com and other sources) of possible questions
to ask in an informational interview. Read over the list and identify the questions which
would most directly help you gain the information, advice and referrals to help you
succeed in your career development and transition. As you become more comfortable
with the informational interview process and the jobs you will target, you will likely
develop your own sets of questions for each interview.
Information-based Questions
o Is there a basic philosophy of the company or organization and, if so, what is it?
(Is it a people-, service- or product-oriented business?)
o What is your job like? A typical day?
- What do you do? What are the duties/functions/responsibilities of your job?
- What kinds of problems do you deal with?
- What kinds of decisions do you make?
- What percentage of your time is spent doing certain tasks?
- How does the time use vary? Are there busy and slow times or is the work
activity fairly constant?
o Why did this type of work interest you, and how did you get started?
o How did you get your job? What jobs and experiences have led you to your
present position?
o What are the most important personal satisfactions and dissatisfactions
connected with your occupation? What part of this job do you personally find
most satisfying? Most challenging? What do you like and not like about working
in this industry?
o What are the various jobs in this field or organization?
o What things did you do before you entered this occupation?
o What other jobs can you get with the same background?
o What sorts of changes are occurring in your occupation?
o What skills are most important for a position in this field?
o How is the economy affecting this industry?
o What are the salary ranges for various levels in this field? Is there a salary
ceiling?
o What are the educational, requirements for this job? What other types of
credentials or licenses are required? What types of training do companies offer
persons entering this field? Is graduate school recommended? An MBA? Does
the company encourage and pay for employees to pursue graduate degrees?
o What are the typical entry-level job titles and functions? What entry-level jobs are
best for learning as much as possible?
o Who is the department head or supervisor for this job? Where do you and your
supervisor fit into the organizational structure?

Advice-based questions
o What is the best way to enter this occupation?
- What are the advancement opportunities?
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- What are the major qualifications for success in this occupation?
What special advice do you have for a student seeking to qualify for this
position?
How does a person progress in your field? What is a typical career path in this
field or organization?
What were the keys to your career advancement? How did you get where you
are and what are your long-range goals?
How can I evaluate whether or not I have the necessary skills for a position such
as yours?
If your job progresses as you like, what would be the next step in your career?
Are you a member of any professional organizations related to your work? Do
you recommend joining them?
Why did you decide to work for this company?
What do you like most about this company?
Do you find your job exciting or boring? Why?
How does your company differ from its competitors?
How has your job affected your lifestyle?
What are the major frustrations of this job?
What interests you least about the job or creates the most stress?
Does your work relate to any experiences or studies you had in college?
How well did your college experience prepare you for this job?
What courses have proved to be the most valuable to you in your work? What
would you recommend for me?
How important are grades/GPA for obtaining a job in this field?
How do you think my university's reputation is viewed when it comes to hiring?
How do you think graduation from a private (or public) university is viewed when
it comes to hiring?
From your perspective, what are the problems you see working in this field?
If you could do things all over again, would you choose the same path for
yourself? Why? What would you change?
Do you have any advice for someone interested in this field/job? Are there any
written materials you suggest I read? Which trade/professional journals and
organizations would help me learn more about this field?
What kinds of experience, paid or unpaid, would you encourage for anybody
pursuing a career in this field?
Do you have any special words of warning or encouragement as a result of your
experience?
These are my strongest assets (skills, areas of knowledge, personality traits and
values):___________________________________. Where would they fit in this
field? Where would they be helpful in this organization? Where might they fit in
other fields? Where might they be helpful in other organizations?
How would you assess the experience I've had so far in terms of entering this
field?
[If you feel comfortable and it seems appropriate:] Would you mind taking a look
at my resume?
Any other advice or words of wisdom?

Referral-based Questions
o I was really interested in the topic you mentioned earlier. Who should I talk with
or where should I look for more information about it?
o Among the people you work with now (or used to work with at company XYZ), is
there anyone else you think would be helpful for me to meet with?
o Based on our conversation, do you think I am on the right track? Are there other
companies/ industries/ questions I should consider?
o Is there a job site that would be good for me to add to my list if I wanted to keep
my eyes out for jobs here?
o One of my target companies is XYZ. Do you know anyone there I should try to
reach out to? How would I go about connecting with them?
o Who else do you know who is doing similar kinds of work or uses similar skills?
o What other kinds of organizations hire people to perform the functions you do
here?
o Do you know of other people whom I might talk to who have similar jobs?
o Any next steps you would suggest for me?

Asking for an Informational Interview
Taking the initiative to ask for an informational interview requires some courage, but
is a great way to open a door and introduce yourself to the world of work. To take
full advantage of this strategy, when you ask, try to be:
o
o
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Professional – talk, act, dress and carry yourself not just as if you are a
good student, but as if you are a good employee
Positive – approaching your job search and informational interviews with
a calm confidence and the thought, “ I can do this and it will make a positive
difference”, will carry you through the challenging, uncertain times of this
process
Pleasant – smile, shake hands, be your genuinely best self. You will leave
a long and lasting impression by being the kind of person someone would
like to spend time with
Persuasive – if you want something, you have to convince someone you
deserve it. Persuade people that an informational interview with you would be
a positive experience for all involved
Persistent – you will encounter resistance in this process (you will get
some “no’s” from people you ask for a meeting), but stay focused on your
goals and keep asking. Every “yes” is a step forward on your career path

The two most common ways people ask for an informational meeting is via email or via
phone call. Below are sample scripts to get you started, but it is important that you
communicate using your own voice. Elements of the “ask” include an introduction of
yourself, the reason you are asking to meet and the actual meeting propsal. Both
examples below are adapted from quintcareers.com)

Sample email:
Dear Mr. Shaneson:
[Introduction of self] As a junior at Washington State University, I start my physical
therapy course next semester. [reasons for asking for the meeting] I would love the
opportunity to schedule an informational interview with you to learn more about the field,
more about how you got involved in this career, and the day-to-day activities of a
physical therapist.
I was fascinated with the approach to physical therapy you describe in your blog
postings on PhysicalTherapyBlog.com, and I felt you would be one of the most
enlightening people in the field I could possibly interview.
[Ask] I know you must be quite busy, so I assure you I will be brief -- taking up no more
than 30 minutes of your time.

I will contact your office next week to inquire about a convenient time for scheduling this
informational meeting. You can also reach me at 509-555-4876 or at
katie.walton@gmail.com.
Thank you very much for considering this request.
Sincerely,
Jimmy Junior

Sample Phone Script
"Hi, my name is ______________________ and I'm a student at ______________
University. I got your name from ________________. You're in a line of work I'm
interested in, and I was hoping you could help me gain insights into the profession. I'm
sure my questions could be answered in a 20-30-minute informational interview.
I was wondering if you would be able to meet on (date, time, location) or would there be
a more convenient arrangement for you?”
If resistance or pushback:
“Let me assure you, I am not meeting with you to ask you for a job or anything more
than your expertise (which has come highly recommended).
Yes, I have a resume, but at this point, I am in the information gathering phase of my
career”
If yes:
“Let me confirm the date, time, and location (any special instructions about parking,
access to the building, where to meet you?). I’d like to share with you my phone number
in case anything should come up last minute (XXX-XXX-XXXX). Would you be willing to
share your number with me if I have any last minute car troubles, etc.?”

