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So what exactly is an informational interview? Basically, an  
informational interview is a hybrid of an industry infoblast, a  
job interview, and a networking conversation. To be clear, it is  
not a job interview and does not guarantee you a job. However,  
it can be really helpful in getting you a job if you make deeper  
connections with those you interview with. At the very least, it’s  
a great opportunity for you to explore career paths through  
conversations with people in industries that interest you — and 
build your network in the process.

Think of creating your informational interview list like building your  
own team. Who do you want to reach out to senior year when you are  
prepping for your dream interview? Who can help connect you to 
the right people? Who is going to believe in you? Make sure this group  
is diverse. Sure, it’s great to have the CEO of a company on your side,  
but also think outside the box — don’t paint yourself into one corner.  
Reach out to people at different levels, from first-year associates to 
mid-level executives. Buying them lunch or coffee when you meet 
with them shows you are invested in their relationship and you value  
their time. People really enjoy talking about themselves and their 
careers so giving them that opportunity through an informational 
interview is a win/win.

Exploring careers through  
informational interviews 
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WHY SHOULD YOU DO AN  
INFORMATIONAL INTERVIEW?

 CAREER EXPOSURE: You may think you know exactly 
what you want to do, but there are so many other careers out  
there. Informational interviews give you a peek into an industry 
or career you might have never considered otherwise. It’s a 
great way to gather information from a direct source.

 BUILD YOUR NETWORK: By establishing meaningful  
connections and by showing interest in the careers and 
background of people you conduct informational interviews 
with, you build strong relationships within your network 
that can not only help you in your future career but even 
allow you to help others as your network grows.

 INCREASE YOUR CONFIDENCE: Let’s face it, 
reaching out to people you don’t know and asking for an  
informational interview can be a little scary. But once you  
do it successfully a few times, you’ll see how easy and  
rewarding it really is and you’ll be amazed at how your  
confidence grows--which will help you when you get into  
a real job interview situation.
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HOW TO FIND PEOPLE  
TO INTERVIEW
• Ask your parents to suggest friends  

and colleagues in industries you  
are considering.

• Network with your school alumni  
and Greek organizations.

• Search major industry associations  
and companies through LinkedIn to  
find profiles of people in industries  
and careers you are interested in.  
Reach out through InMail.

• Identify people you respect from  
following their work on social media.

• Ask your advisor, professors,  
classmates, and college career  
center for ideas.

• Chat up people everywhere you  
go and find out what they do. If  
it’s something you’re interested in,  
ask to meet them later for coffee.

http://www.careermatchpoint.com


CAREERMATCHPOINT.COM • 512-243-6181 4

5 STEPS TO LANDING AN  
INFORMATIONAL INTERVIEW
It can be intimidating to reach out to someone you don’t know  
to ask for something. It helps to have a step-by-step strategy.  
Following these 5 steps will help you craft an irresistible email  
and any follow-up emails. 

SAY HOW YOU KNOW EACH OTHER: “I just took a  
class with Professor X who recommended that I contact you.”

 FLATTER THEM: “I’m so impressed by XX project  
you’re working on.” Or, “I heard you speak at XX and  
I was fascinated by how you have navigated your career.” 

 ASK FOR THEIR HELP. People love to seem like they 
are helping others because it makes them feel good about 
themselves: “I’m calling to see if I could pick your brain 
about your experience in XX field.”

 ASK FOR TIME, BUT NOT TOO MUCH: “Would  
you have 20 or so minutes for a phone call with me to  
discuss XX?” If they are high up in their organization, try: 
“I know you’re super busy, so I wanted to see if I could 
schedule just 15 minutes of your time to XX.” (Note on 
busyness: don’t over mention it, but it’s okay to throw in 
there. And remember — always thank them for their time!)

 BE POLITELY PERSISTENT. If you haven’t heard back 
in a week or two, it’s totally acceptable to forward your email,  
acknowledge your contact is busy, reiterate how much you 
would appreciate 15 minutes of her time, and be sure she got  
to read your previous email. Don’t send one everyday, but 
people get busy and emails get buried in inboxes quickly 
when they are not the first priority. If you haven’t heard back 
after two or three attempts, simply move on to the next 
person on your list. Don’t take it personally! 

HOW TO PREPARE FOR 
AN INFORMATIONAL 
INTERVIEW

Congrats! You’ve gotten an 
informational interview, but 
where do you start?

• Do background research.   
Find out about the person you’re speaking  
with. Look through his LinkedIn profile 
and Google him. If he previously worked 
at a company you’re interested in, that’s 
great! Say, “I noticed from your LinkedIn 
that you previously worked at X....” Use 
anything to make a personal connection 
to improve the conversation.   
Research your interviewee’s company 
and any open positions. If there are jobs 
you want, know the requirements and 
job duties. Decide from the tone of the 
interview whether or not to bring them 
up. If the person seems to be eagerly 
asking you questions, that’s a good sign 
you should bring them up. If the person 
seems hurried or distracted, you may 
not want to.

• Prepare your space. Find a calm,  
comfortable, and quiet space for the 
interview. Often times college career 
centers will have a designated space 
that you can use. If your interview is via 
Skype, carefully consider your location: 
having your cute cactus tapestry in  
the background may not always be  
the best idea. 

• Confirm your time. The people you’re 
talking with may be super busy, so be  
sure to confirm your meeting the day 
before. A simple, polite email will suffice. 

• Create an outline. Lay out how you’d  
like the meeting to go and include  
your questions. 

• Relax and be yourself! Remember,  
this is not a job interview. 
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FIRST THINGS FIRST: HOW  
TO OPEN THE INTERVIEW
INTRODUCTION: Introduce yourself— this is where your elevator  
pitch comes in. Thank your interviewee for taking the time to speak  
with you. Mention what you’re hoping to get out of the interview. 
Are you questioning if you want to go into finance? Are you not sure  
what type of company you want to work for? Do you want to know  
if your dream job is really your dream job? If you can let them 
know what you’re hoping to gain, it will really show how much 
thought you have put into meeting with them. 

WARM UP QUESTIONS/SMALL TALK: Take two to three 
minutes to just get them talking. People love to talk about themselves, 
and this is where it starts. Small talk can seem painful, but it’s 
extremely important for building rapport. Whatever brought you 
two to speaking together today (connection with parents, shared 
school), be sure to bring it up whenever it feels comfortable. Try 
questions like these to begin your conversation.

• How did you get started in the industry?

• What’s it like working at [insert their company name here]?

• How did you begin your career?

• How did you become interested in the field?

• What was your first week like? 

DIVE DEEPER TO GET TOP  
NOTCH INFORMATION 
The deeper questions you ask will depend on where you are in the 
job search. If your interview is purely for the exploration stage of 
your career, your questions will be very different from someone who  
is trying to secure a position soon. On the next few pages are a 
variety of questions you can ask and what you’re actually trying to 
get out of them. Note: don’t ask them all — just choose some that 
you feel comfortable with.

• How did you get your job? What jobs and experiences have 
led you to your present position? 
Questions like this are good to ask early, especially for more introverted  
people, because they let the person talk about themselves positively  
and confidently — and they give you insight into what types of  
preparation are important for this job. Follow-up questions are 
bound to occur to you based on the person’s earlier jobs.
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• Tell me about a typical day. 
This is a great way for you to find out what’s actually involved  
in the daily work of a job you’re interested in.

• What do you do? What are the duties/functions/ 
responsibilities of your job? 
You’ll get an in-depth look into the ins and outs of what the job is  
like by asking this type of question. Be sure to ask follow-up questions  
if they occur to you based on the person’s answer. Don’t be afraid to ask  
what something is if you don’t know. Showing curiosity is important.

• What kinds of problems do you deal with? 
Since there are problems in any job, asking this question will give 
you insight into whether the types of problems the person deals with  
are ones that you think sound intriguing or challenging.

• What kinds of decisions do you make? 
This question will give you insight into the types of decisions that are  
made at different levels of an organization and what you might expect 
in a mid-level position compared to a top-level manager position.

• If you had to break it up into percentages, how do you 
spend your day? 
You’d be surprised at how some jobs require constant collaboration 
through conference calls and meetings whereas some jobs are more 
individual roles. This is a good way to find out how much time is 
devoted to activities that you enjoy in this job.

• How does the time use vary? Are there busy and slow times 
or is the workflow fairly constant? 
Since heavy work times are often the norm in any job, it’s good  
to know ahead of time what to expect. Are working nights and 
weekends routine? What about holidays? Is there a busy season 
where important deadlines must be met?

• Why did this type of work interest you, and how did you 
get started? 
This is a great way to learn about less obvious but appealing aspects 
of a career and gain ideas about starting out or potentially learn 
from others’ mistakes.

• What do you like most about working in this industry? 
What do you dislike most? 
You’re just gathering information here to help you figure out if 
your strengths, weaknesses, and interests align with this job.
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• How does a person progress in your field? What is a typical 
career path in this field or organization? 
Finding out this information first-hand is especially useful and 
gives you a leg up if you do end up being interested in applying for 
a job or internship at this organization. It shows you understand 
the bigger picture.

• What is the best way to enter this occupation? Or, What  
are the major qualifications for success in this occupation? 
These are great ways of asking for advice in an indirect way.

• What are the advancement opportunities? 
It’s good to know before you enter a career what you can expect  
in terms of growth. This question gives you that answer.

• What made you choose this company over others? 
This is a great question for any phase of your career launch.  
You are trying to see why their company is so great and if you 
would be interested in working there. 

• What is the most rewarding part of working in your industry? 
What is the most challenging? 
This is a nicer way of asking what they like and dislike about the 
field. It’s important to not only know what is great about a certain 
industry, but what the drawbacks are. This is a great time to ask 
follow-up questions. If you are considering going into sales, but you 
are worried about the competitive nature, ask about it! 

• What kind of traits do you like to see in team members? 
If you really want to work at their company, this is a great way to 
gain insight into the company values and if the values are actually 
demonstrated on teams. Taking note of these is important so that 
you can bring them up in future interviews.

• What do you think is your “next step” and how are your 
colleagues/managers supporting you to get there? 
It is important to see if the company values its employees and their 
goals. Maybe you don’t want to be an associate product manager 
forever, but want to be VP of Product someday. Will you have 
support if you work at their company to get there?
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• How relevant was your major in getting your job? 
This is particularly important in the career exploration stage. Often  
times you will learn that many VPs within companies were philosophy 
majors, but in more technical positions it may be super important 
to get a certain type of engineering degree. See what their take on 
this is and how you could swing your major different ways. 

• What is the toughest question you ask in an interview  
and what are you trying to get from it? 
It’s always good to hear from those who are in charge of hiring 
what they are looking for. You can also ask what traits they look 
for in new hires. You just want to get a sense of what they hope  
to see when hiring someone. 

• What do you wish you had done differently when entering 
the industry?  
It’s important for everyone to make mistakes, but sometimes you 
can avoid some of your own by learning from others. This question 
allows you to do so. 

• Are there any books/online learning courses you suggest  
to get more experience while still in school?  
Maybe you would be a way better candidate if you had an online 
certificate in user design. If you are taking a smaller course load, 
this would be an amazing use of your time if the person you’re 
interviewing suggests something!

• What skills/technology/etc. do you use day to day? 
This is similar to the books/courses question, but it is more focused 
on finding out what skills are important to have if you pursue a 
career in their field. 

• How did you land your job at [insert their company  
name here]? 
This is getting closer to asking them to help you land a job. It is 
crazy how some people get jobs and it’s fun to hear their stories. 

• What job search advice can you give someone in my situation? 
This is also getting closer to asking them for help finding a job, but 
not blatantly asking for one. It can be hard to break in to different 
fields and these people did it so you should ask them how!
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AFTER THE  
INFORMATIONAL  
INTERVIEW: NEXT STEPS 

THANK YOU

Send a thoughtful thank you note by email. 
Bring it back to what you talked about. 
Maybe you talked about a concert you 
both saw and you could really hear them 
perk up over the phone. Say something 
about it. Highlight some of the advice 
that really meant a lot to you. If there was 
something that they said that reminded 
you of a podcast/book/article that you 
have read/written, send that to them with 
a hyperlink. Finally, offer up your help if 
there is any way you can. It may seem silly 
for you to do this, but you never know 
what they might say! 

STAY CONNECTED

Be sure to stay connected with those 
you have done informational interviews 
with. Don’t send them emails or LinkedIn 
messages every day, but if you’ve done 
something super cool or just finished an 
internship, let them know. If you noticed 
they have gotten promoted or posted 
something that interests you, reach out. 
Just be sure you’re not emailing them 
solely to check it off of your to-do’s. Have  
a good reason, so they can see the value  
to your note.  

• Would you be willing to look over my resume?  
It’s important to get all advice possible on your resume. This  
doesn’t mean you need to take it, but it’s good to hear from people  
in the industry about what they think is important when looking  
for candidates.

• Is there anyone else in the field that you could connect  
me with that would be particularly helpful? 
This is how you network. You have no idea who this person might 
know, so just ask. Make sure you have built rapport at this point, 
as it definitely should be a question for the end of the conversation. 
If they say yes, be sure to mention it in your follow-up email. 

• How can I make myself stand out when applying for jobs 
within the field and particularly at your company? 
This is a big one! It is the closest you can get to asking for a referral 
without blatantly asking. You can even say, “I saw you are hiring 
for XX intern. How can I make myself stand out in the recruitment  
process?” This can often lead to a referral or help from them within 
the company. 

• Is there any way that I can help you in the future?  
This is such an important question! It shows you want a  
two-sided relationship. 

There are infinite questions you can ask in an informational interview,  
but the most important thing is making it seem conversational and 
not taking up too much of your interviewee’s time. Know the  
information you’re looking for and prepare some different questions 
you can ask to get there. If they say something that really stands 
out to you, comment on that or ask more. Show you’re interested 
and really have something to say! 
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BOB CARLTON
COLLEGE & CAREER CONSULTANT

BOB@COLLEGEMATCHPOINT.COM

With more than 30 years of experience as a marketing executive and COO at global 
technology companies, venture-backed startups, and media companies, Bob has hired 
hundreds of interns and recent college graduates. 

He has a special talent and passion for recognizing and nurturing people’s interests and 
aptitudes. Mentoring students and recent graduates to help them discover their interests and channel their strengths has  
always been his greatest joy. Countless young employees have cited working with Bob as some of the most meaningful 
and formative experiences of their careers. Additionally, his practical experience in a variety of industries provides our  
students with real-world examples of future job opportunities.

LISA BAIN CARLTON
COLLEGE & CAREER CONSULTANT

LISA@COLLEGEMATCHPOINT.COM

Lisa Bain Carlton has been helping students and young adults realize their potential for 
more than 25 years. Her experience includes extensive college and career coaching as well 
as in-depth counseling with adolescents and their families. 

During her career in the nonprofit and educational fields, Lisa has provided invaluable career 
guidance to people pre- and post-graduation from college. Her expertise in coaching students through clarifying their 
career interests and making a concrete plan of action has helped hundreds of students launch satisfying and fulfilling 
careers. She has a special interest and expertise in working with LD or other special needs students on career placement. 
She is a longtime member of the National Career Development Association.

At Career MatchPoint, we guide college students and young adults through 
the career transition process. As former executives and entrepreneurs, hiring  
managers and human resources directors, we’ve reviewed tens of thousands  
of resumes and LinkedIn profiles, and hired hundreds of college graduates. 
Because of our extensive experience mentoring new hires, we know first-hand 
the experience, attitude, and skills required for early career success.

Through a structured process, we coach our clients through uncovering their  
aptitudes, strengths, and interests. Then we help them develop a networking 
strategy that includes informational interviewing to learn more about fields 
of interest. Our ultimate goal is for students to find a job in a career where 
they can thrive.
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