
PROFESSIONAL NETWORK PROGRAM: 

 

SELF REFLECTION 

 

What are my career interests?         

 

What are my career goals?            

    

What type of guidance am I looking for?         

 

INFORMATIONAL INTERVIEW DETAILS 

 

Please have this sheet available when coordinating the details of your informational interview.  

Informational interview date:         

Informational interview time:         

Professional’s phone number:         

INFORMATIONAL INTERVIEW NOTES 

 

 

 

 

 

 

 

 

 

 

 

 

 



COORDINATING INFORMATIONAL INTERVIEW CHECKLIST 
 

Attend Professionalism Clinic 

 

Watch the Professional Network Program Orientation Video  

 

Write a Thank You Letter to Career Center Staff 

REQUIRED: Email thank you notes to careercenter@smcm.edu within 24 hours of the 

workshop 

 

Review professionals’ profiles in HireSMCM & express interest  

REQUIRED: Write a personal message that includes: 

- An introduction of yourself (name, year, major(s), etc.) 

- Your career interests 

- Why you are specifically interested in speaking with your chosen professional 

- What you would like to learn from your conversation 

 

Schedule the informational interview once the professional has replied to your interest 

message 

TIP: Be sure to discuss and finalize the date/time of your interview, and confirm their phone 

number  

REQUIRED: Email careercenter@smcm.edu with the date and time of your interview 

 

PREPARATION CHECKLIST 
 

Formulate questions that cannot be answered by a Google or LinkedIn search 

 

Determine where you will conduct your interview 

TIP: Find a quiet place with no distractions, and test your device in that location 

 

Gather a pen and paper so you can take notes 

 

POST INFORMATIONAL INTERVIEW CHECKLIST 
 

Follow up with a thank you note within 24 hours of your informational interview 

REQUIRED: CC careercenter@smcm.edu on your thank you note 

 

Complete the interaction by selecting “Mentoring Complete” in the professional’s 

HireSMCM profile 

 

Complete the Career Center survey in HireSMCM 

 

 

   

  

 



SAMPLE PERSONAL HIRESMCM MESSAGE  

 

To initiate the conversation with a professional, you will need to express interest in HireSMCM. When 

expressing interest, you will have the opportunity to add a personal message. Your personal 

message should include: 

- An introduction of yourself (name, year, major(s), etc.) 

- Your career interests 

- Why you are specifically interested in speaking with your chosen professional 

- What you would like to learn from your conversation 

 

The language below is intended as a sample message for you to refer to – DO NOT COPY 

VERBATIM. The Career Development Center staff can review your message prior to sending it if 

needed.  

 

Hello Mr. Fury,  

 

My name is Clint Barton and I am currently a junior at St. Mary’s College of Maryland studying 

Political Science. I am interested in going into criminal law after I graduate. I noticed in your profile 

that you attended law school at the University of Pittsburgh and worked as a criminal defense 

attorney in Washington D.C.. I have been researching potential law schools recently and I was hoping 

to learn more about your law school experience and what you would recommend to someone 

interested in pursuing criminal law. I look forward to speaking with you.  

 

Sincerely,  

Clint Barton 

 

  



QUESTIONS TO ASK IN YOUR INFORMATIONAL INTERVIEW 

 

The informational interview is an opportunity to learn about an individual’s real-life experience in a 

field or organization. This is NOT an opportunity for you to ask about available opportunities within 

their organization, or for a job interview.  

 

You should develop questions that aim to answer real questions that you have. Your questions 

should be thoughtful and about the individual’s experiences thus far. You are not required to ask all of 

these questions, these are just samples of questions you could ask. Do not ask questions that could 

be easily answered through a Google search.  

 

- Questions About the Field 

o What do you believe makes a person successful in this field?   

o What would you recommend I do at this point to get into the field? 

o In what ways do you see the field changing and/or growing? How do you think those 

changes could impact someone who is just entering now?  

o What do you find unique about the field?  

o In your opinion, what is the most important thing that someone planning to enter this 

field should know?  

- Questions About the Company/Job 

o Why did you decide to work for this company over its competitors?  

o What is/was a typical day like in your position? 

o What do/did you find to be the most satisfying about your job? And the most 

challenging? 

o What types of certifications or licenses were you required to get for this job? 

o What projects have your worked on that have been particularly interesting?  

o How do/did you interact with customers compared with your co-workers or managers?  

o What are your interests and how has your job satisfied your interests? 

- Questions About the Interviewee’s Career Path 

o In what way did this type of work interest you and how did you get started?  

o What has your career path looked like? 

o Is your experience typical of others in the field? 

o In what ways did your education prepare you for this field/position? 

o Which aspects of your background have been the most helpful? 

o What kinds of things did you do before you entered this occupation? 

o If you could do it all over again, would you choose the same path for yourself? Why? 

What would you change?  

 

  



SAMPLE THANK YOU E-MAIL  

As part of this experience, you are required to send a thank you note within 24 hours of your 

conversation with the professional. Keep in mind you are cultivating a relationship, so your thank you 

note should keep the conversation open.  

 

Your thank you note should:  

- Thank the professional 

- Remind them how they know you 

- Refer to the conversation specifically  

- Describe what you plan to do (or have already done) with their recommendations 

- Close with restating your appreciation 

 

Be sure to CC careercenter@smcm.edu in your thank you note to your professional.  

 

The language below is intended as a sample thank you note for you to refer to – DO NOT COPY 

VERBATIM. The Career Development Center staff can review your thank you note prior to sending it 

if needed. 

 

Hello Mr. Fury, 

Thank you for taking the time to talk with me about your experiences at University of Pittsburgh and 

Stark & Rogers LLP. I really enjoyed talking about the cases you worked on, and I am now even more 

attracted to criminal law.  

 

I also appreciated your recommendation of participating in a job shadow with experience. I am hoping 

to participate in the Career Center’s MicroInternship program this fall. As I enjoyed our conversation 

very much, I was also wondering if you would be able to recommend other professionals in the field to 

speak with?  

Thank you again for your time and advice.  

 

Sincerely,  

Clint Barton 

 


