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Purpose 

1. Determine the industry of most interest 

to you (education, finance, government, 

law enforcement, logistics, 

manufacturing, non-profits, etc.). 

2. Identify specific companies and 

organizations you would most like to 

work for either now or in the future. 

3. Choose professionals who reflect your 

career aspirations.  Speak with people at 

various stages of their careers to gain a 

full perspective.  Conduct informational 

interviews with upper-level managers 

and business owners, as well as those 

within the first 5 years of their careers. 

Who to Interview?  

OFFICE HOURS: 

Fall & Spring Semesters 

Monday—Thursday 8:30am-5:00pm 

Friday 8:30am-4:00pm 

Drop-In Hours: Mon-Thu, 1:00-3:00pm 

Resume Blitz: Fri, 12:30-2:30pm 

Summer 

Monday—Thursday 8:00am-5:30pm 

Friday Closed 

Changes are posted on the Career Center 

website & front door 

LOCATION: 

573 Huger St (Behind Capers Hall) 

 Corner of Hagood Avenue & Huger Street 

CONTACT: 

843-953-1617 

www.citadel.edu/career 

careercenter@citadel.edu 

Providing the education and                  

resources that enable Citadel               

students to make informed 

decisions about their career goals. 

Informational 

Interviews 

Tips & Resources 

3/2016 

An informational interview is an interview 

YOU conduct to explore professions of 

interest by connecting with people in those 

professions. 

Learn as much as you can about an industry, a 

company, and/or specific jobs to help you 

make informed decisions about your career 

direction and next steps. 

1. Your Professional Network.  Contact family, 

friends, professors, alumni, & employers to 

find out if they know anyone who works in X 

profession or at X company that may be 

willing to be interviewed. 

2. The Citadel Online Alumni Directory.  If you 

have access, go to  http://

www.citadelalumni.org/s/1674/alumni/

start.aspx, then <Our Network>, and then 

<Online Alumni Directory>.   

3. Vault.  A resource through The Citadel Daniel 

Library that provides industry overviews, 

employer profiles, and more.  Go to <Rankings 

& Reviews / Companies>, make a selection, 

and review all the subtabs including <Why 

Work Here> for employee stories and how to 

connect with the company. 

4. Glassdoor.  A resource that provides an 

inside view to companies and jobs through 

reviews by current and past employees.   

5. LinkedIn.  Use this online professional 

networking resource to follow companies of 

interest and make connections. 

Getting Started 

Not sure who to contact for an informational 

interview?  Refer to the resources below. 

https://www.linkedin.com/
mailto:careercenter@citadel.edu
http://www.citadelalumni.org/s/1674/alumni/start.aspx
http://www.citadelalumni.org/s/1674/alumni/start.aspx
http://www.citadelalumni.org/s/1674/alumni/start.aspx
http://www3.citadel.edu/library/databases/vault.htm
https://www.glassdoor.com/index.htm
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 What challenges does your industry face? 

 What are the current trends in the profession? 

 How has your organization changed 

over the last 5 years?  What 

changes do you expect to see in the 

next 5 years? 

 What skills are prized by your 

organization? By the profession? 

 What do you value about your role? 

 What steps did you take to reach your current 

position (education, prior positions, training)? 

 What advice or direction can you offer me to 

make myself competitive? 

 Determine other questions based on what you 

would like to know that will help you decide if 

the field is a fit for you and/or what your best 

course of action is to reach your goals? 

 During the meeting, if appropriate, ask for 

feedback on your resume. 

Initiating Contact 
Informational Interview 

Friday, April 15, 2016 10:00 am 

Mr. Robert Jones 

President, XYZ Corporation 

 

John Smith 

Business Administration Junior 

The Citadel 

email address / phone number 

1. Question One 

2. Question  Two 

3. Question Three 

Sample Questions 

Sample Question List 

In most cases, you will make the request to 

schedule an informational interview by phone or 

email.  You may also do so in-person or through a 

connection made via LinkedIn.  Address your 

message to seek advice; do NOT ask for a job.  

Your request should follow the general format 

below.  Adjust it to fit your needs and 

communication style.  If someone has suggested 

that you contact the individual, be sure to identify 

the person by name and your relationship.   

Dear Mr./Ms. ___________, 

My name is _______.  I am a ___ (senior, junior, etc.) 

at The Citadel (add “The Military College of South 

Carolina” if the person may not be familiar with the 

college), majoring in ____. 

I am seeking advice and direction about my career 

options in ______ by conducting informational 

interviews with professionals in the field. 

May I please schedule a 15-minute in-person or 

phone meeting with you on either {date/time} or 

{date/time}? 

I really appreciate your help and hope to meet with 

you soon. 

Respectfully,  

John Smith 

Class of ___, The Citadel 

Email address / Phone number with area code 

Next Steps 
▪ If the person is not available, politely thank 

him/her and either ask if you may contact him/

her at a later date OR if there is someone else 

he/she may recommend that you may contact.  

▪ If the person does not respond within a 

couple of weeks, contact someone else on your 

list.  Keep in mind that you are asking someone 

for their time and they may not be available. 

▪ Once you have arranged an informational 

interview, confirm your meeting date, time, 

location (or phone number you are to call).  If 

the meeting is a few weeks away, send an 

email/call a few days ahead to confirm the 

person is still available. 

▪ Prepare a short list of questions and provide 

them at least 2 days prior to your meeting (in-

person or phone).  You may ask additional 

questions should time allow. 

▪ Offer a copy of your resume prior to your 

meeting.  This allows the professional an 

opportunity to learn more about you. 

▪ Bring another copy of the questions and your 

resume to your meeting.   

▪ Dress professionally.  Arrive 15 minutes 

early /be ready to make the call.   

▪ Be mindful of the time during the meeting.  

“We are already at the time I requested.  May I 

continue for a few minutes or is it possible to 

schedule a follow-up meeting?”  

1. INDUSTRY & PROFESSION 

(i.e. Finance & Financial Advisor) 

2. ORGANIZATION or COMPANY 

3. INTERVIEWEE 

4. YOU 

After the Interview 
▪ Thank the interviewee for his/her advice 

and time. 

▪ Ask if you may keep in contact (and how), 

as well as if you may connect via LinkedIn. 

▪ Send a formal thank you within 24-48 hours 

of meeting by email, hand-written, or both. 

▪ Follow through on any recommendations 

given to you and keep the interviewee 

informed as appropriate. 

Refer to the Career 

Planning Guide for 

more information! 

Organize your informational interview questions 

based on the order below with the focus on the 

bigger picture vs. yourself.    

http://www.citadel.edu/root/images/career_center/c3cpguide.pdf

