INTERVIEW QUESTIONS

Qualifications

Tell me something about yourself

· Include what kind of experience e you have, what industry you worked in, and what your career plans are.
How are you qualified?

· Include hard skills (i.e., type 50 wpm, operated multi-line phone systems)
Why should I hire you instead of someone else?

· Because you are DEPENDABLE  You will be at work 100% of the time, you will be ready to work each day and you always have a great attitude.  (IF none of these apply, start living them NOW.)
How does your work experience relate to the job?

· List the type of jobs you have had that have given you the skills you need to perform the job duties they are asking for.
Accomplishments

What do you consider your greatest accomplishment?

· Nothing in general or personal.  List an actual specific accomplishment.  Include What, Where, When, and How.
Tell me 2 or 3 things you’ve done well

· List at least 2 specific things (WORK or VOLUNTEER related).  Paint a picture of the task.  Include What, Where, When and How.
Describe a problem you faced and how you solved it

· List a specific problem.  i.e., I had a co-worker who did not do his share of the work and expected other people to pick up his slack.  I solved it by asking him if there was anything I could help him with, I learned he did not understand how to do the task, after I spent some extra time training him he gladly did the task on time everyday.
Give an example of an accomplishment that gave you great satisfaction and shy

· Once again be specific nothing general include What, Where, When and How
Describe on of your successes and one failure

· Turn your failure into a success.  For those who have a GED this is a good one:  I failed to complete high school, however, I turned that into a success by going back and getting a GED.
Career Goal

Where do you see yourself five years from now?

· What do you want to be when you grow up. (i.e., if you are applying for clerical positions you might say, “I see myself in an office management position.
What are your short term and long range plans?

· This one explains how you are going to get there.  (i.e., my short term goal is to work in a clerical position and take night classes at the college toward a business administration degree.  My long-term goal is to apply the experience I gain in my clerical positions and my education toward a office management or administrative career.
Why do you want to work for this company?

· Tell them what it is about the company that made you want to apply for the job.  They don’t want to hear anything about money or benefits.  (i.e., I like the products and services you offer.  I come here myself and I want to be a part of the team.
People Skills

Do you prefer to work alone or with others?

· Here is a possible answer:  I have no preference either way.  I enjoy working in a team environment because a team can accomplish so much in a short amount of time and I am also highly productive on my own.
Describe a difficult situation you had with a co-worker and what you did to resolve it?

· Don’t get too wordy here.  Explain the situation in a few short sentences and summarize with what you did to resolve the situation.
How well do you take instruction and correction?

· This one is answered for you.
Describe you thoughts on workforce diversity

· Answered for you
Attitude and Personality

What are your major strengths?

· Explain the best attribute you have to bring to the table.
What are your weaknesses?

· Yes, you do have a weakness, everyone does.  Explain a weakness and follow it up with a positive statement on how you are working on that weakness.  (i.e., My biggest weakness is over analyzing each task I am given, however, I am working on that by using time management skills and not allowing myself to spend too much time on each task.)
How would your friends or co-workers describe you?

How do you define success?

· I define success by reaching the goals I have set for myself and more importantly, knowing when to set new ones.
What makes you angry and how do you handle it?

· Yes, there is something in the workplace that makes you angry.  Is it the slacker? the gossiper? The know it all?  Turn this into a positive statement and show them you can empathize and lead these type of people to create a positive atmosphere.  (i.e., It makes me angry when I am working with someone who complains all the time, I handle this by choosing not to join in and saying negative things.  I always follow other peoples’ negative statements with a positive one.
Attitude about your previous jobs

Why did you leave your last job?

· Do not say anything negative about your previous employer
Why have you been unemployed so long?

· Be careful, have you been going to school?  If you have been a stay at home parent you can say, “My personal situation did not require me to work, however, that has changed and I am ready to begin a new chapter.”)
Why did you decide to change jobs?

· Are you?  I taking time to pursue a career not just a job.
How did you get along with your last boss?

Money and Benefits

What salary do you expect?

· This one is answered for you
What kind of wages are you looking for?

· Don’t answer both of them
How much did you make at your last job?

· $10.00 per hour
Hidden questions – illegal questions – all of these are answered
Do you have children?

· Yes, I do, however, I have back-up daycare and more back-up daycare arranged so I will not miss work.
Do you and your husband live to travel?

· I have not future travel planned.
How long did it take you to get here today?

· I arrived 15 minutes early and I know alternate routes to take in case there is a traffic incident.
You appear to be over qualified

· I may appear to be over-qualified, however, I know that if I want to move into higher positions, I need to learn everything about this company from the bottom up if I want to be an effective leader.
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