
What is an Information Interview?  

An information interview is a 15 – 30 minute interview with a person that is working in the field or in a position that you are interested in. 

What can you gain from an informational interview?

· Information on a career, job, or industry that will assist you in making an informed career decision. 

· A networking resource that may eventually lead to employment opportunities. 

· An opportunity to practice your interviewing skills.

· A source of information regarding “hidden jobs” in your chosen field.

Please note:

*Informational interviews are NOT job interviews and you are NOT asking for a job!

When scheduling an information interview you should be very clear that you are asking for information only. Some employers may be reluctant to give an information interview if they feel that you are only trying to get your “foot in the door.” Therefore, let the employer know that you are interested in gathering information to research an industry or explore career options.

Steps for setting up an information interview:
1) Research
Use the following resources to identify a company in your field of study.  These resources can include the following: your school career center, Chamber of Commerce, the Internet, yellow pages, business directories, or personal referrals from teachers, counselors, friends, etc.  Find out everything you can about the position in which you are interested and then identify if the company or organization has a person who is working in that position. This is the person you will want to contact for an informational interview. 

Keep a notebook of the names of people, places and organizations you have contacted for informational interviews. List the phone numbers, addresses and other important details for future contact and networking purposes. 

2) Contacting the person/Setting up the interview:
Contact the person you want to interview directly and clearly explain your purpose of gathering information. If you received the contact name from someone you know, it is a good idea to ask this person to introduce you to the contact or let the contact know you will be calling. This is always desirable if possible. Remember you are only asking for 15 – 30 minutes of their time, and you will need to work around their schedule. 

3) Preparation 
Prepare a list of questions to ask the person you will be interviewing.  Be thorough, including questions about a typical day on the job, background on education and experience needed for this position, likes and dislikes about the job, and personal observations. 

3) The Interview
Do not go over the time you have agreed on for this interview! Show respect for the interviewee by adhering to the time limit you established initially.

A good way to end the interview is asking if they can recommend anyone else in the field that may be helpful to talk to. They may have contacts or know of organizations that may be helpful in your search for information and networking.

4) Follow Up!
At the end of the interview, thank the interviewee for their willingness to talk with you and for the valuable information provided. Send your interviewee a thank-you card immediately after you interview them. Next, if the interviewee has agreed to continue contact, keep in touch with this person by calling periodically at agreed-upon dates/times. This will take some effort on your part, but it will definitely pay off. This process transforms your interviewee into a networking contact, and networking will be one of your most valuable tools in career development. 
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Arrive on time and be aware of the agreed upon time of interview. Take brief notes (do not use your 15 – 30 minutes of interview time for writing detailed notes), just be a good listener! Finish your detailed notes after the interview.

Here are some questions to consider asking (design your own questions to best fit the interview):

· What is a typical day like on the job?

· How did you get started in this field?

· What attracted you to this field? 

· What preparation is necessary for entry level work in this field?

· How much education is required for this position?

· What level of education is required to begin working in this field?

· What personal characteristics are most desirable for this type of work?

· What is the average salary range for this position or in this field? (NEVER ask the person what they earn!)

· What types of changes are occurring in this field?

· What do you like best and least about your job?

· How would you best describe your work environment? 

· What skills are most desirable in this field? 

· What does a typical career path look like for advancement?

· What are the greatest rewards of your job? 

· Are there professional associations related to this field that I could contact for additional information? 

· Are there other people/contacts that you recommend I talk to get further information on this field? 
*It is appropriate to ask for their business card at the end of the interview. You can add this to your network list and it will be helpful in sending that “thank you note” for the interview. 

After the interview you may want to reflect on your impressions of your visit. Remember the whole idea of informational interviews is to gain insight into this field so you can make a more informed decision on your career path.  

Here are two Internet sites that can be used to research your chosen occupations and design Info Interview questions:
· The Occupational Outlook Handbook: http://www.bls.gov/oco/home.htm
· The California Labor Market Information System: http://www.calmis.ca.gov
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