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Informational Interviews

5 Steps for a Successful Informational Interview

Identify Potential Contacts

Griz Career Network is designed to connect Grizzlies, both students and alumni, to a vast network

with endless career advice, experiences and opportunities to share. The network is for any student,
alumni, faculty or staff who want to connect with another Grizzly. LinkedIn can be used to find
professionals in your desired field. Look for alumni, second-degree connections, or people working at
companies of interest, Utilize the Student Success Center, student clubs and faculty connections, and

ask your family, friends, professors, and classmates if they know anyone in the industry.

Contacting the Professional

Write a concise, professional email requesting an informational interview. Use a clear and concise subject
line, briefly introduce yourself, state your name, academic background, and interest in their work. Explain
why you're reaching out—mention your curiosity about their career path or the industry. (remember that
an informational interview is not an opportunity to ask for ajob). Politely ask for a 30-minute meeting
(phone call, video call, or in-person if possible) and offer flexibility in your availability. Express gratitude
and provide your contact information. It is important to wait patiently and allow time for a response. If
you haven't heard back after a week, consider sending a polite follow-up email. Once they agree to the

interview, confirm the details—date, time, and platform (if applicable).
@ Preparation

Learn about the professional’s background, their company, the industry and review the LinkedIn and/or
company profile of the person you are meeting with in advance to identify points of connection. Prepare a
concise introduction that highlights who you are, what you do and what you're looking for (this video can help).
Prepare a list of open-ended questions to guide the conversation. Put together a notebook, pen, and a copy of
your resume to take with you. Watch this video for information on interview tips.

@ Conduct the Informational Interview

Arrive on time, wear a business casual outfit and maintain a polite, respectful demeanor. Be mindful of the
interviewee’s schedule and plan to stick to the 20-30 minute timeline. Start with a brief introduction, then
ask your prepared questions. Don’t be strict on getting all your questions asked. Go with the flow of the
conversation and share genuine interest in their responses. It will be helpful to take notes. To close the
conversation, thank the individual for their time. Ask if you can follow up with them in the future if you have
any questions, as well as if there is anyone they would suggest you contact or connect with in the future to

continue your career exploration.

Follow Up

Send a personalized thank-you email within 24 hours. Mention something specific you discussed to show your
appreciation. Connect with the individual on LinkedIn.

Remember that people love to talk about who they are and what they do. Most individuals will

be flattered to speak with you about your career interests and their professional history!



https://www.grizalum.org/griz-career-network/default.php
http://linkedin.com/
https://www.umt.edu/business-student-success/default.php
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.youtube.com%2Fwatch%3Fv%3DQncmc-yx3gI&data=05%7C02%7CMichelle.Schwartz%40mso.umt.edu%7C4dff7b5d3a1f475a084b08dc86598179%7C68407ce503da49ffaf0a724be0d37c9d%7C0%7C0%7C638532966182585089%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=BmVolUGzBJviGzPpVBwzLGsQy4np9hCXPS0TBukQxds%3D&reserved=0
https://www.youtube.com/watch?v=wm5nhB0lYL8
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professionalsin your desired field. Look for alumni, second-degree connections, or people working at
companies of interest, Utilize the Student Success Center, student clubs and faculty connections, and GCN

ask your family, friends, professors, and classmates if they know anyone in the industry.

@ Contacting the Professional E.

Write a concise, professional email requesting an informational interview. Use a clear and concise subject

line, briefly introduce yourself, state your name, academic background, and interest in their work. Explain

why you're reaching out—mention your curiosity about their career path or the industry (remember that
an informational interview is not an opportunity to ask for ajob). Politely ask for a 30-minute meeting
(phone call, video call, or in-person if possible) and offer flexibility in your availability. Express gratitude
and provide your contact information. It is important to wait patiently and allow time for a response. If
you haven't heard back after a week, consider sending a polite follow-up email. Once they agree to the
interview, confirm the details—date, time, and platform (if applicable).

@ Preparation

Learn about the professional’s background, their company, the industry and review the LinkedIn and/or
company profile of the person you are meeting with in advance to identify points of connection. Prepare a
concise introduction that highlights who you are, what you do and what you're looking for (this video can help).
Prepare a list of open-ended questions to guide the conversation. Put together a notebook, pen, and a copy of
your resume to take with you. Watch this video for information on interview tips.

Conduct the Informational Interview

Arrive on time, wear a business casual outfit and maintain a polite, respectful demeanor. Be mindful of the
interviewee’s schedule and plan to stick to the 20-30 minute timeline. Start with a brief introduction, then
ask your prepared questions. Don’t be strict on getting all your questions asked. Go with the flow of the
conversation and share genuine interest in their responses. It will be helpful to take notes. To close the
conversation, thank the individual for their time. Ask if you can follow up with them in the future if you have
any questions, as well as if there is anyone they would suggest you contact or connect with in the future to

continue your career exploration. E - =0
@ Follow Up Information

Send a personalized thank-you email within 24 hours. Mention something specific you discussed to show your Interview Ti ps
appreciation. Connect with the individual on LinkedIn.

Remember that people love to talk about who they are and what they do. Most individuals will

be flattered to speak with you about your career interests and their professional history!



https://www.grizalum.org/griz-career-network/default.php
http://linkedin.com/
https://www.umt.edu/business-student-success/default.php
https://www.youtube.com/watch?v=Qncmc-yx3gI
https://www.youtube.com/watch?v=wm5nhB0lYL8

Informational Interviews

How do | connect with How do | prepare for an
people to interview? informational interview?

Research the professional’s background, company, and

Utilize the Griz Career Network,

LinkedIn, University Resources industry. Develop your elevator pitch, prepare a list of

and your personal network. open-ended questions, revise and print your resume.

Sample Questions:

Canyou tell me about your career path and how you got to your current position?

« What do you enjoy most about yourjob? What are the biggest challenges?

« How did your education and previous experiences prepare you for this role?

o Whattrends are currently shaping the industry?

o Whatskills and qualities are most valuable for someone entering this field?

o How doyou see the industry evolving in the next few years?

o Canyoudescribe the company culture at [Company]?

« Whatdo you think sets [Company] apart from its competitors?

« What types of professional development opportunities does [Company] offer?
« What advice would you give to someone interested in pursuing a career in this field?
 Arethere any professional associations or resources you recommend?

« Whatdo you wish you had known when you were starting out in your career?

Requesting an Informational Interview
Subject: Request to Connect— University of Montana Student

Dear Mr./Ms. [LAST NAME],

My name is [NAME], and lam a [YEAR IN SCHOOL] majoring in [MAJOR] at the University of Montana.

| am writing to you today because | would like to schedule an informational interview with you. | saw your profile on
[LINKEDIN/GRIZ CAREER NETWORK/ETC] and would like to learn more about your [WORK/BACKGROUND] in/at [1-2 TOPICS IN
THEIR INDUSTRY/COMPANY]. [INSERT YOUR RELEVANT EXPERIENCE AND/OR WHY YOU ARE INTERESTED IN INTERVIEWING
THIS PERSON AND THEIR POSITION SPECIFICALLY]. I would also like to gain a better understanding of what qualifications and
experiences | will need as | begin my career as a [JOB].

| would appreciate the opportunity to connect for 20-30 minutes [IN-PERSON/OVER ZOOM/OVER THE PHONE] to discuss these
topics as well as any advice you are willing to share. | understand you're busy, so we can do this at a time that’s most convenient
foryou. Please let me know what dates and times work best for your schedule. Thank you for your time, and | look forward to
hearing from you.

Sincerely,

[YOUR NAME]
[CONTACT INFORMATION] interviewee and information about you will yield a higher response rate.

Personalizing your email request with information on why you selected the




