An informational interview provides you an opportunity to connect with professionals currently working in your career
field to gain valuable industry information, identify your professional strengths and weaknesses, build self-confidence
and build a network of contacts. Informational interviews may take place face to face at the interviewee’s place of work
or over the phone.

Informational Interview Steps
Before the Interview:
•

Identify career opportunities or companies that you would like to explore.

•

Identify potential people to interview.

o Start with people you already know: friends, family, faculty, co-workers, etc
Ask them if they know anyone in your career field of interest.
o Career Mentoring Network on the job book and the Alumni Relations Office are good ways to connect with CCS
alumni working in your career field of interest.
o Professional organizations, guest speakers and company websites are also good resources.
• Research the company and person that you are contacting before you call them to set up an informational
interview.
• Contact the people that you have identified. Please remember to be polite, courteous and professional.
Below is a sample introduction to use when requesting an informational interview.
"Hello, my name is __________ and I’m a student at College for Creative Studies. I got your name from
________________. You’re working in an industry that I am interested in and I was hoping that you could help me gain
insights into the profession. Do you have time over the next few weeks to talk? I’m sure that my questions could be
answered in a 20-30-minute informational interview."
• Research the company /person further prior to the informational interview. This way you will be able to ask more
relevant and intelligent questions.
•

Prepare a list of questions to ask during the informational interview.

•

Bring copies of your resume if you are meeting in person.

During the Interview:
•

Initiate the conversation. You requested the meeting.

•

Remember, this is an information and advice seeking interview. Do not ask for a job!

• Refer to your list of prepared questions, but also be flexible and allow the conversation to flow. Listen carefully and
ask new questions based on the interviewee’s responses.
•

Take notes.

•

Abide to the 20-30minute time limit that you requested.

•

If meeting in person and requested, leave your resume.

•

Ask for a business card before you leave or contact information before ending the call.

After the Interview:
• Send a thank you note within 48 hours. If you had a phone informational interview, you may include your resume
at this time.
•

Keep a list of all the people that you interviewed.

•

Record the information that you learned.

•

Evaluate the information: What did you learn?, What do you still need to know?, What are your next steps? Etc.

Informational Interview Questions
At the beginning of your informational interview thank your contact for their time and willingness to meet with you and
reiterate that you are there to gather information and learn about a particular career.
Below is a sample list of questions:

•

What is your typical day?

•

How did this type of work interest you and how did you get started?

•

How did you get your job? What jobs and experiences have led you to your present position?

•

What are the rewards and challenges of your job?

•

What are the various jobs in this field or organization?

•

Why did you decide to work for this company?

•

What do you like most about this company?

• Do you have any advice for someone interested in this field/job? Are there any written materials you suggest I
read? Which professional journals and organizations would help me learn more about this field?
•

Who else would you recommend I speak with?

