
Referring to the “Informational Interview” handout 
in the DePaul Career Library, your students will 
interview each other to get a sense of their partner’s 
career interests. Then they will use their laptops 
to fi nd three targets for informational interviews 
(for their partner) using both the Alumni Sharing 
Knowledge platform (ASK) and LinkedIn.

The three targets vary by age so that you can 
explain the benefi ts of speaking to a wide range of 
professionals in different stages of their careers.
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How to get started
Connect with your existing network (family, 
faculty, peers, etc.) to get the contact information or referrals for people who work 

in your fi eld of interest.
Login to DePaul’s Alumni Sharing Knowledge 
program to search for alumni and look for 
the “job shadowing” label in the “HOW I CAN 
HELP” section of their profi le or just fi lter by 
“Job Shadowing.” You can send a message 
directly from their profi le!

Search for DePaul alumni on LinkedIn, and try 
to determine their work email address. 

Use the sample email/letter for your initial 
contact. Be gently persistent— send a follow-
up note if you do not receive a reply within 
two weeks.

Make the most of the experience!
Confirm  the  detailsBe clear on whom you’re shadowing, their 

location and what time to arrive. Ask about 
attire, and err on the side of overdressing.

Do  your  homework
Visit the company website and the LinkedIn page 
of the person you’re shadowing to see how they 
describe their responsibilities. Jot down questions.

Meet  people
Talk to as many people as you can during 
the shadow. Don’t be afraid to ask for a 
business card after a good conversation.

Send  a  note  of  thanksBe sure to write a thank-you note to the person you shadowed within a day or two of the experience.

Be  prepared  to  talk  about  yourselfWhy did you choose this company and individual to shadow? What’s your career 
direction? What do you see as your strengths?

Take  notes
How do people conduct meetings or conference 
calls? How does the person you shadow keep track 
of details or manage tasks? Make note of terms 
and expressions used.

Dear Ms./Mr. [Last Name] ,

My name is [your name] and I am a student at DePaul 

University. I am in the process of exploring career 
paths and believe you would be an excellent resource 

to help me gain firsthand knowledge about [specific 

field or industry]. 

I am looking for opportunities to shadow professionals 

and conduct informational interviews to better 
understand what it’s l ike to be a [role or general 
job title]. Would you be will ing to let me job shadow 

you or someone at your organization during a typical 

workday? 

I understand you are busy and your time is valuable. 

If you have any questions or concerns, you can reach 

me by email at [your email address] or phone me at 

[your phone number].

Thank you for your consideration. 
Sincerely, 
[Your Name]
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informational
interviews

Informational interviews are a
low-pressure, highly productive way to 
learn about a fi eld, get career advice, build 
your network and hone your interviewing 
skills. Reach out! It’s easy and fun.

Informational interviews are an opportunity for 
you to talk with professionals about their career 
path, profession, organization and industry. These 
conversations can take place via phone or email, but 
it’s much more fruitful when conducted in person.

Follow these simple steps to get started:

∙ Defi nitely consider targeting DePaul alumni. They are 
often the most open to speaking with students and 
recent graduates of their alma mater.

∙ If you’re still in school, DePaul faculty are an excellent 
place to start—ask your professors if they know of any 
contacts in your fi eld of interest.

∙ DePaul’s ASK (Alumni Sharing Knowledge) network 
and LinkedIn are excellent places to fi nd professionals 
whose pathways align with your passions.

∙ Don’t be afraid to be bold—is there a well-known 
person in your fi eld of interest whose perspective would 
be helpful, interesting or inspiring? Reach out to them! 
You have nothing to lose and much to gain—the worst 
that could happen is you get a “no.”

Search for emerging, mid-career 
and established professionals in 
roles or organizations that interest 
you. Recent graduates that are 
emerging in their careers have fi rst 
hand knowledge about existing 
pathways. Mid-level and advanced 
professionals have large networks 
and can share their views about how 
industries are changing. 

locate  th e  peo ple  
you  want  to  m eet

Step 1

Facilitator Guide
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informational  
interview
matching  game

NOTE: In order to search on the ASK platform your students will have to login and create a profi le in 
advance. For LinkedIn, students will have to create an account/profi le in advance as well. Students can 
use the “LinkedIn Basics” handout for basic guidance on how to craft a profi le. If students don’t have a 
LinkedIn account, they can use Handshake—which now allows students to message “peers”.

bonus!
You can follow-up on this 
activity with an informational 
interview refl ection assignment 
found on the next sheet.

!
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locate  th e  peo ple  
you  want  to  m eet

Step 1

The goal of this assignment is to refl ect on the 
experience through a personal lens that considers 
your future objectives, profession/career of choice, 
areas for professional growth, and existing skill 
sets. Use the following prompts as a guide:

Bonus Activity
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Identify and describe the person you interviewed, including 
name, title, organization, and why you chose this person 
(this section should take no more than a paragraph).

What did you fi nd most interesting or surprising about 
this person’s career path or professional fi eld?

In what ways can you envision following a path similar to that of 
the person you interviewed? What would you do differently?

What did you learn about best strategies for 
breaking into your fi eld of choice?

What skills do you need to develop further and what 
specifi c actions would you take to do so?

Did this experience change the ways you perceive your immediate future?

interview  
reflection  exercise
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informational  interview  matching  game

Matcher Matchee

In this activity, you will be identifying three possible targets for a peer to informational interview.

Interview your partner and jot down their answers to these questions:1

What is your current major?

What is one internship you might seek in the next year or so?

Write one headline that might describe your accomplishments 30 years from now.

Using the ASK platform and LinkedIn, fi nd three possible informational interview targets for your 
partner using these parameters. At least one must be from each LinkedIn and ASK. Briefl y explain 
why you chose each one.

2

target  #1

Name:

Current Employer:

Explanation:

• Graduated within the last 5 years

• Has the same major or minor

• Is working on one of the industries 
or roles preferred

Write one question your partner should ask this interviewee:



bon us! 

For anyone in your search who did not fit these parameters, but would be a good target to add to the list.

Name:

Current Employer:

Explanation:

Write one question your partner 
should ask this interviewee:

target  #2

Name:

Internship Employer:

Explanation:

 • Has interned in a related role or 
industry in the last 2 years

 • Is a current student or recent graduate

Write one question your partner should ask this interviewee:

target  #3

Name:

Current Employer:

Explanation:

 • Has worked in their industry 
for at least 15 years

 • Is working on one of the industries 
or roles preferred

Write one question your partner should ask this interviewee:
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