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Identifying Someone for an Information Interview

An information interview is for gathering information and advice about a potential career or job.  It is NOT a job interview and it is NOT to find job leads.  The first step is to identify possible people to interview.  

· If you already work in your chosen field or career, ask someone you work with or a supervisor

· Ask a faculty member, family, or friends for recommendations

· The Business Journal Book of Lists can help you identify local companies and contact information.  (Available in the library)

· Browse the Yellow pages, scan newspaper articles and ads (especially the business section)
· Search the ASU Career Information Network (https://secure.vpsa.asu.edu/cs/infonet/IDenter.asp).  

· Is there a professional society for your field that could make recommendations or referrals?  If you’re not sure, use Associations Unlimited (in the library) to find one and for contact information.

· Contact local chapters of organizations like Service Corps of Retired Executives or the Small Business Administration for recommendations or referrals

Arranging and Conducting Your Interview

Arranging the Interview

Call or email to arrange your interview.


1) Introduce yourself, explain you are a student at ASU.

a. Explain how you got the person’s name (were you referred by someone, did you get it from the ASU Career Services database)

b. Explain your request to do an informational interview about your career choice for a class.  Be sure they understand you are not looking for a job from them.


2) Request a 20-30 minute appointment.  You can conduct your interview either in-person or by phone.  In-person interviews are ideal because you will be able to interact with your interviewee in their work environment. 

We will not have class on: 

October 7 for Thursday section

October 11 for Monday section

October 12 for Tuesday section

Use that time period for your interview.  Your interview analysis must be included in your portfolio by the week of October 18.

3) Be sure to ask for directions and parking information if you need them.

Preparing for the Interview

1) Have your questions prepared and written down. 
 

2) If possible, do some research about the company.  

Conducting the Interview


1) First impressions are important: dress appropriately, be courteous and professional.  


2) Be on time.  Thank your interviewee for taking the time to meet you.


3) Take the initiative to conduct the interview and stay focused.  Take notes, you won’t remember everything that’s been said.  


4) End on time.  If you haven’t asked all your questions, you can ask if he/she has a few additional minutes.  But remember they are taking time out of their schedule to talk with you.


5) Be sure to thank your interviewee for his/her time before you leave.  


6) If you do your interview in-person, be observant.  Take a look at the work environment, dress style, how people interact.  Remember, this may be the type of environment you will be working in.  Does it fit your expectations?


7) After the interview is over, send a thank you letter or email. 

8) Complete your summary and analysis of your interview on the Information Interview Form and place it in your portfolio.

Possible Questions to Ask

An information interview should help you gather information about your career and occupational choice that you can’t learn from reading or your research.  Some potential questions are listed below.  These are just suggestions, you may have other questions to ask that are more specific to your selected career.  

On a typical day in this position, what do you do?

What personal qualities or abilities are important to being successful in this job?

What part of this job do you find most satisfying? Most challenging?

Is there a demand for people in this occupation?

How do you see jobs in this field changing in the future?  What trends do you see for this industry in the next 3 to 5 years?

What skills are most important in this job?

From your perspective, what are the problems you see working in this field?

If you could do things all over again, would you choose the same path for yourself? Why? What would you change?

What are the toughest problems you deal with? What problems does the organization as a whole have? What is being done to solve these problems?

What obligation does your work put on you outside the work week? How much flexibility do you have in terms of dress, work hours, vacations?

What advice would you give a person entering this field?

