Interview Project and Reflection

Purpose: The purpose of this assignment is to assess which communication concepts/skills are used by individuals working in a position that aligns with your career goals. To complete the assignment, you will conduct an interview with an individual working in a career field in which you aspire to work. The interview will focus on the communicative aspects of the position. After conducting the interview you will compose a paper that describes the interview experience and how you see skills and concepts from our course applying to the information given in the interview.

Completing the assignment:

1. Choose your participant

The person you will interview should be an individual with a wealth experience in your field of choice. Also consider an alternative interviewee in the case that your primary choice is not available 

2. Complete the interview project form (on Canvas)

You will provide the name of the interviewee and the company they are affiliated with. This information will provide me with a point of contact if issues arise (the odds of this are unlikely, but it is good to take necessary precautions) and will give me a good idea of the type of job your paper is focused around.

3. Set up your interview!

Here are some things to say/keep in mind as you set up the interview during your initial phone call/contact with them:

i. Your name, your school, and why you would like to interview them: “I’m currently a student at UCD and I am conducting a project about what communication skills I might need to succeed in this industry.”

ii. The length of time the interview will take: “The interview would take about an hour.”

iii. A good day, time, and location to meet: “Is there a day, time of day, and place that might be most convenient for you?”

iv. A clear description of the experience: “I am interested in hearing about your day to day

experiences and thoughts on what communication skills I might need if I want to succeed

in a similar position someday. I’m not looking for a job but just trying to gather information for this project and for my own career building experience.”

4. Conduct the interview!

i. You should record the interview (a cell phone recording will be fine). This recording will help as you are writing your essay. HOWEVER, if you tape the interview you MUST ask for their permission. Make sure they are aware that they are being recorded
Review the interview questions before you meet to make sure you are ready. You might want to adjust the questions depending on the field.

THANK THEM for their time and send a follow up thank you card or email.

5. Analyze your interview and write that paper!

After interviewing your chosen individual, you will compose a paper examining the skills highlighted in the interview. Your essay should be approximately 5-7 pages.
1.5--2 pgs.
Introduction 
Provide an introduction into your chosen career and the individual you interviewed. Why did you choose to interview this individual? Is his or her job exactly like the job you want or in a similar field? How did you locate the individual?

2--3 pgs.
Communication skills 

Describe at least two communication skills or concepts that you and your participant discussed during your interview. You must demonstrate an understanding of the skills by providing both clear explanations and examples for each. Keep in mind that your participant might not explicitly voice these skills using the same language or vocabulary that we use in class as they might not be aware of official terms. For example, your participant might talk about the importance of dressing appropriately or giving a firm handshake, which you could then discuss in terms of what we cover in the nonverbal chapter. It is up to you to translate your discussion into course terms.

1--2 pgs.
Final reflection 
Describe some final thoughts on the experience. What did you learn through the course of the assignment? How do you think you can take the knowledge from the interview and apply it to your future goals? Were you surprised that those skills were discussed? Were there any skills that you thought you would talk about that you did not?

Writing Mechanics: As always, follow my online writing guidelines. If you need additional writing guidance, please visit the UCD Writing Center in the North Classroom Building, Room 4014 or contact them at: writing.center@ucdenver.edu

Potential Interview Questions

1. Job background information:

a. What is your title?

b. How long have you been (a) __________________________?

c. What are your job responsibilities?

d. What are the types of people you work with/talk to on your job? (Examples: superiors, subordinates, owner, customers, vendors, parents, children, couples, patients, etc.)

2. What do you spend the majority of your work day and week doing?

3. What types of communication do you engage in during your work day and week? (Examples: talking on the phone, in meeting, writing memos/letters, talking in person to customers or students, etc.)

4. Would you say your communication style is more task-oriented or relational-oriented? Do you wish your job would allow you to communicate differently? If so, how?

5. How does your communication differ from situation to situation? For example: a) in a task meeting with coworkers, and b) over a non-working lunch. Does your communication differ greatly depending on the situation or are you consistently the same?

6. How much of your day is spent communicating with others? For example: Do you have an assistant who screens your calls, mail, visitors, and handles your written communication? Or do you handle all of your own communication?

7. What are the significant differences in the way you communicate with people on the job as opposed to the way you communicate with people when you’re not on the job? Where do you feel you are more effective? Why?

8. How does your official role at work influence your perception of your work environment? How do you think others perceive you because of this official role?

9. If you want something from somebody, what do you say and how do you say it to persuade them to do it? Can you think of specific examples or common phrases you use?

10. How does your position, work environment, and communication style influence your ability to listen to a problem? What types of problems are you more willing to listen to than others? What do you say to someone who comes to you with a problem?

11. What do you say to someone who has made a mistake?

12. How do you handle conflict in the workplace?

13. Can you think of any aspects of nonverbal communication (such as body language, eye contact) that impact the way you do your job?

14. Is there anything you wish you would have learned about on-the-job communication in school, but didn’t, that you’ve had to learn?

15. What was the most difficult thing about on-the-job communication (verbal or nonverbal) for you to learn?

16. What is the most important thing about on-the-job communication that you have learned?

17. What advice would you give to someone like me who is at the starting point of their career and hoping to work towards a career similar to yours?

18. Are there any questions that I didn’t ask that you think might be important to understand your experiences?

Interview Assignment FAQs

Ok, this assignment sounds cool but I don’t really know what my ideal job is. Who should I interview?

Not knowing what you want to do is all the more reason to conduct an interview with someone working in a career that you might want to pursue! If you have absolutely no idea who to interview, dream big! What is your dream job? Might you be able to find someone working in a similar career? For example, if your dream job is to write an epic screenplay or sit-com, perhaps you can interview a writer in the Denver area. Or, you could interview someone working for a production company in the area. Maybe being a screen writer is the ultimate dream job but for now all you know is that you are an English major. Perhaps you can interview an English professor or local author. Use this project as a way to explore career interests if you are unsure which path to follow. It will still be a valuable experience for you even if you end up not pursuing it!

How do I go about finding someone to interview?

This will be the hardest part of the assignment so be sure to start looking sooner rather than later. As a general rule of thumb, I like to remind my students that the worst thing someone can say when you asking if they would like to participate in an interview is “no.” In which case, you can ask someone else! If you are struggling to find someone, you can set up a time with me to talk about it and we will come up with a plan!

Can I interview my boss?

Interviewing an individual whom you are currently working with/for is not recommended for the assignment. We get it; your boss is awesome! However, discussing and being forthcoming about the ups and downs of a job can be difficult for individuals in different power positions within a company. Your boss may not feel comfortable discussing his/her opinions about a job, and we want to make sure the positive relationship you have with your boss is maintained.

Ok, I won’t interview someone I work directly with but is it ok if I know the individual? It is ok if you know the individual, but it is not recommended. Though it might feel less intimidating to interview someone you know, in some cases it can make the interview less valuable for you as the interviewee. Individuals who know you might be less inclined to be honest and forthcoming with you. If you know the individual you are interviewing it is likely that you already know the majority of their thoughts and opinions about his or her job. At the least, this interview is a chance for you to begin to unpack the communicative aspects of a career path; at the most, this interview is a chance for you to enrich your understanding of the communicative aspects of a career path. Interviewing an individual unknown to you is the best way to garner and enhance this knowledge.

Do I have to find someone who has the exact job that I want?

Ideally, you will be able to procure an interview with an individual who has a job that is close to what you are looking for in your future. If you cannot, we can still work to find an individual who works in a similar career vein. For example, if your dream is to become a pediatric oncologist you could interview an actual pediatric oncologist. Or, you might interview an oncologist or a pediatrician. Perhaps you are more interested in the interpersonal components of the job and want to interview a nurse working the floor in pediatric oncology unit. You could even interview an individual currently pursuing pediatric oncology such as an oncology resident or medical student. Ideally, you can find an individual who is as close to your chosen career as possible.

I set up the interview a week before the paper was due but my participant cancelled! Can I have an extension?

You can. But, you’ll receive a 10% deduction for each day your paper is late and we won’t accept the paper if it is more than seven days late. It is a bummer that your participant cancelled, but considering we are discussing the project a month in advance, we expect you to arrange your interview with enough time to cover cancellations so that you can reschedule and write your paper in plenty of time to submit for the due date.

I finished my interview but it just didn’t go well. Can I interview someone else?

You can! Keep in mind that the due date of the paper is not going to change based on a bad interview so just be sure that you have enough time to procure an interview another participant!

I found an amazing participant to conduct my interview with but they are not in Denver! Can I conduct the interview long distance?

You can! We recommend using Skype or some form of video chat. Phone interviews are a vastly different experience than in person interviews as you lose the nonverbal. If you absolutely must do a phone interview speak with Stephanie about it first and she will give you some pointers!

Where do I submit my assignment?

You will submit your assignment on Canvas. 

