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 Informational Interviews 
  Increase your response rates and land your dream job 
______________________________________________________________________________ 
 
 
 

The road to internships and full-time employment can be a long and arduous process. All in, 
students can expect to complete phone interviews, first round interviews, super days, case studies, and 
even more. However, believe it or not, none of these are the hardest part. In order to get to any of these 
steps, you have to get your foot in the door. Assuming you have a bullet proof resume (see the WMG 
resume guide) and solid GPA, one of the keys to success in getting first round interviews is having a 
contact within a company.  
 

With such a large alumni base (check out Badger Bridge and the WMG networking contacts) and 
ever-evolving social media platforms (LinkedIn, Glassdoor), the question is not ‘how do I find contacts’ 
rather ‘how do I get these contacts to talk to me.’ In this comprehensive guide, you will learn several 
cold emailing techniques and various tips and tricks to nailing informational interviews.  
 
 

____________________ 
 
 
SUBJECT LINES 
 

One of the most difficult yet important things to come up with is the subject line of the email. It 
is important to keep three things in mind while creating a subject line. The subject should succinctly 
describe the nature of your email. It should not look like spam (i.e. all caps, buzzwords, special 
characters etc.). Lastly, the email subject should state who you are in some way. Here is a brief list of 
subject lines you can use in cold emails:  
 
UW Madison Student Reaching Out 
Wisconsin Student Looking to Connect 
John Smith – Interest in Company Name 
Thank You – WMG Member 
WMG Meeting Follow Up 

Thank You from John Smith 
Opportunities at Company Name 
Thanks for Meeting – John Smith 
Thanks for Your Time – John Smith 
Checking In or Touching Base*

 
 
 
*Use this or a variation when following up with someone after a couple of weeks or months  
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A NOTE ABOUT EMAIL THREADS 
 

When continuing a conversation with a contact after an intermediate amount of time has 
passed, it is useful to reply to the old email thread rather than create a new email so that he / she 
remembers your past discussions and you are more recognizable. It is important, however, to change 
the subject line to be appropriate for the new conversation.  
 
 
 
 
 
COLD EMAILING TEMPLATES 
 
Introduction from Another Contact 

Uses: One of the best ways to get in touch with relevant people at a firm is getting 
introductions from preexisting contacts. These could be friends, relatives, or colleagues. 

 
[Relevant Contact Name],  
 
[Introducing Contact Name] suggested I reach out to you to learn more about [Company X’s] 
[PWM] division. I spoke with [Introducing Contact Name] a couple months ago as he is a fellow 
University of Wisconsin Badger.  
 
I am a [School Year] at the University of Wisconsin - Madison studying [Subject]. Last summer I 
was an intern at [Company Y], focusing on [Intern Roles]. While I enjoyed the company and the 
work, [Company X] has always been intriguing to me.  
 
If you're free sometime this week or next, I'd love to learn more about [Company X’s] [PWM] 
practice.  
 
 
Best Regards,  
[Your Name] 

  
 
 
 
 
 
 
 
 
 
 
(more on following pages) 
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Junior / Senior Level Alumnus 
Uses:  A variation of this email can be used when trying to communicate with alumni at an any 

level. It can be quite useful to get in touch with someone at the junior level first because 
you can better identify with his / her interests. You may then be guided to HR or a more 
senior person in the firm.  

 
[Contact Name],  
  
My name is [Your Name] and I am a [School Year] studying [Subject] at the University of 
Wisconsin. The past two summers I have held internships in [Industry X] and am looking to [1. 
further my experience in that sector, 2. transition to (Industry Y) coming out of school]. While 
browsing LinkedIn, I came across your profile and saw that you are a Wisconsin alumnus.  
 
I have looked into [Company X] a bit and am curious to learn more about the firm. In addition, I 
am very interested in learning about your specific role within the firm and would love to set up 
an informational interview to introduce myself and speak more if you have time.  

  
Best Regards,  
[Your Name] 
 

 
 
 
 
Junior / Senior Level Other 

Uses: You’ll find that many firms, especially the boutiques, will seldom have alumni. However, 
recent graduates from similar schools can widen your network just the same. A simple 
cross reference on LinkedIn will generally reveal many commonalities among junior or 
senior level employees. Use this to your advantage. This template is similar to the last.  

 
[Contact Name],  
  
My name is [Your Name] and I am a [School Year] studying [Subject] at the University of 
Wisconsin. The past two summers I have held internships in [Industry X] and am looking to [1. 
further my experience in that sector, 2. transition to (Industry Y) coming out of school]. While 
browsing LinkedIn, I came across your profile and saw some similarities in our backgrounds.  
 
I have looked into [Company X] a bit and am curious to learn more about the firm. In addition, I 
am very interested in learning about your specific role within the firm and would love to set up 
an informational interview to speak more if you have time.  

  
Best Regards,  
[Your Name] 
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Follow-Up Email (established connection) 
Uses: This template can be followed a couple months after first contact was established. As 

with all networking contacts, relationships are built over time so a variation of this will 
be commonly used. Be sure to read A Note About Email Threads for help in using the 
correct subject line.  

 
[Contact Name],  
  
I hope you [are doing well / had a great summer]. I wanted to get in touch with you before 
school gets into full swing as I have a few things on my mind. Namely, I wanted to get your 
advice on how to best position myself in my last year of school for career opportunities in 
[industry of interest]. I was hoping we could set up a quick call to help me think through some 
challenges.  
  
Let me know if you have some time next week to chat. I’d love to hear your take on things. 
  
Best Regards,  
[Your Name] 

 
 
 
 
 
Follow-Up Email (no-reply) 

Uses: When a contact does not reply to your cold email at first, it is okay to send a follow-up 
email roughly two weeks from the first point of contact. This won’t come across as 
pestering if it is formatted correctly. This template will guide you. Make sure to vary the 
wording slightly so it doesn’t repeat phrases from your initial email.  

 
[Contact Name],  
  
I sent you an email a couple of weeks ago but unfortunately, we weren’t able to connect. I 
realize your time is valuable but if you have any time, I’d love to get some advice on how to best 
position myself in my last year of school for career opportunities in [industry of interest]. 
  
If you have some time next week to chat. I’d love to hear your take on things. 
  
Best Regards,  
[Your Name] 
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TIPS ON INFORMATIONAL INTERVIEWS 
 
 Remember that the goal of cold emailing is to develop contacts within a firm that you wish to 
work. Aside from submitting resumes and cover letters online, it is invaluable to have someone you 
know inside the company vouching for you.  
 
 Once you get a response agreeing to speak over the phone, you should prep like a normal 
interview—tell me about yourself, strengths, scenarios exemplifying skills, why this industry, why this 
firm, etc. Very seldom will these calls result in any sort of technical questioning, but it is not out of 
bounds for a contact, especially those at the senior level, to ask basic technical questions. While 
prepping, you should have several things in your mind: What is the goal of this phone call? How can you 
position yourself within the industry or the firm? Is this company’s recruiting cycle ongoing?  
 
 Before jumping into such questions, you need to build rapport with the contact. It is generally 
expected that you will lead the phone call and fill in gaps of silence so make sure to have a brief agenda. 
First, thank them for taking the time for the phone call. Introduce yourself again and give your one-
minute elevator pitch to give them some background on your experience and intentions. Next, mention 
your research on the firm and on their background from LinkedIn but ask for them to talk more in-depth 
about their career path and how they got involved with industry x or company y. When they start to 
answer, look for different talking points for them to elaborate on. The more they talk, the better—this 
means they are comfortable with the conversation.  
 
 Once they answer the majority of your questions, mention your prior work experience again, 
highlighting what you liked and what you’re seeking in future employment. Say that you’d like to explore 
the prospects of working at a firm like theirs (larger, smaller, investment focused, etc.). This part will be 
the most difficult, but rejection is always better than regret in not asking. Ask about their recruiting 
timeline. If they are still accepting applicants, ask specifically about the internship / full-time position 
and the best way to apply for that position, saying something along the lines of “how can I best position 
myself for an opportunity with your firm.”  
 
 Your contact will generally offer to pass your resume along to HR. This is about all you can ask. If 
they do not offer this option, ask if you’d be able to send your resume over to them for their review. If 
they are not accepting applicants, it may be okay to ask about some of their contacts at other firms that 
still are accepting applicants. This is how you continually expand your network without having to cold 
email.  
 

After your questions have been answered, thank them for their time, briefly outline your 
conversation if they offered to do something for you, and mention that you’ll follow up via email or 
connect with them on LinkedIn. Aside from the advice laid out above, make sure to stay persistent and 
to follow through on your promises. If you tell them you’ll send your resume over, do it in a timely 
manner. If you have questions about recruiting or networking, contact an executive board member! 
 


