
 

 

Conducting an Informational 
Interview 
In this module you’re going to start reaching out to people doing the jobs and careers you are 
thinking of doing.  

 

It’s important that you remember this isn’t about looking for a job yet. 

 

You are merely speaking to real people doing the real jobs your thinking of doing. 

 

And these people will answer the questions you have about your plan.  

 

Not sure you’ll like the job? Then they’ll be able to tell you what it’s really like working there.  

 

Don’t think you’ve got the skills or qualifications? Then they’ll be able to tell you what you specifically 

need. 

 

What I love about this approach is that you’ll be able to ask these people what makes an epic CV for job 

they do so you can tailor yours, along with potential interview questions you may get asked.  

 

Remember, this is networking and is absolutely key, and if you skip this step, you’ll have rubbish results in 

pursuing a new job. – don’t skip it! 

 

Networking isn’t a bad thing; it’s just like asking for directions. 

 

You’ll find that 30% of the people you reach out to will be happy to help you one way or another.  

 

ACTION: I want you to reach out to at least 20 people a week doing the job that you’re contemplating.  

Where do you find people to conduct an information interview? 
 

LinkedIn is the best place, start connecting with people doing what you’re contemplating.  

 

You can do this by typing in the job title in the search bar on LinkedIn. 

 

Ideally filter it to the area you live, but this isn’t always possible (maybe because there aren’t a lot of 

people locally doing what you’re contemplating).   

 

You can also look at your own personal network – do your friends know anyone?  

What do you say to these people when you first reach out?  
 

You want to be as natural as possible. 

 



Ensure you’ve taken some time to read their profile and learn a bit about them. 

 

Here are a few scripts you can use, but I’d always recommend tailoring them slightly and make them more 

personal.  

 

 

Dear [first name], 

 

My name is [your name], and I'm a [job title] who works in [your location]. I'm reaching out because 

[reason why you want to speak with this person]. I'd love to learn more about [two or three things 

you'd like to learn from the person].  

 

I'm sure you're busy, so even 20 minutes would be appreciated. 

 

Thanks so much, 

[your name]  

 

Subject “role” seeking your advice 

Dear “name” 

My name is “name”, and I am a “role” who found your information “where”. May I have 20 

minutes to ask you about your experience with “company”? I am trying to learn more about 

“job title” at “sector” in “location”, and your insights would be very helpful. 

I recognise that this may be a busy time for you, so if we are unable to connect by email, I’ll 

try to reach you next week to see whether that is more convenient. 

Thank you for your time, 

“name”. 

 

What are you trying to achieve? 
 

You want to ideally get them to meet you for a coffee, this is the most effective and insightful way, 

but worst case you can get them to pick up a telephone call with you.  

I’ve got an informational interview booked in, now what do I ask them? 
 

Firstly, you don’t want this to turn into a formal interview so start off by just asking them about how they 

came to do what they are doing. 

 

Let it flow, what is their story? how did they get to the place they are? 

 



 

 

People love talking about themselves and you want to take note of as much as possible.  

 

Secondly, you want to ask them the questions you wrote down on your 5-year plan that involved the job 

that you are contemplating. 

 

Those questions that you need to answer before you can proceed with this plan.  

 

This is your chance to get answers to those questions and put your doubts to rest.  

 

You might have asked yourself “can I do the job?”.  

 

And they’ll be about to give you an insight into whether or not you can.  

 

 

 

 

 


