Sample Interview Questions
QUESTIONS RELATED TO PAST JOBS

· What was your boss’s title and what were her/his duties?

· Tell me about the people you hired in your previous job.  How long did they work for you, and how did they work out?

· What do you consider to be your greatest accomplishment, achievement or innovation in your present (previous) job?

· Exactly what (tasks, activities, etc.) were you responsible for in your previous job?

· Describe a typical day on the job.  

· Did you ever create and/or implement any changes in the way the work was performed?

· What kind of problems did you encounter in your previous job?  How did you solve these problems?

· What type of decisions or situation in your previous job required you to consult a higher level of authority?

· What did you like most about your current/previous job?

· What did you like least about your current/previous job?

· Was your work ever criticized?  If so, in what way?  Did you improve? Are you comfortable in situations where others may critique your work and give you feedback?
· Why did you leave your last employer/why would you consider leaving your current employer?
· Can you give us a brief summary of what it is like or was like to work for _________?
· If you could go back and change anything about your previous or current employer, what would it be?

· Of all your previous jobs, which one did you like the most?  The least? Why?
QUESTIONS RELATED TO MOTIVATION

· Why did you select this line of work?

· What do you hope to achieve with the career you have chosen? What do you see yourself doing three years from now?

· What do see yourself doing ten years from now?

· What (experience, accomplishments, etc.) do you hope to gain from working for UTEP?
· Give me an example of a time when you went above and beyond the call of duty.

· Give me an example of an important goal which you had set in the past.  Did you achieve your goal? If you could go back what would you change?  

· Describe your three greatest accomplishments to date.

· Describe a situation in which your actions had a positive influence on others.

· How would you define “success” for someone in your line of work?

· Give examples of both satisfying and dissatisfying experiences in your previous jobs.  What caused these situations to be satisfying or dissatisfying? What would you have changed? What kind of supervisor do you work best for? How would you describe your management style? Provide examples.

QUESTIONS RELATED TO ABILITY

· I notice that you are/were working for ______.  Why did you decide to work there?

· In terms of comparing your original career goals to your current career?  How have your goals changed? Do you feel you have thus far been successful in achiving the career goals you have set for yourself? What has been your greatest work-related disappointment?  How did you handle it? What did you learn?
LEADERSHIP

· Have you ever been in a situation where you had to persuade others to accept your ideas? What was your approach? Did it work?

· Give an example of your ability to motivate   the people around you (co-workers, friends, classmates, etc.).

· What do you consider to be the toughest group you have had to receive cooperation from? Describe how you handled it. What was the outcome?

· Tell me about a project you had initiate or oversee. How did you communicate with your team? What did you do to make sure the project was a success?  Did the project succeed? What would change about the way you handled the project?
· What are 3 effective leadership qualities you think are important? How have you demonstrated these qualities in your previous/current jobs?

· Have you ever been a member of a group where team members did not work well together? What did you do to get them to cooperate? In the end, were they able to work together and get the job done?
· What risks have you taken in your present/previous job? Please describe in detail.

· Tell me about a leader you have worked with who you greatly respect. What characteristics make them effective and motivational as a team leader?

· In your previous positions, what were your short and long-term goals? Who else was involved in setting them? Which goals were achieved?

· Describe a leadership situation that you would handle differently if you had it to do over again.

· Tell me about a time when you asked for additional responsibilities.

· Tell me about a time when you influenced the outcome of a project by taking a leadership role.

· Give me an example of when you involved others in making a decision.

· Tell me about a time when you were able to provide a co-worker with recognition for the work they performed. What did they do?

· Tell me about a time when you anticipated future outcomes and made changes to your current responsibilities/operations to meet future needs.

QUESTIONS RELATED TO RESOURCEFULNESS
· When you run into a problem you can’t solve alone, how do you go about getting help? Are you comfortable with asking for help when need it?
· What was the most difficult problem you have encountered, and how did you solve it?
· Now more than ever the goals and responsibilities of an organization and its workers can change quickly?  Can you describe a situation in which you have had to adapt very quickly to a sudden change? What are your feelings toward working in an environment that may require you to change and adapt on a continuous basis?
TEAMWORK

· Give us some examples of the types of teams you have worked with. What were your roles?

· Describe a rewarding team experience.

· Describe a disappointing team experience. Looking back, what would you have done to improve the situation?

· Describe a situation where your team members did not agree on a course of action of point of view. How did you handle the situation? What do you think is the best way to handle this type of team situation?
· Give me your best example of working cooperatively as a team member to accomplish an important goal or objective. What was the goal or objective? What was your role in achieving this objective? To what extent did you interact with others on this project?

· Describe a situation in which you found that your results did not meet your supervisor's expectations. What happened? What action did you take?

· Tell me about a time when you worked with a colleague who was not completing their share of the work. Who, if anyone, did you tell or talk to about it? Did the manager take any steps to correct the problem? Did you agree or disagree with the manager's actions? Why?
· Tell me about a time when your coworkers gave you feedback about your actions. How did you respond? What changes did you make?

· Describe a situation in which you had to arrive at a compromise or guide others to a compromise.

· Describe a project you were responsible for that required a high level of interaction with people over a long period of time.

· Tell me about a time when you have worked in a diverse team in terms of expertise, background, experience, etc. For you, what challenges and opportunities did this diversity create?

· How have you recognized and rewarded a team member in the past? What was the situation?

QUESTIONS RELATED TO THE ABILITY TO WORK UNDER THE DIRECTION OF OTHERS

· How well do you think your supervisor does his/her job?

· What did your supervisor compliment you on?  What did your supervisor correct you on?

·  Have you ever disagreed with a supervisor’s decision??  How did you handle the situation?
· In reference to your previous jobs, would you consider them to be more team work intensive or individualized? Can you give use an example? Do you prefer team work intensive or individualized jobs? Why?  
PERSONAL WORK BELIEFS AND SELF-EVALUATION

· What qualities do you think you can you bring to this job that no one else can supply?

· What do you consider to be your greatest weakness as an employee your current or previous jobs? If you had a problem or complaint during your current or previous jobs, how did you handle it?  Do you think the way you handled it was correct? 
INITIATIVE

· Give me examples of projects/tasks you started on your own.

· Tell me about a time when you took it upon yourself to accomplish a task without being asked.

· Tell me about a time when you had to go above and beyond the call of duty in order to get a job done.

· Describe the most creative work-related project you have completed.

· What did you do to prepare for this interview?

· Give me an example of a situation that could not have happened successfully without you being there.

· Give an example of when your persistence had a big payoff.
INTERPERSONAL SKILLS

· Give me an example of a time when you had to address an angry customer. What was the problem and what was the eventual outcome? What was your role in defusing the situation?

· Describe a difficult decision you made and its outcome.

· Describe a situation in which you were able to effectively “read” another person and guide your actions by your understanding of their needs and values.

· Tell me about the most difficult or frustrating individual that you’ve ever had to work with, and how you managed to work with them.

DECISION MAKING / PROBLEM SOLVING

· Give me an example of a time when you had to put a decision on hold because you did not have enough information. How did you go about finding the information you needed?
· What steps do you follow to understand and solve a problem?

· Give an example of a time when you had to be relatively quick in coming to a decision.

· What has been your most difficult decision in the last 6 months? What made it difficult?

· What kind of decisions do you make rapidly? What kinds of decisions take you more time? Tell me about a time when you had to solve a problem that posed an ethical challenged or did not promote fairness? 

· Give me an example of a time when a decision had to be made without guidelines or proper procedures being in place.  What was the outcome?

· Describe a specific problem you solved for your employer. How did you approach the problem? What role did others play? What was the outcome?

· Give me an example of when taking your time to make a decision paid off.

· Tell me about a time when you were forced to make an unpopular decision.

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

· Tell me about a time when you missed an obvious solution to a problem.

· Describe a time when you anticipated potential problems and developed preventive measures.

· Please describe a time when you faced a significant organizational or political barrier to succeeding with an important work project or activity. Describe the barrier and the process you used to arrive at your solution.

COMMUNICATION

· Tell me about a situation when you had to speak up in order to get a point across that was important to you.

· Have you ever had to "sell" an idea to your co-workers or a group? How did you do it? Did they "buy" it?

· Describe the most significant written document, report, or presentation you had to complete.

· Give me an example of a time when you were able to successfully communicate with another person, even when that individual may not have personally liked you.

· Give me a specific example of a time when a co-worker criticized your work in front of others. How did you respond? How has that event influenced the way you communicate with others?

· Tell me about a time when you had to present complex information.

· Tell me about a time when you had to resolve a difference of opinion with a coworker/customer/supervisor. How do you feel you showed respect?

· Tell me about a time in which you had to use your written communication skills in order to get an important point across.

· What experience do you have giving presentations to groups of varying sizes?  Are you comfortable presenting information in front of a group? What do you feel has been your best presentation and what was the presentation about? What made the presentation a success?
ADAPTABILITY TO CHANGE / FLEXIBILITY

· Describe a time where you were faced with problems or stresses that tested your coping skills.

· Please tell me about a decision you made while under a lot of pressure.

· Describe a time when you put your needs aside to help a co-worker understand a task. How did you assist them? What was the result?

· Tell me about a specific time when you were given new information that affected a decision that you had already made. What was the outcome?

· Describe how you develop a team’s goals and project plan?

· What do you do when your time schedule or project plan is upset by unforeseen circumstances? Give an example.

TIME MANAGEMENT

· Tell me about a time when you failed to meet a deadline. What things did you fail to do? What were the repercussions? What did you learn?

· Tell me about a time when you were particularly effective when prioritizing tasks and completing a project on schedule.

· Are you better at working on many tasks at a time, or at working on taks one at a time? Please provide two examples that illustrate this.

· How do you decide what gets top priority when scheduling your time?

· What have you done in order to be effective with your organization and planning?

· How do you schedule your time? Set priorities? How do you handle multiple tasks at once?

· Describe a situation when you had many projects due at the same time. What steps did you take to get them all done?

SPECIAL QUESTIONS

· What are some of the things your company might have done to be more successful?

· Why do you think we should hire you?
· What characteristics might differentiate you from other candidates?

· What kind of people do you feel represent a challenge to work with and how do you best deal with them?

· Describe the most difficult person you have ever worked with and how you handled him or her.

· What kinds of work pressures do you find the most difficult to deal with?

· Define, in your own words “on-the-job-stress”.

· What makes you stand out from your peers?
· What are your salary expectations if offered this position?
SUPERVISION

· Give me an example of a time when you helped a staff member accept change and make the necessary adjustments to move forward. What were the changes? Were they successful?  What do you see as the difference between “empowerment” and “delegation”? What are the keys to effective empowerment? What skills does a manager need to use most when empowering his or her staff? How important is delegation of responsibility in empowering others?

· How would you handle a situation in which an employee asked you for more responsibilities but you felt they were not ready?  How might you help your employee develop the necessary skills? Tell me about a time when you had to take disciplinary action against someone you supervised.

· Tell me about a time when you had to tell a staff member that you were dissatisfied with his or her work.

· What one experience proved to you that you would be a capable manager?

· Tell me about a time when you had to handle a tough morale problem.

· Discuss a work situation in which you felt you successfully directed the work of others.

· Tell me about a time when you department was going through long-term changes or working on a long-term project. What did you do to keep your staff focused?

· Give me a specific example of how you have empowered your staff to make independent decisions.

· Tell me about the expectations you create for staff.

SCENARIO QUESTIONS

· Tell me about a time when you were creative in solving a problem 
· Tell me about a time when you were able to build team spirit in a time of low morale.

· Give me an example of a time when you had to convince others to conform to a policy you didn't believe in. 
· Tell me about a time you did not properly handle a disagreement with a co-worker. In hindsight is there anything you would have done differently? 
· Describe a time when you felt you “lost your cool” on the job and the result.

· Give an example of a potentially volatile situation or individual that you successfully calmed down and how you went about it?
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