Interview Questions

Problem Solving Skills

1. Have you ever disagreed with a decision made during a team meeting?  What happened?

2. What is the best independent decision that you recently made at work?

3. Describe a situation where you disagreed with a direction given to you by a supervisor? 

4. Describe an incident in which you had to respond to many questions/demands.

5. Tell us about a time when unexpected events demanded that you reschedule your time.

Teamwork/Leadership Skills

1. Have you ever worked with a co-worker whose performance or attitude was poor?  How did you handle this situation?

2. Please describe a difficult supervisory situation in which you have been involved.

3. Tell us about a time when you supervised a team and team members were having conflicts with one another.  What did you do?

4. How many people have you supervised and what did they do?

5. Have you ever had to take disciplinary action and/or terminated an employee?  If so, please give us an example of what happened.

6. Describe your management style.  Can you give us an example of how you used it?

7. Describe a time when you have had difficulty gaining acceptance for an idea from people that you supervised.

8. Tell us about a time when you recognized an associate for good job performance.

Human Relations Skills

1. Describe a time when you completed a project and your supervisor told you that the result wasn’t satisfactory.

2. Describe a difficult interpersonal situation that you were involved in on the job.

3. What are the things that upset you most at work?  How do people know when you are upset?  

4. Describe the last time you dealt with someone who was angry (with you).

5. Describe a time you dealt with an unsatisfied customer.  What happened?

6. Give us an example of when you demonstrated good customer service.

7.
Describe an instance when your boss made you angry.  What happened?

8.
What kinds of people annoy you? What are your pet peeves?

Communication Skills

1. Tell us about the last time you were given a task and you didn’t understand what your supervisor was asking you to do?

2. Describe a time when you dealt with a communication problem in the workplace.  What happened?

3. Tell us about a situation when a demanding customer called and insisted on an answer or information you were unable to provide?

Paperwork/Administrative Duties

1. In a previous position, tell us about documentation you were responsible for completing.

2. Describe a busy day and how you managed your tasks?

3. Tell us about a time when you had a deadline to meet and time was running out.  How did you handle it?

Motivational Attributes

1. Where do you see yourself in five years?

2. What are your short-term goals?  What are your long-term goals?

3. In what areas would you like to develop yourself further?

4.
What motivates you to do your best work?  Can you give me an example of something that motivated you in a previous job?

Self-confidence

1. Tell us about a work accomplishment or project that you are proud of?

2. What has been your greatest professional disappointment?

3. What are your most outstanding qualities?

Ability to Handle Pressure

1. What kinds of situations or circumstances make you feel tense or anxious?  How do you handle this?

2. Describe the last time you had an experience that required a great deal of flexibility?

Job Experience

1. What did you do in your position at  ____________________?

2. What types of decisions did you typically make?

3. What would you rather have done more of at your last job?

4. What do you feel you gained in your position at _______________?

5. What was the name of your supervisor at ______________?  How do you think she/he would describe you?

6. What was the most difficult part of your job at _______________?

7. What was the most satisfying part of your job at ________________?

8.
Why are you leaving/why did you leave your last job?

9.
If you could have made improvements in your last job, what would they have been? 

10.
Tell me about a work-related failure in your life & why it occurred.

11. In what ways has your past experience prepared you for greater responsibilities?

12. Describe what you would consider to be the perfect job for you.

13. On your last evaluation, what were your goal areas for improvement?

14. Tell us about your computer experience and the software applications with which you are familiar.  Give examples of specific functions you have performed with those applications.

15. Tell us the name of someone you supervised.  How would this person describe you and your management style?

16. What experience do you have in budgeting and/or accounting?

17. Tell us about a time when you created a system or program that increased office efficiency.

18. Tell us about your experience and education as they relate to this position and what makes you qualified? 

16.
What type of computer/office training have you received?

Attitude toward the Job

1. What reservations do you have about this job?

2. What do you think will be the most challenging part of this job?

3. Tell us about a boss you worked best with in a previous job.

Other

1. What did you do between these two positions on your resume?

*use this question when there are large gaps of time between jobs on applicant’s resume.

2. What shifts/hours would you prefer to work?  What about nights or weekends?

3. Do you have reliable transportation?

4. Have you ever been disciplined at a former job?

5. Were you ever fired from a job, or asked to leave?

6. What is your minimum salary requirement?

