
 

The Informational (Networking) 

Interview 
 

 

In an informational interview, you are seeking leads and information regarding an industry, a career path or 

an employer by talking to people you know or who have been referred to you.  But before you run out and 

begin informational interviewing, you have to do your homework.  Here are some tips to help you: 

 
Identify the information you want 

Deciding which position, company or industry you want to learn about will depend on what you want to do 

with your life and career.  Evaluate your values, drivers and what is important to you, i.e. what your ideal 

career would look like.  

Make a list of people you know 

Choose those who can help you connect to other people within a company or an industry. Since this is part 

of networking you will want to include anyone and everyone you know, from your hairdresser/ barber to 

your sister-in-law. 

Make the appointment 

Set up a 20 – 30 minute interview with the person identified, regarding this speciality.  Most people will be 

more than happy to help you.  Don’t be discourage if some people are just too busy to give you an 

appointment. 

Plan an agenda for the session 

This is your meeting so prepare well.  Don’t assume the person will give you the information you need unless 

you ask the right questions.  Select questions that will give you the most information.  These might include: 

• What experience did you have to get your job?  

• What is your own background and experience? 

• What is a typical work day like? 

• How much training/supervision do or did you receive? 

• What are the toughest problems and decisions you handle? 

• What type of professional and personal skills does it take to succeed at this type of work?  

• Are there any qualifications or training that is necessary to get into this line of work? 

• Would you mind taking a look at my CV and giving me some feedback as to whether or not it 
demonstrates the type of experience and skills you would be looking for if you were hiring for X role  

• What would be a typical next career move for someone in your position? 

• What is the salary range for this type of role in your organisation? 

 



 

 

Questions to find out more about a specific organisation/industry 

• What is the size and makeup of your organization? 

• How would you describe the culture at your organisation?  Apart from job related skills, what other 
attributes does your organisation look for in its employees? 

• What do you like most/least about working at X company? 

• What do you see as the major issues/ trends in this industry/for your product/service today/in the short 
term? 

• Who are your biggest competitors?  What do you believe gives your company/product an advantage 
over them? 

 

Conduct yourself as a professional 

• Dress and act the role of the position you are seeking.  Know as much 
about the company before the interview so you can ask informed 
questions.   

• Be efficient and do not overstay your welcome.  

• Take a business card – even a temporary one with your contact 
details on 

 

Be prepared to answer questions about what you are looking for 

Have a short personal statement prepared that you can present if you are asked about your job search.  Bring 

your CV, but don’t offer it unless requested.  Remember the purpose of this interview is to obtain information. 

Ask for referrals 

Before you finish the interview be sure to ask “Who else can you think of I could be talking to?”  This open-

ended question will hopefully provide another contact which will help to expand your network. 

Show interest 

A little flattery goes a long way and it helps to build rapport.  Say something like “Mary gave me your name 

and told me you’re considered to be an expert in your field.  How did you get started? 

Send a thank you note/ email and follow up 

Thank the person at the conclusion of the interview but also send a letter stating your gratitude for the time 

given.  Stay in touch with your contacts and keep them informed of your progress.   

Reciprocate if you can 

You might have some information or an article that will be of interest to your contact. 

 

Take advantage of any referrals you receive. 

In this process you will have to take risks and stretch beyond your comfort zone.  Each step will take you closer 

to that job offer. 

 



 

Networking mistakes to avoid 

• Dressing overly casually – you want them to see you as a professional so dress like one. 

• Being clueless: Make sure you know why you are meeting this person, what they do, what the 
company does, what you want from the meeting. 

• Being unprepared:  Practice your pitch so it comes across that you know what you want or what you 
want to find out - prepare your questions and responses.  

• Using silly sounding email addresses:  Your friends might know you as “SexyMama4u” or 
“Timeforhemp” but for business email keep it professional and try and use your name. 

• Being pompous:  Be prepared to listen to what others are saying.  People help by offering advice.  
They are not interested in hearing how much you know. 

• Monopolising someone’s time: At networking events people want to circulate so respect that, and if 
in a one-on-one meeting stick to the agreed timeframe. 

• Being a wallflower:  People will remember those that stick out from the crowd so pluck up your 
courage and be proactive and interesting – ask people about themselves and ask for contacts or 
information if relevant. 

• Lying:  If you say someone has referred you and they haven’t you will eventually be found out and 
have lost not one but two good contacts. 

• Failing to follow through or follow up:  If given a contact then follow it through and always follow up 

with a thank you straight away and an update later on. 


