Information

Assignment Information
The purpose of the informational interview is to encourage you to gather more information about a particular profession, organization, graduate school/degree or any other related opportunity you wish to explore after graduating from university  It is an opportunity to approach a professional in order to ask specific questions about such things as skills needed to enter a field, educational requirements of a given profession, or the types of responsibilities that characterize a given job classification. It is also a valuable networking opportunity. 

Assignment Components

STEP 1 – Identify a list of people to interview

The best person for this assignment is someone you do not know so that the interview expands your knowledge and your network.  Start with a list of people you already know who might serve as a contact for information and/or referral to someone you can interview.  Consider friends, relatives, fellow students, faculty, alumni, the Career Development Center, job supervisors, neighbors, connections through social media, and people they know.  Also, try to recall speakers you have heard, people you have read about, etc. If you cannot obtain the name of a contact in your field of interest, you can always call a company/organization and ask who is in charge of a particular department that interests you.

STEP 2 – Arranging the interview

Most people are responsive to requests from students for information and advice, and they are usually quite helpful.  It is up to you, however, to initiate the contact by telephoning, writing a letter or emailing, or connecting through social media.  If your first contact is by letter or email, follow-up with a phone call.  If you were referred to your contact by someone, mention the name of your referral source when introducing yourself.  Some students find it helpful to say that their college professor or career center advised them to speak to someone who works in their field of interest.


STEP 3 – Developing questions

Your questions should elicit responses that assist you in gaining a better understanding of the career, the area of study, the organization and/or the process of securing work in a similar position. Remember to ask who else they might know and could recommend you speak with. See the final page for sample interview questions.




STEP 4 – Preparing for the interview

Prior to the interview, learn as much as you can about the person and their field.  Whether you want to learn more about an occupation, degree, college culture or community program, much information is available online, in the library or by talking with someone who knows your interviewee or his/her organizatio

WRITTEN ASSIGNMENT

Submit a word-processed transcript of your interview and include the following:

Student Name:							
Interview Subject’s Name: 
Date of Interview:
Organization:						
Position Title:	     
Email Address:	    						
Phone:

Introduction (1/2 page)
For the purpose of this assignment, choose a career field, industry, graduate program, graduate school or other area of interest you wish to pursue after graduation. Briefly describe the field or industry you have chosen and how it matches your skills, interests, and values. Identify someone in this field, or industry, through your networking and/or organizational research. You also may identify an organization that employs people in your chosen career field then identify someone in the organization working in a position of interest to you. Likewise, you may select a faculty member who teaches in the field of study you are considering, or a person who has acquired the degree.

Contact your targeted individual, inform her/him of your assignment, and ask to schedule a 30-minute informational interview. Thoroughly research the organization, school or field before conducting the interview to ensure more specific interview questions. Your report should include a brief overview of this process. Be sure to identify the name, job title, employer, location, and business phone number of the person you interviewed.

Summary of Informational Interview (1-1 ½ pages)
A summary of the questions and the interviewee’s responses need to appear in your report.  Provide a summary of follow-up activities the person you interviewed suggested. 

Reactions and Conclusion (1/2 page)
Include your reactions to the interview. Do you possess or can you acquire the necessary skills to secure a job/position or pursue further study? Would you be comfortable working/going to school/volunteering in this position/area of study/organization/location? Having done the interview, how do you feel about your options after SNHU? Realistically, can you obtain this type of goal? How has the interview assisted your decision-making process?

FORMAT OF TRANSCRIPT
Margins: 1” borders on all sides
Font: 12 pt. standard (Times New Roman, Arial)
Spacing: Double spaced


Sample interview questions.

Career 
What is a typical day in your job like?
A typical day in my job starts with welcoming children and parents 
to the daycare .  Keep children safe, feed , keep them clean, learn and play.

How did you get into this work?
I got into this work by need to change my career from  College lecturer to child care . 

How did you prepare for entry into this field?
I underwent trainings in the department of early Education and care as well as online.

What training or degrees are necessary for this kind of work?
Certification or degree in early childhood education . 

What skills are most important for your kind of work?
Love for children and care and attentiveness to children 's needs.

What do you enjoy most and what rewards do you get from your work?
The joy of knowing that I have contributed to build up a future.

What are the frustrations?
When some parents are not on same page with you.

Would you recommend graduate school right after college, in the future, or not at all?
Yes. I recommend continuing education.

If you were starting out again, what would you do differently?
Do much field study and choose my options.

What kind of experience would employers in this field look for in a job applicant?
Education in early childhood and experience with children.

How can I obtain such experience?  Would you recommend any extracurricular activities?
Volunteer with child care centers if you don't have some of your own to test your patience and love for children . 
If I decide to look for a job in this field, how would you advise me to go about it?
Training in early childhood and working with children.

Do you have any other advice for me?
Patience is required in the field . 

Graduate School
How would you describe the students who pursue this degree?
How would you describe what is involved in pursuing this degree
What kinds of occupations might someone with this degree pursue?
How did you become interested in this area of study, and what keeps you interested?
If I pursue this degree, how do you recommend I get the most out of my education?
What are the most important skills I will learn with this degree?
What do you enjoy most about this subject?
What is the least interesting aspect of this subject?
Would you recommend graduate school right after college or, after gaining some professional experience?
If you were starting out again, what would you do differently?
What kind of experience would employers in this field look for in a job applicant?
How can I obtain such experience?  Would you recommend any extracurricular activities?
If I decide to look for a job in this field, how would you advise me to go about it?
Do you have any other advice for me?
