ENGL 461

The Professional Interview:  Report and Oral Presentation

OVERVIEW


The interview process will allow you to get first-hand knowledge by talking to a person who is actually working in technical communication. You will also have the opportunity to write up the information you gathered through the interview in the form of a short report and tell your classmates about the interview in a brief oral presentation.


You will find a wealth of interesting information by taking to a professional, but you must ask about the following two issues: 

1) what kind of writing a professional in your field will be expected to do 

2) what kinds of problems a professional writer might encounter.   

You will want to find out other things during your interview, but the above two are required. 


The first step in preparing your interview will be choosing a person to interview. The person you interview must have experience in technical communication.  Ideally, the person you interview should not be a person your own age, a member of your family, or a person you know well. 

PREPARATION AND THE INTERVIEW ITSELF


Once you have chosen the person to interview, then you must contact that person and make an appointment for the interview.  A face-to-face interview is best but a telephone or email interview would be adequate. Your interview results and oral presentation are due March 24 (Tuesday).


Before you go the interview, be sure you have prepared a list of appropriate questions.  These questions should lead to information about your field that you cannot find in most sources.  Questions that are well-phrased and thoughtful will produce answers that you will be able to actually use.  Your questions should let your subject know that you have some knowledge about your field (this will build your ethos).


Arm yourself with a notebook or a tape recorder and make sure that you arrive at the interview on time.  If you want to tape the interview, make sure you have received permission to use a tape recorder.  Also remember to dress appropriately for the interview—this is particularly important if you’re going into a business setting for the interview.


Once you become comfortable with the person, you may find yourself asking spontaneous questions and forgetting those on your list.  Do not forget to get the information you came for.  Before you leave, ask permission to call the person back in case you need more information.

WRITING THE INTERVIEW REPORT


The audience for this report you write is other students in tech comm.  You should prepare the report to convey to them the information you gathered in a way that they will find helpful and can build upon.  


In the introduction, you should include why you chose to interview the person, the goals of your interview, and the methodology (how you prepared for and conducted the interview).  The body of the report should be like the “findings” section of a formal report.  In it you should state what you found out during the interview. Using quotations in this part of the report would be appropriate.  The conclusion of the report should present an overview of the information you gathered from the interview and also provide any recommendations that you come to as a result of the interview.  


This should not be written in a Question/Answer format like some interviews you find in magazines. You must synthesize what you learned in the interview and present it for others.

THE ORAL REPORT


You will give a brief (5 minutes or less) oral report on your interview experience to the entire class.  This report will cover the background of the interview including why you chose to interview the person, their credentials in the field, and the most important things you found out during the interview.  The oral report should also have a conclusion that leaves the listeners with one “nugget” of important information gleaned from the interview.

QUESTIONS


The following questions might be helpful in discovering what kinds and how much writing your interviewee does.  You may not want to ask all of them, but perhaps choose a few.  You should have questions prepared on other topics as well as this one.

1. Do you have a degree in writing? Or how did you get into technical communication/writing?

2. What percentage of your time is spent writing, editing, or presenting? 

3. What types of writing, editing, and presenting do you do?

4. Who are your audiences and what are their needs? 

5. What things do your audiences expect from your documents or presentations? 

6. What are your biggest writing-related challenges on the job? 

7. What about deadlines? How do they influence the way your write on the job? 

8. What brainstorming, organizing, and writing techniques, if any, do you recommend for professional writing? 

9. Have you ever experienced any ethical challenges in your job? 

10. What is more important—what you learned in school or what you’ve learned on the job?

11. Can you give me any examples of what you consider good or bad  communications, or "miscommunication" (i.e., something that could have worked but did  not because the writer did not take all the factors, like the  audience, into account)?  What was the document or presentation like and what happened because of it? 

12. What advice do you have for those seeking a career in technical communication?
http://www.ogrd.wsu.edu/proposal_consultants.asp
http://www.selinc.com/sel-lit.htm
