
HOW TO WRITE A LETTER REQUESTING AN INFORMATIONAL

INTERVIEW IN PERSON

Below is a sample letter requesting an informational interview. The content Also learn how to request an informational
interview in person or over the phone.

In this regard, you need to think like a marketer. Next steps Hopefully, these tips will help you send a letter
that will result in you getting a specific job, make contact with potential employers, or at the very least, boost
your networking skills! Did I miss anything? But it feels like time to move on to a new [employer, career, or
industry]. What is a letter of interest? Actively seeking out people to interview can help you be proactive about
expanding your career opportunities and growing your professional network. Even if no position is available at
the moment, the employer may keep your information on file and contact you when something arises. I
promise to not take too much of your time! What do you think? Keep in mind that sometimes busy people
forget things. However, hiring a new candidate for a job opening can be made a lot easier by combing through
your list of professional contacts or recommendations from a trusted friend or colleague. Making it personal
means a bunch of different things. This letter serves as a preliminary introduction and explains your purpose.
Emailing Someone You Know to Ask for a Referral Often this is much easier to do in person, as at the end of
the informational interview. Leverage your network. I won't be asking for a job -- only for information. As an
economics major, I am exploring which career path to pursue. Use this letter to set up your information
interview and prepare to get the most out of the meeting. Following are 4 examples, depending on the
situation, plus an example of a follow up message. Through no fault of your own, the fact is that most people
are completely swamped with managing their emails and tend to get to non-urgent matters when they can.
Even the best-written email can be ignored. Grab their attention from the get-go. She thought you would be in
an excellent position as an alumna to assist me with a career decision. I promise not to send them a resume
unless they request one. Try using our Cover Letter Builder! On the other hand, if you develop a reputation for
sending trivia, or even junk, your emails might not even get opened. To learn more about the informational
interview process and job interviews in general, read:. If you want to make sure your email is read, keep it
short and sweet. That being said, people for the most part do like to help, and the feeling of helping is
something that motivates people to meet with you. Be up front about you. Know that your subject line and
matter is important in any letter of inquiry; your target is likely a busy person who receives a lot of requests
such as yours. Sometimes that means your emails will get ignored until a later time or sometimes just ignored,
period.


