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Senior Career Research Paper Packet 2010
English 12-2

Mrs. Robert
You must bring this packet to the writing center if you need to use the internet to work on your paper.
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This is your internet pass for the duration of this assignment: November 24-January 4
Paper deadlines:


Research Topic Due: 11/24—10pts.
   1 Source and notes due:  12/2 or 12/3

2 Sources and notes due: 12/7—10 pts. (10pts. per source)


3 Sources and notes due: 12/8—15 pts. (5pts. per source)


4 Sources (including interview notes) and notes due: 12/10 or 12/13—20pts. (5pts. per source)


Typed Works Cited due (bring 2 copies): 12/15—20pts.

Typed outline with details specific to your paper due (bring 2 copies): 12/16—20pts.

Quality Rough Draft due: 12/20 or 12/21—20pts.

Paper Conference: TBA—20pts.
Final Draft of Paper due: 1/4/11—300pts. (DUE AT THE START OF YOUR CLASS PERIOD)
Each day late = 10% deduction on your final grade.
Helpful Materials in this Packet:

1.) Internet pass and due dates

2.) Important note-taking and paper-writing info

3.) Works Cited* info and notes on your specific sources

4.) Outline sample with an included sample thesis

5.) Rubric

6.) Interview help

*For assistance with the actual set up of the Works Cited, see Mrs. Robert for help.  There may also be Works Cited packets in the EHS library.  For help online, use the Owl Online Writing Lab: http://owl.english.purdue.edu/index.htm This resource is also helpful in answering general formatting questions about in-text citations, block quotes, etc.
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Research Paper




Informational Research Paper

Although the research paper has much in common with other forms of writing, it differs from them in relying on sources of information other than the writer’s personal knowledge and experience.  It is based on either primary research, which is the study of a subject through firsthand observation and investigation, or secondary research, which is the examination of statements that others have made on the subject.  Many academic papers, as well as many reports and proposals required in business, government, and other professions, depend on secondary research. 

Research into a topic will enlarge your knowledge and understanding of a subject and will often lend authority to your ideas and opinions.  The paper based on research is not simply a collecion of others’ thoughts; it is a carefully constructed presentation of an idea – or a number of ideas – that relies on other sources for verification or clarification.  Facts and opinions drawn from outside sources must be fully documented, usually through parenthetical references in the text to sources listed at the end of the paper.  The documentation, however, should do no more than support your statements and provide concise information about the research cited; it should never overshadow the paper or distract the reader from the ideas you present.

Below are the guidelines for writing your paper. Following this format will ensure that your research paper is thorough and organized.

1. Select a topic that interests you and that you can treat within the assigned limits of time and space.  Write down questions that will guide your initial fact-finding research.

2. Gather primary research (study your topic) and secondary research (what critics have said about this topic).  Prepare annotated note cards that contain bibliographic information and a brief summary of the source that demonstrates how this source is related to your topic.

3. Write a thesis statement expressing the central idea of your paper.  This is a critical step in defining the focus of your writing.  Without a strong and definitive thesis statement, your paper will be difficult to write and will not be of much research value.

4. Prepare working note cards, each containing a specific idea to support your thesis statement.  Determine what major points you will use to support your thesis statement and arrange materials in the appropriate order.  Prepare a working outline to help you focus on your purpose as you write. 

5. Write a preliminary rough draft, making sure that you have an introduction, a body, and a conclusion.  Read your rough draft and work to improve it: rewording, revising, rearranging, adding, or eliminating words and phrases in order to make your writing more effective.  A rough draft that has not been substantially reworked has not been revised!

6. Prepare the final copy, proofread and make final corrections.  As you prepare and write your research paper, always remember that no set of conventions can replace lively and intelligent writing, and that no amount of research and documentation can compensate for poor writing. 
********************************************************************
Plagiarism
Plagiarism is the act of using another person’s ideas or expressions in your writing without acknowledging the source.  To plagiarize is to give the impression that you have written or thought something that you have, in fact, borrowed from someone else.  Of course, you are expected to use other people’s words and thoughts in a research paper, but you must acknowledge the source of these words and ideas. It is the policy of Ellington High School that a paper that has been plagiarized (even partially) receives a grade of zero.

You must document everything you borrow – not only direct quotations and paraphrases, but also information and ideas.  Of course, common sense as well as ethics should determine what you document.  For example, you rarely need to give sources for familiar proverbs (You can’t judge a book by its cover) or common knowledge (George Washington was the first president of the United States), but you must indicate the source of any borrowed material that readers might otherwise mistake for your own.

Most of the preceding information is from: Gibaldi, Joseph. MLA Handbook for Writers of Research Papers. 4th ed. New York: Modern Language Association of America, 1995.

**************************************************************************************

Your Topic and Guiding Questions

Topic:
Research guiding question #1:
Research guiding question #2:

Research guiding question #3:

Research guiding question #4:
Works Cited Information from Each Source

(You need at least one source in print and one interview.)

	Source 1


	Source 2

	Source 3


	Source 4 (Interview)


Topic: Nature of the Work (i.e. Job Responsibilities)

	Notes from Source 1


	Notes from Source 2

	Notes from Source 3


	Notes from Source 4 (Interview)


Topic: Working Conditions (i.e. Working Environment)

	Notes from Source 1


	Notes from Source 2

	Notes from Source 3


	Notes from Source 4 (Interview)


Topic: Training and other Qualifications

	Notes from Source 1


	Notes from Source 2

	Notes from Source 3


	Notes from Source 4 (Interview)


Topic: Employment Statistics (i.e. Information about who holds these jobs and where the jobs in this field can be found)

	Notes from Source 1


	Notes from Source 2

	Notes from Source 3


	Notes from Source 4 (Interview)


Topic: Job Outlook (i.e. Available job opportunities in the next several years)

	Notes from Source 1


	Notes from Source 2

	Notes from Source 3


	Notes from Source 4 (Interview)


Topic: Earnings

	Notes from Source 1


	Notes from Source 2

	Notes from Source 3


	Notes from Source 4 (Interview)


Topic: Opportunities for Advancement and Related Occupations

	Notes from Source 1


	Notes from Source 2

	Notes from Source 3


	Notes from Source 4 (Interview)


Your Name

Mrs. Robert

English IV, A

27 April 2009

Research Paper Outline Format (Name the Career Here)

I. Introduction

A. Attention Grabber:

B. Thesis Statement: (Sample) This paper covers all aspects needed to become familiar with the career of teaching including education, licensing, and apprenticeship.  Additionally, this paper examines the responsibilities of a teacher and what may be expected in a teacher’s working environment.  Finally, this paper gives an overview of the employment statistics, earnings, and projected job outlook for the next several years for this career.

II. Training and qualifications

A. Education:

B. Licensing:

C. Apprenticeships:

D. Tests to pass:

III. Nature of the work

A. Job responsibility #1:

B. Job responsibility #2:

C. Job responsibility #3:

IV. Working conditions

A. Working environment detail #1:

B. Working environment detail #2:

C. Working environment detail #3:

V. Employment statistics

A. Who holds these jobs:

B. Where these jobs can be found:

VI. Advancement 

A. Opportunities for advancement:

B. Related Occupations:

VII. Earnings

VIII. Job outlook

IX. Conclusion

When you go to the library (or any other place that you do your research), keep the following in mind:

1.) You need at least ONE source in print.

2.) You need at total of FOUR sources; however, one of these sources is an interview that you must conduct on your own time.

3.) You are NOT allowed to use Wikipedia or any other similarly unreliable source.

4.) You need to copy any information you need for your Works Cited.

5.) YOU MUST WRITE DOWN PAGE NUMBERS FOR EACH INDIVIDUAL PIECE OF INFORMATION THAT IS DIRECTLY QUOTED OR PARAPHRASED.

When you write your paper, keep the following in mind:

1.) Do not use these words:  I, me, you (or any other informal language or slang)

2.) Do not use these words:  boring, nice, good, bad (or any other vague words with little to no meaning)

3.) Do not use contractions.

4.) Know how to incorporate in-text citations throughout the entire paper.

5.) You need 4 sources, including one source in print and one source that is an interview that you personally conduct

6.) Number your Works Cited page

7.) Use MLA format (proper heading and page number)

8.) Spacing & font = Times New Roman or Arial size 12, double or 1.5 space the ENTIRE paper

9.) Margins = one inch

10.) Use format(header/footer to insert name and page number instead of typing it on each page

11.) Spell check!

12.) AFTER you spell check, you must re-read the paper yourself to catch errors the computer didn’t!

13.) Edit and revise—for content as well as grammar!

14.) Make sure your title is appropriately narrowed to the topic of your paper.

15.) Include a polished outline and Works Cited with your final paper.

16.) Submit all rough drafts with your final piece.

17.) Follow the rubric!
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Name:_______________________
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Rough Draft Checklist

Check off each of the following items as you fulfill them in your rough draft.

___ Attention-grabber (catchy and relates to the topic without giving too much away)

___ Background information about the topic (without mentioning specific thesis ideas)

___ Thesis statement is the last sentence in the introductory paragraph

___ First body paragraph focuses on the aspect listed first in the thesis statement

___ Topic sentence for first body paragraph focuses on what will be discussed

___ Specific examples are given to PROVE first aspect (quotes, paraphrases, etc.)

___ Your voice is found (without using I, me, you, etc.) to guide the paper

___ Transition between the first aspect and the second one is smooth

___ Second body paragraph focuses on the aspect listed second in the thesis statement

___ Topic sentence for second body paragraph focuses on what will be discussed

___ Specific examples are given to PROVE second aspect (quotes, paraphrases, etc.)

___ Your voice is found (without using I, me, you, etc.) to guide the paper

___ Transition between the second aspect and the third one is smooth

___ Third body paragraph focuses on the aspect listed third in the thesis statement

___ Topic sentence for third body paragraph focuses on what will be discussed

___ Specific examples are given to PROVE third aspect (quotes, paraphrases, etc.)

___ Your voice is found (without using I, me, you, etc.) to guide the paper

___ Transition between the third aspect and the conclusion is smooth

___ Thesis statement is reworded and used as the first sentence of the conclusion

___ A call to action is given in the conclusion (what people can do now that you have shared this information)

___ No new facts are presented in the conclusion

___Clincher (the last sentence) is a statement to leave the reader thinking about the topic

___ All quotes/paraphrases are written using MLA format (check to see that your period comes after the parenthesis)

___ The first line in each new paragraph is indented

___ Your paper will translate to 3-5 pages when typed and double-spaced

___ Words are spelled and used correctly

___ There is appropriate punctuation after each sentence

___ You have not used first or second person at all (NO “I”, “Me,” “You”)

___ You have titled your paper and positioned the title correctly
___ Your heading appears in the upper left corner



Heading:  Your Name




      Mrs. Robert




      English IV, A



                  Day Month Year (example: 21 March 2007)

English 12-2 Research Paper Checklist                     
Name:_________________________________
Title:
___/5 points Catchy, creative title that is NOT underlined or bolded but IS centered!

Introduction:
___ /5 points Attention-grabber/hook (catchy and relates to the topic without giving too much away)

___ /5 points Background information about the topic 

___ /5 points Thesis statement is the last sentence in the introductory paragraph

___ /5 points Thesis statement presents topics in the order in which they are discussed in the paper!

Body Paragraphs:
___/10 points All body paragraphs must follow the order set up in the thesis!

___/15 points At least three solid body paragraphs with sufficient evidence to prove your thesis/ minimum paper length is three pages

___/5 points  Solid topic sentences for each paragraph

___/5 points  Smooth transitions between paragraphs

___/10 points Both direct and paraphrased quotations are used
___/10 points Interview material is used
Conclusion Paragraph:
___/5 points  Thesis statement is reworded and used as the first or second sentence of the conclusion 

___/5 points Effective call to action is given in the conclusion/significance of thesis is made clear (what people who might be interested in this career can do now that you have shared this information; no new facts are presented in the conclusion)
___/5 points  Final sentence/clincher leaves reader with a “gift”

Works Cited:
___/5 points Titled only Works Cited – no bold or underline – centered

___/10 points At least four sources are present including one interview and one additional non-internet sources
___/10 points Follows the MLA format down to the last colon and period!  

MLA Format:
___ /5 points Your heading appears in the upper left corner, double spaced, on first page

Heading:    Your Name


      Mrs. Robert

      English IV, A
                    Day Month Year (example: 18 May 2009)
___ /5 points Your first page and ALL other pages have your last name, a single space, and the number of the page in the upper right hand corner

___/15 points All quotes/paraphrases are cited using correct MLA parenthetical format (including that the period comes after the last parenthesis)

___/5 points Margins on all four sides are one inch; paper is double-spaced; 12 font

Other Important Points: 

___/10 points All words are spelled and used correctly

___/10 points  Correct punctuation is used

___/10 points Correct grammar is used

___ /5 points You have not used first or second person at all (NO “I”, “Me,” “You”—(“you” is allowed for hook and call to action/clincher only)

___/15 points  Rough copy submitted with final

___Total points out of 200 points possible = ________points     Your Grade = ____________
Term Paper Rubric

Formatting: 4-5 pages, double spaced?      

yes               
no                
_____out of 5 pts.

Proper MLA heading?                            

yes              
no                
_____out of 3 pts.

Proper title?                                       

yes              
no               
_____out of 2 pts.

Proper parenthetical documentation?       

yes              
no                
_____out of 5 pts.

Completed, accurate works cited?       

yes               
no  

_____out of 5 pts.
	Criteria
	Thesis Statement
	Supporting Evidence
	Analysis
	Grammar, Mechanics & MLA
	Clarity & Organization

	15 pts. each

Advanced
	Clear, well-developed, and demonstrates an understanding of the subject
	Well-supported with a broad spectrum of specific, credible, and relevant evidence
	Position/argument is well-developed, convincing and persuasive to the intended audience
	Demonstrates a high level of proficiency in grammar, mechanics, and MLA
	Well organized, logical, and clearly articulated; transitions connect ideas smoothly

	13 pts. each

Approaching Advanced
	Clear, developed, and demonstrates and understanding of the subject
	Adequately supported with a spectrum of specific, credible, and relevant evidence
	Development of position/argument is thoughtful and persuasive to the intended audience
	Demonstrates proficiency in grammar, mechanics, and MLA
	Organized, logical, and clearly articulated; transitions often connect ideas smoothly

	11 pts. each

Meets Standard
	Adequately developed, and usually demonstrates an understanding of the subject
	Adequately supported with some  specific, credible, and relevant evidence
	Development of position/argument is somewhat persuasive to the intended audience
	Usually demonstrates proficiency in grammar, mechanics, and MLA
	Mainly

organized, logical, and clearly articulated; transitions used to connect ideas

	9 pts. each

Basic
	Unclear or incomplete and does not demonstrate an understanding of the subject
	Lacks specific, credible, and relevant support
	Development of position/argument is not persuasive to the intended audience
	Inconsistently demonstrates proficiency in grammar, mechanics, and MLA
	Lacks organization, logic, and clarity; transitions seldom used to connect ideas

	0-7 pts. each

Below Basic
	No thesis statement
	No support
	No analysis offered
	grammar, mechanics, and MLA are deficient
	Argument is not organized or clear;  transitions are not used to connect ideas


Comments:
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Name:______________________
The Research Paper

Informational Interview

(Adapted from quintcareers.com)
For one of the sources for your research paper, you are required to conduct an interview with someone who is working in your field of interest.  An informational interview involves talking with people who are currently working in the field to gain a better understanding of an occupation or industry.  
Informational interviewing is just what it sounds like -- interviewing designed to produce information. You will seek the information you need to choose or refine a career path, learn how to enter the field and find out if you have what it takes to succeed. It’s about having a highly focused conversation that provides you with key information you need to launch or boost your career. 

When you are considering entering a certain career path, it makes sense to talk to people in that field. Yet most people never do. They trust their teachers, textbooks, or romantic notions about professions gleaned from TV or movies. When you really think about it, you miss out on an incredible opportunity if you fail to research your career field by talking to people in it. 

The best way to learn what you really want in a career is to talk with the people in that career field. Because of the exploratory nature of informational interviews, they are particularly effective for people such as soon-to-be-graduating seniors who are just embarking on their careers. 
Identifying  People to Interview for Informational Interviews

Start with lists of people you already know: friends, fellow students, present or former co-workers, supervisors, neighbors, etc. Professional organizations, the Yellow Pages from the phone book, organizational directories, and public speakers are also good resources. You may also call an organization and ask for the name of the person by job title. There's no one in the world who you can't try contacting. People like to help students out by giving them job information. One student whose dream job was to run a Fortune 500 company called the president of Levi Strauss & Co., asked for an informational interview, and got it. 

You should be prepared. Research the organization, person you'll be speaking with, materials produced by the organization, and periodicals such as newspapers.
The more you know, the better you'll be able to formulate questions pertaining to the organization and job. The more knowledge you have, the more confident you will feel about your ability to communicate effectively. Ask yourself what it is you want to know and then figure out who might know that information.

Requesting an Informational Interview in Person or by Phone

People who grant informational interviews are generally willing to share 20-30 minutes of their time to explain their expertise in their field. Please remember to be flexible in your scheduling, as these volunteer interviewees may have prior commitments. If your prospective interviewee seems too busy to talk to you, ask if there is a convenient time when you could call back to discuss scheduling an appointment. Although there are many techniques to requesting the informational interview, the following are good approaches: 

1. "Hello, my name is ________________________. I’m conducting career research in your field. I would like to meet and talk with you for about 30 minutes so that I can find out more about your field of expertise." 

2. "Hi, my name is ______________________ and I’m a senior at Ellington High School. I got your name from ________________. You’re in a line of work that I’m interested in, and I was hoping that you could help me gain insights into the profession. I’m sure that my questions could be answered in a 20-30-minute informational interview." 

3. If you prefer to arrange an appointment in person and cannot get past the front desk, treat receptionists as resources. They hold the key to getting inside the unit or section of that organization if you do not already have an inside contact or referral. Ask them some of your questions. You will usually get good information. Receptionists and other support staff know much more about their company than we often realize. They know how it works, the names of key people, job requirements, etc. It is important that they understand what you want. If you ask them something that they feel could be more fully answered by someone else, they will usually give you a referral. 

4. You can use your own creativity, but the most important thing is to emphasize that you are simply trying to get first-hand information, and whatever they share with you will be appreciated. 

Most of the time, your prospective interviewee will be more than willing to take 20-30 minutes to answer your questions. Sometimes the person will want to talk over the phone, but often he or she will invite you to his or her workplace. When you can, choose that the interview be at their workplace because you’ll learn more and make a stronger connection with the person. 

You may want to schedule some of your interviews with managers and supervisors who have the authority to hire. Identify yourself and explain that you are researching careers in the contact’s field, and that you obtained the person’s name from ____________________(if you were referred). 

Do Some Research Before the Interview

For an informational interview to be truly effective, you can’t just go into it blindly. 

Thorough company research is an absolute necessity when you go on a regular job interview. You don’t have to do quite as much research for an informational interview, but some degree of research will greatly enhance the quality of informational interviews. If you are informed about the company, you’ll be able to ask more intelligent and relevant questions. You’ll respond thoughtfully to information and any questions the interviewee might put to you. You won’t ask questions that could easily have been answered by doing your homework. 

Since you have already collected sources for your research paper, it makes sense to read through these sources first and answer as many of your own questions about your chosen career as possible.  This way, when you interview your professional, you won’t be wasting his or her time asking about information you can find on your own. 
Preparing for an Informational Interview

If your interview is with someone you do not know well, on the day before the interview, call to confirm your appointment with the contact person. If you have questions regarding the location of the contact’s office, this is the time to ask. Plan to arrive 10 minutes early for your interview. 

Carry a small notebook and pen. Be polite and professional. Refer to your list of prepared questions; stay on track, but allow for spontaneous discussion. 

Dressing Appropriately for an Informational Interview

Because 90 percent of all jobs are never advertised, you will uncover job openings that never make it to the newspaper or employment office. Thus, be prepared to make a good impression and to be remembered by the employer. 

Dress as you would for a regular job interview. Be appropriate, clean, and well-mannered.
Be Prepared to Take Notes at an Informational Interview
You have arrived and are greeted by the individual at the front desk. When the interviewee comes out to meet you, introduce yourself. Thank your contact for his or her willingness to meet with you, and reemphasize that you are there to learn and gather information about his or her career field. 

Pretend you are a reporter. You don’t need to write down everything, but there may be names, phone numbers or other information that you may want to remember. 

Be enthusiastic and show interest. Be direct and concise with your questions and answers and do not ramble. Have good eye contact and posture. Be positive in your remarks, and reflect a good sense of humor. 
Questions To Ask at the Informational Interview

Below are some typical informational interview questions. Remember that you won’t have time to ask all of these questions, so target the ones you feel will be most useful to you personally. Pick a dozen or so that get at what you most want to know. Write these down before you go to your interview.

The whole interview could be spent finding answers to the dozen or so questions you decide to ask. But as you practice and move further toward your target, questions will probably pop into your head spontaneously based on what you need to know. 
You may want to get permission from your interviewees to record the conversations, but be aware that transcribing taped conversations can be very time-consuming. 
Here are suggested questions to choose from.  You may also write your own questions if they are not on this list.
· What is your job like? 

- A typical day?
- What do you do? What are the duties/functions/responsibilities of your job?
- What kinds of problems do you deal with?
- What kinds of decisions do you make?
- What percentage of your time is spent doing what?
- How does the time use vary? Are there busy and slow times or is the work activity fairly constant?

· How did this type of work interest you and how did you get started? 
· How did you get your job? What jobs and experiences have led you to your present position? 
· Can you suggest some ways a student could obtain this necessary experience? 
· What are the most important personal satisfactions and dissatisfactions connected with your occupation? What part of this job do you personally find most satisfying? Most challenging? What do you like and not like about working in this industry? 

· What things did you do before you entered this occupation? 

- Which have been most helpful?
- What other jobs can you get with the same background?

· What are the various jobs in this field or organization? 
· Why did you decide to work for this company? 
· What do you like most about this company? 
· Do you find your job exciting or boring? Why? 
· What sorts of changes are occurring in your occupation? 
· How does a person progress in your field? What is a typical career path in this field or organization? 

- What is the best way to enter this occupation?
- What are the advancement opportunities?
- What are the major qualifications for success in this occupation?

· What were the keys to your career advancement? How did you get where you are and what are your long-range goals? 
· What are the skills that are most important for a position in this field? 
· What particular skills or talents are most essential to be effective in your job? How did you learn these skills? Did you enter this position through a formal training program? How can I evaluate whether or not I have the necessary skills for a position such as yours? 
· How would you describe the working atmosphere and the people with whom you work? 
· Is there a basic philosophy of the company or organization and, if so, what is it? (Is it a people, service or product oriented business?) 
· What is the average length of time for an employee to stay in the job you hold? Are there incentives or disincentives for staying in the same job? 
· Is there flexibility related to dress, work hours, vacation schedule, place of residence, etc.? 
· What work-related values are strongest in this type of work (security, high income, variety, independence)? 

· If your job progresses as you like, what would be the next step in your career? 
· If your work were suddenly eliminated, what kinds of work do you feel prepared to do? 
· With the information you have about my education, skills, and experience, what other fields or jobs would you suggest I research further before I make a final decision? 
· How is the economy affecting this industry? 
· What can you tell me about the employment outlook in your occupational field? How much demand is there for people in this occupation? How rapidly is the field growing? Can you estimate future job openings? 
· What obligations does your employer place have on you outside of the ordinary work week? What social obligations go along with a job in your occupation? 

- Are there organizations you are expected to join?
- Are there other things you are expected to do outside work hours? 

· How has your job affected your lifestyle? 
· What are the salary ranges for various levels in this field? Is there a salary ceiling (a limit to the amount of money you can make)? 
· From your perspective, what are the problems you see working in this field? 
· What are the major frustrations of this job? 
· What interests you least about the job or creates the most stress? 
· If you could do things all over again, would you choose the same path for yourself? Why? What would you change? 
· What are the educational, requirements for this job? What other types of credentials or licenses are required? What types of training do companies offer persons entering this field? Is graduate school recommended? An MBA? Does the company encourage and pay for employees to pursue graduate degrees? 
· Does your work relate to any experiences or studies you had in college? 
· How well did your college experience prepare you for this job? 
· What courses have proved to be the most valuable to you in your work? What would you recommend for me? 

· How important are grades/GPA for obtaining a job in this field? 
· How did you prepare for this work? If you were entering this career today, would you change your preparation in any way to facilitate entry? 
· What abilities or personal qualities do you believe contribute most to success in this field/job? 
· What are the typical entry-level job titles and functions? What entry level jobs are best for learning as much as possible? 
· Who else do you know who is doing similar kinds of work or uses similar skills? What other kinds of organizations hire people to perform the functions you do here? Do you know of other people whom I might talk to who have similar jobs? 
· Do you have any advice for someone interested in this field/job? Are there any written materials you suggest I read? Which professional journals and organizations would help me learn more about this field? 
· What kinds of experience, paid or unpaid, would you encourage for anybody pursuing a career in this field? 
· What special advice do you have for a student seeking to qualify for this position? 
· Do you have any special world of warning or encouragement as a result of your experience? 
· These are my strongest assets (skills, areas of knowledge, personality traits and values):___________________________________. Where would they fit in this field? Where would they be helpful in this organization? Where might they fit in other fields? Where might they be helpful in other organizations? 
Pay careful attention to what is said by the person you interview. Ask questions when something isn’t clear. People are often happy to discuss their positions and willing to provide you with a wealth of information. 

Try to keep the conversation friendly, brief, and focused on the contact person’s job and career field. 
Be a Good Listener at the Informational Interview

Listening is half of the communication. Besides being able to ask questions and convey a message to employers, you need to develop the skill of really listening to what they tell you. Be receptive and show that the information is important to you. You must listen to it and understand it. 

Always Send a Note of Thanks After the Informational Interview

Be sure to send a thank-you card or letter within one to three days after the interview. This communication is an effective way to keep in touch and to be remembered by people. Let them know they were helpful and thank them for the time spent. 

As a nice touch, quote something that the resource person said back to him or her, word for word. Ask the person to keep you in mind if he or she comes across any other information that may be helpful to you in your career research. Include your address and phone number in your letter. 
Citing and Taking Notes on the Informational Interview
For your Works Cited annotated note card for your interview, give the name of the person interviewed, the kind of interview, (Personal interview, Telephone interview, E-mail interview) and the date or dates:

Pei, I.M. Personal interview. 22 July 1993.

Poussaint, Alvin F. Telephone interview.  10 December 1998.

Rowling, J.K. E-mail interview. 8-12 May 2002.

Immediately following the interview, record the information you gathered.  Write your information onto working note cards, using a separate card to record information about each topic covered, so that you will be able to incorporate your interview data into your research paper with ease.

