Tips for Writing Questions to ask for your Professional Interview
from Nida and the Wisconsin Veterans Museum Research Center
Remember…The purpose of this assignment is twofold: 

1) to practice speaking with adults in order to make your calls/emails/interviews go better.

2) to share and get ideas from the other people in your Academic Seminar about possible internships and mentors.

You’ll get the best information from your interviewee if you follow these tips:

1. Ask open-ended questions, not questions that can be answered with a simple "yes" or "no." 

2. Ask one question at a time—not compound questions.

3. Questions should be simple and brief.  

4. Save difficult, touchy or controversial questions until later in the interview after rapport and confidence have been established.

5. Encourage the subject with facial expressions and occasional short verbal responses ("Interesting," "Go on.") 

6.  The interview is not a dialogue. It is a one-sided conversation.  Let the interviewee speak.  You should do the listening/writing.

7. Pursue in detail, asking for examples. No matter how good or well developed your question set is, the key to a good interview is following up on new information presented.

8. Take careful, accurate notes. You will need to use quotations from these interviews during your presentation to your Academic Seminar. You can’t make stuff up and use that as evidence. 

9. Be sure to cover these topics when you write your questions (you can also cover other topics not listed here, as long as they’re appropriate!)

- a typical day at work



- their responsibilities

- training


- their favorite/least favorite parts of the job

- advice they have for you

- how they got the job




- college



- 21st century leadership skills

PROFESSIONAL INTERVIEW Questions and Notes


Name of the person you interviewed: ___________________)_______________

Their job title: _____________________    Their company: _________________


Question 1.  _________________________________________________

___________________________________________________________

Answer:


Question 2.  _________________________________________________

___________________________________________________________

Answer:


Question 3.  _________________________________________________

___________________________________________________________

Answer:

Question 4.  _________________________________________________

___________________________________________________________

Answer:

Question 5.  _________________________________________________

___________________________________________________________

Answer:


Question 6.  _________________________________________________

___________________________________________________________

Answer:


Question 7.  _________________________________________________

___________________________________________________________

Answer:


Question 8.  _________________________________________________

___________________________________________________________

Answer:


Question 9.  _________________________________________________

___________________________________________________________

Answer:

Name:








