JOB SEARCH:  Interviewing a Professional
I. PURPOSE:

· To gain information regarding your desired profession

· To gain such information that is – 

· current, recent, fresh, latest

· direct, immediate, experiential, first-hand

· To learn strategies for making yourself more marketable 

II. TASK:
· To gather information concerning your chosen vocation

· NOT to get a job *

III. INTERVIEW:
· BEFORE –

1. Select someone already employed (experienced) in your field of interest

· Locate her/him through

· college placement office (CPO)

· alumni association

· personal network

2. Make an appointment with the interviewee

· contact her/him directly

· schedule the interview wherever and whenever it is convenient for the interviewee
· face to face

· office, home, restaurant

· over the telephone

· beware cell phone snags!!

· through email

· synchronically, in a chat or instant message

3. Research background data on the interviewee

4. Draft a list of questions

· DURING –

1. Bring typed copies of the questions

· one copy for the interviewee, one for you

2. Be prompt, prepared, and professional

3. Listen attentively

· full, undivided attention

· turn off your cell phone!!

· take careful notes

· perhaps record the interview

4. At the close, thank her/him for the time, patience, and opportunity

· AFTER –

1. Draft a follow-up Thank-You Letter 
2. Promptly send it to the interviewee.

IV. SUBMIT to ME:
1. MEMORANDUM:
· ABC format
· Introduction

· List of your questions

· List of answers

· Conclusions regarding your chosen profession

· 1-2 pages

2. THANK-YOU LETTER:

· just  a copy of the one you have already sent to the interviewee

______________________________________________________________________________
INTERVIEW QUESTIONS

Career Preparation:
· How did you prepare for the position/career you now have?

· What college course work or training was most useful?

· In what pertinent extra-curricular activities were you involved?

· clubs, sports, groups, associations

Career Day-to-Day:
· What types of activities fill your typical working day?

· What features of your career do you like the most?

· What features of your career do you like the least?

· What personality characteristics are most useful to someone in your career?

· Co-workers? Bosses?

· What types of documents do you often write?

Career’s Future:
· How would you describe the long-term outlook of your field?

· How do you expect your career to develop in the next 5 years? 10 years? 15 years?

Future Research:
· Do you know any books, periodicals, or online services that might help me gain further information regarding your career field?

· Do you know any individuals who, like you, might permit themselves to be interviewed concerning their choice of profession? 

ASSIGNMENTS
(1) QUESTIONS LIST:
· before the interview
· Draft a list of questions you plan to ask your interviewee.

· Submit these to me in a memo.

· LCCC memo template

· addressed to me

· Abstract:

· Purpose St.

· What follows

· Body:

· heading

· numbered list of your questions

· place them in a logical, coherent order (see above)

· Conclusion:

· what information and/or insight you hope to obtain from such questions
· further contact info

(2)  POST-INTERVIEW MEMO-REPORT:
· after the interview

· After your interview, draft a follow-up memo to me.

· Include your questions & her/his answers to them (questions as headings?).

· Base it on your notes & her/his answers.

· Draw conclusions & recommendations based on the information.

· Submit this to me in a memo:

· LCCC memo template

· addressed to me

· Abstract:

· Purpose St.

· What follows

· Body:

· questions (numbered) as headings

· followed by her/his responses

· same order as above

· Conclusion:

· what information and/or insight you gained from such responses

· the overall value of the interview

· further contact info
