Informational Interviews Summary

The purpose of Informational Interviews is to discover different aspects of a job, company or industry.
1. The job seeker is the interviewer, asking the professional questions about their position, company and training.

2. Its best to use a personal referral when setting up an informational interview (your manager, supervisor or someone you know in the department)

3. Bring your resume, but only give it to the person if they ask

4. The following are the kinds of questions to ask during the interview:

-How did you land at this job?

-What training or education prepared you for this position?

-Describe a typical day

-What is the typical career path for this role…what’s next etc.

-What is your company culture?

-If the conversation turns to your status then you might give your elevator speech, you might ask how your skills might fit into the company’s structure

-What is the biggest challenge the company is facing?

5. The end of the interview you ask the person for a referral to another person who might provide additional information.

6. Immediately after the interview, send thank-you e-mail and then send a written note.

7. KEEP IN TOUCH….in a few weeks, check back in with the person (e-mail is ok….”I’m still in the market etc.  or give them some new information…I just completed a course in excel etc.”

Name 3 people/positions you would like to find out more about via informational interviews:

Position


Name



Phone Number

1.________


____________

____________

2._________


____________

____________

3._________


____________

____________

