The Art of Interviewing


DETERMINING THE PURPOSE
Before arranging an interview, you must first determine why you are conducting the interview and what you hope to learn from the interview. You must state your purpose in such a way that the person you are interviewing can understand it and determine if they can be of assistance to you. 

In determining the purpose of the interview, ask yourself two questions, what type of information can an interview with this person provide me about my topic that I can’t get from other sources? 

STRUCTURING THE INTERVIEW
QUESTIONS are the heart of any interview. You will need to put together your Interview Guide (below). This Guide will include all the questions you believe you will ask in the interview. This is your roadmap that will assist you in gathering the information you seek. It will help you to establish a positive relationship with your interviewee. 

PHRASING QUESTIONS
In the interview, you want to ask questions that will help you get the information you need. How you phrase questions is important. Follow these simple guidelines:

· Be specific and precise. 

· Avoid language that might offend or insult interviewee.

· Make sure the question is important to your stated purpose. 

· Phrase questions so they are simple, clear requests for limited amounts of information. 

· Do not ask multiple questions, such as, "How and why did you begin your photography career?" or "What movies have you seen lately? How would you rate them and why?"

· Order your questions in a logical way.

· Do not ask questions that the interviewee cannot answer.

· Do not ask questions that insult the interviewee.

TYPES OF QUESTIONS
An important part of preparing your interview guide is asking the appropriate types of questions. Questions may be primary or secondary; open-ended or closed-ended; neutral, leading, or loaded. There are also special types of questions listed below. 

1. An open-ended question is designed to encourage a full, meaningful answer using the subject's own knowledge and/or feelings. Open-ended questions also tend to be more objective and less leading than closed-ended questions. THESE TYPES OF QUESTIONS WILL GET YOU THE MOST INFORMATION BUT REQUIRES SERIOUS LISTENING!!!!! 
2. A closed-ended question encourages a short or single-word answer. Limit these in your interview.
3. PRIMARY: These questions are often the first one’s you ask and are usually planned. They can stand alone out of context and make sense. 

4. SECONDARY: These are often follow-up questions to something the interviewee has said. They attempt to get more information and are often unplanned, as they are generated from answers already given.
In developing the Interview Guide for your information interview, you want to design questions that will help your interviewee give complete, thoughtful, and clear answers. Base your questions on the interview's purpose, what you know about the topic, and what you know about the interviewee. Careful preparation will increase the likelihood of a productive information interview.
CONDUCTING THE INTERVIEW

Careful planning is essential for a productive information interview. The interviewer must:

1. Begin by thanking the interviewee for taking the time to speak with you.
2. Tell the interviewee the purpose of your interview.
3. Begin with an open-ended question.
4. Use respectful body language: Make eye-contact, face the interviewee, nod your head, indicate that you are a part of the conversation.
5. Refer to your guide, but do not be afraid to deviate from your plan if your interviewee gives you information that is interesting to you and you would like to know more about. Practice Active Listening. Remember it is a conversation.
6. Take notes but do not allow the note taking to cause your interviewee to sit for long periods of time waiting for you to finish writing. You can ask your interviewee if they mind if you record the conversation. If they do, you cannot record the conversation. If they are willing to have the conversation recorded, this eliminates the need to take notes.

7. At the end of the interview, be sure to ask a clearinghouse question in order to allow your interviewee to share any information they would like to share. A clearinghouse question can be as simple as, “Is there anything else you would like to share with me that you think is important for me to know?”
8. Be sure to send a short thank you note to your interviewee after the interview.
Name of Interviewer: _______________________________________

Name of Interviewee: _______________________________________

Topic: _______________________________________
Dr. Bruno’s approval: ___________
Purpose of Interview: Identify why you are conducting the interview and what you hope to learn from the interviewee. To assist you in articulating the purpose of your interview, answer the following questions:

1) What type of information can an interview provide me about my topic that I can’t get from other sources and 
2) What do I hope to learn from this interview? Write your introduction here:
Request for an interview: When requesting an interview, share with the interviewee why you are contacting them, where you got their name, and how long you anticipate the interview to last (15 minutes). If they are, ask where and when it would be convenient for them (not you). If you are contacting the interviewee via email, please draft the text of the email here. If you will be speaking to the interviewee, please draft what you intend to say here.
Questions: Write a variety of primary questions, making sure you have predominantly open-ended questions. Remember, this is just a guide. Secondary questions arise during the interview. You must use a clearinghouse probe at the end of your interview in order to make sure your interviewee has the opportunity to share all the information they would like to share. Avoid leading and loaded questions and take enormous care not to insult your interviewee.
Primary Questions:

1.

2.

3.

4.

5.

6.

7.

8.
Clearinghouse question: 
Closing: Be sure to thank the interviewee for taking the time to speak with you. YOU MUST WRITE A THANK YOU NOTE AFTER THE INTEVIEW.
