How to Acquire Job Information by Interviewing
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to evaluate the job or company. In a job interview, the company representati

An information interview is a meeting between you and someone whose career field
or occupation interests you.
one of the most effective ways to learn what you need to know about an occupation
or career field. There are important differences between a job interview and an
information interview: During the information interview you ask questions in order

Talking to people in order to gain information can be

ve asks you questions to

determine whether or not you are appropriate for the job.

Information interviews are valuable
because:

They are powerful investigative tools to help you find
out more about the labor market.

They reveal up-to-date information about careers from
someone who is in the field.

You can use them to evaluate possible careers and
climinate those that are unsuitable. Information
interviews increase your chances of finding a career
that is right for you.

Information interviews help you to evaluate companies
and learn what they do and who they hire. You can
get the latest information about the future of the field
and the company.

Information interviews help you become familiar with
the field, its jargon and the important issues.
Information interviews help you expand your network.
After you've done several information interviews and
you're sure this career is for you, you can come back
to your contacts and turn them into networking
opportunities.

It is a low-pressure way of practicing self-marketing
skills. Tt gives you the chance to practice presenting
yourself professionally in the field that interests you.

You're ready to do an information
interview when:

«  You'veread books and articles about
the occupation or field and you feel
it might be the career for you.

. You've found that trade or
professional journals hold your
interest.

« You've gone to trade shows or
conferences and the people you've
met there seemed to share many of
your views or interests.

You've met someone informally who told you about

their job and it sounds like the job for you.

The Golden Rule for information interviews
You must never go into an information interview secretly hoping |
to turn it into a job interview. Be honest with yourself and the §;
person you are interviewing. You're there just to gather &
information.

Where do I find potential contacts?

Job seekers often find it difficult to identify a person with whom they can talk to
about the job they seek. The first step is to identify the career field of interest. You
need to be specific; I want to talk to someone who is a foreign car mechanic. Here
are some ways to identify potential people to contact:

« Ask family members, friends, neighbors and former.employers if they know
someone in the selected occupation.

«  Contact former teachers and guidance counselors. They may have a list of former
students who are working in your selected occupation.

«  Use the telephone or email to contact trade and professional associations that are
related to your selected occupation. Ask them for a name of a person who would
be willing to talk to you about the field.

« Talk to a counselor at your local American Job Center.

How do I set up the meeting?

1. Telephone or write (e-mail is acceptable) the person and explain your request.
Ask for a 15-minute appointment. Indicate clearly that you are seeking
information and help and that you are not requesting a job '
interview. Follow the letter or e-mail with a telephone call
five days after sending the letter or e-mail to confirm your
appointment date and time. £

2. Introduce yourself, citing that the referral person provided
his or her name. ;

3. Again explain the purpose of the information interview. Try to schedule a 20-30
minute appointment. The interview can be conducted in person or by telephone.
If the contact is unable or unwilling to schedule the appointment, ask if there
might be someone else in the company who would be able to talk to you about
the career field.

4. Tt is possible that the contact person will want to conduct the interview at that
time over the telephone. It is critical, then, that you be prepared by having your
questions ready.

5. If you are scheduling an on-site visit be sure to find out the location of the
person’s office and where you should park.
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The information interview

*  Remember that youare conducting the interview to get information that wil] help you make decisions concemning your car
and occupation. Yoy are not there to ask for a job.

*  Be very mindful of the time. You asked for 15-20 minutes of the person’s time. Do not exceed this time limit unless t
interviewee offers to continue the interview.

* You'll know the interview is going well when the other person is doing most of the talking, while you're steering the cour

* Createalist of questions before you arrive for the interview. Below are some questions you could ask. You will probably want to modify ther

* During the interview, your questions may come in any order as the conversation unfolds. The best interviews can seem haphazard, but b:
the end you should have answers to aj] the questions on your list.

Sample questions if you are seeking Samplequestionsifyou are seeking information

information about a career: about a company:
* How did you get into this field? * For what position would this company hire someone with my
* What do you like most about your job? What do you like Jeast? qualifications?
°  What is your typical day like? * IfIwere hired by this company, what might [ expect to be doing over
*  What are the responsibilities of your job? the next three to five years?
*  Are these duties the same for everyone with this job title? * How much freedom do employees have to determine their own job
* Interms oftalent and personality, what kind of individual would movement and responsibilities?
be best suited for this kind of job? *  How does the company facilitate employees staying current in their
*  What are the prospects for someone entering your field today? fields? How are employees €ncouraged to continue their professional
*  What advice would you give me for locating and obtaining a job development over an extended period of time?
in this field? *  Whatkind of training is provided for each level of employee? Do you
*  What sources of information would yYourecommend (magazines, have or sponsor any continuing education programs for employees?
journals, etc.) *  Whatare management’s basic philosophies in managing the business
*  What kind of programs or activities does your office perform? and employees?
*  What is the median salary in your occupation? *  What are the company’s values? What does the company stand for?
*  What seem to be recurring problems for people in your field? What is the company’s mission statement?
* What kind of education do you need? *  How are the company’s values reflected in everyday activities?
*  What rewards does your job offer? * Why is the work environment what ijt is (formal/casual,
* What are other related career fields? elegant/simple)?
*  What are some other settings in which people in this occupation *  What kind of people are most successful or satisfied at your
are found? _ company?
*  What kind of training is required? Are any license or other  « Whodo you consider to be your major competitors? How would you
qualifications required? evaluate your success in the competition?
*  What is the employment outlook? *  What is your company’s compensation philosophy compared with
*  What would be a typical career path in this field? other companies? How are individual salary increases determined?

After the interview:

Ask yourself;

* Do Iunderstand what people do on this job?

*  Does this person use the skills that I have? L

* IfI want to work in this field, what do I need to do to f l :
55

Ask yourself:

° WouldI enjoy working for this company?

* How do my skills meet the needs of the company?
* IfI want to work here, who do I contact next?
become qualified? * IfTdon’t want to work for this company, where do I go next?

* Ifitis not the field for me, where do I go next?

Internet resources

https://www.livecareer. com/resources/interviews/prep/information-sample-letter—- How to write a letter requesting
an informationa] interview.

., ® www.monster.com/career-advice/article/informational-interviewing-- Tips on the information interview.
www, themuse.com/advice/3-steps-to-a-perfect-infonnational-interview-- Steps in the information interview.
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