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Steps for the Informational Interview 
• Clarify your goals:  Write a brief summary of your abilities, interests, and values.   

 
• Select places to visit:  Use LinkedIn, the St. Louis Business Journal Book of Lists, Chamber of Commerce 

listings, family, friends, faculty, etc., to generate names of individual you would like to visit.  
 

• Set up an appointment or a phone interview:  Utilize your network contacts!  Contact the person who 
is actually doing the job that you are interested in doing.  When calling, always ask if the person has a few minutes and/or is this is a good time to talk.  Be courteous and always thank an individual for his/her time.  If you cannot arrange an on-site interview, ask for a telephone interview.  Be prepared to 
conduct it on the spot if the opportunity arises.  Importantly, be resourceful, sincere, and show interest 
in what the person is saying and doing.   

 

For example:  To explore the career of an occupational therapist, you might call an Occupational 
Therapist working in a school.  You may have obtained this individual’s name by networking with a 
classmate.  The conversation might go this way: 

 

You:  “Ms. Smith, my name is             .  I was given your name by                  .   Is this a good time 
for you to talk?  As a student in the OT program at Maryville University, I would like to learn 
about different areas of practice in the profession.  I am specifically interested in learning more 
about practicing OT in a school setting.  Would it be possible for us to schedule a time to meet 
so I can ask you a few questions about your career?” 

 

Continue your conversation and set up a time to meet in person.  Be specific about location and time. Also ask for names of others you might contact in the same career field. 
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• Prepare for the Interview:  Research the organization.  Talk to and learn from people who are 
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