English 203

More Interviews Tips

· You should plan to have your interview for this project to take about half an hour. You should be able to gain all of the information you need in one half hour, although some interviewees will want to go on longer (depending on the topic and on the dynamic between the persons involved).

· When you arrange an interview, remember to inform your interviewee for what purpose the interview is, how long the interview will last, on what topic you want the interviewee to speak, and if you will be recording the interview. Example of an email that arranges an interview:

From: Bay, Jennifer L 

Sent: Thursday, September 21, 2006 10:04 AM

To: Vibbert, Candiss B.

Subject: Invitation to participate in 12 Writers Writing project

Hi Candiss:

We met last spring when you came to speak to the Professional Writing Club, for whom I'm an advisor. I have a Center for Undergraduate Instructional Excellence fellowship this semester to complete a project called "12 Writers Writing," which will profile 12 different professional writers through digital and/or audio interviews. The purpose of the project is to educate students about what Professional Writing is and what they can do with a degree in the field. The interviews will be published on a website that students in the Professional Writing program at Purdue can access as part of their classes and professional development.

I would like to see if you would be interested in being interviewed for this project. The interview would ask you to answer very basic questions about what you do on the job in the President's office, what kinds of skills and abilities you must have to do your job, the types of documents you produce, your preparation for the job, et cetera. In short, the information you provide would give a brief workplace snapshot of you as a professional writer and communicator. Much of the information would probably repeat what you discussed when you spoke at our meeting.

The interview would take approximately 30 minutes, ideally in your office or other appropriate location, and you would have the choice of a video or audio interview. I would send you the questions I’ll ask ahead of time so you can be prepared. Additionally, I will be editing and condensing the content into a 5-10 minute segment for the web, and I would ask for your approval of the final published version.

Let me know if you would be interested in participating in this project or if you have any questions. I would be happy to call you and provide detailed specifics about the project, if that would be more convenient.

Thanks for your time, and I look forward to hearing from you.

Sincerely,

Jenny Bay
· Always ask permission to audio or video record any interview. This should be asked in advance of the actual interview and you should use a permission form.

· Make sure to choose an area for the interview that is quiet and not disruptive. Most experts will be interviewed at their workplace, but some may want to get out of the office and be interviewed elsewhere. If this is the case, choose your location carefully, especially if you plan to record your interview. 

· For a half hour interview, you should probably have about 10-15 questions prepared.

· The ordering of these questions is crucial. Remember that in order to create a good rapport with your informant, you should order the questions so that they build on one another and so that they allow the informant to speak with authority on the topic.

· Try not to ask “yes/no” questions (questions that only require a yes or a no for an answer). Such questions don’t allow the informant to actually talk and expand on ideas.

· When you first begin the interview, make small talk with the informant to help him or her feel comfortable with the interview, especially if you are recording the session. Don’t just go in and start asking questions. Instead, make a few comments about the weather or another innocuous subject. 

· Make sure that at the end of the interview, you allow the informant to ask questions of you and your research.

· Also make sure to ask your informant if you can follow up with any additional questions that emerge out of your research via a phone call or email.

· Remember to thank your informant for his or her time; you might also follow up with a thank you email or written note.

