Informational Interviews
Etiquette and Questions
Here are some suggestions regarding information interviews that might be useful.
Honor the time. When you set up the interview, set a time limit. Say, for example, “I’m wondering
if we could meet and talk for 30 minutes about your position and your work. I know that you’re
probably very busy, and I’ll make myself available at your convenience.” Then, arrive on time.
Keep track of the time that you’ve spent together. Once you’ve reached 30 minutes, even if you’re
engaged in conversation that’s going very well, acknowledge the time. “I promised I’d ask you for
only 30 minutes of your time and we’ve reached that point.”
Come prepared. Don’t waste time asking questions that you can find out on the interviewee’s
website or in other ways. Knowing something about the work and the organization shows that you
are serious about your career.
Take a list of questions. Before you arrive, make a list of questions you’d like to ask. During the
interview, your conversation may generate other things you want to discuss.
Don’t ask for a job at an information interview. It will likely make your interviewees feel
pressured. Thank them for the time and great information they shared.
Send a thank you note. A few days after your interview send a note of appreciation or an email.
It’s important to acknowledge that the person made a special effort for you.
Ideas for questions:
1. What is the primary purpose of your job?
2. What is a typical day like for you?
3. What is the most difficult part of your job?
4. What is the most enjoyable part of your job?
5. What training and education do you have?
6. What has your work experience and career path been like? How did you get where you are?
7. Do you have plans to apply for a promotion or another City job? How will you prepare for that?
8. What advice would you give to a person in my current career situation that is thinking about a
career in your field of work?
9. ______________________________________________________________________________
10. _____________________________________________________________________________

