SAMPLE INTERVIEW QUESTIONS
Job interview questions should obtain information directly related to the job. Different jobs require certain competencies and your questions should obtain examples of the most crucial competencies needed for the job you are hiring for.  It is a waste of time, and potentially harmful, for the university if you ask interview questions that are not specifically job relevant. Below are examples of behavior-based interview questions for different competencies.  It is recommended you construct 10-12 questions aimed at attaining information on the most important competencies for the main portion of your interview.  We have also provided introductory and follow up questions.

Note: Be sure to ask the same set of questions to each and every interviewee. During the interview, only discuss job-relevant information. If the applicant offers information which pertains to a protected class, “steer” the conversation back to job-relevant information. Do not write that information down or share it with anyone else as it is illegal to consider the information in your hiring decision. For a list of questions you may not ask, please see the Successful Interviewing Guide.
Introductory Questions (Ice Breakers)
· Did you have any trouble finding our office?
· Would you like some coffee or a glass of water?

· Tell me about yourself. (Make sure to disregard any information that might play into bias. For example, the applicant may mention he/she is a single parent or grew up in another country. This is not job relevant and could lead to employment discrimination if considered.)
· In past jobs, what were your major responsibilities? Which one of those were you best at?

· In your opinion, what makes you stand out among your peers?

· What would your current/previous supervisor(s) say made you most valuable to them or to the organization?

· What makes you unique as an employee?

· Describe some of your most difficult job duties in past jobs.
Questions to assess Diversity Skills

· How has your current/previous employer benefited from diversity?

· How do you define diversity?

· Describe a situation in which you worked on a project with a diverse group of people. How did you handle the situation? What conflicts arose? Specifically, how did you deal with those conflicts?

· In previous work experiences, what has been the greatest obstacle in attaining diversity?

· Describe a situation in which you utilized your skills in diversity to solve a problem.

· What ideas do you for teaching about diversity in the classroom?

· How has diversity played a role in shaping your teaching/advising style?

· Tell us about a time when a person's cultural background affected your approach to a work situation.
· Tell us about a time you took responsibility/accountability for an action that may have been offensive to the recipient and how you did that.
Questions to assess Leadership
· Provide a specific example of a time you went “above and beyond” the requirements in a past job.
· Describe a time when you had difficulty getting others (subordinates/co-workers) to approach things your way. What did you do to get them to accept your ideas? Did it work?

· Describe a recent situation that illustrates your style in taking charge and leading others to achieve a goal. What was the result?

· In your opinion, what are the three most important leadership skills to possess? How have you demonstrated each of these in your current/past jobs?

· Have you ever had to fire an employee? What were the circumstances? How did you deal with the situation?

· What have you done to develop the skills of your staff?

Questions to assess Interpersonal Skills
· Give me a specific example of a time when you had to work with someone with whom you didn’t get along very well. How did you handle this situation?

· Describe a situation in which you had to address an angry employee or student. What was the problem and what was the result?

· Tell me about when you had to deal with an employee or student that was causing a problem. What did you say/what did you do?

· Describe some situations in which you wish you had acted differently with an employee or student. What would you have done differently?

Questions to assess Conflict Resolution Skills
· Tell me about a time when you facilitated a creative solution to a conflict between others.
· Describe a situation in which you dealt with a particularly difficult co-worker/employee/student.

· Provide an example of when you had to deal with a crisis at work. What were the circumstances and how did you deal with the situation?
· When did you have to work with someone who clearly did not like you? How did that make you feel? What did you do about it?

Questions to assess Problem Solving 

· Provide an example of when you found a small problem and fixed it before it became a big problem.

· What is the typical way you go about solving a problem? Give me a specific example.
· Give me an example of a time in which you had to solve a problem for which no procedures were in place. What were the results of your decision(s)?

· When have you solved a problem on your own, and when have you solved a problem in a group? How did the two processes differ?

· What types of problems do you least enjoy tackling? Give me some examples of such problems you faced. What was it about the problems that you least enjoyed? 

· The last time you were faced with a large problem, to whom did you turn for help/advice? Why did you go to this person?
Questions to assess Planning/Organization 
· When was the last time you did not meet a deadline? What happened? How did you handle the situation?
· Describe a project you led that had many team members. How did you go about delegating duties? How did you make the most of your resources?

· Provide an example of an event/project you planned for which you had little notice.

· What was a complex project for which you were assigned? What specific steps did you take to prepare for and finish the project? Were you satisfied with the results? What would you have done differently?

· Have you ever recognized a problem before your supervisor/manager or co-workers recognized it? Tell me about it.

· Tell me about one of your most important projects. Where did the assignment come from? What were some of the obstacles you came across? How did this project come out?

Questions to assess Teamwork/Cooperation
· What was the most successful team you were on? What elements did you work on? What made that team work so well?

· Describe a time when team members had to arrive at a compromise to get a job done. What was your role in the compromising?
· Tell me about a time in which you worked on a team that did not get along. What happened? How did you get things accomplished?

· In working on a team, when have you encountered a team member who wasn’t contributing to the project? How did you deal with this person?

· How have you recognized and rewarded a team player in the past? What was the situation? 
Questions to assess Organizational/Job Knowledge 
· Give me an example of a time when you used your existing knowledge and applied it to a new assignment.

· In the past, how have you stayed current on job relevant information (e.g. teaching techniques, computer skills, legal issues, research topics, etc.)?

· Give me an example of how you acquired a technical skill and converted it into a practical application.

· Was there a time when you took on a project that you ended up needing assistance with? What was the project? What did you need help with?
Questions to assess Integrity
· Describe a time when your integrity was challenged. How did you handle this?

· When has a supervisor asked you to do something you didn’t agree with? How did this make you feel, and what did you do?

· Provide an example of when your trustworthiness was challenged? How did you react?

· Tell me about a work situation in which you felt it was best NOT to be honest. What did you do?

Probing Questions
· Give me another example.

· And then what happened?

· Were you happy with the result?

· What would you have done differently?

· What was your role?

· What was your reasoning?

· Tell me more about . . .

· How did you get involved?

· What did you learn from that?

· How did your supervisor/co-worker/team members react?

· Why did you make that particular decision?

· What was the most difficult about that?

Note: If you have questions not listed here that have been particularly helpful in past interviews, please share them with others by emailing marlene.hills@uni.edu. 
