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Informational Interviews 

 
Informational Interviews are meetings where a potential job seeker receives advice on careers, 
industries, and corporate culture of a potential workplace while employed professionals learn 
more about the potential candidate, judges their professional potential, and builds their applicant 
pool. Asking a professional at an institution of interest for an informational interview is a great 
way to learn more about that institution while increasing your professional network.  
  
People are happy to share their experience and expertise. Anyone who is professionally 
established was once starting out. They understand this is part of advancing yourself in your 
career and are usually supportive. Point being, do not sweat it! When requesting to meet, keep 
your correspondence polite, short and simple. Make it as easy as possible for them.  
 
Step 1: Reach out 

§ Your subject line can be as simple as “Meeting for coffee” or “Would love to meet” or 
“Introduction and possible chat” Do whatever feels right to you and fits the context. 

§ In the body of your email, greet them with a, “I hope this note finds you well” or 
something humanizing, then introduce yourself. State your name and your status (student 
at X, interning for X program/dept. at X). Then ask if they are available to meet. It’s also 
nice to note that you are interested in their research. If you can, be specific, but brief. 

§ You can offer to meet them at their office or a nearby coffee spot. 
 

Step 2: Prepare 
§ Read their most recent work online. Many professionals post pieces that reflect their 

expertise and current focus. Prepare some questions for them. This way your 
conversation is relevant to both you and them; you are not asking them only about work 
they no longer focus on. That’s not to say you can’t ask them about their past. It’s just 
important to be up to speed on their work. 
 

Step 3: Facilitate a good conversation 
§ It is much appreciated when you approach the conversation with some planned structure. 

When you physically meet, start by recognizing they are taking time out of their day to 
talk to you! Tell them you hope to speak with them about x, y, and z, but first you can 
take a moment to reintroduce yourself. Restate your intro and add a little more 
information about yourself, such as what you are studying, what you are interested in or 
what you’d like to do in the future. Give them time to react and ask you follow up 
questions. Then go into the questions you’ve prepared for them. 
 

Step 4: Show appreciation  
§ After you meet, send them a thank you note mentioning at least one thing you’ve gained 

from your conversation with them. Further, you should ask if there is anyone they feel it 
would benefit you to talk to and if they would mind facilitating an introduction. This 
way, the networking chain is never ending. 

 


