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Interview Question Bank

Section 1:  Experience/Technical Competencies
1.1 Work experience

1. Tell me a little bit about the job that you have now.  

· What do you like/dislike about it?

· How did you get this job?

· Duties and responsibilities?

· Things found less satisfying? Why?

· Level of earnings? (Note progress or lack thereof)

· What new skills did you acquire on this job?

2. Why are you seeking other employment?


3. What similarities do you see between your current job and the job for which you are applying?


1.2 Education

1. Tell me about your educational background.


2. What degrees do you hold?


3. What courses did you enjoy most and why?


4. What courses did you find less satisfying and why?


5. Were your grades average, above average, or perhaps a little below average?


6. How conscientious were you? Did you work about as hard as the average person, a little harder, or perhaps not quite so hard?


7. What were your SAT/ACT scores? GRE? GPA?


8. What colleges did you apply to? Which ones accepted you? Which one did you choose?


9. What training did you have beyond the undergraduate level?


10. To what extent have you had any continuing education past high school/college?

1.3 Accomplishments

1. What single accomplishment are you most proud of and why?

2. On the other hand, each of us has had some disappointments. Identify one technical disappointment that stands out for you.
Section 2:  Core Behaviors
2.1 Customer Focus -- Understanding and satisfying customer needs.  Customers include patients and their families, guests, medical staff, and co-workers.
1. Describe a time when you had to handle an unreasonable customer’s request or deal with a rude customer. 

· What was the situation?

· What did you say to the individual?

· How did you try to resolve the problem?

· What was the outcome?

2. Think of a problem customer that you had to deal with on your last job. Tell me what happened and how you handled it. 


3. You are on the phone with another department resolving a problem. The intercom pages you for a customer on hold. Your manager returns your monthly report with red pen markings and demands corrections within the hour. What do you do?

4. Tell me about your customer service experience.

5. Tell me about the toughest customer you had to deal with, what happened?

6. What do like about dealing with people and what you don’t like?


7. Give me an example of how you have dealt with a conflict situation?

8. When is it ok to refuse a customer’s request?


9. How do you get someone off the phone when he/she will not take no for an answer?

10. Give me an example when you went above and beyond the call of duty in your current job.
2.2 Teamwork -- Working cooperatively with others to achieve agreed upon goals
1. What is your definition of a team? 


2. Tell me about any opportunities you have had to work as a team member? Discuss the team's goals, your role, etc.

3. Describe a time when a group that you were a member of made a decision that you didn’t agree with.

· What was the situation?

· How was the decision made?

· How did you try to influence the decision?  (What did you say, at what points, and to whom?)

· What did you say to the group after the decision was made?

· What did you do about carrying out the decision of the group?

4. Give me an example of a team project you worked on and the role you played.

5. Tell me about a time when you had to work closely with or rely on someone who was difficult or hard to get along with.
· What was the situation?

· How did you have to rely on him/her?

· How did you deal with this person?

· How did it work out?

6. Describe a situation when you worked with a person whose personality was the opposite of yours. How did you deal with it? 

7. What kinds of people would you rather not work with? 

8. What kinds of people bug you? 

9. How have you worked as a member of a team in the past? 

10. What did you do in your last job to contribute toward a teamwork environment? 

11. Describe how you felt your contributions affected the team.
2.3 Solution Oriented -- Identifying and acting on opportunities to make things better in a workplace where change is ongoing.
1. Tell me about a time when you experienced a major change in your work life, such as a major reorganization, a change in supervision with very different expectations, or a brand new set of responsibilities?

· What was the situation?

· How did this change affect you?

· How did you deal with this change?
2. What were the major obstacles that you overcame in your last job? How did you deal with them? 

3. Tell me about an objective in your last job that you failed to meet and why. 

4. What is the most difficult decision that you have had to make? How did you arrive at that decision? 

5. Tell me about any experience you have had turning a problem into a success. 

6. Have you ever had to resolve a conflict with a coworker or client? How did you resolve it? 

7. Tell me about a situation where you blew it. How did you resolve or correct it? 

8. What type of approach to solving work problems seems to work best for you? 

9. Give me an example of when you solved a tough problem.

10. What processes do you use that help make you effective as an [current position]?

2.4 Develops Self -- Actively expanding knowledge and skills to thrive professionally and contribute to the success of the organization.
1. Describe a time when your supervisor or other person gave you difficult feedback.

· How did you determine what, if anything, you needed to do about this feedback? 

· What did you do with this feedback?

2. What did you learn regarding your strengths as a result of your previous jobs? For example, did you find that you worked harder than the average person, got along better with people, organized things better? 

3. Tell me about your strengths. 

4. On the other side, we each have areas where we can improve. What clues did you get as to your development needs as a result of your previous jobs?

5. Describe steps you've taken in the past year to improve upon your knowledge, skills, or personal effectiveness. 

6. What made you aware that you needed to improve?

7. What did you do to improve in this area?

8. How have you applied what you have learned?

9. What feedback have you received?
2.5 Develops Others
1. Describe a time when you helped someone improve his or her job performance. 

· How did you learn of their performance need?

· How did you inform them of the need?

· How did you determine the cause of their problem?

· What did you do to improve their performance?  (Probe for detail.)

· How did you attempt to motivate the employee to improve?
2. Tell me about your current areas of expertise and how you have acted as a resource or advisor to others.
Section 3:  Other Behavioral Questions

3.1 Stability/Retention 

1. We invest time, money, and training in our employees and like to reap the benefits of developing and maintaining a long-term relationship.  Have you been a long-term employee with other companies?  If not, what prompted you to seek employment elsewhere?

2. Do you foresee any obstacles to having a long-term relationship here?

3. Why did you leave your last three jobs?

4. What does a job have to have to give you satisfaction? Some people look for money, some for security, some want a challenge. What is important to you?

3.2 Goals 
1. If hired right now, what goal would you have with the company in one year? Three to five years...what title and pay? 

2. What are your short-term or long-term career goals? Where would you like to be in the next 1-3 years and 3-5 years?

3. Give me an example of an important goal that had been set for you and about your success in reaching it. 

4. Tell me about an important goal that you have set in the past and what you did to accomplish it. 

5. If you had the opportunity to change anything in your career, what would it be? 

6. If you could do anything in the world, what would you do?

7. How do you set goals?

8. How do you go about meeting your goals?

3.3 Work Environment Preferences 
1. Describe your ideal work environment.

· What would your boss be like?

· What would your workspace be like?

· What would your co-workers be like?

2. Tell me about a work situation that irritated you.
 

3. What previous job was the most satisfying and why? 

4. What job was the most frustrating and why? 

5. Tell me about the best boss you ever had. Why did you like working for him or her? 

6. Tell me about the worst boss you ever had. What made it tough to work for him or her? 

7. What motivates you at work? 

8. How did the best manager you ever had influence you to perform well? Why did that method work? 

9. What is the best thing a previous employer did that you wish every employer did? 

10. When taking on a new task, do you like to have a great deal of feedback and responsibility at the outset, or do you like to try your own approach? 

11. What responsibilities do you want, and what kinds of results do you expect to achieve in your next job? 

12. What is important to you in a job? 

13. What do you expect to find in our company that you don’t have now? 

3.4 Communication Skills 
1. (SCRIPTING) What would be your response if we asked you to answer your phone every time by saying exactly, ''This is Mary, how may I help you?'' Similarly, if we asked you to say, ''Is there anything else I may do for you, I have the time'' every time you were about to leave a customer or patient? What do you see as the benefits of that and/or what might be the barriers? 

2. Describe a time when you realized you needed to make an improvement in your communication skills, and how did you manage it? 

3. What experience have you had with miscommunication with a customer or fellow employee, and how did you resolve it? 

4. Describe a time when you communicated something unpleasant or uncomfortable to your supervisor. What happened? 

5. Describe the most significant written document, report, or presentation you have had to complete. What was the response to it?

3.5
Coping Skills
1. Have you heard the expression “roll with the punches’’?   Describe a time when you had to do just that, perhaps in resolving a customer situation.

2. What methods or processes have you used when you were facing a transitional change in your job responsibilities to ensure a positive outcome for you and the company? 

3. What types of things in your work have upset you, and how did you react to those situations? 

4. Describe a work situation in which a project you worked on and felt was very important to you was delayed or postponed. How did it interrupt your schedule and how did you respond to it? 

5. When is the last time you were criticized? How did you deal with it? 

6. Tell me about a time when you have felt like giving up on a certain job. What did you do? 

7. Tell me about a time when an upper level policy change or decision held up your work. How did you respond? 

8. What makes you angry at work? Please give me an example of a time when this happened.

3.6 Prioritizing 
1. How do you organize your work to ensure that you are most effective and productive? 

2. Tell me about your work experience in managing multiple job priorities with varied deadlines.

3. When and how do you determine priority and deadlines? 

4. Think of a day when you had lots of things to do with similar deadlines. Describe how you scheduled your time.

5. Give me an example of how you work when things get really busy to ensure that all deadlines are met and the work is completed.

6. Please share an example of a time when you had to handle multiple demands that were of equal importance.

· How did you decide what to do? 

· How did you handle these demands?

· What was the outcome?

3.7 Creativity 
1. What was the wildest idea that you had in the past year?   Did you act on it?  What was the result?

2. Tell me about a time when you have been creative in your work. What did you do? 

3. What have you done that was innovative?
3.8 Initiative 
1. Give an example of a time when you went beyond your employer’s normal job expectations in order to get a job done. 

2. Give me an example of a situation in which you took a calculated risk in a recent position. What were your considerations?

3. Give me an example of when you volunteered to do something without being asked.

3.9 Diligence 
1. Tell me about a time when you had to work on a project that did not work out the way it should have. What did you do? 

2. When you had to do a job that was particularly uninteresting, how did you deal with it?
3.10 Personality/Temperament 
1. If I call your references, what will they say about you? What adjectives would peers (or boss/ subordinates as applicable) use to describe you?

2. What brings you joy? 

3. If you took out a full-page ad in The New York Times and had to describe yourself in only three words, what would those words be? 

4. How would your friends describe your personality? 

5. If you had the opportunity to change anything in your career, what would you have done differently? 

6.  How do you measure your own success? 

7. What is the most interesting thing you have done in the past three years?

8. Tell me about a time that you had to struggle to be positive in a negative situation.

9. What makes you angry at work? Please give me an example of a time when this happened.

3.11 Integrity/ Honesty/Trustworthiness
1. Discuss a time when your integrity was challenged. How did you handle it? 

2. Have you ever experienced a loss for doing what is right? What happened? 

3. Tell me how you handle a situation when you know you’ve done something wrong. 

4. In what business situations do you feel honesty would be inappropriate? 

5. If you saw a coworker doing something dishonest, would you tell your boss? What would you do about it? 

6. Describe a situation in which you felt it might be justifiable to break company policy or alter a standard procedure. 

7. When was the last time you ''broke the rules'' and how did you do it?

8. Give me an example of when it is okay to break confidentiality.
Section 4:  Leadership Questions

4.1 Supervisory/Leadership Skills 
1. To what extent have you had the opportunity to demonstrate leadership? Give me an example.

2. What has been your experience in supervising a diverse group of employees with varied backgrounds and skills, and what did you do to ensure the best fit of employees for each job? 

3. Describe a circumstance in which you recommended the dismissal of a worker who had proven he or she could not handle the job. What procedure did you follow? 

4. What has been your experience at dealing with a poor performance of employees? Give me an example. 

5. In your current or past positions, what types of decisions do/did you make without consulting your boss? 

6. Give me an example of a time when you came up with a clever way to motivate your employees. 

7. Tell me about a leadership role that you have filled in the past. 


8. Describe the key leadership skills you feel you have and how you demonstrated them. 
4.2 Seizes Opportunities/Analyzes Opportunities -- Ability to discover new business or improvement opportunities by analyzing relevant variables to thoroughly understand a situation and the implications of various courses of action.

4.3 Initiates Innovation -- Ability to use knowledge, experience, and imagination to create solutions that are new to the organization.   Also the ability to support and motivated others to do so.
1. Describe an instance where you identified a new way to improve a process or operation in the organization or to bring in new business. 

· How did you come up with this idea?

· How did you determine the causes for the present situation?

· How did you determine that your ideas was the appropriate course of action/

· What other possibilities did you consider?

· What obstacles did you anticipate in implementing your idea?

· What plans did you make for dealing with these obstacles?

4.4 Makes Solutions Happen -- Ability to plan for and effectively implement solutions and improvements.
1. Describe a time when you developed a plan to implement a new work process or procedure.
· What things did you consider in developing this plan?

· Who or what was impacted by your plan?

· Describe what happened when you implemented this plan.

· How did you know that things were taking place as planned?

· What led to this information coming your way?

2. Describe a time when you were having difficulty implementing a plan, either your own plan or something required of you by others. 

· What were the obstacles you were facing?

· What did you do about them?

· What was the outcome?

4.5 Leads Change -- Ability to work effectively within a dynamic work environment and help others to do likewise.
1. Tell me about a time when you experienced a setback or loss in your professional endeavors.  

· What did you do in the face of this experience?

· How did you reconcile this setback with your personal and professional goals?

· What impact did this experience have on your subsequent actions?

2. Tell me about a time when your employees were having a difficult time accomplishing their job duties due to change or ambiguity in the workplace.
· What were the circumstances?

· What were their reactions to the circumstances?

· What did you do?
4.6 Ensures Quality Care and Service – Ensures that staff is fully supported and prepared to serve patients and customers.  Champions quality principles.
1. Tell me about a problem you have had in your department in providing appropriate levels of patient care or customer service. (Situation, Behavior, Outcome)

· How did you find out that this was a problem?

· How did you determine the cause of the problem?

· What did you do about the problem? (Probe for timing.)

· How did you know the problem was solved?

4.7 Learns Continuously – Keeps current on professional knowledge and skills, and values the lessons of experience and personal interaction as opportunities to grow.
1. Describe some steps you’ve taken in the past year to improve upon your knowledge or skills. 
· What led you to choose this area for improvement?

· How have you applied what you have learned?

2. Describe a time that your manager, a colleague, or an employee criticized you or gave you negative feedback.
· How did you determine what, if anything, you needed to do about this feedback?

· What did you do with this feedback?
4.8 Develops Individual and Team Effectiveness -- The ability to develop diverse individuals and teams to optimize their effectiveness
1. Describe a time when you helped one of your employees improve his or her job performance. 
· How did you learn of the employee’s performance need?

· How did you inform the employee of the need?

· How did you determine the cause of the employee’s problem?

· What did you do to improve the employee’s performance? (Probe for detail.)

· How did you attempt to motivate the employee to improve?
4.9 Teamwork -- The ability to work cooperatively with others to achieve organizational goals.

1. Tell me about at time when your department or group had a problem that involved another department or group.

· What was the situation?

· How did you try to resolve it?

· How did you resolve conflicts of interest or differences of opinion between your group and the other?

· What was the outcome?

· What further interactions did you or your team have with this group?
Section 5: Closing Questions

5.1 Closing Questions 
1. What has prompted your interest in our industry and, specifically, our company?


2. Why should we hire you? 


3. What questions do you have for me?

