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Stimulate Self-Assessment

· Tell me about your work history

· What do you think your last supervisor will say about you?

· What asset would you bring to this job?

· Have you received any special awards/recognition for activities that you’ve done?

· Are you a leader or a follower?

· Why did you apply here?

· What kind of pay increases did you receive in your last job?  Were you satisfied with them?

· How do you feel about your progress in your present organization?  Do you consider it representative of you ability?

· Did you have a performance review?  What did your supervisor say about your performance (strengths & weaknesses)?

Strengths

· What are your strong points?

· What are your three greatest strengths? 

· What can you contribute to our organization? 

· What is your greatest strength? 

· What do you feel the most confident doing?

· What are your strong points and how have they helped you to succeed?

· We've interviewed a number of highly qualified candidates for this position.  What sets you apart from the others?  

Weaknesses

· Name your three greatest weaknesses. 

· Which is the worst of your three greatest weaknesses and why? 

· What things/tasks do you find difficult to do?

· What frustrates you the most?

· What part of your current job are you the least comfortable with? 

· What are your weak points and how have you overcome them? 

· What about yourself would you want to improve? 

· In which area do you need to make improvements?

Work Ethic
· What is a “work ethic”?  How would you describe your work ethic?

· How would your past employer describe your work ethic?

· Tell me about someone you know who has a strong work ethic & why.

· How many hours do you think a person should devote to their job?

· How long should you keep a job?

· If you were unhappy with a job, what would you do?

· If you were looking at your work history, what would you think?

· Describe a task you were not happy about doing and how you completed it.

· What do you consider a hard day’s work?

· Give me an example of a time when you had to go “above and beyond” to get a job done.

Attendance

· How do you feel about punctuality?  

· Are you always on time?

· What do you think is a satisfactory attendance record?

· What would your past supervisor tell me about your attendance record or punctuality?

· How do you feel about working weekends & holidays?

· Do you have reliable transportation?

Honesty

· Define honesty.

· Tell me about someone you think is honest, why.

· Would your previous employer describe you as honest?  What would he/she say?

· Have you ever “covered” for someone who stole something?

· Have you ever broken a rule or company policy?  Tell me what happened.

· Have you ever seen a co-worker steal?  What did you do about it?

· If you saw another employee stealing or being dishonest, what would you do?

· If you found a wallet in the parking lot, what would you do with it?

· Have you ever been short money at the end of your shift?  How much?  What happened?

· What would you do if you saw a co-worker take something that you knew belonged to the company?

Motivation

· What, in your opinion, is success?

· What motivates you to do your best?

· How can you tell when you’ve done a good job?

· Name three things that motivate you (money, recognition, etc).
· How do you like to be recognized for doing a good job?

· Tell me something a former boss did to reward you for doing a good job. 

· One of the requirements for this position is that the individual be a self-starter.  Give me an example of your ability to be a self-starter. 

· How do you motivate yourself to complete unpleasant assignments? 

Preferences for Work Duties & Work Environment

· What are you looking for in a job?

· What would those daily duties consist of?

· If you could write your ideal job description, what would the duties be?

· What are some things in a job that are important to you?

· What are some things in a job that you would avoid?

· At what work pace do you function best?  Fast & Furious?  Slow & steady?

· Do you prefer working in a small or large staff?

· Do you prefer reporting to one person or several?

· Why did you select this particular field of work?

· What is the general impression of the last company you worked for?

Effective Communication

· How do you effectively communicate with others? 

· How important is listening in making communications effective? 

· What are some of the characteristics of a good listener? 

· Tell us about a situation where you demonstrated good communications skills. 

· Tell us about a situation where you demonstrated poor communications skills.   What would you have done differently?

· How would you rate your communications skills?  Why? 

Effective Communication with Co-workers

· What are some rules to follow to insure effective communications with your co-workers? 

· What are some of the means of communication in the workplace? 

· How would your co-workers rate your communications skills? 

Effective Communication with Your Supervisor

· Communicating with your supervisor is an important aspect of all of our jobs. How do you communicate effectively with your supervisor? 

· What are the reasons for communicating upward to your superiors? 

· How would your supervisor rate your communications skills? 

· Relate to me a confrontation that you've had with your supervisor.  Who was wrong and why?

Relating to Supervisors & Co-Workers in the Workplace

· What have you liked/disliked about supervisors you’ve worked for?

· What are the attributes in an ideal supervisor?

· Tell me about a supervisor you’ve worked for who you really respected.  Why?

· In what ways has your past supervisor supported your performance?

· What kind of people do you enjoy working with?

· What kind of people do you find it difficult to work with?

· What problems have you encountered when working with people?

· What do you consider essential in the management of people?

· Describe a co-worker who you did not get along with.  Why?

· Describe a time when you felt it was necessary to modify or change your actions in order to respond to the needs of another person.

Working Effectively With Others

· Tell me about your inter-personal skills. 

· How do you handle difficult people?

· How do you deal with conflict? 

· To what extent have your job duties required interface with other departments? 

· In what kinds of situations do you find it most difficult to deal with people? 

· To what extent have you worked in an ethnically, socio-economically, and/or culturally diverse community? 

· Tell us about your experience in dealing with a variety of different people. 

· Tell us about a situation in which you were required to work with people at various levels within your organization? 

· What was the most important step that you took to work effectively with these people?

· What experience have you had working with vendors?

Teamwork

· What is teamwork?

· What are the characteristics of a successful team? 

· What did you do in your last job to contribute to a teamwork environment?

· Tell me about an unsuccessful team of which you were a member. What could you have done differently? 

· Tell me about a successful team of which you were a member. What was the most outstanding characteristic of that team? What did you contribute? 

· What are the important qualities a person should have to become an effective team member? 

· What qualities do you have that make you an effective team player? 

· Do you work better by yourself or as part of a team? 

· What can you contribute to help establish a positive working environment for our team? 

· What type of people do you work best with?

· Tell me about a project you worked on as a team and what you contributed.

Judgment / Integrity

· Tell me about your integrity. 

· Tell me about a situation that would exemplify your integrity.

· Give us a situation that illustrates your ability to exercise good judgment.

· Relate to me the last time you dealt with an ethical question on the job and how you handled the situation. 

· Tell us about a situation where you made a mistake. How did you handle the mistake and what was the resolution? 

· Under what circumstances should you bypass your supervisor and go to your supervisor’s supervisor? 

· In instances where you are required to assert yourself, what do you do to assert yourself effectively?

Decision Making Ability

· Give me an example of a time in which you had to give an immediate decision.

· What would you do if you did not agree with a company policy?

· Give me an example of a time in which you conformed to a company policy that you did not agree with.

· Give me an example of a problem you had on the job & how you went about solving it.

· Give me an example of a time when you had to use your fact-finding skills to gain enough information to solve a problem.  Tell me how you analyzed the information to come to a decision. 

Accountability

· Have you ever failed at a task?  How did you respond to that?

· Provide me with an example of your ability to work independently.

· Have you ever been criticized, for what?

· How do you know when you’ve done a good job?

· Describe a time on any job where you were faced with problems or stress.  What did you do?

· What is a weakness of yours?  

· What have you done to overcome your weakness?

· Give an example of how this interfered with achieving an objective.  

Confidence
· How confident are you that you can successfully perform the duties of this position and why? 

· Tell me about a situation that would demonstrate the level of confidence that you have in yourself. 

· Tell me about a situation that would demonstrate the level of confidence your manager has in you. 

· Tell me about a situation that would show the confidence your co-workers have in you. 

Responsibility

· Briefly describe the most significant responsibility you have had in your career and what it taught you? 

· How do you handle responsibility? 

Pressure

· What experience have you had in pressure situations? 

· What kind of deadlines have you had to meet?

· How do you ensure that you meet deadlines?

· Tell me about a situation you were in that would demonstrate your ability to work under pressure. 

· Provide me with an example of how you’ve asserted yourself in an emergency or high-pressure situation? 

· What does it take to get under your skin? 

· Give me an example of something that irritates you at work.

· What are some constructive methods of dealing with stress? 

Problem-Solving
· Provide me with an example of your problem-solving ability. 

· How have you incorporated collaborative problem-solving in your organization?
· What are the benefits of collaborative problem-solving?

· Describe a situation where you came up with a creative solution to a problem. 

· Tell me about a situation in which you were required to analyze and solve a complex problem.

Risk

· How do you deal with risk on the job? 

· Name the greatest risk that you've taken? 

· Name the greatest risk that you've taken which resulted in failure. 

· Tell me about a time when you tried but failed?
Leadership

· Define leadership? 

· What personal qualities should a leader have? 

· What is your strongest leadership skill and how will it assist you for this job? 

· Provide me with an example of your leadership ability. 

· What have you done to develop your leadership skills? 

· What is the difference between a leader and a manager? 

· Tell me about a situation in which you demonstrated your leadership ability.
Organizational Skills / Project Management

· Describe the most creative work-related project you have ever carried out.

· Describe the most significant project you have ever completed.

· What did you do in your last job in order to be effective with your organizational & planning skills?  Please be specific.

Customer Service

· How would you describe excellent customer service?

· What does good customer service involve? 

· What benefits come from good customer service?

· Tell me about your experience in dealing with the public.
· What do you think your customers would say about your service?

· What would you do if a customer got very upset and yelled at you?

· Tell me about how you handled a dissatisfied customer in the past.

· Tell me about a specific time when you did something special to satisfy a customer.

· Tell me about a time when a customer complained to you.  What did you do?

· Name some of the criteria that are included in the CSI survey.  Why is it important?

· What steps can you take to establish a "customer first" attitude in the organization?

· What is your impression so far of the service at this company?

· Tell me about a place where you had really good customer service.  What made the service so good?

· Tell me about a place where you had really bad customer service.  What made the service so bad?

· Tell me about a situation when you dealt with a difficult customer.  How did you handle the situation?

· Give me an example of a situation you handled exemplifying superior customer service.

· Tell us about a situation in which you dealt with a customer and what you would have done differently.

Telephone Skills

· What is the importance of greeting the customer politely on the telephone? 

· In taking a message for another employee, what information should be included on the message? 

· Another department calls for your supervisor. Your supervisor is on the telephone. How will you handle this call? 

· What telephone techniques are important when serving as a receptionist? 

· As a receptionist you are responsible for answering the telephones. What would you do if four lines were ringing at the same time? 

· Your supervisor is on the telephone. An outside organization calls and when you inform your supervisor, he simply says "Handle it". What will you do? 

· The supervisor returns after lunch and says that the information on the call slip you took is incorrect. How will you handle this?

Explore Aspirations and Career Goals

· Where do you see your career in two years; five years; overall?

· What are you doing to achieve your career goals?

· Do you feel that today you are where you expected to be in your career?

· Give me an example of an important goal you set in the past and how you reached it.

· If money were no consideration, what would you say was the most enjoyable work you’ve ever done?

Assessing Suitability

· What attracts you to this job?

· What do you believe qualifies you for this position?

· What elements of this job would be new to you?

· How have your previous jobs prepared you for more responsibility?

· How have your previous jobs prepared you for this position?

· Are you willing to learn & perform these activities?

· What position in your background most closely relates to this position?

· What additional training do you feel is required for you to be successful in this position?

Behavioral Questions

· You are sitting next to a coworker who is consistently rude to others over the telephone. You realize that no one is aware of this. How would you handle this situation? 

· You are given a new assignment, but not given any instructions. How would you go about completing your assignment? 

· A vital piece of equipment requires repair.  You are the only mechanic certified to repair the piece of equipment.  You receive a call that your father is on his way to the hospital.  What will you do? 

· Your co-worker continually comes over to your desk to complain about management. Your supervisor seems to be paying particular attention to the two of you. How will you handle this situation?

· Your general manager has given you an assignment that will require you to work late tonight.  However, you have dinner and expensive tickets to a show with your spouse tonight.  What will you do? 

· Your co-worker is consistently unconcerned with issues at work. You and your co-worker have a joint assignment, but the co-worker just shrugs it off. What steps will you take? 

· A customer calls and is irate because she has been transferred to three different departments and cannot get anybody to answer her question. How will you handle the call?

· As you're walking out of the building, you notice an employee from another section carrying department equipment to his car. The equipment is clearly labeled and belongs in your section's work area. What will you do? 

· You work on a field crew using heavy equipment.   After lunch you notice the smell of alcohol on your co-worker's breath.  How will you handle this situation? 

· One of the members of your team does only what is absolutely necessary at work.  His performance is impacting the team.  How might this person's performance affect your work?  Would you work overtime to complete a team project?
