Possible Interview Questions

General – what led you to apply for this position?

Ask the applicant to give a little work history - walk us through, starting with your earliest position what you did, why you chose to leave each position, what led you to apply for each new position, etc. (You’re looking for reasons why they’ve made the decisions they have regarding leaving jobs, moving to new jobs, and or a pattern as to why they left – too stressful; or if they jump around a lot, have gaps in employment, etc.)

What do you like best about your current position? Why?

What do you like least? Why?

Tell us about a team you have been a part of (sports team, committee, work team, class project). Describe the team. What role did you play on this team?

When you first arrive at work in the morning, what are the first 3 things you do?

What does your desk/office look like? Describe what we would see if we walked in.

Tell us about your best supervisor – what were the qualities about them that made them the “best” for you?   Tell us about the supervisor that was least helpful for you – what were the qualities/characteristics that were least helpful for you?

We all have different views, opinions, etc. which can sometimes lead to conflict – share with us a conflict that you had with a co-worker. Tell us the situation and walk us through what happened. (Ask them to be specific, not “usually I…” – and ask “what did you say”, “how did the other person respond”)

Describe the person that you have found it the most difficult to work with in any of your previous/current positions?

If you could change anything in your current position what would it be?

Tell us about a piece of constructive criticism that you received that helped you grow.

You mentioned that you are a leader. Tell us about a leadership position you have held.

How did you come to be in this role? Who did you lead? Describe how you led.

What are your three greatest strengths? How have you used these in your current position?
Give us an example of a time when:

· you were creative

· you were able to accept change

· you were especially hard working

· you were not motivated

· you did not meet a deadline

· you met a deadline 

Tell us about a stressful situation you have been in at work (or school). What did you do?

What things have you done that have given you the greatest degree of personal satisfaction?

Describe for us a time when you needed to be persuasive.

Give us an example of a time when someone disagreed with you.

What’s the most frustrating or least pleasant part of your current job?

Describe someone you’ve found difficult to work with (co-worker, classmate, committee member, etc.) 

How would your co-workers describe you while you are working?
What is the best piece of critical feedback you have received? What did you do when you received it?

Describe your best work environment? How was it structured, how many people did you work with, what was your day like, etc. Why was this “the best” for you?
How about your worst work environment?

In any company there are policies/practices with which we don’t agree. Tell us about a policy or practice at your current (or a former) place of work that you do not agree with.

Or
Tell us about a policy or practice at your current employment that you would like to see changed.

Tell us about something you are proud you accomplished.

Give us an example of something you delegated to one of your staff?
Share with us a time you had to hold a staff member accountable for not completing a task, or for not following a company policy.

Tell us your major success(es) as a leader. Give us an example of a failure as a leader.

Tell us about a difficult situation you have had to deal with in regard to a subordinate.

What were your career goals 5 years ago? What are they today?

Give some examples of specific accomplishments from your previous jobs.
What was one of the greatest challenges of your most recent position and tell us how you dealt with that challenge
Name something you did at your current or a past job that you were particularly proud of.

Have you ever received a verbal or written warning, or been suspended or discharged? If so, what were the circumstances?

Tell me about a time when you accepted a job only to find out it wasn't what you expected. What did you do? How did you handle it?
Describe how your desk looks at the end of the day.

Give an example of your organizational skills.

Describe how you schedule your day. 

Tell me about a significant mistake you made in your job. How did you handle it and what did you learn from it?

Computer:

Tell us what programs you have worked with?

Describe in detail the type of work you have done in each, how much time each day do you work in each program, etc

