
20.9 SkillBuilder: Conducting an interview
20.9.1 Tell me
What is an interview?
An interview is a conversation with some sort of purpose between two or more people. Questions will be
asked by the interviewer(s) to obtain information, facts or statements from the person(s) being interviewed.
Interviews can be conducted face-to-face between two people or in small groups, or by some form of
communications technology such as the telephone or internet.

Why is conducting an interview useful?
An interview is important because it allows the interviewer to gather a wide range of views and facts.
Interviews can reveal information about people’s values, motivations, attitudes and feelings.

FIGURE 1 Interviewing a person allows the interviewer to gather a wide range of views and facts.

20.9.2 Show me
How to complete an interview
You will need:• a sheet of lined paper or some other method of recording your questions and answers• a pen• a recording device such as a mobile phone (if necessary).

Procedure:

STEP 1
Establish what the goals of the interview are. What do you want to find out from the person?
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STEP 2
Work out the questions you will need to ask the person at an interview. Use the questions in the ‘Developing
my skills’ section of this SkillBuilder as a guide. You may need to modify these questions to suit the person
being interviewed and ask follow-up questions to obtain further information.

STEP 3
Visit the person and interview them. Be polite. Do not try to interview them if they are busy. You might
need to ask them if you can come back at a more convenient time. Explain why you are doing the interview
and what will happen to their responses. Remember to thank the person for their time.

STEP 4
Write a transcript of the interview using proper sentences and headings. Present the transcript so that it is
easy to read.

20.9.3 Let me do it
Complete the following activities to practise this skill.

20.9  ACTIVITIES
1. Conduct an interview with a person with connections to a country in the Asia region. Use the following

questions in your interview.
(a) What country in the Asia region do you have connections to?
(b) In what country do you currently live?
(c) What values do you associate with Australia’s system of government?
(d) What values do you associate with the country in the Asia region that you have connections to?
(e) Can you see any similarities or differences between the values of Australia’s system of government and

those of the country in the Asia region that you have connections to?
(f) How much do you think should Australia spend on foreign aid?
(g) What role does the Australian government have in peacekeeping?
(h) How does Australia participate in the United Nations?

2. After completing your interview, write a transcript of it. Decide whether your transcript will follow a simple
question-and-answer format, or be written like a narrative (a written account of the interview). Create a
heading for the transcript, then write a short introductory paragraph preceding the transcript outlining who
you interviewed, when the interview took place and what the interview was about (a summary of your main
questions).
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