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What is an Informational Interview?

An informational interview involves an employee who is new, less experienced, or unfamiliar with the subject matter interviewing one or several experienced employees and/or subject matter experts to learn more about a specific topic. This is a particularly effective technique when there are several employees who have can share their knowledge and help build a larger base of knowledge for the employee doing the interviews.

Each informational interview is unique and requires preparation. A successful interview produces valuable and useful information and is the result of someone asking the right questions and interviewing the right people. With the right questions, an informational interview can capture tacit knowledge along with explicit knowledge.

An informational interview can range in time from thirty minutes to two hours. It can be done in person, over the phone, and/or video chat. 

Process

Here are the key steps in putting together and conducting an informational interview:

1) Identify & ask
2) Prepare for the interview
3) Connect & build rapport 
4) Conduct the interview
5) Close 

1. Identify & Ask
The first step is identifying who are the best people for you to interview. When you’re new in a role, it can be challenging to identify the right people. Your supervisor and your colleagues are the best people to help you determine the best people to connect with. Once you have identified the people you want to interview, you can connect with them in person, on the phone, or through email to ask if they’re open to doing an informational interview.

2. Prepare
When preparing for an informational interview, it’s ideal to have role and area specific questions. Below are some sample questions that can be used in an informational interview.


Sample Informational Interview Questions

· Can you describe your role to me?
· How has your role changed during the time you have been in it?
· What aspects of your work are most rewarding?
· What are the tasks you perform on a regular basis?
· Who are some of your key contacts? 
· Who are some of your key stakeholders? 
· Who do you reach out to when you need help?
· What are some things that only you or only a few people might know?
· What are some of the experiences you had in previous roles previously that prepared you for this position?
· What are some training courses that you would recommend to someone starting in this role/area?
· Tell me about some of the experiences you’ve had in this role where you have learned the most.
· What are some questions or areas of focus where others come to you for your expert advice?
· What are your most commonly used and/or valuable tools? What resources do you rely on? This could include legislation, websites, documents, etc.
· Do you have activities or tasks that come up annually? What are they? How do you prepare?
· Can you describe the knowledge, tools, and resources you use to perform these tasks?

3. Connect & Build Rapport
Thank the interviewee for taking the time to meet with you. An informational interview is also a good opportunity to share information about yourself – what are you currently doing, what are you interested in, what do you find intriguing about this person’s area of expertise/role?

4. Conduct the Interview
Remember to take notes!

5. Close 
Thank the interviewee. After the interview, it’s important to organize the interview notes and ensure that the information can be effectively used. An information interview can bring forward information that would be useful for many people, including your supervisor and larger team.
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