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Interviews 101 
• Introduce Yourself and Your Project 

o An interview isn’t a business transaction--it’s a chance to get to know someone. 
When you set up the interview, be friendly. Introduce yourself. Ask how they’re 
doing. Then explain what you hope to talk about with your interview partner. 

o Be clear about what you hope to do with the recording after the interview. 
• Do Background Research 

o Learn about your interview partner. Ask them a few questions when you first set 
up the interview. Talk to people who know them. Look for other interviews, 
articles, or stories about them. This will help you decide what questions to ask. 

• Make a Question Guide 
o Write a list of questions for the interview. Write them in a logical order. You might 

not ask every question, but the list will help you guide the conversation. 
o Ask: open-ended questions that encourage your interview partner to explain fully 

what they mean; questions about favorite or specific memories and stories; and 
questions that encourage them to think back and reflect. 

o Avoid: “yes or no” questions; leading questions that assume the answer; and 
“double-barreled” questions. 

• Help Your Interview Partner Feel Comfortable 
o The interview should happen in a quiet, comfortable place with few distractions. 

This is important for getting a recording that is easy to understand. 
o Ask if your interview partner wants some water before you begin. Tell them that if 

at any point they want you to turn the recorder off, they can just point to it. This is 
their story, and they have the right to keep parts of it private. 

• View the Interview as a Conversation 
o Often the best interviews feel comfortable and casual. Some of the best 

questions are short and simple. (For example, “Really!?”) 
o Listen. Listen carefully. Listen curiously. Ask follow-up questions. Unless they 

seem uncomfortable, ask until you fully understand what they’re saying. Don’t 
just run down the list of questions you’ve prepared. 

o Silence can be a good thing. People sometimes need this space before sharing 
something important. 

o Embrace interesting tangents and the unexpected. Great stories come from this! 
o Pay attention and make eye contact. They need to see that you care about what 

they’re sharing with you. You can take notes on paper, but laptops and phones 
are just distracting. 

• Show Gratitude and Give Back 
o Afterwards, be sure to thank your interview partner. Offer to make them a copy of 

the interview on a CD. Give them your contact information. Remind them of how 
you’ll use the recording. Offer to show or give them a copy of your final product. 

• Make Field Notes 
o While the interview is still fresh in your mind, write down some of the things that 

stuck out to you. This will help you think about how to share it with others. 


