Suggestions for Interviews

First, you need to identify the best subject, or person you are interviewing; this is a process in itself. Look at secondary sources first to get a basis for your research. These include books, journals, and others things already written so you have a clear basic understanding of the topic. 

When prepping for an interview, consider your strategies for conducting a useful interview – following the same recommendations for posing good questions from the Research Strategies handout. Obviously, you need to prepare your questions in advance, being sure not to ask frequently asked questions that you can answer by reading stock material. Don’t forget to follow up when you get an unexpected answer or something that doesn’t quite answer your question.

It is important to give your subject sufficient notice for the interview. This gives them time to collect their thoughts and possibly gather extra information that will be beneficial to you. If you are going to record the interview, make sure to ask permission from the subject before turning on the recording device. Arrive on time, if not early, to the interview and have your list of questions prepared to guide you. Allow the subject to stray away from your outline of questions – they might have something really important to say that you hadn’t thought to ask. But if they are straying too far off course, eventually you'll want to direct them back to the subject at hand. Ask follow-up questions if answers are unclear or lead to interesting or important areas. Take notes as the interviewee is speaking and jot down additional questions that come up. 

At the end of the interview, ask if you can contact them again to clarify anything. Finally, thank them for their time, either in person or by writing a quick note. You've now made a good contact for the future, so keep in touch!

Click here for an excellent source of more information for interviews.
Conducting an Interview
The following table of suggestions comes from Markel: 

Preparing for the interview
	Do your homework. Never give the impression that you are conducting the interview to avoid doing other kinds of research. If you ask questions that are already answered in the professional literature, the respondent might become annoyed and uncooperative. 
	Prepare good questions. Good questions are clear, focused, and open.
- Be clear. The respondent should be able to understand what you are asking.

UNCLEAR
Why do you sell Trane products?

CLEAR
What are the characteristics of Trane products that led you to include them in your product line?

	The unclear question can be answered in a number of unhelpful ways: "Because they're too expensive to give away" or "Because I'm a Trane dealer."
- Be focused. The question must be narrow enough to be answered briefly. If you want more information, you can ask a follow-up question.

UNFOCUSED
What is the future of the computer industry? 

FOCUSED
What will the American chip industry look like in 10 years?

	- Be open. Your purpose is to get the respondent to talk. Don't ask a lot of questions that have yes or no answers.

CLOSED
Do you think the federal government should create industrial partnerships? 

OPEN
What are the advantages and disadvantages of the federal government's creating industrial partnerships? 

	Check your equipment. If you will be taping the interview, test your tape recorder or video camera to make sure it is operating properly. 

Beginning the interview
	Arrive on time. 

Thank the respondent for taking the time to talk with you. 
Repeat the subject and purpose of the interview and what you plan to do with the information. 
If you wish to tape the interview, ask permission. 
Conducting the interview
	Take notes. Write down important concepts, facts, and numbers, but don't take such copious notes that you are still writing when the respondent finishes an answer. 
	Start with prepared questions. Because you are likely to be nervous at the start, you might forget important questions. It is wise to begin with prepared questions. 
	Be prepared to ask follow-up questions. Listen carefully to the respondent's answer and be ready to ask a follow-up question or request a clarification. Have your other prepared questions ready, but be willing to deviate from them. The respondent probably will lead you in directions you had not anticipated. 
	Be prepared to get the interview back on track. Gently return to the point if the respondent begins straying unproductively, but don't interrupt rudely or show annoyance. 

Concluding the interview
	Thank the respondent. 
	Ask for a follow-up interview. If a second meeting would be useful - and you think the person would be willing to talk with you further - ask to arrange a second meeting now. 
	Ask for permission to quote the respondent. If you think you might want to quote the respondent by name, ask permission now. 

After the interview
	Write down the important information while the interview is fresh in your mind. (This step is unnecessary, of course, if you have recorded the interview.) If you will be printing a transcript of the interview, make the transcript now. 
	Send a brief thank-you note. Within a day or two, send a note that shows you appreciate the courtesy and that you value what you have learned. In the letter, confirm any previous offers you have made, such as sending the respondent a copy of your final document.


Do you have more suggestions? Let me know and I’ll update this.

