SAMPLE INTERVIEW QUESTIONS

Opening:
o Tell us about yourself
e Tell us how your background has provided you with the knowledge and skills for this position.
e Why are you the best candidate?
e Why this position and why now?

Action-Oriented

e Tell me about a time in which you saw an opportunity that required immediate action or
the opportunity would be lost. What did you do?

e Tell me about a project you worked on that had an aggressive timeline. How did you
approach the project to make sure all of the deliverables were provided on time?

Communication Skills

e Tell me about a project in which you needed to keep others informed. How did you do
this? How do you know if you communication was effective?

Composure

e Tell me about a time when you observed others getting frustrated. What did you do to
help them move through their frustrations?
e Tell me about a time when you were extremely frustrated. How did you work through it?

Conviction and Courage

e Tell me about an unpopular stand you had to take at work. What was the situation and
how did you handle it?

e Tell me about the most adverse situation you've had at work. What was the situation?
How did you handle it?

Creativity
e Tell me about a situation or problem that required you to “think out of the box.”

Customer Focus

e Tell me about a time in which you saw that a customer’s needs were not being met. How
did you know their need was not being met? What did you do? What was the outcome?

e Tell me about a time in which you had a particularly challenging interaction with a
customer. How did you handle it? What was the outcome?

Dealing with Ambiguity
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e Tell me about a time when you started working one way, but events dictated a change.
What was the change? What did you do? What was the outcome or result?

e Tell me about a time when you were assigned a project you had to complete very quickly
yet you didn't have all the information you needed. What did you do?

Detail Orientation

e Give me an example of a time where your attention to detail helped you avoid making a
serious mistake.

e Describe a situation where you didn't pay as close attention to the details as you should
have.

Diversity

e Give me an example of a time when your values and beliefs impacted your relationship
with a peer, coworker, supervisor or customer.

e Tell me about a time you adapted your style in order to work effectively with those who
were different from you.

e Give me an example of a time when a person’s cultural background affected your
approach to a work situation.

Functional/Technical/Job Skills

e Give me an example of a time when your values and beliefs impacted your relationship
with a peer, coworker, supervisor or customer.

e Tell me about a time you adapted your style in order to work effectively with those who
were different from you.

e Give me an example of a time when a person’s cultural background affected your
approach to a work situation.

Influencing/Persuading

e Tell me how you persuaded someone to support an unpopular project or idea.
e Tell me about the best idea you ever sold to a peer, employee, or higher level
management. What was your approach? Why do think you succeeded?

Initiative

e Give me an example of a project where you came up with the idea and managed the
process from start to finish.

e Describe a significant project idea you initiated in the last year. How did you know if was
needed? Was it used? How did it work?

e Give me an example of a time when you went above or beyond the call of duty in order to
get a job done.

o Describe a time where you took the initiative to act rather than waiting to be told what to
do.
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Interpersonal Skills

e Tell me about a time when you worked with someone who had a different working style
than you. Describe your styles and how they were different. How did you handle the
situation?

e Tell me about a time when you had to work closely with a coworker whom you disliked or
with whom you had trouble working. What did you do to make the relationship work so
you could succeed for your company?

Manager Relationships

e Tell me about a time you went the “extra mile” for your boss. Why did you do this?
e Tell me about the worst boss you've had. What made him/her the worst boss? How were
you able to work with this person? Is there anything you would have done differently?

Motivation

e Tell me about a time you were highly motivated and your example inspired others.
o We all get assignments we really don't want to do. Give me an example of a time that
happened to you and tell me how you motivated yourself to get it done.

Negotiation and Conflict Management

e Describe a conflict you were involved in at work. How did you resolve the conflict? What
happened next with that coworker or team?

e Describe a situation in which you were in disagreement with another about what needed
to be done or how the situation needed to be approached. What was the situation and
how was it resolved?

Organizational Agility

e Tell me about a time when you needed to gain support for an idea or program. How did
you do this?

e Describe a time where your ability to understand an organization’s culture helped you
develop the relationships and partnerships you needed to accomplish something that had
to be done.

Planning/Organizing and Coordination

e Tell me about a project you had to plan, organize and coordinate from beginning to end.
Give me an overview of how you did this. What was the outcome? If you had to it over,
what would you do differently?

Problem Solving
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e Describe a problem situation where you had to seek out relevant information, define key
issues, and decide on which steps to take to get the desired results.

e Give me an example of a time when you used your fact-finding skills to solve a problem.

e Tell me about a situation where the analysis you performed was incorrect. If you had to
do it over again, what would you do differently?

Results Orientation

e Being successful takes more than luck - it also takes hard work. Tell me about a time
when you had to work very hard and make personal sacrifices to achieve a work related
or personal goal.

e Describe a time when, against all odds, you were able to get a project or task completed
within the defined parameters.

Safety in the Workplace

o Safety is not a one-person job. Give me an example of a time you were able to improve
safety only because you chose to involve others in making the improvement.

e Describe a time when you identified a potential safety issue and addressed it before a
problem occurred.

e Tell me about a way you have made your workplace a safer place for people to work.

Teamwork

e Tell me about a time you worked as a team member on a team that had one or more
unproductive members. What did you do? Why did you choose to do that? How did it
work out? Would you have done anything differently?

e (Leader) Describe a time when you were able to build team spirit in an environment of low
morale.

e (Leader) Give me an example of a time that your leadership transformed a group of
people into an effective, healthy, productive team.

Technology Management/Utilization

e Tell me about a time you applied technology to improve a service, process or productivity.

e Describe a time when you applied a new piece of technology to an existing task or project.
What benefits resulted from the technological application? How did you determine there
would be a benefit?

Time Management

e Tell me about a time you achieved a great deal in a short amount of time.

e Give me an example of a time you were unable to complete a project on schedule despite
your best efforts.

e By way of example, convince me that you can get more done in less time than others.
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