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Informational Interviewing 
Self-Paced Tutorial
What is Informational Interviewing?
Informational interviewing is the process of talking with a professional working in a career you have targeted because of your interests and/or because there are current job openings in this area.  The purpose of informational interview is not to get a job, but to instead get information about a job/career you are interested in pursuing.  Even though your ultimate goal may be to secure employment, it is important that you focus on “interviewing” the professional who has agreed to meet with you.  The purpose of the interview is to   get information about the interviewee’s career path and work environment.  You will also pose questions regarding requirements for being successful in this job/career.
What are the benefits of informational interviewing?
Prospective employers are bombarded with face-to-face as well as electronic applications, cover letters, and resumes to the point where it is unlikely that you will get hired by simply filling out an application and attaching a resume.  Most people get hired through personal contacts.  Unfortunately, many relatively new job seekers with limited work histories don’t know people who are in positions to make hiring decisions.  Informational interviewing is one way to begin establishing job contacts with individuals who may be aware of openings as well as those who are responsible for hiring.
Other benefits of informational interviewing include:

· getting first hand information about careers of interest,
· preparing you for job interviews,
· getting feedback on your skills and abilities in relation to specific jobs/careers, and

· helping you to expand your professional network.

How do I set-up an informational interview?
The first step is to identify the jobs and career paths you want to explore.  You may end up conducting two different types of informational interviews; the first type is focused on getting an entry level position that may not directly relate to your “ideal job.” For instance, you may have decided that you want to be a nurse or work in the construction trades, but due to limited job opportunities and/or your need for additional training, you will initially need to obtain an entry level position.  You will likely discover that even for entry level jobs, you will need to have contacts in order to secure employment.  These contacts can include: YouthBuild staff, guest presenters for YouthBuild programs and events, and community service site staff.  Another primary way to establish contacts for entry level jobs is through informational interviewing that involves contacting those responsible for hiring (i.e., supervisors, managers, and human resource professionals). 
The second type of informational interviewing is conducted with individuals who are working in an area you have identified for your long-term career goal.  The benefits of speaking with people in careers you are interested in pursuing includes: a) clarifying whether or not this career is a good fit for you, b) getting a better understanding about what is required to be successful in this career, c) gaining exposure to potential job mentors for this career path, and d) learning about related job opportunities that can prepare you for work in this area.
Once you have narrowed down your informational interviewing job/career areas, the subsequent steps required to set-up informational interviews are as follows:

1. Identify people in the fields you have targeted using personal contacts (including YouthBuild staff), professional organizations and trades, Yellow Pages (phone book), the Internet, and your local One Stop Career Center.

2. Document the business or company names of your targeted area(s) as well as contact information (i.e., address, Website URL, email, and phone number).  If available, also include the names of individuals you can contact for informational interviews.  If you are unable to identify people you can contact, call the business and ask for the names of individuals who may be available for an informational interview (please see Informational Interviewing Scripts).  

3. For places where you have a specific contact and email address, send an email requesting an informational interview (please refer to Informational Interviewing Scripts) and then follow-up with a phone call.  If you don’t have an email, simply call the person.
What do I need to do prior to the informational interview?

1. Prior to the informational interview, learn as much as you can about the company or business.  The Internet is your best resource, but you can also work with YouthBuild, your local One Stop Career Center, and/or library staff who can help you with this process.

2. Take brief notes on the business or organization and use this information to generate a few of the questions you will pose during the interview.
3. Prepare a JIST Card (see JIST Card self-paced tutorial) which is an abbreviated resume and bring it with you to the interview.
4. List 8-12 questions that will guide the interview.  A sampling of questions include:

· What attracted you to this particular field?

· What is a typical work day like?

· What do you like best about your job?

· What is challenging about this work?

· How did you get started in this work?  How did you get this job?

· Can you suggest some ways that a student could gain this necessary experience?

· What are the skills that are most important for individuals pursuing this field?

· What can you tell me about job availability in this area?  Is there much demand for people in this occupation?

Write 2-3 additional questions based on the company information you obtained and then conclude the interview by:
A. Taking out your JIST card and handing it to the interviewee.  Give him/her a minute to review it and/or summarize the contents verbally while handing the person your card.  Then ask: How could someone with my abilities and interests fit-in to this organization?
B. Then ask: Do you know at least 2 other individuals I can contact who are as knowledgeable as you?  Assuming they provide you with the contacts, also ask: Can I let them know that you suggested I contact them?
C. Remember to thank the interviewee for the interview and follow-up with a thank you letter (preferably sent via email).

D. For additional information on Informational Interviewing, please refer to: 

www.quintcareers.com/informational_interviewing.html
*This Website provides an informational interviewing tutorial along with other career resources and tutorials.

Assignments

· Practice conducting informational interviews with professionals you know including YouthBuild staff members, staff and supervisors at community service sites, guest speakers who have presented at YouthBuild events, and others in your family or community who have worked for a significant period of time.
· Work with a YouthBuild staff member to set-up your first informational interview.  Be certain to keep the appointment that you set-up.  Treat the informational interview like a job interview (i.e., show up on time, dress appropriately, etc.)
· After your first informational interview, work with another YouthBuild student or alone to set-up additional interviews.  If you decide to work in pairs  (with another YouthBuild student), decide how you will divide up the tasks of identifying the company, making the initial email contact, and setting up the interview.  Be sure to let the professional know that 2 of you will be coming to the interview.
· Conduct at least 3 informational interviews.
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