
The Real World: Long Beach
Career Research Interview 

Objective: 
This assignment is designed to help you obtain career information and to enhance your competence in interviewing.

Assignment Description: 
You will conduct a 15- to 20-minute information-gathering interview (see Chapter 6) of a professional in your field of career interest. You will be the interviewer.

	CAUTION:  You should not use this interview to seek employment or a promotion. You are simply seeking knowledge about a career you might be interested in, 






Materials to submit:			
The written portion of the assignment consists of four documents, described below. 
 
1.  An outline to use as your script during the interview: Explain your interview strategy, and include your plan for the body, opening, and closing of your interview. In the body of your interview, arrange your questions under two or three topics that you wish to ask about. Compose several primary questions for each topic.   Also, prepare some follow-up questions for each primary question in case the interviewee doesn’t give you as much information as you’d like. Label each question as open or closed.  Most of your questions should be open-ended. 

The Preliminary Checklist (see next page) will help you plan your interview and contact your interviewee. 

 2.  A memo summarizing what you learned. Include a heading for each of the topics you investigated. Under each heading, write a brief paragraph summarizing what you learned about that topic. Add a final heading under which you describe what you learned about the interviewing process. This critique is an important part of the assignment. Clarify your learning process in depth, explaining what you could do to improve your performance on your next interview. 

3.  A copy of your thank-you letter. Write and mail a thank-you letter to the person you interviewed. Submit a copy of that letter with this assignment. Use a formal, block-style letter format. Successful professionals write and send letters of gratitude promptly. The letter should be sincere and to-the-point. It is best to focus on one or two specific items that were meaningful to you. Develop them briefly, but in a personal way. End with an original expression of thanks (e.g., mention how you have been helped or recognize the generosity of the interviewee). Don’t overstate your thanks; it will seem insincere.





Career Research Interview 

STUDENT PRELIMINARY INSTRUCTIONS:

BEFORE MAKING CONTACT WITH THE PROSPECTIVE INTERVIEWEE

      	Begin by reading Chapter 6 and [instructors fill in: outlining the chapters, completing the homework, taking a test, etc.].
   
        	Keep a log of all activities connected with this assignment, and all correspondence, phone calls, personal contacts, etc.
 
        	Identify by name, position, and title an appropriate interviewee. Include name, title, organization, address, and phone number.

        	Explain how you found out about your subject, and describe the research findings you gathered about your subject and her or his organization and field before making contact with the subject.
 
       	Make a preliminary plan for the interview by describing your general and specific purposes.

        	Plan how to contact the person to request an interview. In your log, indicate the channel you plan to use (phone, correspondence, etc.) to make contact, and include a copy of intended written correspondence. (See the text for a sample.)

       	Include an entry to justify your choice of channels.  

       	Include an entry describing your career goals and how they led you to this choice for an interviewee.

      	Turn in everything for a check with your instructor at this point.
 


Total points   ___________          













	
student SAMPLE interview schedule
Background Information
I will be interviewing Jake Williams, who is the community sports editor for Globe News. He also works with students for the student newspaper at our college. Our interview will be conducted in the college library. We both found this location to be convenient because Jake frequently visits there.

Interview Schedule
Opening
Hi! I’m Jessica Smith. Thank you so much for coming to meet me. As I mentioned in our e-mails, I am doing this interview for my communication class. The assignment is to interview someone in a career field we’re interested in. It’s not easy to get in touch with people in this field, so I sure appreciate this!  I want to ask you about a couple of topics today, specifically, your background and education, and your thoughts on the journalism profession. Is there anything you would like to know before we begin?

Body
Background and Education
1. How did you get started in your profession? (primary, open)
a. What steps would you suggest others to take? (secondary, open)
2. Have you ever done any freelance writing? (primary, bipolar)
a. What would you suggest to someone who wants to explore that option? (secondary, open)
Thoughts on Journalism 
1. What are some essential skills needed to succeed in your field? (primary, open)
2. Does the information in your articles come primarily from observation or interviews? (primary, closed)
a. What makes a good interviewer? (secondary, open)
b. What are some techniques you use while interviewing or researching? (secondary, open)
c. What happens when things don’t go as planned? (secondary, open)
3. How do you create a connection with your audience in your articles? (primary, open)
4. What makes your job interesting? (primary, open)
5. Describe a typical work day. (primary, open)
6. What’s the most difficult thing about your job? (primary, open)
7. What’s the most important thing you’ve learned through your experience? (primary, open)
8. What type of hours do you work? (primary, closed)
9. How do you define personal time from work time, given that news is always happening? (primary, open)
Clearinghouse Question
1. What other advice do you have for someone pursuing journalism? (primary, open)

Closing
Thank you again for coming to meet with me. I appreciate your taking time out of your schedule for this.



student SAMPLE interview analysis

date:	xx/xx/xxxx
to:	Instructor’s Name
from:	Jessica Smith
subject:	Interview Project
I interviewed Jake Warner, who has been a writer at the Globe for the past seven years. I chose to interview Jake to get more information about journalism reporting. Our interview took place in the library, which was convenient for the both of us. I arrived early to arrange the room for our interview. We discussed his background and education as well as his thoughts on journalism. 
Background and education
“Read everything you can get your hands on!” This was some advice Jake had for me during our interview. When I read, I will learn how different people tell a story. This will allow me to develop my writing style. Once I develop that style, I should do my best to get my work published. Where it is published is not the main concern, as long as I am getting experience. Formal education is a plus, but if I’m a talented writer, I could do fine without it. 

Journalism hours
Jake told me that as long as he’s been employed in the news industry, his job is always happening. His hours are pretty much “all the time”, and deadlines are tight. He is the first to inform people of events around them, so he must be ready to report at a moment’s notice. There are few 9–5 jobs in this industry.

Interview analysis
I actually had fun doing this interview. Jake was easy to talk to. I learned so much about journalism. I learned even more about how to conduct an information-gathering interview. 
About the career
Jake knows his work, and he is willing to share his information with anyone interested. Unfortunately, I discovered that reporting full time is not the job for me, because I am a stay-at-home mom, and plan to continue in that role. However, Jake and I discussed different options of freelance writing that I may like to explore. 
Jake taught me aspects of journalism that I couldn’t have found anywhere else. He informed me that reporters have a serious ethical responsibility because your audience gives you practically instant credibility when they “read it in the paper.” He also asserted that reporters are today’s historians- what a key role that is in society.
About the interviewing process
What surprised me most was the time and planning it requires to conduct an interview that flows well. It’s harder than most people think. I had written my questions ahead of time, but I hadn’t really practiced saying them out loud. It seemed easy ahead of time to think about what I wanted to say and to envision how the interview would go. But once we sat down and I started asking the questions, I realized it was harder than I originally had thought. 
Sometimes Jake would answer part of one of my later questions while I was asking him one of my original questions. This interrupted my logical organization of the interview. It was all really good information, but it didn’t seem very organized. I ended up losing track and skipping a few of my questions. 
Hardest of all was to multitask. I tried to maintain eye contact with him, actively listen to what he was saying, remember his points, get ready to ask my next questions, and take notes all at the same time. Most of the time I found myself just listening to his stories. When I did write something, it would distract him a little. He thought he needed to stop or slow down so I could keep up. This made the overall interview jolty at times. I also ended up just reading my questions off the paper. It sounded kind of stiff. The ending was awkward, too. On the feedback form, Jake mentioned that he never was quite sure when the interview was over. 
Next time I conduct an interview I will become very, very familiar with all my questions so I can orchestrate the interview better. I’ll practice them ahead of time with my husband, and I’ll say the questions in shorter sentences, so it doesn’t sound as though I’m reading them from the paper. I will also plan a definite closing statement like, “I think we’ve already run over time, so I had better end this now. You have given me such useful information! Thank you.” 
I enjoyed this assignment, and I appreciate the information I received from conducting this interview. I think everyone should do this when choosing a career path, whether they are assigned to or not.








student SAMPLE letter of thanks for interview


PO Box 95
Southlake ID 84095


May 20, 2013

Jake Warner
Globe News
30 Wright Way
Southlake, ID 84098

Dear Jake:

Thank you again for allowing me to interview you for my communication assignment. You took the pain out of this assignment. You were fun and easy to talk to, and you provided me with so much information about your field. 

It is easy to see why you are a success at what you do! You know how to tell a story! I came home and told my husband all the interesting things you shared with me. You have helped me realize the huge impact reporters have and the responsibility they hold in our society. It definitely had me thinking when you said that reporters can be compared to historians. I also appreciate the advice you gave me to read, read, read, and to learn how to tell a story. You made me recognize that reading can help me develop my individual writing style.

I know your schedule is crazy, especially with having a family at home. So thank your wife also! It was a pleasure to meet you. I am sure we will run into each other in the future, and not because I am taking your job! ☺


Sincerely,


Jessica Smith

