
An informational interview is an informal conversation with someone who is working in a field of interest. It is
an effective research tool that helps you gather information about a particular occupation or career. It is not a
job interview, and the objective is not to find job openings. Rather, the goal is to find out about jobs or career
opportunities that could fit your interest and personality.

Informational Interviewing 101

Benefits of Informational
Interviewing

Identify the occupation or industry you
would like to learn more about.

Choose people to interview:
Start with people you already know
Use the LinkedIn Alumni tool in the
Career Library to connect with
Clemson Alumni working in areas of
interest
Guest speakers and/or panelists

Setting up the Informational Interview:
Create a tailored message introducing
yourself and explaining your purpose
for reaching out.
Emphasize that you are looking for
information about their role and
career path.
If you were referred by another
person, mention who referred you. If
you were not referred, explain to the
person how you found them.
Ask if they would be willing to have a
short conversation in person or
virtually.

It is important to conduct further research
once the person has agreed to have a
conversation with you. Research their
career field, organization, and job city/region
where they live and work.

Create a brief introduction about yourself to
share when you start your conversation.
This should include an overview of yourself
and your education and/or work
background. 

Develop open ended questions tailored to
the individual.

First Steps for
Informational Interviewing

How to Prepare

Receive firsthand, relevant information
about working within a particular field,
industry, or position. 
Discover career opportunities you never
knew existed. 
Get tips and insider knowledge about
landing your first career position.
Extend your professional network &
develop relationships; connect with people
who may forward you job leads in the
future. 



Informational
Interviewing 101

Questions to Consider
to Asking

Send a thank you email or card expressing your
appreciation within 1-2 days of the
conversation.

Within the thank you, let the person know that
the information they provided was helpful. If
you can pinpoint a specific piece of advice they
gave that stood out, mention how it had an
impact on you.

Make sure they have your contact information
to keep in touch. If you are looking for jobs let
them know and ask that they keep you in mind
if they hear of any opportunities that may be a
good fit.

After the Interview

Could you describe your typical day and role
responsibilities? 
What jobs and experiences led you to your
present employment? 
What are some common career paths in this
field? 
Are there specific skill sets or training that
would make someone more competitive
than the typical applicant? 
How does your job affect your general
lifestyle? What current issues and trends in
the field should I know about/be aware of?

Dress business casual and appropriately. If you are
meeting them at an office make sure to ask how to
dress.
Call or email to confirm your appointment and clarify
directions and meeting place.
Arrive 10 minutes early.
Be prepared to take notes.
Be excited and show them you’re interested.
Be prepared for them to ask you questions about
your interest in their field or employer.
Be respectful of time. Do not continue to ask
questions past your scheduled time.

Day of the Informational
Interview

Example
Dear Mr. Johnson,
 
Thank you for taking the time to meet with me today to talk about your
work as Marketing Manager at Coca Cola. I appreciate all the advice
you provided and now I have a better understanding of the marketing
field, specifically in the food & beverage industry. It was extremely
helpful to hear about some of the skills that have helped you succeed
in your role. I am looking forward to completing my Google Adwords
certification like you suggested.
 
I very much appreciate having had the opportunity to speak with you.
Thank you again for your time and advice. 
Sincerely,
(name)
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