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What is an Informational Interview?

An informational interview is a meeting with someone who is working in a career field that you 
would like to learn more about. Unlike job interviews, (where the goal is to get a job), the goal 
of an informational interview is to find out as much as possible about a specific occupation 
or career. It is a way to research career options to help you make informed choices about an 
occupation or career that is right for you.

             

Informational Interview Job Interview

You: initiate contact No minimum 
qualifications required

Employer: initiates contact if you meet 
minimum qualifications for a job 
interview

You: ask questions to meet your goals Employer: asks questions to meet company’s 
goals

You: decide who you want to interview Employer: decides who interviews you 

You: schedule time to meet with someone in 
your area of interest

Employer: schedules time to meet with you if 
interested

You: decide if you are a good match for a 
chosen occupation/career

Employer: decides if you are a good match for 
a job opening

Getting Started
• Research the occupation/career field of your interest
• Make a list of employers that hire in your field of interest
• Take a look at your professional network for contacts
• Prepare your informational interview questions 

The following are sample questions you may want to use:

• What made you choose this career field?

• What are the typical job duties?

• What skills, abilities and education (training/knowledge) do  
you need?

• Are there opportunities for advancement in this type of job?

Resources for Career Exploration

OhioMeansJobs
Jobseeker.ohiomeansjobs.monster.com

Ohio Department of Job & Family Services 
JFS.ohio.gov
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http://Jobseeker.ohiomeansjobs.monster.com
https://jfs.ohio.gov/
https://jfs.ohio.gov/
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How to Set Up and Complete the Informational Interview
The best way for an informational interview to be conducted is 
face-to-face, but you can also take part in one by phone or video. To 
schedule a face-to-face meeting:
• Find out the name of the person with whom you need to schedule 

the interview.
• Call that person or send them an email with your request for an 

informational interview.
• If he/she is not available at that time, plan to contact them a 

second time to schedule the interview.
• Have your questions ready, in case he/she can do the interview, 

the first time you contact them.

Below are some sample scripts to help you.

Phone Script (Requesting Informational Interview):
“Hello, my name is _______. Is this a good time for you to talk briefly? It is my understanding that 
you work in the field of ______ and I would like some advice from someone who is in that field. 
I am not looking for a job, but rather trying to decide if _______ (major or occupation) is a good 
match for me. Would you be open to meeting for about 20 minutes in the next two weeks? I would 
really like to learn more about your occupation or company and the field of ___________ from you. 
I can come to you for a face-to-face (in person or video) or, by phone, if you prefer.

 

Hello, Ms /Mr. ___________ ,
My name is _____________. I am researching careers and seeking opportunities for informational interviewing 
to better understand what it is like to be a __________ (name of profession). I am not asking for a job interview, 
just an opportunity to explore my areas of interest before making a decision about my career goal. I found your 
contact information through _____________ (website, another professional). If you are willing and able, I would 
appreciate about 15-20 minutes of your time to have a short conversation within the next two weeks, to hear 
about your career path and to get your advice on how to prepare for this career field. I can come to you for a 
face-to-face (in person or video), or we can do this by phone if that is your preference.  You can reach me by email 
___________or by phone ___________. Thank you for your time and help.

Kind Regards,
(Your name)

Resources on Informational Interviewing 

The Balance Careers- Questions to Ask at an Informational Interview
thebalancecareers.com/informational-interview-questions-to-ask-2061056

Informational Interviewing - Career Center
career.berkeley.edu/info/infointerview

The Prepary-Advice for the Modern Job Search
prepary.com/prepare-informational-interview/

Email Script (Requesting Informational Interview):

Availability for Informational Interview

johndoe@email.com

http://thebalancecareers.com/informational-interview-questions-to-ask-2061056
https:///career.berkeley.edu/info/infointerview
http://prepary.com/prepare-informational-interview/
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The Day of the Interview:
• Be early (by no more than 15 minutes) or exactly on time to your appointment
• Dress appropriately (business casual)
• Have a way to track time (stick to your promise of 15-20 minutes)
• Ask for a business card
• If there is a question that you forgot to ask, add it to your list for the next interviewee

Follow Up After the Interview
Follow-up with a simple “thank you” note to the person you interviewed within 24-48 hours of 
your meeting and include something you learned from the interview. The note may be neatly 
handwritten on a card or sent via email. Thanking the interviewee, in writing, will leave a 
positive lasting impression!

Here is a sample “Thank You” note:

Thank you for meeting with me and becoming a part of my professional network. This meeting gave 
me a much better understanding of the work performed by you and your organization.
I appreciate that you shared [insert something from the conversation]. This provided me with 
information I plan to use to make decisions about pursuing a career in _______ (occupation/career).
I cannot thank you enough for your willingness to help me launch this next phase of my career. 
Please do not hesitate to contact me if you think of any additional suggestions for expanding my 
career options and /or professional network.
Respectfully,
(Your name)
(Your phone number) 
(Your email address)

Follow Up with Your VR Counselor 
Share copies of your informational interview questions and answers with your VR Counselor 
and be prepared to discuss your thoughts about this as a career option. The valuable 
information you obtained will help you and your VR Counselor to determine your next steps in 
the vocational planning process and if this is the right occupation/career for you.  

Programs provided by Opportunities for Ohioans with Disabilities (OOD) are funded, in whole or in part, with federal grants awarded by the U.S. Department of 
Education (DOE) or the U.S. Department of Health and Human Services (HHS).
For purposes of the Vocational Rehabilitation (VR) Program, including Pre-Employment Transition Services (Pre-ETS), OOD received 78.7% of its funding through 
the DOE VR grant. In Federal fiscal year (FFY) 2019, OOD received $99,548,657 in federal funds. Funds appropriated by the State covered 21.3 % of the total costs, 
or $26,942,648.  Of these federal funds, $14,932,299 is set aside for Pre-ETS.
For purposes of the Supported Employment (SE) Program, the DOE SE grant funded 90% of the costs for the Supported Employment for Youth with a Disability 
Program up to the grant amount and 100% of the costs of regular Supported Employment program costs up to the grant amount. In FFY 2019, OOD received 
$297,857 for SE Youth with a Disability and State appropriated funds paid a small amount more than the remaining 10% or $33,192 of the total costs.  In FFY 
2019, OOD received $297,857 in regular SE grant funds.
For purposes of the Independent Living Services for Older Individuals Who are Blind (OIB) Program, the federal grant received from DOE in FFY 2019 paid 90% 
of the total costs incurred under the program. In FFY 2019, OOD received $1,153,208 in federal grant funds. Funds appropriated by the State paid over the 10% 
required match or $130,000 of the total costs incurred under the OIB program.
For purposes of the Independent Living (IL) Program, the federal grant received from HHS paid 90% of the total costs incurred in FFY 2019. In FFY 2019, OOD 
received funding of $640,571. Funds appropriated by the State paid 10% or $71,175 of the total costs incurred under the IL Program.
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