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What is it? 

An informational interview is when you meet or talk with a professional in your field(s) of interest to learn more about the occupation, and to hear personal advice from someone who has “been there.”  Informational interviews are an excellent way to begin building your professional network.  
How are they done? 

Informational interviews can take place in a variety of ways.  For example, you may contact a professional using St. Olaf’s Online Alumni Directory, and set up a lunch meeting to get to know that person and learn more about her/his career track.  Or, you may have an informal conversation with a supervisor at your summer internship during which you ask questions about her/his experience in the profession, what (s)he likes or dislikes about the work, and advice for you as you consider a career in the field.  Whether formal or informal, there are a few things to keep in mind to ensure you get the most out of these conversations.  
Tips for success
· St. Olaf’s Online Alumni Directory is a great place to start when seeking professionals in your field of interest. Stop by the CEL for more information about how to use this resource, found at the CEL’s student website under Tools & Resources. You will also find more detailed information about how to go about conducting an informational interview. 
· If you have not previously met the person you would like to talk with, the easiest way to make initial contact is via e-mail or phone – use a work number if it is listed.

· Whether calling or e-mailing to arrange an informational interview:

1. Introduce yourself

2. Explain how you came to know of the person you are contacting

3. Give an overview of your experiences, skills, interests and goals
4. Explain how the interview will be helpful to you. Make the purpose of the interview very clear and stay true to that purpose during the interview.

· Informational interviews are best if conducted in person. If a face-to-face informational interview is not possible, then arrange a time to phone the professional to gather the information you need.

· If you set up a meeting, dress professionally.

· During an informational interview, you may have an opportunity to ask about job and internship search strategies, allowing the professional to inform you of the application process for any opening that might exist in their organization/company. 
· Never use the informational interview to ask for a job or internship.

· Prior to the informational interview, research your field/occupation of interest by reviewing resources available online, at the CEL, in the library and by requesting materials from the organization/company itself. Professional associations also have a wealth of information on the career fields they represent. You will make a better impression if you go into the interview with some knowledge about the career you are investigating.

· If you feel it would help you, prepare a list of questions to guide the informational interview. Think through several areas you want to probe and generate specific questions. Keep in mind that you are asking for a person's valuable time. Prioritize your questions or the topics you would like to cover so that you gather the most essential information in the time allotted (typically 30 to 45 minutes).
· At the beginning of the informational interview, refresh the professional’s memory by giving an overview of your experiences, career interests and goals, again stating how the interview will be helpful for you.

· Be genuinely interested in the person you are interviewing. Each individual wants to be valued and not seen as just another connection.

· Be prepared to answer questions about yourself that relate to your experiences, skills, interests, and career goals. Practice answers to these types of questions with staff members in the CEL.

· Ask for referral to 2 other contacts, either in the same organization/company or in another, who may prove useful to you as you pursue your goals. Write down the information you are given. 
· Always get a business card and send a thank-you letter or e-mail to those you contact!
Sample questions
· What do you do in a typical day?

· How did you first enter this job/career?

· What are the career prospects of this field? 

· How would you recommend someone break into this field? 

· What kind of background is required for this type of position? What kind of background do you (the contact person) have, and did it help you in this field?

· What kind of experience (internships?) would be advantageous in this field? 

· What are the advantages and disadvantages of this field? 

· What motivated you to pursue this work, and what motivates you to stay in it?

· What values do you find in this job environment?  Are there any general characteristics that are typical of someone in this field?

· What are the typical working conditions of this job? (Probe for specifics about workload, expectations, dress codes, degree of independence, amount of supervision, closeness of relationships, pressures, degree of cooperation or competition.)

· What kind of compensation can one expect when deciding to pursue this career (salary & benefits)? 

· What is the philosophy of the organization in terms of time off, flex time, sick leave, daycare, etc.? 

· What are the possibilities for mobility in this career? From one level to another?  Between organizations? Between states? Outside of the country? 

· What technologies are integrated into this career? 

· What is the management style of this organization? 

· Is there something you would recommend I do to test whether this type of job is a fit for me?  Is there any other information you can give me to help me understand what it might be like to work in this sort of job?

· Who else would you recommend I contact for more information about this career track/organization?

· Could you recommend a person or organization that might provide a short-term shadowing experience?

See a CEL staff member for more information as you prepare for your informational interviews!
Informational Interview #1

Professional’s Name & Title___________________________________

Date of conversation_____________
Notes:

(Be sure to list key advice, additional contact names/info, etc. that you were given during the conversation.)
Informational Interview #2

Professional’s Name & Title___________________________________

Date of conversation_____________

Notes:

(Be sure to list key advice, additional contact names/info, etc. that you were given during the conversation.)
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