
So, you 
say you want
to interview 
people?
An Informational Interview How-to.
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* What is it?
* Why should I do it?
* Where to start? 
* What to ask?

* Scheduling Interviews 101
* Conducting the Interview.
* What to do after? 
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But what exactly is an 
informational interview?

It is an informal conversation with 
someone who is working in an area 
of your interest and is willing to 
give you advice or information. 

It is a very effective research tool 
when it comes to jobs and career 
exploration - in addition to reading 
books, exploring the Internet, and 
examining job descriptions. 

This is a great way to get information 
that is not always readily-available online! 

Some examples: 
* How is the work environment or workplace relationship?

* Learn how professional artists got their career started.

* Find out about a career path you didn’t know existed.

* Learn what it’s like to work at a specific organization:

* The process of working on a major project?

* What does a day in the studios/workplace look like?

AN Important thing to keep in mind:

IT IS NOT A JOB INTERVIEW, AND THE OBJECTIVE IS NOT TO GET A JOB.

IT IS NOT A JOB INTERVIEW, AND THE OBJECTIVE IS NOT TO GET A JOB.

IT IS NOT A JOB INTERVIEW, AND THE OBJECTIVE IS NOT TO GET A JOB.

Hello there, 

this is Vy from 

the career 

development’s  

PCA* team!

It’s to get to know that person, The process, 

The job, the industry, and of possible open opportunities.

Today, I’ll be 

guiding you 

through 

conducting

 informational 

interviews.

#1

#2

Then why should i even bother doing this??

Most 

importantly, 

you can initiate 

a professional 

relationship and 

expand your 

network.

?

?

*peer career Advising
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First and foremost, A reminder: 
Be gracious and keep an open mind.

Secondly: Be prepared!

General questions (taken from our introduction guide) could be:

* When you were in college, what did you think your career was going to be? 
* Describe a typical work day (or week). 
* What do you find most rewarding about the work? Biggest challenges? 
* How is your staff organized?
* What is exciting about your position?
* How do you find out about jobs in your field? 
* What other types of jobs could you apply to with your experience? 
* How well suited is my background for my kind of career? 
* If you could give me some advice about entering this field, what would it be? 
* Based on our conversation, is there anyone else you would recommend I speak to? 
* If so, may I use your name when I contact them? 

* Are there any other organizations or companies you think I should check out?

Research, research, research!
Start with choosing the person (or people) to interview!

Find the position you want to have someday then see who’s 
doing it. Or, maybe it’s an illustrator you have followed since 
forever, maybe it’s a photographer that you have always 
admired, or a curator at a gallery that you are curious about. 

It could be anyone who is related to your interests.

Preparing for the interview: Where do I start? 

?

Hint: Look at LinkedIn, studio/company website, 

iMDB, social media, and etc.

Now that you know 
who you would like to interview, 
do even more research!

# 3

Don’t ask questions you can easily find on their public profile, 

or in Q&A’s that they have done multiple times in the past. 

You don’t want to waste your precious TIME with them.

Try to tailor the questions to the information about them 

that you find in your research or in their portfolio.

Oh, 
so What 

 questions 
could I 

ask?

?

# 4

Hint: Look into 

their portfolio,

Linkedin, position, 

and career paths.

https://assets.mica.edu/files/resources/informational-interviews-2.pdf
https://assets.mica.edu/files/resources/linkedin_handout_062019.pdf
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Once you have questions ready, 

It’s time for “Scheduling Interviews 101”

Be gracious and understand that they might not 
want to for any reason. Everyone is also busy, so 
they might not be able to get back to you. 

Some soft limit for the interview length:

* Phone and In-person: 20-30 minutes max. 
“I recognize you’re a busy person, and I’d love 20 mins.”

* Email: 7 is a magic number for questions.
You can ask more, but gauge the flow of conversation 

and ask only if they are willing or able to give you more time. 

You wouldn’t want to be intruding too much.

But what if I don’t hear back from the request?

?

# 5

I would give a week and a half for the request’s reply 
(or, at the very least, a solid week). 

If there’s nothing, you can try to send a check-in 
follow up to see if they have received your initial 
email. Give it five more days, and if they still don’t 
get back then you should drop it. 

Dear *insert name*,

[Introduce yourself (name, interest, schooling 
etc.)

How you know of them, why you like their 
work or admire them, what about them that 
intrigues you, this is where your research 
comes in.]

So, I wonder if you would be open to an 
informational interview? I’d love to hear more 
about your experience and your work.

I understand you’re busy, so I’m open to 
doing it through email, phone/video call, or 
whichever that works for you.

Thank you,
Your name.

Hint: After the conversation started, volley back 

and forth for maybe three days. Drop it after 2 if 

they don’t get back.

sample structure for request email

WOW, I got the interview scheduled!! WHAT DO I DO??

?
# 6

* Restate that your objective is receiving information and advice. (You’re not looking for a job from them)

* Give a brief overview of yourself and your education and/or work background.

* Encourage the interviewer to do most of the talking. (“I have said a lot”, and turn it back to them) 

* Take notes!! This is so important!

* Respect their time. Keep to agreed-upon timeframe.

Congrats! It’s time to conduct the interview!
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Over email in person On the phone

Some tips for Interview Etiquet te:

Make sure to check your 
grammar and spelling, especially 
the name of the company, 
projects, or the name of the 
person you are talking to.

Try to reply as soon as possible.

Volley the conversation back 
and forth. If you want to send 
more questions, definitely ask if 
you can give follow up questions 
beforehand.

For more professional emailing 
etiquette tips, please check out 
our other how-to guide about 
“Sending Professional Emails”

You could ask if you may stay in touch and contact them again 
in the future with other questions. Or, ask for suggestions of 
other people you could speak to to gain a different perspective.

Dress nice and appropriate, as 
you would for a job interview. 
Casual clothes are fine, but you 
still want to make a good first 
impression. 

Arrive on time or a few minutes 
early (10 max). If it’s their house 
or office, don’t come 30 minutes 
early. Find a place to hang out & 
come back closer to the time.

Treat it like a job interview, 
but a little less formal. For 
more more tips on interviews in 
general, check out our guide on 
“Mastering The Interview”

Wear headphones if you can for 
the best audio.

Be in a quiet space. You don’t 
want unwanted noises on the 
phone.

Speak slowly, clearly. We tend 
to talk fast when we are 
nervous.

Keep an eye on the clock and When it’s time, even if you still 

have more questions, You should say: “I have really enjoyed our 
talk, and I want to respect your time if you have to go.” 

If they offer to keep going, then feel free to do so!

Important: Please respect the interviewee’s time!

Hint: for In-Person & on-the-call, 

you can try and ask if it is okay to 

record the conversation along with 

note-taking! 

You could say: “When I take note it’s 

helpful for me to have the audio, is it 

okay if I record our talk? I understand 

if you’re not comfortable with it.”

Again, please understand that they 

might not be okay with it.

so, at the end, what do I do?

?

what 
About 
after?

?

Send a thank you note!! 
If you can, send a stationery paper thank you. 
If not, an email thank you note is still a must.

You can even send stickers, postcards, bookmarks 
you made along with the notes. It’s nice and they 
might end up using it and remembering you! :)

If it went really well, keep them apprised of your progress in the field!!
(especially if they mentioned to keep them updated.)

And, that’s it folks!!! The information in this guide is pulled from my personal experience, other guides from Our Career Develpopment Center, 

and from Erinn Hagerty’s Professional Development class. Thank you for sticking with me to the end, good luck! (signing off, Vy P.)

# 7

https://assets.mica.edu/files/resources/emailguide2019.pdf
https://assets.mica.edu/files/resources/mastering-the-interview-0.pdf

