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Informational Interview (1) B350\

0 Scheduling the Informational Interview by E-maill

o  Abrief introduction about yourself (f&;ZIZBES#BM);
-- Please allow me to introduce myself...
-- | am a junior student majoring in English studies at the Kobe ...

o  Why you are writing to this individual GE#&EZF-R&- BN -HEE)
-- At the suggestion of Mr. XXXX, | am writing....

-- | came to know your work/company...in reading/conducting research
on....

o Why you would like to converse. Be straightforward; tell him/her you

are asking for information and advice. (E7JE A . fGZICEMNEIEZA D)

-- Currently | am taking International Business Communication... As part of
its class assignments, students are required to conduct an off-campus
informational interview ...

-- | am writing to request an appointment with you to ..........

o A brief statement of your interests or experiences in the person's field,
organization or location;
-- | am particularly interested in your views on....

Source: Quintessential Careers, “Informational Interviewing Tutorial,”
http://www.quintcareers.com/information_letter.html



Informational Interview (2) B350\

0 Scheduling the Informational Interview by E-mail

o The last paragraph of the letter should always include a sentence
about how and when you will contact this person again.

-- Please kindly look into your availability over the next few weeks...| would
very much appreciate it. Thank you in advance for your consideration. | am
looking forward to hearing from you.

0] Small Tips
-- To Whom It May Concern:
-- Dear Mr. XXX: Dear Mr. XXX, Dear XXX,
-- Sincerely, Best regards, Best, Warmest regards, Regards, Cheers,
-- Enclosure (s): Number
-- CC: Name

Ref: http://jobsearchtech.about.com/od/letters/I/bl_block p.htm

Source: Quintessential Careers, “Informational Interviewing Tutorial,”
http://www.quintcareers.com/information_letter.html
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The Basics of a Dynamic Cover Letter

Cover Letter Checklist

Cover Letter Do's and Don'ts

Cover Letter FAQ: The Ten Most Frequently Asked Questions (FAQs) About
Cover Letters
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o Cover Letter Formula Page




