


Informational Interview Template
What is an informational interview?

It’s a great way to gather information about a company or a job role, but that’s not all.

It accomplishes several things for you.

First, you get to “try it before you buy it.”

This means that you can check out a company or a job role and ask all kinds of questions about
it, get multiple perspectives and decide if you like it, without making a single change in your life
or move toward that decision.

Second, it helps you become known to those people or within that company.

It expands your network and helps you become known. You get to further yourself and your
brand so that if you do choose to pursue an opportunity there, people know you. You also may
be able to get known within an industry within your community, depending on the industry’s size.

Third, people hire people they know and people they believe can do the job.

Yes, they’ve been informational interviews, but in the process, people have gotten to know you
and have hopefully gotten to like you and understand your capabilities for the role. That way, if a
job were to be available, they already understand you. You’re a known quantity. That’s great
news for you!

If people see you can do the job, they’ll think of you when one becomes available and you’ll
likely be asked to interview or at least be told about the opportunity (many times before the
competition knows about it.)

Conducting An Informational Interview
By now I hope you’re convinced that informational interviews are not only valuable, they
are the secret superpower of the job hunting process.

If you have them nailed, your work as a job seeker will be so much easier.

So, how do you conduct a great informational interview? Show up and hope for the
best? Hope the other person leads the conversation?
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No!

Here’s what you need to do, and everything you need to know.

Step One:

Figure out what level of information you are looking for. You might not be targeting a

particular company when you do your informational interview as much as you are looking for

information on an industry or job role. If this is the case, you have a very broad base of people

to choose to interview.

1. First, decide what level of info you’re looking for:

a. Industry (Example: health care) I need to know more about health care in general.

b. Job Role (Example: Sales Manager) I would like to know more about the role of sales

manager at this company (or the role of sales manager in general). I would like to learn more

about how to be successful in this interview.

c. Company (Example: Best Company USA) I would like to know more about this specific

company

You may be looking for information on more than one of these or all three. Just be clear what

you’re looking for, because you’ll have different questions for each of these levels.

Prepare your questions accordingly.

If you’re trying to understand an industry better, for example, you might have a question like:

“What is your experience with people with my background entering the health care field?”
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If you’re trying to understand a role within a company, you might ask:

“As a sales manager, how much of my time is spent mentoring sales associates?”

And if you’re trying to understand a company better, you might ask:

“At this company, how much do they focus on company culture as a priority?”

Again, you might have questions in all three areas for any given interview, but know what is a

priority for you to uncover during a specific interview and who is going to be best to reveal which

information to you.

Being Strategic

Next, decide who to select for an interview:

When you’re searching for the actual person to select for an interview, first, look at your network

on LinkedIn.

If you have someone that you can reach out to, your job is easy here.

If not, you might have to do some cold calling. If this is the case, here’s how to decide which

person might be the best choice to reach out to.

a. Look for common connections: Did you attend the same college, do you know people in

common, or did you live in the same city a few years ago?

b. Specific knowledge: Does this person have specific knowledge that you need? Maybe this

person has been working in the industry for a certain number of years or has a specific
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certification that would be helpful to learn more about. Think about the levels of information

above. Does this person seem to know a lot about an area that you need to know more about?

You might want to think about what knowledge you need, and then find a person to interview

based on that. Finding a person to interview based on what they might know is a smart

networking strategy. Don’t be worried that it’s disingenuous - be upfront about your interest in

gaining their expertise in that area.

c. Openness to connecting: Does this person seem to be an open connector? There are

things you might look for on LinkedIn including the obvious: the person stating they are a LION

(LinkedIn Open Networker).

Your Attitude

When you’re going into an informational interview, a sure way to bomb is to expect the other

person to run the interview for you.

You need to come prepared.

Don’t expect them to solve problems for you.

You’ll need to figure out what information you need to move forward.

Exactly what do you need to know to get from where you are now to where you want to

go?

The other person is there to fill in the informational gaps for you, but not to tell you what

information you’re supposed to be gathering.
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I can’t stress that point enough for you and I can’t tell you how many times I’ve worked with

clients who go into interviews and expect people to make mental leaps in information.

Be aware of even the smallest mental leap you’re asking people to make. They’re not stupid,

but they don’t necessarily have the brain power to spend on your situation, and they haven’t

done the thinking about your problems that you have.

For example, if you’re in a teaching role and you want to move into corporate training, don’t ask

them, “What do you think is the best way for me to get my foot in the door?”

Do ask them, “Do you think I need to get a Human Resources degree or certificate to be able to

do corporate training?”

The first question demands them to be creative on your behalf, and they may not have the

energy for that.

If you’ve done that heavy lifting - the research to know exactly what you need to know - then

they don’t have to start from scratch with you.

Just a little bit of research and thinking about how you can solve your problem goes a long way!

Again, be aware of even the smallest leaps. The example above is a pretty big leap that the

interviewer is asking the interviewee to make, but there are much smaller leaps/assumptions

that get made in these interviews that don’t lead to the best outcomes.

Just prepare many of your questions beforehand, and know you’ll get better at  interviewing

over time.
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Great Informational Interview Questions

There are potentially hundreds of informational interview questions you could ask, but I’m not

going to create a huge list for you here.

Why?

Because you can easily find them on the web, but more importantly, because I think the most

valuable informational interview questions will come from you thinking critically about what it is

you need to know.

Here are some questions to ask yourself to help you think critically about the interview

situation:

What information do you need to gather?

What will help you move forward on your path?

What would make you want to work at a company?

What would make you hate working there?

What skills do you hope you’d get to use, and what things would you hate doing in a job?

What does success look like in this role?

Is the industry a good one, or are there red flags to know about?

Here are some questions you can ask, but it’s great to get the person talking about themselves,

their company, their experience, or specifically what you need to know about to help you further
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your goals, whether it’s deciding about making a career change or deciding about applying at a

certain company.

1. Can you tell me about what it’s like in your (job/company/industry) overall?

2. Can you tell me about the things you like most about your job/company/industry?

3. What are the challenges?

4. What’s (fun/interesting/thought-provoking) about your work? (Insert your highest work value).

5. What are some of the biggest lessons you’ve learned in your time at this job?

6. Ask about their job overall: What sacrifices have you made, what problems do you deal with,

what victories have you had?

9. What makes you stay at this job? What do you enjoy?

10. Is there anything I didn’t ask about that I should have?

Of course, don’t just stick to this template. It’s a guide to get you started. There are tons more

questions you could ask, and you’ll know based on your situation. Also, let the conversation flow

naturally!

Interviewing Mistake #1

Don’t miss the opportunity to network! A lot of information you can gather in an informational

interview can be gathered on the internet. At least half the value of an informational interview is

in connecting with someone new, making an industry connection, and building your network.

Whatever you do, don’t just treat the situation as an opportunity to get information. Don’t (just)

ask things that you could have looked up in 30 seconds on Google. Do that research
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beforehand.  This is an opportunity to take one small step into your new industry. You’ve made

one industry connection.

Here’s the question I call the “Magic Networking Question”

Ask:

Do you know anyone else I should talk with (about my job change)?

This  question is so powerful because it taps into their network. You ask this at the end as you’re

about to wrap up, and after they know you and your needs. That way, they can think about who

you might benefit from talking to.

Try to get a name on the spot. They might say “I’ll have to think about it, and I’ll let you know.”

That’s ok. But they might say, “You know, my friend Jen would be great for you to talk to!” If

that’s the case, then ask a little about Jen, and you can follow up later on (with a name!) if you

haven’t gotten that connection information.

Not only have you made a new contact, you’ve made a new industry contact, and it’s a warm

lead - it’s now a friend of a friend. You’re drilling into your new potential industry or company.

This is how you meet people! Don’t do it the slow, hard way.

Here’s another important question to ask at the end of an interview:

Would it be ok if I contacted you in the future if I had more questions for you?

This one is huge!

It sets the expectation that they might hear from you again, and then you have an ally and

contact for the future, which you may need, especially if you decide that this particular direction

is right for you.
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Unless the interview went badly, they will almost always say yes. You are on your way to

building your new network.

ALWAYS follow up with a thank you!

Here’s an example. Change it to suit your needs:

Dear X,

Thank you SO much for taking the time to meet with me on Monday at X cafe. (They are busy,

don’t assume they remember you).

I really appreciated your spending the time with me and your

(comments/advice/thoughtfulness/interest) <– take your pick or come up with your own about

my situation were especially helpful in clarifying things.

I’m going to continue to explore my options with (job/company/industry) and I believe I can

make a transition that will make me happy!

I will keep you posted about how things turn out for me, and I am so thankful for your willingness

to continue to support me on this journey.

Please let me know if there’s anything I can do to return the favor!

Best wishes,

YOU

Informational Interviews are Key
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Informational interviews can be very powerful tools for gathering information and also making
the connections you need to get the position you want.

They are the  secret weapon in finding and getting a job you love.

Don’t be intimidated in conducting an interview. Professionals with great careers make a point to
maintain great networks, and informational interviews are part of that process. This guide will
help you to make an informational interview part of your professional repertoire.

Remember, don’t waste them just gathering commonplace information.
Use informational interviews to make a great impression, make a lasting connection, and get
information you couldn’t get anywhere else.
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