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Informational Interview Assignment

This assignment provides you with a realistic experience in conducting a complete, moderately scheduled, informational interview that builds upon the basic skills studied in the first two units of this course and practice in the skills building interview assignment. Your goal in this interview is to learn everything you can about the interviewee's career preparation, work experiences, employment interviewing experiences, plans, and short- and long-range goals.  This is not a biographical interview.

You are involved in interviews such as these when you discuss careers with fellow students, professors, academic counselors, recruiters at job fairs, and family members.  Journalists, recruiters, and those conducting performance reviews often devote major parts of interviews to discussions of career options, plans, and preparation.  This interview serves as a transition into the employment unit that follows.


This assignment continues to emphasize the basic skills practiced in the skills building assignment: use of primary and probing questions, listening, verbal and nonverbal communication skills, and structure.  Develop an interview guide that covers the major topics and subtopics you think are relevant for a career interview.  Then turn this interview guide into a moderately scheduled interview with possible probing questions under primary questions.  


Remember a central point emphasized in your textbook and course.  You must be prepared to adapt your schedule and questions as you go along because you never know for sure how an interviewee will answer or react.  Your interviewee may have only vague career plans and goals, be struggling to choose among several options, be in a career now, or have been in several careers already and be in the process of changing positions or careers.  Your interviewee will be assigned the day of your interview.

Instructor's notes: 

Assigning interviewees the day of interviews prevents students from getting together in advance to rehearse questions and answers.  Unrehearsed interviewees provide student interviewers with more challenging situations in which to practice questioning, listening, and communication skills.

Send all interviewers out of the room at the beginning of each class period and bring them in one at a time for their interviews.  This will keep interviewers from borrowing topics and questions from interviewers who precede them.

Instructions for interviewers:

1. 
Prepare an interview guide of relevant and interesting major topics and subtopics that focus on career preparation, interview experiences, work experiences, plans, and goals.  Chapters 7 and 8 on recruiting and employment interviewing will help you develop your guide.

2.
Prepare a moderately scheduled interview from your guide that contains primary and possible probing questions.  Give a copy of this schedule to your instructor no later than _________.

Instructor's note: 

Requiring students to turn in their question schedules, even if you do not grade or weigh them in the assignment, forces them to begin preparation well in advance of the assignment.  Otherwise, some students will delay preparation until the night before their interviews or hope to observe other students so they can take advantage of others' efforts.

3.
You may bring your written schedule of questions to the interview, but you must be flexible and adaptive.  Merely reading a list of prepared questions shows you are not listening carefully for clues and answers that are incomplete, superficial, vague, suggestible, irrelevant, or inaccurate.  Effective probing into answers using both prepared and unprepared probing questions is a major thrust of this assignment.  Heavy reliance upon your schedule may stifle effective communication between you and your interviewee.

4.
Openings and closings should be brief but adequate.  Involve the interviewee in each to avoid a monologue.
5.
Take working notes that enable you to write a detailed report of your findings at a later date.

Instructor's note: 

Some instructors insist upon note taking with no written report required. Others require a written report or story in the form of a press release or news item for print or broadcast.  The decision is based on whether the emphasis is on a note taking experience or a story or report following an interview and note taking.

6.  
Your interview will be _____ minutes long.

Instructor's note: 

Approximately 6 to 7 minutes plus closing is an optimal time for this assignment.  

7.
Each interview will be worth _____ points.

Instructions for interviewees:

1.
Come to the class period during which you will serve as an interviewee prepared to discuss your career preparation, interviewing experiences, plans, and goals.

2.
Answer questions according to the type asked.  For example, give a yes or no or select an option for bipolar questions.  Answer open-ended questions with two or three sentences.  Answer one part of double-barreled questions.  Encourage your interviewer to practice listening and probing skills and to recognize question pitfalls.

3.
Answer questions honestly, but you may tactfully refuse to answer any question you feel is irrelevant to the assignment or none of your interviewer's business.

4.
Listen carefully to each question so you can answer questions appropriately and insightfully. 

5.
Do not distract or mislead your interviewer.

6.
Each interview will be worth _____ points.

Informational Interview Critique: Interviewer Form A








Name _________________________

Opening




1 2 3 4 5 x ____
= ____

Conducting the interview:


Primary questions


1 2 3 4 5 x ____ = ____


Avoidance of question pitfalls
1 2 3 4 5 x ____ = ____


Probing questions


1 2 3 4 5 x ____ = ____


Patience and persistence

1 2 3 4 5 x ____ = ____


Focus on critical areas

1 2 3 4 5 x ____ = ____

Overall structure


1 2 3 4 5 x ____ = ____

Closing




1 2 3 4 5 x ____ = ____

Communication skills


1 2 3 4 5 x ____ = ____






        Total points_______






Comments

Grading scale: 1 poor, 2 below average, 3 average, 4 above average, 5 excellent

Informational Interview Critique: Interviewer Form B







Name ________________________

Opening: greeting, rapport building, orientation, 

techniques, involves the interviewee










Points ____

Structure: moderately scheduled, flexible, adaptive










Points ____

Use of questions: primary questions, probing questions, 

avoidance of common question pitfalls










Points ____

Conducting the interview: focus on relevant topics, patience 

and persistence, note taking, use of time allowed, 

overall structure










Points ____

Communication skills: verbal, nonverbal, listening










Points ____

Closing: techniques, ends on a positive note,

involves the interviewee










Points ____









Total points _______

Informational Interview Critique: Interviewee Form A






Name ________________________

Participation in the opening

1 2 3 4 5 x ____ = ____

Interview preparation


1 2 3 4 5 x ____ = ____

Answering questions


1 2 3 4 5 x ____ = ____

Communication skills


1 2 3 4 5 x ____ = ____

Participation in closing


1 2 3 4 5 x ____ = ____






     Total Points ________






Comments

Grading Scale: 1 poor, 2 below average, 3 average, 4 above average, 5 excellent

Informational Interview Critique: Interviewee Form B








Name __________________

Participation in the opening









Points ____

Interview preparation: familiarity with the topic, 

anticipation of questions









Points ____

Answering questions: phrasing, to the point, 

appropriate length, accurate information, to personal 

advantage, answer strategies









Points ____

Communication skills: verbal, nonverbal, listening









Points ____

Participation in the closing









Points ____








Total Points ________
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