Informational Interviews/Job Shadows

Up to two days are provided for completing information interviews/job shadows. In order to log paid service hours, the organization you visit must be in the field of environmental and/or disaster services. If you are scheduling multiple informational interviews, they must be completed within the same two days.



Member Name                                         
Supervisor/IP Sponsor Name      
Organization Name      
(where you will be completing your informational interview)

Date of Interview      
Member Signature




Supervisor Signature 

Coordinator Review Date:      


Step 1: Request an Informational Interview/Job Shadow
· Research organization(s) that you are interested in for future potential employment
· Establish a contact person through researching online or contacting organization’s receptionist. Be courteous in all of your interactions
· Call, using the template below:







In scheduling your informational interview/job shadow, ask whether this will be a brief informational interview (1 hour or less) or a longer day in the field. 


Step 2: Attend the Interview
· Ask questions and share information about yourself, when appropriate
· Questions might include:


a) Can you describe your position here?

b) What is a typical day like? 

c) How did you get into this field?

d) What are your recommendations for people looking to break into this field?

e) What kind of people are successful in this field? 

f) What kind of skills do entry-level applicants need?

g) Does your organization hire for entry-level positions?

h) Do you know anyone it might be helpful for me to meet with?

i) What do you like most about this position? What do you like least?

Step 3: Follow up with a thank you letter/email to the organization (recommended)
Step 4: Complete this form. Log time spent on Informational Interviews/Job Shadows on your regular timesheet

Please describe what you learned from this experience. Was it beneficial? Will you pursue a position with the organization you visited in the future? Would you recommend this employer for other members?
	     


Please print, sign, and send this form to WCC headquarters at: WCC, PO Box 47600, Olympia, WA 98504
“Hello, my name is _________________. I was given your phone number from ______________at ________________.  �They thought you would be a good person for me to talk to about working for _______________. I am finishing my year of service with AmeriCorps and am planning for my next steps in life. Would you or someone at your organization be willing to speak with me about the work your organization does in the field?”
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