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Informational Interview (1)

O What is informational interview?

O Potential Results
o XF-TEDOHM.KRHONDAM, AT/l BISFDERE
o EEOIVAIrRYRI—H
o [EShi-ER#x]
o wEEEDVN—TIIL

0 Reasons for Conducting Informational Interviews
o FvUTHE-BIEHER
0 BERVEI—IBE
o HEEDBEZDITS
0 EFOFYITREBEB~ADTIER
0 HBHEDBRALFEAZRIEDS

Source: Quintessential Careers, “Informational Interviewing Tutorial,”
http://www.quintcareers.com/informational_interviewing.html
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Informational Interview (2)

0 Guidelines for Informational Interviews
o Identify an Occupation
o Identify People to Interview
> RiE-RA- N BB R—k XZRESR- 3R
> HKRKFv)YR- 2 2—DZIREEFOIRDIE GIESER)
Never Ask for a Job
Prepare Ahead of Time
2> BYILGEEHEF. ERFEZREOH-OD)H—FHRE

o O

0 Scheduling the Informational Interview
o0 By Letter, by E-mail, by Phone, or in Person

= “Informational Interview (5)(6)" — D ASAKZS R

Source: Quintessential Careers, “Informational Interviewing Tutorial,”
http://www.quintcareers.com/informational_interviewing.html
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Informational Interview (3)

d Do Your Homework
> Bon-FEOPh THEELIERESI-ODERZER

O

Before the Informational Interview
> 7HROER, X 1) T OZMETITERIEZES,

Dress Appropriately
Be Prepared to Take Notes
Bring Your Resume

U OO0

The Interview (and the Questions to Ask)

Source: Quintessential Careers, “Informational Interviewing Tutorial,”
http://www.quintcareers.com/informational_interviewing.html
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Informational Interview (4)

Share Something About Yourself

Be a Good Listener

> [HAELEFITHAZED ., Good CommunicatorEL TEREFZEELRXFA—L,
Build the Network

Always try to get Referrals

D [E-5TWWWEE ! AR

o0 00O

Always Send a Thank You Note
Record, Analyze, and Evaluate the Information

More Helpful Hints

o BFfEIBCH -E&~F

0 ZETHDFEWBERETALEV, SEFERODAFZEHENIERSD,
o MEMEFOAMENREZ T THIETLAL,

o [BMAFDBMZERH. MFICFESES,

0 ROTWAIEMREMFEITIRIETETEAMDESDRIFESEZ HIB,

DOo0

Source: Quintessential Careers, “Informational Interviewing Tutorial,”
http://www.quintcareers.com/informational_interviewing.html
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Informational Interview (5)

O

0 Scheduling the Informational Interview by E-mail

A brief introduction about yourself (E;ZIZBECE&EMN);
-- Please allow me to introduce myself...
-- | am a junior student majoring in English studies at the Kobe ...

Why you are writing to this individual GE#&&Z G- - BN -HESE)
-- At the suggestion of Mr. XXXX, | am writing....

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

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

are asking for information and advice. (E7JE A . fGRICHNEIEZA )

-- 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 ..........

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/informational_interviewing.html
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Informational Interview (6)

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...I 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/informational_interviewing.html
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Informational Interview GEZ/A)

O

O EHT7REEDEREDIER

TFHROE=HDAEIE R a— )LEARRIE, JIIL—T TIEEEE L HIIZL
IESH R, BELZEETB=0 . BB TRAYFLELY,

&AL, BMZERLS-ODRE, AKEZFo. RERNGHEKOIYED
B, TDIRIC BMER (B: VSABE, TIL—T A N—DEE. ERF'
APGE)EEL>THLE RoN=-FEEFHIEZ D,

BITTIEEALEERDOLGNIE BEAMILEHITETIC, BLMEEZLLD
EBOICTEEHIEZRLENMEEICEZ RS,

HIYHE~DRRFREEELEL,
FILRZRLE. RLICEBOF—LARKICZIO—FI 50T ITHL,

EEZBE. [RATIL—TAVN—2BS MM, PTEFLEVEEFELH
HEEF DABDRERTITOTHELY,

HERROWMEIX. OVSRATOOEREREQLIR—IMEKXTODIRE ., 7
LEL-HEETEADEHA. ABARZHLTERWD, BRZRADSFE
TICHERLTHEZE FADERZEET S,
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SEDOFE

E5MEEFR S A 13H —sx@BEEDE=5(1), Informational Interview DARZH(1)
HW: B2 %8, shffeiRE1hisa

FoEIEE:5A20H
FIREIE&R:5A27H
F8[EEE&H 6 A3H
FoEIzEE:6A10H

Informational Interview M ##E5(2), HW: ShfE SEIx@ RS

Informational Interview Mz (3), HW: 77R- A )L X1z H

Cover Letter®ZZA(1), HW: CLOEZEZ /% FE

Cover Letter®ZEZ5(2), HW: CLAR L2 T LIZH
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1. DEGBEDEE. 770—FOEANRELI=F—LHMDIVEIMNEIA,
PR RE, F— L) —F —KUBERA LR E

2. )J—T AV T BB hN\—LEA—DEEAITDOVTUTDEILaVEFHAT
FEL TS,

URL.: http://www.quintcareers.com/covres.html

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

O O O O

o Cover Letter Formula Page

11



