INTERVIEW QUESTIONS YOU CAN AND CANNOT ASK

The Uniform Guidelines arising out of Title VII and EEOC legislation insist that the interview be designed on the basis of specific job requirements. Both the content and method of the interview must be developed to reveal accurately and fairly which candidates are most qualified to fulfill the job requirements.  Questions related to gender, sexual orientation, age, marital status, color, race, religion, national origin, medical condition, pregnancy, or disability are inappropriate and against the law. In addition, employers must afford each candidate equal treatment in the screening process. 

Examples of questions you can and cannot ask:

· Name

Permissible: 
· Name

· "Have you ever used another name?" or "Is there any additional information relative to change of name, use of an assumed name, or nickname necessary to enable a check on your work and education record?  If yes, please explain."

Avoid:

· Inquiries about the name that would indicate applicant's sex, marital status, lineage, ancestry, national origin, or descent. 
· Residence

Permissible:

· Place of residence.

Avoid:

· "Do you own or rent your home?"

· Names or relationship of persons with whom applicant resides

· Age
Permissible:

· Statement that hire is subject to verification that applicant meets legal age requirements.
Avoid:

· Age

· Birth Date

· Dates of attendance of elementary or high school

· Questions that tend to identify applicants over age forty

· Birthplace/Citizenship

Permissible:

· "Could you, after employment, submit verification of your legal right to work in the United States?"

· Statement that such proof may be required after a decision is made to hire the candidate.

Avoid:

· Birthplace of applicant, applicant's parents, spouse, or other relatives.

· "Are you a U.S. citizen" or citizenship of applicant, applicant's parents, spouse, or other relatives.

· Requirements that applicant produces naturalization, first papers, or alien card prior to a decision to hire.

· National Origin

Permissible:

· Language applicant reads, speaks, or writes, if use of language other than English is relevant to the job for which applicant is applying.

Avoid:

· Questions as to nationality, lineage, ancestry, national origin, descent, or parentage of applicant, applicant's parents, or spouse.

· "What is your native tongue?"

· Language commonly used by applicant.

· How applicant acquired ability to read, write, or speak a foreign language.

· Questions asking specifically the nationality, racial affiliations, or religious affiliation of a school attended.

· Sex, Marital Status, Family

Permissible:

· Name and address of parent or guardian if applicant is a minor.

· Statement of company policy regarding work assignment of employees who are related.

Avoid:

· Questions that indicate applicant's sex.

· Questions that indicate applicant's marital status.

· Number and/or ages of children or dependents.

· Provisions for childcare.

· Questions regarding pregnancy, child bearing, or birth control.

· Name and addresses of relatives, spouse, or children of adult applicants.

· Inquiries made to males and females alike, as to duration of stay on job or anticipated absences.

· Physical or Mental Disability

Permissible:

· Statement by employer that offer may be made contingent upon an applicant passing a job-related physical examination (if applicable).

Avoid 

· Questions regarding applicant's general medical condition, state of health, or illnesses.

· Questions regarding receipt of Workers' Compensation.

· Questions regarding past sick leave usage 

· "Do you have any physical or mental disabilities or handicaps?"

· Religion

Permissible:

· Statement by employer of regular days, hours or shifts to be worked.

Avoid:

· Questions regarding applicant's religion.

· Religious days observed.

· "Does your religion prevent you from working weekends or holidays?"

· Criminal Records

Permissible:

· Job-related questions about convictions, except those convictions that have been sealed, expunged, or statutorily eradicated.  If you need to ask about a criminal record, please contact Personnel Services prior to the interview.

Avoid:

· Arrest record.

· “Have you ever been arrested?”
TYPES OF INTERVIEW QUESTIONS

When developing interview questions, consider what types of question would best give you the information you are seeking.  Listed below are different types of interview questions and when each is best used or should be avoided:

· Theoretical (Situational) questions place the interviewee in a hypothetical situation. These questions are more likely to test the interviewee’s skill at answering questions rather than exploring the interviewee’s ability to do a good job. These questions usually take the form of “Here’s the situation… What would you do?”  Example: “If you were hiring someone for this position, what qualities would you look for?”

· Alternate choice questions consist of two or more equally desirable or undesirable options.  These types of questions should normally be avoided. Example:  "Do you prefer establishing your own work priorities or having them pre-determined for you?" Always follow-up with why the person chose one answer over the other.

· Yes or No questions should be avoided because they obtain very limited information from the applicant.  Example: “Can you operate an IBM computer?”
· Loaded or leading questions should be avoided because they suggest a correct answer.  Such questions often reveal the interviewer’s attitudes and may help applicants to create answers to fit those attitudes.  Example: “Our department wants hard working employees.  What kind of employee are you?”
· Direct questions are used to get very specific information, such as "What accounting courses have you had?"  They are valuable for questioning applicants in depth or on topics brought up by candidates' responses to open-ended or theoretical questions.  

· Definitional questions are usually posed in a “What is a …” or “What does _____________ refer to or mean?” format.  They require applicants to demonstrate their knowledge of terms, concepts, and tools.

· Open-ended questions require more than a yes or no response.  They often begin with “Tell me…,” “Describe…,” “When…”. Open-ended questions are basic to any effective interview because they call for candidates to relate information and ideas that they feel are important.

· Behavioral questions seek demonstrated examples of behavior from past experience and concentrate on job related functions. Behavioral interviewing is a more systematic and standardized process of evaluating job candidates than the typical “traditional interview.”  Behavioral interviewing is based on the principle that the best predictor of future performance is past performance in a similar circumstance.  Therefore, the questions asked focus on behavior and ask how applicants respond to a variety of specific situations and what results occurred from their actions. 

For example, if you want to predict how applicants will behave with difficult clients, ask them to describe previous experience with different clients.  The applicant will relate actual experiences rather than imagining what he or she might do in some hypothetical situation.
Behavioral interviewing focuses on experiences, behaviors, knowledge, skills and abilities that are job related. Applicants may use work experience, activities, hobbies, volunteer work, school projects, family life – anything really – as examples of their past behavior. Behavioral interviews give candidates a chance to “tell a story” as opposed to a one-sentence answer.  

Example: 

Describe a situation where you set challenging goals for yourself and accomplished them.

What was the situation that led you to set this goal?

What did you hope to accomplish and why was this important to you?

In what way did these goals represent a stretch or challenge for you?

How did you go about achieving this goal?  What specific things did you do?

What level of effort did you have to put in to achieve your goal?

How did others feel about your actions?

What was the result?
Interviewers should also have several follow-up questions and probe for details that explore all aspects of a given situation or experience.  

Examples of follow-up questions:

1. Please clarify what you mean by …

2. How did you feel when that happened?

3. Why do you think you reacted as you did?

4. Did you consider other options at the time?

5. Please give me more details about …

6. How do you think others felt about your actions at the time?

7. Looking back on the experience, how do you see things now?

8. What was going through your mind when you took that action?

9. Did the outcome of your action satisfy you?

10. Can you give me an example?

11. What did you do?

12. What did you say?

13. What was your role?

14. What was the result?

SAMPLE INTERVIEW QUESTIONS

General Questions:
Previous Job Experience/Performance:

· What are/were your responsibilities and accountabilities?

· Describe three instances where you feel you’ve done your best work.

· How were you most effective in your previous organization?  Be specific.

· What has been the hardest or most difficult part of your present job?

· What are the essential functions of your current job?

· Why did you leave?

· What do you spend the most time doing in your present/past positions?

· Describe the working environment in your present job.

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

· What has been the hardest or most difficult part of your present job?

· Describe some examples of specific job conditions/tasks, or assignments that have been dissatisfying to you.

· Give me an example of when you worked the hardest and felt the greatest sense of achievement.

· Describe what you consider to be your proudest achievement.

· Provide examples of your three most important accomplishments.

· In your most recent position, what did you learn?  How did you apply this learning?

· Tell me about a challenge you faced in a previous work situation.  How did you respond?

· What have been the biggest goals you have set and achieved in recent years?  How did you do this?

· Tell me about a time you made a mistake at your previous job that cost the company time and money.

· What have been some of the biggest business decisions you made in the last few years?

· Tell me about a time when you made a significant impact towards the outcome of a project.

· Tell me about a time when you experienced a setback while working on a project.

· What is the most important thing you learned about yourself in your present position and how will it make you more effective on this job?
Expectations for This Job:

· What type of work setting motivates you?

· Why did you apply for this position?

· Why should you be hired for this position?

· Based on what you know about the position, which aspects of it would be most attractive to you?  Least attractive?

· How would you describe your past performance in a similar position?

· What do you think are the most important qualities we should look for in someone to fill this particular position?

· What is important to you in a job and why?

· Walk me through the major highlights of your career so far and tell me where you want to go next.

· Tell me about a time when you set your sights too high (or too low).

Management Attitudes:

· What in your opinion is the most important function of a manager?

· What kind of direction do you prefer from a supervisor?

· What do you consider to be important attributes of a supervisor?

· Describe what you liked and disliked about how you were managed in previous positions.

· Give an example of a specific occasion when you conformed to a policy with which you did not agree.

· Tell me about a situation where you didn’t get along with your supervisor.

· In your current position in which you report to the (Director), describe an incident in which you disagreed with the (Director) and tell me how this issue was resolved.
Decision-Making/Problem-Solving/Analytical Skills:

· Describe a specific time on the job when your problem-solving skills were tested.  What did you do?

· Give an example of a time when you had to make a quick decision.

· Tell me about a major obstacle you encountered in your last job and how you handled it.

· Give an example of time when you had to use your fact-finding skills to get information to solve a problem – then describe how you analyzed the information to come to a decision.

· Give an example of a problem you faced on a job and describe how you solved it.

· What are some examples of important types of decisions or recommendations you were/are called upon to make in your past/present position?

· Most of us can think of an important decision we’d make differently if we could do it over.  Give an example from your experience.

· Give an example of a difficult decision you had to make at your last job.  How did you solve it?  Why did you choose that method instead of another solution?

· What has been a stubborn or recurring problem area you would have liked to solve in your current job, but haven’t yet.

· What process do you follow in solving problems?

· What methods do you use to make decisions?  Give an example of your approach.

· What kinds of decisions do/did you have authority over?  Which one do/did you have to check with your manager before making?

· What information or technical support has helped you succeed on the job?  (For example, policy and procedures, standardized forms, goals, etc.)

· Have you ever had to make a decision before you had all the data you wanted?  Give an example.  What did you do?

· Recall a time when you made what you consider a mistake or a bad decision on the job.  How did you handle the situation?

· Tell me about a time when you had to solve a difficult problem.

· Describe a major problem you have faced and how you dealt with it.

· Give me an example of a time when you had to be quick in coming to a decision.  What was the outcome?

· Describe the project or situation that best demonstrated your analytical skills.

· Give me an instance when you had to think on your feet to extricate yourself from a problem.

· Give me a specific example of a time when you used good judgment and logic in solving a problem.

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

· Give an example of a problem you solved and the process you used.

· Tell me about a difficult decision you made.

· What have been some of the most difficult decisions you had to make?  What alternatives did you consider?  What did you do?  What was the outcome?

· Give me an example when you had to make a decision without consulting your boss.  What did you do?

· Tell me about a time when you had to make a decision when you had too little information to easily arrive at a decision.  What happened?

· Tell me about a time when you had a problem you couldn’t solve.

· What were the most difficult decisions you made in the last six months?  How did you formulate these decisions?

· What decisions have you made that were incorrect and cost the company money?  Explain.

· What was the most difficult decision you have had to make over the past year?

· What problems have you recently been asked to solve? How did you address these problems?
Interpersonal/Communication Skills/Conflict

· Describe how you would endeavor to convince your boss to grant you additional funds for a purpose you have in mind.

· Describe some projects you worked on that required strong writing skills.  What was the level of your responsibility?  What was the primary audience?

· How would you characterize your communication skills?

· Name one recent success you had in dealing with an unhappy customer, co-worker, vendor, etc.  How did you accomplish it?

· How do you persuade others to get what you want?

· In a past job, when did you find it necessary to disagree with your supervisor?  How did you approach him/her and what was the result?

· What role do you usually take in a group meeting or discussion?

· When you started new jobs, how did you establish good relationships with your co-workers? With management?

· Have you ever had a situation when you found it necessary to confront someone at work?  How did you handle it?

· What approaches worked best for you in the past in communicating with your boss?  With your co-workers?  

· In your past employment, what kind of co-workers or clients rubbed you the wrong way?  How did you respond?

· Tell me about a time when you felt you went beyond the call of duty in helping a client.

· What experiences have you had working with people of different ethnicity’s, age, or physical ability levels?

· Describe a situation where your ability to listen and establish rapport with someone difficult helped you overcome a tough situation.

· Tell me about a time you helped someone else achieve a goal.

· By providing examples, convince me that you can adapt to a wide variety of people, situations, and environments.

· Tell me about a situation when you had to persuade another person to your point of view.

· Describe a situation where you had to work with someone who was difficult.  How was the person difficult and how did you handle it?

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

· Tell me about a time when you disagreed with others in your work group and how you handled it.  How was the disagreement resolved?

· Describe the most creative presentation you have ever given.  What did you do?

· Tell me about a time when you were able to adapt to, and deal with, an arrogant and dogmatic person.  What happened?

· Tell me about a time when you handled a difficult situation with a co-worker.

· Tell me about a time when you were tolerant of an opinion that was different from yours.

· Tell me about a time when you had to adapt to a difficult situation.

· Give me an example of a miscommunication with a co-worker or employer.  How did you solve it?

· What types of things make you angry?  How have you dealt with them?

· Describe the most significant or creative presentation that you have 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 like you (or vice versa).

· What are some of the most important reports you have written?  Who were they written for? What feedback did you receive?

· Tell me about the most frustrating time you had relating a concept.

· Tell me about a time when someone misunderstood your instructions and a problem arose.

· Describe a time when your communication approach differed depending on the individual or group with whom you were communicating.  Describe the reasons.

· What changes have you made in your approach to others to become more accepted in your work environment?

· Describe a situation in which you were able to use persuasion to successfully convince someone to see things your way.

Motivation/Goal Orientation

· Give an example of an important job goal you set in the past and tell about your success in reaching it.

· Give an example of a time when you had to go above and beyond the call of duty to get a job done.

· Describe how your work history reflects your job objectives and abilities.

· Why did you choose this profession?  What rewards does it give you?

· Please describe how you set and measure work goals.

· How do you monitor the progress of assignments and projects?

· Tell me about a time when you took charge as a leader in a work situation without being formally assigned to that role by your boss.

· Tell me about a time when you made a decision when no policy existed to cover the situation.  Explain.

· Tell me about a time in which you were very persistent to reach your goals.

· Describe what you consider your most successful experience at convincing others of the need for a specific action and your process to gain recognition at the top for support of your idea.

· Give me an example of an important goal that you had set in the past and tell me about your success in reaching it.
Overall Job Performance

· How do you typically handle yourself in a fast-paced environment?

· How would you describe the place at which you work – fast, moderate, slow, or if it varies, under what circumstances?

· How do you handle a heavy workload with many deadlines?

· You are given several rush projects to be completed in a short period of time.  How would you establish priorities?  Why?

· How would you describe your organizational abilities?  Attendance and punctuality habits?  Work habits?

· Tell me about a time you had to juggle a number of work priorities.  What did you do?

· Tell me about work-related situations that cause stress for you.  How do you typically handle such stress?

· Describe a time on any job that you held in which you were faced with problems or stresses that tested your coping skills.

· Give me an example of a situation where you were over your head on a project.  What steps did you take to overcome the situation?

· Describe what you have done to make (your job, a departmental process, etc.) easier, more effective, more efficient.

· Describe the most creative thing you have done in your career.

· Think of a time in your past when you took a risk.  Give me a quick overview of the situation and then walk me through that situation, telling me about your part in it.
· Have you ever been assigned to take the lead on a project?  How did you define and establish the group’s sense of purpose?

· Give me examples of what information is important to pass on to the boss, what information would be nice for him/her to have, and what information is necessary and tell me why.

· What activities have you pursued in the last two years to enhance your skills?  Why these particular activities?  Why did you focus on these skills?

· What do you believe are the critical elements of effective performance?  Describe the role each play.

Influence
· Think about a time in your past when you established credibility with another work unit.  What were the factors involved and why did they accept your advice?

· Describe your approach to making decisions and solving problems.  What are the inherent strengths and weaknesses of your approach?

· Tell me how you increased teamwork among a previous group with whom you worked.

· How do you make others outside your direct control produce essential elements of a project?

· Give me an example of a specific occasion in which you conformed to a policy with which you did not agree.

· What is the farthest you have had to bend your standards in order to succeed?

Teamwork
· What activities have you engaged in to assure other units in the organization view your work group/department as a positive resource?

· Think of a time when you anticipated the needs changing in a group you serve.  Describe the situation and what you did about it.

· How have you personally built consensus within a group?

· Tell us about a goal that you or your organization needed to achieve through teamwork.  Tell us how you designed that team.

· What behavior do you use to encourage team members to speak openly?

· Why do people trust you?

· What are some of the factors that you believe constitute a strong team?

· What did you do to support your co-workers in your last job?  Please give a specific example of a time when you helped or supported a co-worker.

· Give an example of a time when you had to take the lead with your work group to get a task done.  How did you get cooperation?

· How do you get cooperation from co-workers, other departments, etc.?

· How do you usually approach a manager with a problem?  Give an example.

· Would you rather work on a team or on your own?

· Tell me about a time when you were on a team, and one of the members wasn’t carrying his or her weight. What actions did you take?

· What was the most obstructive group you had to get cooperation from?  How did you handle it?

· Describe a situation when you had a positive influence on the attitudes and behaviors of others.

· When have you worked on a busy team and you were somehow expected to perform tasks that might have been considered below you?

· Tell me about a time when you had persuaded team members to do things your way.

· Tell me about a time you initiated a team approach to solve a problem.  Describe the role you played on the team and comment on your effectiveness.

· Tell me about a project of which you are particularly proud of and your contribution.
Communication 

· How do you ensure your presentations will be effective?

· Can you think of a time when you had to present a new (idea, concept, process, procedure, etc.) to (someone, your boss, a group, etc.) and you felt successful?  Give a quick overview and then walk me through that situation, telling me about your part in it.

· What factors do you use to select the issues to be communicated?

· Think of a time when your listening skills were particularly useful in solving a problem.  Give me an overview and then walk me through the situation.

Understanding Self and Others
· What are your major strengths and weaknesses?  Describe a situation in which one or more played a significant role.

· Think of a time in your past when you were in a very uncertain situation, outcomes were uncertain, there was a lot of change taking place.  What did you do?  What did you feel?  How did you handle it?

· Tell me about the most stressful situation you have been in and how you handled it.
· Think of a time when you were personally confronted and challenged by someone.  Give an overview and then walk me through that situation, telling me about your part in it.  What did you think/feel?  What did you say/do? What was the outcome?
Initiative and Innovation

· What ideas did you contribute to your department/company?  What were the results?

· Give an example of something you recommended that was adopted.

· Give an example of a project you were responsible for starting.  What did you do?  How did it work out?

· When have you had to produce results, without sufficient guidelines or information?  What did you do?

· Tell me about a work emergency or crisis of some kind in which you were involved.  What was your role?  What did you do?

· Tell me about a time when you had to change your plan or approach to get an important job done.

· 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 a time when you were inventive and offered fresh insights about a situation.  What was the situation? 
· Tell me about a time when you were creative in solving a problem.
· Tell me about some projects you generated on your own.  What prompted you to begin them?

· Provide an example of a past initiative in which you have initiated and effected an improvement to the organization.
· Please describe how you encourage creativity within your group.

· Tell me about a time when you anticipated potential problems and developed preventive measures.

· Tell me about a project you initiated.

· Describe any significant project idea, etc. you have initiated or thought of in the past year.  How did you know it was needed and would work?  Was it used?  Does it work?

· Have you ever recognized a problem before your boss or others in the organization?  Explain.

· What are some of the best ideas you have ever sold to a superior?  What was your approach?

Ability to Learn

· Give an example of a situation at your previous employment when you have had to keep up with the changes in technology, terminology, or information in your field.

· What is the fastest you have learned something new for a job?  What did you have to learn?

· If time did not permit a training period on a new job, how would you go about learning the things expected or required of you?

· What was the most challenging work or technical problem you ever encountered?  What did you do?

· In you most recent position, describe how you used technology to increase your work efficiency.

Dependability/Flexibility

· In a past job, did you have to alter your standards to meet your company’s? When? Why?

· What results were you expected to accomplish in your last job?  How were they measured?

· Have you worked in an organization that changed its policy or procedure frequently?  How did you deal with that?

· Give an example of a time when you were given tasks to accomplish without advance warning.  How did you handle it?

· In a past job, has a policy or directive come down with which you really disagreed?  What did you do?

· Tell me about a time when a change of policy or changed decision made your work difficult.  What did you do?

Organization/Attention to Detail/Use of Time

· Would you rather formulate a plan or carry it out?  Why?  Give an example of a plan you have implemented.

· Describe an experience when you were responsible for coordinating several small tasks to accomplish a large job.

· How do you keep track of your paperwork, schedules, etc?  Please be specific.

· In your last job, if something wasn’t due for several weeks, when and how did you approach getting it done?

· Describe how you handled the details of your last major project.

· Describe a way you improved the organization of a system or a task at your last/present job.

· How do you organize your daily tasks?  How do you prioritize them or decide what you should work on next?

· Give me a specific example of a time when you failed to meet a deadline.  What things did you fail to do?  What were the repercussions?  What did you learn?

· Give me a specific example of a time when you managed several projects at once.

· Give an example of a situation when you faced many competing priorities and discuss what criteria you used in deciding what to do first.

· Tell me about a time when you prioritized the elements of a complicated project.

· Tell me about a time when you were unable to complete a project on time.

· Tell me about a time when you got bogged down in the details of a project.

· Tell me about a job/task that was boring.  How did you deal with it?

· How do you organize your day, week, etc.?

· What do you do when your schedule is upset by unforeseen circumstances?  Please provide an example of a time when this has happened.

Management and Supervisory Questions

Leadership Qualities

· Have you ever been assigned to lead a work team on a major project?  Describe.

· Describe a situation in which you were able to positively influence the actions of others in a desired direction.

· Describe your supervisory experience.

· Describe a time when you believed it was necessary to modify or change your actions to respond to the needs of another co-worker.

· Describe a situation where your ability to motivate others was more crucial than the ability to supervise.

· Tell me about a time you had to get someone to do something he or she was reluctant to do.

· Take me through a project where you demonstrated leadership skills.

· Give me an example of a time when you found a clever way of motivating an employee.

· Provide some examples of situations in which you feel your leadership style has been particularly effective and describe another situation in which the style has been less effective.

· Tell about a situation in which you were required to motivate individuals who report to you and describe the practices you used to get them to perform more effectively.
Organizational/Planning Skills

· How would you describe your planning skills? Budgeting skills?

· Describe any new plans or programs you’ve developed.

· Describe the extent of your responsibility in policy formulation.

· In what way have you improved your planning over the last few years?

· Have you ever had to reorganize an existing system?  If so, how?

Administration/Staffing

· How do you make sure that your employees are accountable?

· What do you typically do when you hear of a problem in your area?

· How useful have you found written procedures and guidelines in helping you manage your area?

· Do you believe that the chain of command is important?  Why? When do you think it might inhibit organizational effectiveness?

· Think of a time in the past when you hired someone to work for you and the person did not work out.  What went wrong?

Interpersonal/Communication Skills/Conflict

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

· Describe how you would notify the people you supervise about a new procedure that you were responsible for implementing.  It would mean that those people would be assuming new and more complex duties.

· Describe how you would notify a large number of people about a new policy or regulation that you were responsible for implementing.

· Describe your background in making group presentations.

· Give an example of an effective meeting that you’ve coordinated, attended or led.

· What approach worked best for you in the past in communicating with your subordinates?

· Have you ever been challenged to get others to understand and accept your ideas?  How did you do this?

· Describe a tough situation in which you had to talk to people to get information you needed to make an important decision or recommendation.  What was challenging about the situation?  What did you do? What happened?

· Tell me about a time when you had to communicate unpleasant information to an employee.  What happened?

Decision-Making/Problem Solving Abilities

· Give an example of a time when you had to carefully analyze a situation to be effective in guiding your action or decision.

· What types of analytical studies have you conducted?

· At which point do you find it necessary to bring others into your decision-making process?  Why?

· Describe your approach to making decisions and solving problems.  Why do you do it this way?

· When you recommend something to management, what approach do you usually use?  Give an example.

· How much leeway do you give your employees to make decisions?  How do you still maintain control?

· How do you assemble relevant data to make your decisions?  How do you know when you have enough data?

· What have you done to get creative solutions to problems?  Be specific.

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

· How would you describe your management philosophy and style?

· In what ways might you want to modify your approach to dealing with subordinates?

· How would you deal with an employee who was not doing his or her job properly?

· Have you ever had to initiate corrective action for an employee?  If so, what steps did you take?

· How have you dealt with an employee who did not appear to measure up to increasing demands of the job?

· What philosophy and techniques do you use in motivating and energizing your staff?

· How do you think your staff would describe your style of delegation.

· How do you get your employees (or others) to follow you?

· How do you use power or authority to get what you want done?

· Give an example of how you delegated responsibility for a recent assignment; for instance, how you delegated the assignment, and what you did to monitor it.

· What are some examples of your ability to manage and supervise others?  Give specifics of people who have grown as a result of your influence.

Financial

· What responsibility do you have for budgeting?  What budgeting method do you use?

· How do you go about estimating expenses and budgets?

· What recent decision you have you made that had an impact on finances?  How did you access its impact?

· What experience have you had with long- and short-term budget projections?  Please explain.

Evaluating Performance

· How would you describe your standards of performance?  What would your staff say? What would your supervisor say?

· What do you do to ensure objectivity when you evaluate the work of others?

· What sort of performance standards have you held employees to? Were they written?

· How long does it take you to write a performance evaluation?  What steps do you go through?

· How do you get your employees involved in their own evaluations?

· How do you plan for performance improvements?

· When you evaluate someone’s performance orally, what approach do you take?  What if their performance has been exceptionally good? Marginal?

· How do you conduct an evaluation process?

Employee Relations

· How have you helped your employees become committed to a job or to the organization?

· What types of employees do you find hardest to manage?  Why?

· How have you dealt with an “attitude” problem? Please give a specific example.

· How often do you think it’s necessary to meet with your employees?

· How have you handled “complainers”?

· Describe a time when you had to discipline an employee.  What was your strategy?

· Describe a time when you had to criticize or discipline the performance of someone who worked for you.  How did you handle the situation?  What was the result?

· Have you had to manage a personnel situation that had a potential legal impact?  Please describe what your role was and what you learned from it.

· How do you develop trust and loyalty in your employees?

· How much time do you spend with your employees?

· Describe a time when you had problems getting people to work together in solving a problem or completing an assignment.

· Describe a time when you had to intervene to solve a conflict.  Why did you handle it that way?

· Tell me about a time when you had to fire a subordinate.

· Describe the most difficult performance issue you have dealt with.  How was the issue resolved?

Planning/Goal Setting

· How far in advance do you typically plan activities for yourself and your employees?  By what methods?

· Give an example of a change you saw coming, or something you thought was necessary to change.  How did you go about planning for it?

· How do you assess priorities?  How do you then assign them?

· Describe the areas in which you think your organization has been most effective in meeting the challenges of the changing environment and your role in the process.

Organizational Relationships

· What would you describe as an effective staff meeting?  An ineffective one?

· How do you typically get cooperation from someone in another department?

· Have you had to make oral presentations to other managers?  Describe what you did and how effective it was.

· Give an example of a time when you believed it was necessary to be assertive to get what you needed from your manager.

· Describe a time when you had to “sell” a decision or policy to your employees when you did not agree with it.

