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Informational interview request template

Informational interview form example. Informational interview report example. How to ask for an informational interview. How to send informational interview request. How do i ask for an informational
interview.

Given that an informational interview can lead to a job offer, doing it right can be one of the most important tools in your networking toolkit. But how do you ask a stranger or someone you don't know very well to have this informational interview?
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We provide informational interview email templates in this post to make it easy for you to start the conversation. Requesting an informational interview is easy with our email templates. Photo by Glenn Carstens-Peters Editorial note: Check out our comprehensive guide on informational interviews. Before we get started, let’s review why we do
informational interviews. There may be fields or areas of work that you want to explore for future career opportunities. Therefore, the goal is for you to learn about a field or position that is unfamiliar to you. Perhaps, you are curious about what it is like to work in a particular company or work environment. Importantly, another goal of informational
interviews is to build your professional network. They also help you develop relationships with hiring managers, human resource professionals, and recruiters or headhunters. Informational interviews give you the opportunity to share your professional interests and skills with them. Remember that an informational interview is not the place to ask for
a job. However, an informational interview might lead to a formal job interview in the future.

[Subject: Account Assistant Position]

Dear Mr. Smith

I am writing to check the status of my application for an account assistant position
AT&T. Asyouremember, I interviewed with you on February 22™ Since | have
heard from vou, | would like to know if my application is still under consideration

I thoroughly enjoved our discussion in February of the responsibilities of an account
assistant with your company. As a result, | am extremely interested in working for
AT&T. I believe that my academic background in business with a computer techno
concentration, and my skills gained over the summer working for College Pro

an estimator, could be a great asset to you

If you need more information in order to further consider my candidacy, please let me
know. 1am also available for another interview at your convenience before April 5™

I look forward 1o hearing from you before April 5 regarding the status
Sincerely,

Laura 8. Joyce

Once you’'ve identified someone you would like to interview, then it’s time to figure out how to get in touch.

Informational Interview Request Email

Dear Adward,

Hope you are doing well.

[ am considering a job change and would also like to explore some new
career fields. To expand my horizons, I have decided to try for [position]
at [company].

Given your vast experience in the field of [field], I would love to get
your take on my skills and my chances. If you have some hours to spare,
[ would love to get together on cotfee or even lunch or dinner. Give me a

couple of options for date and time that are suitable for you, and we will
find a common free time for an informational interview.

Please let me know if you can help.
Thank you,
sincerely,

Sheela Best

Lirrim Bosplans

Perhaps, you know someone who can introduce you or provide you the person’s contact information. Or maybe you’ve found the person’s contact information online or met him/her previously in person and got a business card. It’s very likely that you will ask for the informational interview via email. Here are some tips about composing the email.
Scroll down to see how we implement these tips in the informational interview email templates below. It is perfectly acceptable to start with “Dear,” “Hello,” or “Hi,” followed by the recipient’s name. To be more formal, the email may be addressed to “Mr.” so-and-so or “Ms.” so-and-so. Similarly, if the recipient has a doctoral and medical degree, it
doesn’t hurt to call him or her “Dr.” so-and-so in the introductory email. Based on the recipient’s residence, there may be conventions for using first/given names or surname/last names. If you are unfamiliar with the local customs, it may be best to check. In the US, it’s reasonable to begin an email to Jane Smith with “Hi Jane” or “Dear Ms. Smith.”
The salutation to Dr. John Clark may be “Dear John” or “Hello, Dr. Clark.” Set a professional and friendly tone for your email. Photo by Andrijana Bozic The first few lines of your email will set the tone, and you want to set a professional and friendly tone. If you've met the recipient in the past, a good way to begin is with a reference to your last
meeting. For example, “I enjoyed meeting you at the poster session last year at the AACR conference in Miami...” or “Thanks for coming to my university to do the guest lecture...” If a mutual friend, acquaintance, or colleague suggested that you reach out to the email recipient, then don’t hesitate to mention this. Some examples: “Professor Clark
recommended that I reach out to you because we have similar educational training” or “My manager referred me to you because she thought you might have some advice for how to pursue a career in pharmacoviligance.” Most importantly, if you don’t know the recipient formally, then a brief introduction to who you are would be a reasonable start.
Sharing your background can provide rationale for why you would like to have a conversation. This might be something like “I am currently studying chemical engineering at the University of Delaware” or “I am a Data Scientist specializing in bioinformatics.” Focus on making your email short and ultra-specific. First, provide a brief rationale for why
you are interested in speaking with the recipient. This could be something like “I saw on your LinkedIn profile that you previously worked as a Medical Science Liaison prior to becoming a Clinical Scientist, and I would like to learn more about how you made your transition.” Another example is “The open Associate Director position in your
department caught my attention, and I would like to learn more about your ideal candidate.” Immediately after explaining your rationale, request the actual informational interview. You may ask, “Can we schedule 20 minutes for a chat?” or “Can we arrange a virtual coffee meeting in the next few weeks?” Be sensitive about your request for their
time, as people have a lot on their plates right now.

You might explain that you’d love to talk if s/he has the bandwidth at this point and if not at the moment, then hopefully once things have settled. This approach allows for flexibility but leaves the door open for future communication. Suggest scheduling a phone call for the informational interview. Photo by Gabriel Gonzalez Here are a few
informational interview email templates. First, choose one or mix and match from these examples. Next, tailor the content to best suit what you know about your recipient, your situation, and your networking needs. Dear Mr./ Ms./ Dr. , I am currently working as a at . My colleague

suggested that I reach out to you because you work at a company that I am interested in exploring. Therefore, I would greatly appreciate an opportunity to talk with you for 15-20 minutes to ask some questions about your experience. Would there be a convenient time for you to talk over the phone within the next couple weeks? I would be grateful for
any advice you could share and look forward to hearing back from you. Sincerely, Your Name Hello, Mr./ Ms./ Dr. , As a student studying at the University of , I found your profile in the alumni database and found your career path and work in/at to be very interesting. I would like to
know if we can schedule a 15-minute informational interview in the next few weeks, as I would like to get some advice on how to launch my career in . Please let me know if you have the bandwidth now or if we should connect in the future once your schedule opens up. I look forward to hearing back from you. Warmly, Your Name Hi

, It was lovely to see/meet you at during . I recently saw that your group is seeking/hiring a new position. Given my current work in and interests in , I would like to learn more about your ideas for the ideal candidate for the position. Would you be
open to a virtual coffee chat next week? Please let me know if you have time on your calendar. Thank you in advance for your time. Best regards, Your Name Dear ,lama professional/student, and I saw that you posted an opening for position on your LinkedIn page. Given that I am interested
in transitioning into this area of work, I would really value connecting with you to better understand recent hiring trends. Would you be open to scheduling a short informational interview? I look forward to hearing back from you. Regards, Your Name Hopefully, you'll receive a positive response after sending a thoughtful email to ask for an
informational interview. Once a date and time and method of connecting (phone, zoom, etc.) are set up for the informational interview, take some time to thoroughly prepare for a successful interaction. Check out this 4-step guide for preparing for an informational interview. Make a list of conversational topics and questions to ask (this post will get
you started). Staying connected and building your network through informational interviews during this time may require investing some effort, but the payoffs for your career can be substantial. Good luck, and get interviewing! Prepare for your informational interview to ensure a successful conversation. Photo by visuals Editorial note: Consider
these 9 tips for writing effective emails to make sure that you'll get a response. Your turn: let us know in the comments if you used any of these informational interview email templates and whether you were able to start new career conversations. Regardless of where you are in your career, informational interviews are arguably the most important
thing you can do to boost career success.They can help you to:Gain clarity around what you want to do for your career.Land your dream job or contract.Stand out and be more successful in your current position.Make new friends and build mutually beneficial relationships. It all comes down to the power of networking—when you connect with other
people, endless (and often unpredictable) possibilities arise.According to a recent article published in Business Insider, anywhere from 70-85% of jobs are found through networking—and informational interviews are a great way to network, especially if you're an introvert (like me!).But let’s be honest—reaching out to someone you don’t know to set
up a meeting can be intimidating.That’s why I'm sharing all the steps to follow to successfully and professionally conduct informational interviews, so you can feel confident as you embark on this oh-so-important endeavour.In this article, you'll learn:What an informational interview is.Who you should ask for an informational interview.Where to find
people to ask for an informational interview.How to request a meeting with someone you have no connection to.How to prepare for an informational interview.How to follow up after an informational interview.How to use informational interviewing to land a job.What is an informational interview?An informational interview is a meeting in which a job
seeker, career changer, or happily employed individual sits down with someone they look up to in their industry (or desired industry) for the purpose of getting advice, clarity, industry knowledge, and/or building a mutually beneficial connection.An informational interview should be about building a two-way, authentic relationship. Offer as much value
as you can, wherever you see opportunity.
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[Your Name]
[Street Address]
[City, 5T ZIP Code]
[Date]

[Recipient NMame]
[Title]

[Company Mame]
[Street Address]
[City, 5T ZiP Code)

Dear [Recipient Name]

| am currently researching positions in the field of t tield] and
cuggested that vou would be an excellent source of information, | would like to learn more ab

jobs available in this field and the skills required for them
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Tniversity of the Philippirmnes Harsils
College of Arta and Sclences
Paudre Faara, DHaonils

Septembar 19, 2011

[Mame o fthe Intervimves]
[Adlchress of the Interviewss]

Dear Mr./Mx
Good dny!

We are ourrently undegraduae students at University of the Philippines Manila and taking
Comnmumnicatisn 3 as a general educatisn coirse. The said sulject reqaires us te conduct an infermationa

Interview in relition te Geld of nougic. We are formally rcuesting yeur permizmion Fer an interdew

Farthermere. we belleve that you can provide us greater insight abeut the feld partioalarly the eriginal
Rlipine music (OFN). Your background and epeaimce will be very hdpful md very valualde te us. Fe
yeur cenvemlenoe tie nterview will snby take 30 - 45 mimates, The place will based sn vour desdred
lecatian a&d Sie hme will depend & the s Rlalility of bath part ez,

Horesver, we weuld Hike te pedfy veu that during the interview sesmfon we are required te upe a vides
ramera or tape recorder avd taldng of pichores. Such paraphemaia will save as proef for the interviews
aonermed and will be submitted te our prefessor

We will contixt you after three days te confimm your respense and te ee if we can schedule a mesting,.

Thank yeu for conzidering sur request. and we hape we can spend ssme productive time to gether in the
mear fabiire

Sinceredy

{rignatury above printed mame) (rigmatwre absve primted name)

Mazelle Ashley B, Astibe Carmels delosReyes

4% ypear, BA. Pelitical S e 2+ year, B. A- Organizati ool Corsmmication
ashlna s b min | el

{nignature above printed manve) (sgnatwre absve prirted name)

labn Lovers . Masurrea Eeansa [harane M. Samians

2 pear, B.A. Orpanizational Carsmmin caban 2+ year, B.A. Organizatisnal Communl cben
tehn brers el efrabe o comm lemns b e @t com

Irignature obove printed pame)
Jun Kivm O, Villasnsvs
2+ year, BA Orpanzaisen Cornrmius calam

U el comn

To find a job?

To make a new connection and see where it leads?Who you contact will depend on your purpose:If your purpose is to gain clarity on what to do next in your career, connect with someone already doing the thing you might want to do next.If your purpose is to get a job, connect with someone who works at a company you would like to work for, who is
equal to or one position higher than your desired position.If your purpose is to make a new connection and see where it leads, connect with someone in your industry, or a related industry, who you admire and look up to.Where do I find the right people for an informational interview?Now that you have an idea of what kind of person you want to have
a meeting with, it’s time to make a list of specific people to reach out to.I recommend creating a spreadsheet that includes the following:Contact NameJob TitleCompanyHow I Know/Found ThemWebsiteFacebookLinkedInOther Social MediaResearch Notes (i.e., What did you find in looking through their website and social profiles?)Once you’'ve done
that, here are some ways to find people (ideally in this order):1. Start with people you know. You’re more likely to get a “yes” to an informational interview invite from someone you know. Brainstorm a list of people you already know who meet your criteria for an informational interview. Also, remember that following up with someone you’'ve met at an
event or conference for an informational interview is a great way to stay in touch.Always ask at the end of an informational meeting if there’s someone else they’d recommend you connect with as well - this is how you begin to naturally grow your network.2. Think of people you know who could introduce you to someone. If you don’t know anyone in
your existing network who works in the area you’d like to connect, reach out to your existing network to see if they know of anyone who works in that area.

You never know who might know someone helpful.Again, this increases your chance of a “yes” if you use an existing connection to introduce yourself. Facebook or LinkedIn groups are another great place to connect with potential interviewees or people who could introduce you to a potential interviewee.3. Research people on LinkedIn.Research the
position, industry, or company you're interested in connecting with, using the “People” tab on LinkedIn’s search tool. Get more specific results by using the “Filter” options on the right-hand sidebar. Someone who is a 2nd connection means you have at least one mutual connection—view your mutual connections on their profile and ask that
connection to introduce you if it feels appropriate.If you don’t have any mutual connections with someone you want to reach out to, don’t worry! Cold emails/messages are a great option and a wonderful skill to learn. Be prepared to send out a lot of these, however, as the response rate can be as low as 10% (depending on the industry).Check out the
email template at the bottom of this article for sending a cold email, plus the details in the next section on exactly how to go about contacting someone cold.*Note: (And yes, I'm repeating this because it's important) At the end of any meeting, make sure to ask if there’s someone else they’d recommend you connect with as well. This is a great way to
grow your network!!How do I request one from someone I have no connection to? Things to keep in mind any time you are requesting an informational interview (whether you have a pre-existing connection to them or not):Position the interviewee as the expert and yourself as seeking advice.Make the email all about them (and less about
yourself).Keep the email about 3-5 sentences in length.Show you’'ve done your research.State how much of their time you are requesting. (Typically, 15-20 minutes for an initial phone chat is appropriate.)Again, there's a template at the bottom of this article you can follow that abides by best practices..If you're requesting an informational interview
from someone you have no connection to, here are the steps to follow:Search for someone at a company of interest, or in a field of interest, on LinkedIn or Google (someone who's job title is one level higher than what you're aiming for).Find their email on VoilaNorbert or Hunter.io, and/or verify their email at Mailtester. (If you're still stuck finding
their email, check out this article.)Research them online so you have a better understanding of who they are—follow them on Facebook, Twitter, LinkedIn, Instagram, etc. Interact with some of their content—comment, like, or share something they’ve posted to start off the relationship.Send a short e-mail requesting an informational meeting (see
sample emails towards the end of the document).Follow-up if you don’t hear back after one week. A lot of people only respond to these requests if the person follows up!BONUS NOTE: Before reaching out to someone for an informational interview, make sure you’re happy with how your online presence looks—chances are they’ll give you a solid
“creep” before they respond.Once the meeting is secured, how do I prepare?Keep in mind the goal of your meeting: position the person you’'re meeting with as an expert (and you as someone seeking advice), keep it focused primarily on them, and build a relationship (while also getting the information you need).What’s the person you’re meeting with
getting out of it?The chance to help, give advice, and talk about themselves. Remember to keep it focused on them and to approach the conversation as though you are a mere novice seeking advice (yes, I'm repeating this several times because it’s important).Always be professional—you never know what opportunities the connection might bring!
Have 5 must-ask questions planned out ahead of time, and 5 extra questions to ask if you have time.These are typically the most helpful questions to ask in an informational meeting:What do you do on a typical day?How did you get to where you are?What does your company do? What are their goals/challenges?What trends are happening in the
industry?What skills or training do you need to do this type of work?Are there any other people in the company or in the field you think I should connect with? Would you be willing to make an introduction?Here are some other questions you might want to ask:What education or experience helped you to land this job?How long have you worked for
this organization/been doing this kind of work?What do you love the most about this job?What do you feel are the major rewards of this job?What are the major frustrations of this job?What are the most frequently recurring problems?Is your job better or worse now than it was a few years ago? Why?What would you do if you were in my shoes, trying
to get work in your field? (you might want to add on to this, if relevant for you: “with little or no experience in the field”).What’s one unexpected lesson you’ve learned from working at ?What advice would you give to a person moving into your field?What advice would you give to a person coming into a company like yours?Once the meeting is
over, how do I keep the connection alive?It’s important to maintain connections following an informational interview, to see where there might be opportunities to support each other moving forward. Kristin Vandegriend, from My Career Story, believes that having a strategy for follow-up is the most important piece of the informational interviewing
process.Stephanie Brown, author of Fired: Why losing your job is the best thing that can happen to you, recommends sending a follow-up thank you email immediately after an interview, thanking the interviewee for their time. She then recommends keeping the connection alive by sending another follow-up email two weeks later.Brown also suggests
writing down at least one of the “three i’'s” immediately after your interview, so you can refer to it in the two-week follow-up email.Interest: Write down an interest that the interviewee mentioned during your conversation, whether it’s related to work or not. For example, if your interviewee mentioned they like to play tennis, and you also like to play
tennis, you may want to invite them out for a tennis game in your follow-up email.Introduction: Write down a connection you have that would be valuable to the interviewee, who you could introduce them to.Industry News: Write down an interesting article, white paper, webinar, or podcast that you could send the interviewee related to your
conversation. Bonus points if it’s content you’ve created yourself!When following up with one of the "three i's", it’s also a great opportunity to ask how they’ve been doing, let them know you enjoyed your previous meeting, and see if they’d like to meet up again!How can I use informational interviewing to land a job?Informational interviews can be a
great way to land a job—especially a job that's unlikely to ever be posted (i.e., most jobs!).However, landing a job using informational interviewing is a long game—it’s not something that’s likely to happen overnight, or even in a few weeks. This is a strategy that typically takes anywhere from 3 months to 1 year.Why?Because informational interviews
are about building genuine, authentic, two-way relationships—and building these kinds of relationships takes time.This is one of the reasons it’s beneficial to regularly conduct informational interviews, even if you're happily employed. As I've written about before, job security is on its way out, so pre-emptively building relationships and networking
through one-on-one meetings is smart; we never know what might happen in the future.While landing a job is never the intention of an informational meeting, there are a few different ways informational meetings can lead to jobs:1. A person you meet for an informational meeting lets you know about a job opportunity at their place of work. (This is,
of course, the ideal situation!)2. You see that the place where the person you had an informational meeting with works is hiring, and you ask them to pass on your resume to the hiring manager.

(Which is why following up and keeping the connection alive is so important.)3. You've established a good connection with one or more person’s who work at the same place. You've really done your research on this employer and have definitively decided it’s one of your top places you’d like to work. At this point, it’s appropriate to say something
along the lines of: “I've learned a lot about X organization, and I've met a couple of different people who work here. I really love what the company is all about. [Name], what would you recommend to someone like me who might want to explore working here?” (Note that you aren’t asking if there are any jobs available, as you don’t want to limit it to
positions that already exist or just the jobs they’re hiring for at that time. The phrasing of “what would you recommend to someone who wants to explore...” leaves it open-ended.)4. You're in an informational meeting and you have lots of good rapport happening. So, you start asking about the challenges the company faces, or the challenges they face
in their particular role. You listen for the challenges/problems that are mentioned, and where you might be able to help. Then, after the meeting in a follow-up email, you let them know if you think you can help. Ask if you can pass on some suggestions and be helpful where you can - this will clearly demonstrate what you have to offer and the value
you could bring to their organization!Here are a few other tips for using informational meetings to land a job:Set up at least 20-25 different meetings with people at your dream companies/employers.

The more meetings you have, the more opportunities will come your way, so don’t be afraid to throw everything you’'ve got at this.Avoid setting up meetings at companies that are hiring for the type of work you offer—employers are wary of people trying to skip the queue.Don’t tell the person you meet with that you’'re looking for a job (just like you
wouldn’t tell someone on a first date you’'re looking to get married)—instead, let them know you’re seeking their advice on your next career move.Don’t sound like you’'re asking for work during the informational meeting process—employers don’t want to feel like they’ve been manipulated.

However, once you’ve established some solid relationships, had multiple meetings at the same company (or have one particularly strong relationship), and done thorough research, it’s ok to ask about exploring working there.If, during the informational meeting process, someone asks if you’re looking for work (which is likely to happen), say that
you're looking for something that’s the right fit.Focus on building a relationship like you would naturally. People can smell desperation or if you have an ulterior motive. If your hope for a meeting is to eventually get a job, make sure you also want to genuinely connect with the person you’re meeting and that you're truly seeking their counsel.If you
want to do some more reading on the subject, check out this article with some more tips on informational meetings.Sample Emails to Request an Informational MeetingUse any one or a combination of the templates below.

At the end of the day, you want whatever you send to sound like you, so make sure whatever you put together feels authentic to you and your style.Email Template to Ask for an Introduction From Someone You KnowHi [Name],I’'m spending the next couple of months researching companies that I'm interested in to help make my next career move.I
noticed you’re connected to [Name] over at [Place of Work] on LinkedIn and I'm wondering if you’d be willing to introduce me to [him/her]?Since I know you’re probably busy, I'd love to make it easy for you by writing up an introduction you can use, which you can modify. That way it’s super easy on you. If you’'re not willing, totally ok, but if so, I'd
really appreciate it. Let me know either way and I'll send something right over.Thanks in advance,[Your Name]When your connection agrees, here’s a template you can use for the introductory message you provide:Hi [Name],Hope you’'re doing well.I wanted to introduce you quickly to [Your Name]. [Your Name] and I both met through [how you met],
and [she/he/they] is interested in learning more about [company name]. [He/she/they] is really engaged and excited about [helping companies to solve some problem or realize some solution].

I suggested [she/he/they] speak to you based on your level of influence and your respective role. I would also suggest setting up a call in the next couple of weeks so that you can learn a little bit more about [her/him/them] and [she/he/they] can learn about you and your company.All the best connecting!Cold Email TemplateHi [Name],My name is [first
name] and I currently work at [place you work, if relevant]. I was browsing through LinkedIn and came across your information — I hope you don’t mind me reaching out of the blue here. [Then add something personal. E.g., “Your article/post about X/Y topic really resonated with me.” or “Of all the marketing managers I came across on LinkedIn, your
profile stood out to me the most because (e.g., we went to the same University/you’'re also really into dogs/etc.”] I saw that you have extensive experience in [area you are interested in - be as specific as possible], and I'm very interested in learning more about that space. I would love to have the opportunity to run some questions by you, as
well as tap into any advice you may have given your knowledge of the industry.I know that your time is extremely valuable so please don’t feel the need to respond in depth. If you do have 10 minutes to chat over the phone, or time to let me buy you a quick coffee, I would really appreciate it.Thanks in advance,[Your full name]*Template courtesy of
Austin Belcak.So that’s it!Remember: things in the real world don’t always happen in the way I've outlined in this article, so tune into your gut and your intuition throughout the process about what feels appropriate.You got this.I can’t help but mention the old dating metaphor, because informational interviewing and dating really do have a lot in
common: You're probably not going to find someone to marry if you ask everyone to marry you on the first date. So take it slow.On that note... how many married people have you heard say they wish they’d just relaxed and enjoyed being single more? So don’t forget to relax and enjoy at least some of the process ©-RebeccaP.S. — Want more articles
like this? Sign up to get career & life tips straight to your inbox, every second Monday: www.rebeccabeaton.com.




