INFORMATIONAL INTERVIEWS: ALUMNET VOLUNTEERS

I Have My List of Alumni, What Should I Do Next?
Conduct an Informational Interview
What is an informational interview?  Informational interviews…

· Are a way to collect relevant, accurate career information by speaking to people working in a field of interest to you

· Allow you to seek out information about the core skills, education, and attributes required for entry into the field as well as career success  

· Serve as a way for you to gain information about the individual’s career experiences and details about working for specific employers  

· Have the potential to unveil additional networking resources pertinent to your career exploration process

· Are NOT job interviews; therefore it is completely inappropriate to ask the person you are speaking with for a job or internship.

Who Should You Contact?
· All of the alumni, parents, and friends of Lafayette on your list have specifically agreed to speak to students about their experiences.  They look forward to your call, so do not feel intimated about contacting them.

· In addition to your AlumNet list, ask your family, friends, and professors if they know anyone working in the field you are interested in exploring.  

· Also, ask them if you can use their names as a reference when you reach out to these individuals.  These individuals may serve as ideal informational interview candidates themselves, or may be able to connect you with a suitable interviewee.

Four Simple Steps to an Effective Informational Interview
Step 1: Make Contact
· Prepare to make contact with the volunteer by conducting preliminary research on the industry, company, and position you are seeking more information about.  This information will allow you to speak from an informed point of view, as well as to customize the initial communication(s).  

· Write a letter, formal email, or call the individual you wish to speak with.  A letter or email is the best first contact as it allows you the opportunity to fully introduce yourself and to identify the purpose of your contact.  If you call, realize that he/she may not be able to speak at that moment.  Instead, indicate what you would like to discuss and set up a convenient time to speak further, either in-person or via a telephone call.  Usually 30 minutes is plenty of time to cover your questions.  

· Be clear and concise and always be polite.

Sample Introduction Letter/Email
Dear Mr./Ms.:
Thank you in advance for taking the time to read this letter/email.  I received your name from Lafayette Career Services’ AlumNet database.  I am hoping you might have some time to speak with me and perhaps offer some insights regarding your career as an Advertising Executive.
As a Junior English major, I am exploring several career opportunities this summer.  I am particularly interested in media, including advertising.  I was wondering if we might schedule a 30-minute meeting or phone call to discuss what steps you took to enter the advertising field, what it’s like to work in this area, as well as your experiences working at Company XYZ.  This information would be invaluable to my career exploration efforts.  
Attached is my resume in case you would like to know a bit more about my background.  I will reach out to you next week via a telephone call to see if there might be a time that is convenient for our conversation within the next several weeks.  Again, thank you for your time.  I look forward to speaking with you.
Sincerely,
Your Name
IMPORTANT NOTE: The purpose of attaching your resume to your introduction letter is STRICTLY to offer the volunteer an opportunity to learn more about you.  The purpose is NOT to ask for an interview or internship/job opportunity.

What If I Don’t Get a Response?
· Realize that it may take time to hear back from an individual due to their schedule, a business trip, special projects, etc.  Do not become frustrated or offended if you do not hear back from the volunteer immediately

· After a week to 10 days with no responses, follow-up via email:

Sample Email: 
Dear Mr./Ms.:
I recently sent you an email regarding my interest in speaking with you about your career and the advertising industry.  I know your schedule is very hectic, but since I have not yet heard from you, I wanted to resend my message (located below) to you in case you did not successfully receive it previously.  I very much look forward to hearing back from you and to scheduling a time to speak with you.
Sincerely,
Your Name
· If you still have not heard from the individual 5 days after your follow-up email, attempt to contact them by telephone.  If you have to leave a voicemail message, remain positive in your message and restate your purpose for follow-up.

· If there is still no response after these 3 attempts, it is recommended that you move on to another individual for the informational interview.  

Step 2: Prepare for the Interview
Prepare for the interview by writing down a list of questions you want to be sure to cover during the interview.  Here are some examples:


· What is a typical day like in your position?

· What 3 things do you love about your job and what 3 things frustrate you the most?

· What drives you to do this work?  What keeps you getting out of bed every morning?

· What kind of hours do you normally work?  Are there other things you are expected to do outside work hours?

· Is your work primarily individual or predominately in groups or teams?

· What projects have you worked on that have been particularly interesting?

· What courses have proved most valuable to you in your work?  What courses do you wish you had taken that would have better prepared you?

· What jobs and experiences have led you to your present position?

· Which aspects of your background have been most helpful?

· If your job progresses as you like, what would be the next step in your career?

· What is the most important task on your desk right now?

· What do you do when you are feeling burned out at work?

· In a typical month/week, what % of your time is spent on the following activities: talking on the phone, dealing with email, meetings with individuals, meetings with groups/committees, traveling, writing, reading, researching, other?

· Describe the culture of your organization.  

· Why did you decide to work for this organization?  How does this organization differ from its competitors?

· What kind of training program does the organization offer?  Is it highly structured or more informal?

· How does the organization evaluate your job performance?

· What are the people like with whom you work?

· What’s the best thing about the organization?

· What is the typical career path in this organization?

· How is the economy affecting this industry?

· What is the typical entry-level salary in this field?

· What skills or personal characteristics do you feel contribute most to success in this industry?

· What are the typical entry-level job titles and functions?

· What trends in the field would be most likely to affect someone just entering this career?

· What is the most important thing that someone planning to enter this career should know?

· Would you be willing to answer more questions, by phone or in person, if I need additional advice in the future?

· Would you mind taking a look at my resume to see if you have any suggestions?

Step 3: Conduct the Interview
· Be sure to call or arrive on time.

· Make sure your call is placed in a quiet, distraction-free location preferably on a land-line phone.

· Ensure that your meeting/call stays within the timeframe the volunteer offered to give you, paying attention to the time during your conversation.  

· Use open-ended questions to maximize the quantity and quality of information you receive during the interview.  

· Take detailed notes throughout the interview so that you can easily refer back to this information after the interview.  

· Express your appreciation for the person’s time and information at the conclusion of the interview.  

· Request the volunteer’s business card so that you have their contact information for future correspondence, including a “thank you” note.

· Seek additional networking connections. Towards the end of the conversation you can ask a simple networking question such as, “Can you think of other departments, organizations, or people who I might want to talk with?”  Ask if you may use the volunteer’s name when you contact these other individuals.  

Sample “Thank You” Letter 
Dear Mr./Ms.:
Thank you very much for taking the time to speak with me last week about your career.  It was very helpful to gain insight into the skill and education requirements required to enter the advertising field.  The experiences you shared about your work and role in your current organization have served to further strengthen my interest in media.
I am very appreciative of your suggestion to find a summer internship in the area of advertising.  As you recommended, I will reach out to the contacts you provided regarding possible internship openings.  Thank you for providing such wonderful resources.  
Again, thank you for all of your time and wonderful insights.  I look forward to speaking with you again and will keep in touch as my career develops.
Sincerely,
Your Name
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