
 

 

Informational Interviewing Tips 

Even if there’s no open position, there could be at some point. These tips will help you 
treat the informational interview as if there’s a job on the line. 

1. Identify the information you want. 

➢ Deciding which position, company, or industry you want to learn about will 

depend on what you want to do with your life and career. You should have a 

sense of what is important to you and what you want. (Do your homework.) 

 

2. Make a list of people you know. 

➢ Choose those who can help you connect to other people within a company or an 

industry. Since this is part of networking, you will want to include anyone and 

everyone you know, from your barber to your sister-in-law.  

 
3. Plan an agenda for the session. 

➢ This is your meeting. Don't assume the person will give you the information you 

need unless you ask the right questions. Select questions that will give you the 

most information. Be efficient, and do not overstay your welcome. 

4. Be prepared to answer questions about what you’re looking for. 

➢ Have a short personal statement prepared that you can present if you're asked 

about your job search. Bring a resume, but don't offer it unless requested. 

Remember, the purpose of this interview is to obtain information. 

5. Take advantage of any referrals you receive. 

➢ In this process, you will have to take risks and stretch beyond your comfort zone. 

The informational interview is a source of power you can use to your advantage. 

With preparation, listening, and follow-through, you will find the power of people 

helping each other. Each step will get you closer to that job offer. 

(Remember to send a thank you note or email to your contacts and stay in touch!) 
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