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INFORMATIONAL INTERVIEWING
PURPOSE:
Informational interviewing is a process by which you can collect data about jobs, occupations, and organizations by interviewing people in their respective fields. It should not be construed as a job interview! It may result in a valuable job contact, but for the moment its purpose is only to obtain information and career advice.

1.
Specific Objectives
· To gather job-relevant information

· To make contact with people working in your area of interest

· To determine ways to enter your area of interest

· To learn about what happens on the job on a day-to-day basis

· To identify your options so you can make more informed educational and career decision(s)

· To prepare your plan of action for long-range career development

2.
Preparations
 
Assess yourself. During the informational interviewing process, you will want to assess whether there is an appropriate "fit" between you and the job(s)/career field(s) you're researching. Self assessment is a necessary prerequisite for this process. Having a clear understanding of your interests, skills, values & working style will assist you in making realistic career decisions.

 
Prepare a list of questions to ask during the interview (see attached Suggested Interview Questions).

3.
Forming Contacts

 
Previous/current co-workers


 
Current supervisor


 
Former supervisors

 
Professional societies/associations job relevant)


 
Times Training and Development Specialists/Consultants


 
Los Angeles Times Telephone Directory


 
Employee Communications (Among Ourselves; Employee Bulletins)

 
Organizational Charts; Management Bulletins -- to determine appropriate manager(s) responsible for job function(s)

4.
Arranging Information Interviews
The following introduction may be used as a guideline for informational interviewing.

Example:

"Hello, this is _____________. I am interested in learning more about the area of ___________________ .  I am not interested in a job change at this time. Instead, I am gathering information from people in the company who are knowledgeable and experienced in this field. This will enable me to make important and informed educational and career decisions."

 
Be specific about your purpose and intent. Make it clear that you are looking for information, not job interviewing.

 
Set a specific time and date. Offer to go to the person's office. Do not ask your contact to go out of his/her way for you. Conduct a telephone interview, if that is your only option.

 
First do some research regarding the job function and department most closely identified with your interests. This will enable you to ask intelligent, informed questions. Your research can be based on reading whatever written material is available or by talking to other people. (Review job descriptions, organization charts, etc.)

 

5.
Conducting the Information Interview
 
Be prepared with a clear set of questions for the interview (See the attached Suggested Interviewing Questions). You are in a position to guide the conversation through the types of questions you ask. Walking in and asking, "Tell me about your work" may not result in getting the specific information you need. Your interest, preparation and planning will be remembered by the person being interviewed. If taking notes, ask permission before the interview begins. During your discussion, pay close attention and observe the working environment/conditions, people interface, etc. This should also provide you with some realistic insights into job requirements.

 
Consider interviewing the person performing in the job function as well as his/her direct supervisor. (If comfortable, interview all the managers in the chain of command). Such perspectives will prove to be valuable, when it comes time to interview for job opportunities.

 
Present yourself in the interview as if you were applying for a job. Your contact may be invaluable later, so don't miss the opportunity to create a good impression.

 
Don't fall into the trap of being interviewed. You can always provide your contact with a resume that highlights your skills and abilities (at the close of the interview). This is your opportunity to gather critical information that may influence future career decisions...so focus on your questions. not on you!

 
Be on time. Don't stay longer than the scheduled time frame unless requested.

 
Close the interview by thanking the person for his/her time and the information provided. Ask for the names of other contacts and whether you may use his/her name as a reference.

 
Continue the informational 'interview process until you have gathered enough data to clarify your options and formulate your career strategies.

 
Send a brief thank you note IMMEDIATELY. This will help to keep the door open for future discussions.

 
Treat this effort as a valuable research project and maintain a file with the following data:

-
Interview date

-
Name of person interviewed

-
Mailing address and phone

-
Referral names

-
Interview results/impressions

-
Compare data from this interview with other interview sources. Record similarities or differences noted during each discussion.

6.
Follow-up
 
During your research, you may uncover some information that may be of interest to your contact. By exchanging information and sharing ideas, you will develop networks and alliances in the organization. Your contacts will appreciate your reciprocal actions!

 
Follow-up with your contacts on any referrals given or advice offered... reporting back on results is part of the process. Don't be shy about keeping your contacts informed.

INTERVIEW QUESTIONS

Qualifications

· How did you get into your position?

· What knowledge, skills or experience are necessary to qualify for your position?

 

Training /Work Experiences
 
What types of formal training (if any) have you had?

 
What other training or experiences have you had that were helpful to you?

 
What kinds of training or experience would be helpful to a person entering your field now?

 
What other fields have you worked in over the years? If you have changed, what led to the change?

 
What types of activities are you involved in that support your professional development (i.e., professional societies/associations. professional journals/newsletters. etc.)?

 
What advise would you have for someone considering your field or a similar position?

 

Job Specifications
 
Could you briefly describe a typical day's activities?

 
What are the key tasks and responsibilities associated with your position?

 
What are the skills and abilities that are needed to be effective in your job function?

 
What are the main challenges/frustrations you encounter in your work?

 
What are the goals of your particular work group/organization? How does your job function fit into those overall goals?

 
What future changes (i.e., technological, economic. social, etc.) may impact the nature of your job/career field?

 
What are the possible career paths in this field? In this organization?

 
What salary ranges are associated with jobs in this field?

 
Questions regarding work environments, such as, work conditions; managerial style and philosophy; reporting relationships; people interface; etc.

-
How would you describe the work conditions and environment within this work group/department?

-
How is this work perceived by senior management? Times ~ Customers?

-
What is the managerial style or philosophy that governs this work group/dept.?

-
In y6ur position, who do you interact with on a regular basis? How often?

 
What is/are the likely job classification(s) for an employee with my skills and experience?

Referrals
· Are there other related fields I should explore?

· Could you suggest other people in this field or related fields I should contact? <!-- #EndEditable -->
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