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INTRODUCTION & 
BENEFITS 
Finding the right job for you takes time and effort. 

It is more than a quick browse on the company 

website, or glancing through the job description. 

Have you ever wondered what a typical day is like 

in a particular job? Or what the company culture is 

like? An Information Interview allows you to access 

a job to find out if it is the best fit for you. It is an 

informal conversation with someone  working in a 

field that interests you, who will provide 

information and advice about that job. Unlike a job 

interview, an Information Interview is used to 

gather important information on a job and what 

it takes to be part of an organization. Conducting 

an Information Interview takes you one step closer 

to finding the right job for you. 
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BENEFITS 
Improve your communication and 

interview skills.

Gain adequate knowledge of the company.

Get advice on the level of experience required 

for the position.

Network and find a potential mentor.

Understand the demands of the job and decide 

whether it is best for you.

Conducting an 
Information 

Interview is the best 
way to get a job 

Judith Hewko 

Employment Skills Facilitator  

Newcomer Centre of Peel 



 GETTING AN INFORMATION 
INTERVIEW

Do your 

research

01

Network

02

Find the 

right person

03

04
Ask for help

Before you start looking for the best person to  have an interview with, it is 

important to do your research on the company. Like a job interview, you 

would not want to go in with little to no knowledge of the company. This your 

first chance to make a good impression so make the best of it.  Read the 

company website thoroughly. 

Target people in roles you are interested in, but people that are higher up are 

more likely to not respond or reject your offer because they are too busy. 

Search for people that you can easily connect with, like someone that 

attended the same school you did, someone you have mutual connections 

with (perhaps on LinkedIn), someone you've met at previous networking 

events, etc.

Ask for their help. Use phrases like "I would appreciate your help", or "I hope 

you'll be able to help me out...". When you communicate with them, 

acknowledge that they are very busy and will be taking time out of work to 

meet you. 

Expand your network. The more you network, the higher your chances of 

meeting someone you could have an information interview with. Make a list 

of at least five people you would like to interview, because the more people 

you send a request too, the higher your chances of getting a positive

response.



 GETTING AN INFORMATION 
INTERVIEW

Be specific

05

Get their 

attention

06

Be strategic

07

08
Follow up

 Ask for something very specific. State the reason for your meeting, times you 

are available, and that you would be happy to meet them whenever is 

convenient for them.

 "Don't be afraid to share why you are specifically reaching out to this 

person. The more personalized your [request] feels, the greater chance of 

success you'll have." - themuse.com 

 If you sound like you're just looking for a job, you might get pushed to HR or 

referred to the company website career page. "Make it clear that you would 

like to talk to this person to learn about his or her career history & 

perspective on the job or industry. After you meet and make a great 

impression is when you can mention the job hunt." - themuse.com

 "Thank the person at the conclusion of the interview, but also send a 

letter [or email] stating your gratitude for the time given. Stay in touch with 

your contacts by writing notes or emails, informing the person how helpful 

his [or her] suggestions have been to you." - themonster.com



PREPARING FOR AN 
INFORMATION 

INTERVIEW

Now that you understand the benefits of an information interview, and how to get 

one, let's go through the steps of preparing for one

DRESSING
Don't be too casually dressed and also not 

overdressed.Dress and act the role of the 

position your are seeking.

I

II PRACTICE A BRIEF 
INTRODUCTION 
'Develop a brief introduction of yourself and 

your hopes for the meeting'.

III PLAN QUESTIONS TO
ASK DURING THE 
INTERVIEW
'Prepare a list of questions to ask the 

interviewee. See list of sample questions on 

the next page:
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SAMPLE QUESTIONS

 What are your main responsibilities as 

a...?

What is a typical day (or week) like for 

you?

What do you like most about your work?

What do you like least about your work?

What kinds of problems do you deal 

with?

What kinds of decisions do you make? 

- How does your position fit within the 

organization/career field/industry? 

- How does your job affect your general 

lifestyle? 

- What current issues and trends in the field 

should I know about/be aware of? 

- What are some common career paths in 

this field? 

- What kinds of accomplishments tend to be 

valued and rewarded in this field? 

- What related fields do you think I should 

consider looking into? 

- How did you become interested in this 

field? 

- How did you begin your career? 

- How do most people get into this field?  

- What are common entry-level jobs? 

- What steps would you recommend I take 

to prepare to enter this field? 

- How relevant to your work is your 

undergraduate major? 

What kind of education, training, or 

background does your job require? 

What skills, abilities, and personal 

attributes are essential to success in 

your job/this field?

What is the profile of the person most

recently hired at my level?

What are the most effective strategies for 

seeking a position in this field?

Can you recommend trade journals, 

magazines or professional associations 

which would be helpful for my 

professional development?

If you could do it all over again, would 

you choose the same path for yourself? If 

not, what would you change? 

Can you share how you got hired in this 

company?

- What advice would you give someone who 

is considering this type of job (or field)? 

- Can you suggest anyone else I could 

contact for additional information? 
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CONDUCTING THE 
INTERVIEWING

I Arrive on time or a few minutes early.

II

VI

VIII

V

IV

III

VII

Restate that your objective is to get information and advice, not a 

job.

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

background.

Be prepared to direct the interview, but also let the conversation flow 

naturally, and encourage the interviewee to do most of the talking.

Take notes if you'd like.

Respect the person's time. Keep the meeting length within the agreed- 

upon timeframe.

Ask the person if you may contact them again in the future with other 

questions.

Ask for names of other people to meet so as to gain different 

perspectives. 
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 FOLLOWING UP AFTER AN 
INFORMATION INTERVIEW

 Keep records. Right after the interview write down what 

you learned, what more you'd like to know and your 

impressions of how this industry, field or position would 

fit with your lifestyle, interests, skills and future plans.

 Send a thank-you note within 1-2 days to express your 

appreciation for the time and information given.

 Keep in touch with the person, especially if you had a 

particularly nice interaction; let him or her know that you 

followed up on their advice and how things are going as a 

result. This relationship could become an important part 

of your network.

It does not take more 
than 2 months to find 

work, if people are 
consistent and focused

Judith Hewko 

Employment Skills Facilitator  

Newcomer Centre of Peel 
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