Leadership Unit Project

Interview Guide 
Relevant Experience/Job Fit

· What are your greatest areas of strengths or your best attributes?

· Describe a typical workday.  What kind of work interests you the most?

· What relevant experience do you have to this type of work?

· What is your least favorite task in your current position?

· Explain your understanding of this job’s responsibilities and how your experiences relate.

· What type of work environment do you prefer?

Knowledge of Job Specific Skills

· What skills do you possess that would make you uniquely qualified for this position?

· What do you see as the key competencies needed in your current assignment and how have you gone about developing these?

· Indicate some of the significant development efforts you have undergone in the last few years.

· How did you learn to put your job tasks in order?

· How do you plan and organize to save time?

· How long would it take you to make a meaningful contribution to our firm?

Computer Skills (Self Assessed)

· What kind of training, schooling, or experience do you have regarding computer skills and abilities?

· How would you rate your computer skills?  Have you had formal training or did you learn on the job?

· What computer programs are you familiar with?

· Which of your former jobs requires the use of your office skills to their optimum?

· How do you stay up to date on your computer skills? 

Education

· What educational subjects did you enjoy most?

· Tell me about your most rewarding educational experience.

· How did you choose your major or area of study?

· What are your plans for further education?

Problem Solving 

· What steps do you take when a colleague is impending your productivity at work?

· When faced with a work-related problem, what steps do you take to address the issue?

· Please give me an example of how you obtained information to solve a problem?  What was the problem and how did you decide what information you required?

· What steps did you take on the last occasion that you detected the cause of a company operating error? 

Teamwork

· What role do you take in a team project?

· Describe how you have demonstrated your willingness to work collaboratively with others.

· How do you deal with disagreements with others?

· Describe a situation where you had to change your behavior to work with others.

· Tell me about a time when you inspired or coached a fellow co-worker.

· Tell me about a time in which you went “above and beyond” your standard job responsibilities. 

· Give me an example of a time when your attitude affected another person’s attitude and/or motivation

· What motivates you to put forth your greatest effort?

Communication

· Described a time when you made an effort to make sure the person with whom you were communicating with really understood your point. 

· What processes do you use to clarify your written work and verify its accuracy?  Have you developed a precise routine to confirm this accuracy?

· Tell me about a time when you had to be very careful in communicating delicate information.  What was the possible risk involved and how did you go about it?

· Give me an example when you had to present complex information in a simplified manner in order to explain it to someone. 

Accountability 

· Describe a “success” in which you were involved.  How did you contribute to the project or event?

· If I spoke with your previous boss, what would he or she say are your greatest strengths and weaknesses?

· Cite an example when you had had to take initiative.

· What kind of system or method are you currently using for reporting progress on your work?

· How do you follow through on projects?  Can you give an example?

Customer Focus

· How do you define customer service?

· How do you handle negative feedback from very angry clients?  How do you respond to him/her?

· What types of efforts are you making to serve your customers and to exceed customer expectations?

· Tell me about a time where you wowed a customer.

Career Goals 

· What are your short term (1-3 years) and long term (3-5 years) career goals?  How are you preparing to achieve those? 

· How does this position align with your career goals?

· What are some factors that would keep you here if you got the job?

· What, if any, opportunities for career development would you be interested in?

Professionalism

· Describe your relationship with your boss, co-workers. 

· What interests you most about this position?

· What is your dream job for your work life?

· Describe the work environment or culture in which you are most productive and happy. 

· What do you feel creates a professional atmosphere?  How did you contribute to the overall professionalism of the office?   
