Interview Prep and Sample Interview Questions

Examples of Interview Preparation
1. Review the posting announcement. 
2. Allow sufficient time and never appear hurried or anticipate the candidate’s responses or their own next question. Pause occasionally. Interviewing is often stressful for both the interviewer and the interviewee; each profits from a brief respite. Often what the interviewee adds to the response after a pause is quite significant. 

3. The setting should allow sufficient privacy to encourage the candidate to speak freely. Relax and help the candidate to relax. The more relaxed the candidate, the more useful information you will obtain.
4. Think of the interview as a conversation in which you have a genuine interest in learning more about the other person. Maintain your sense of humor and the greatest possible degree of spontaneity. Smile. Be supportive. Don’t be reluctant to acknowledge ignorance on a given subject. 

5. Let the candidate speak most of the time. Make your own inquiries as specific and concise as possible. Do not allow the candidate to digress into irrelevant subject matter. Interrupt pleasantly if need be. Be non-judgmental and do not show surprise or disagree.
6. Ask open-ended questions, which do not telegraph the answers you seek; however, press until you get the information you need. Do not be satisfied with vague or unclear responses. 
7. Do not ask questions which can be satisfied with a yes or no answer. Open-ended questions begin with who, what, why, when, tell me, and how. Ask for value judgments. 

8. Do not make premature decisions. Take pertinent notes as the candidate talks – both facts and impressions. Keep an open mind until the interview has been concluded and you have reflected on the information gathered. You will probably be best served by recording your thoughts before discussing the candidate with others.
9. Allow the candidate time (between 10 and 15 minutes) to ask questions before the interview ends. We should make your answers reasonably brief; to allow the candidate to ask as many questions as he or she feels you can distinctly best answer. 

10. Reassure the candidate you are personally committed to keeping his/her consideration of this position in strict confidence. 
Preparation and Opening the Interview

Invite the candidate to enter and make appropriate introductions

1. Structure the interview
2. The interview:

· Opening remarks.
· Tell them about how many questions they will have within how much time. 

3. Interview questions

4. Candidate questions
5. Thank the candidate and inform them how/when they will be notified of next steps in the process. 
Sample Questions about the Candidate
1. Tell me/us about your previous experience and how it relates to this position?
2. What knowledge skills and abilities do you believe that you bring to this position?
3. Tell me a little bit about how you first became interested in a job for this department.

4. What were your expectations for the job and to what extent were they met?
5. Do you now, or will you in the future, need sponsorship from an employer in order to obtain, extend or renew your authorization to work in the United States? (note: if you ask this question, it must be asked consistently of all your applicants at the same point in the process)
Sample Questions Administrative Skills
1. What computer skills do you have and what programs are you comfortable using?
2. Are you comfortable using a phone with multiple lines and handling a high volume of telephone calls?
3. How do you feel about working in a team environment
Sample Questions Related Judgment and Decision Making Skills
1. What major challenges and problems did you face? How did you handle them? 
2. Tell us about a difficult decision you made on the job.
· What was the situation?
· What made it a difficult decision to make?
· What sources did you use for gathering information?
· What alternatives did you consider?
· What made you choose the situation you did?
· What was the outcome?

3. Describe the most innovative solution to a problem you have developed.
· What was the solution?
· What was your role in developing the solution?
· What approach did you take to developing the solution?
· What was the outcome?

4. Describe the decision you’ve made that you wish most, in hindsight, you could take back.
· What factors guided your initial decision-making?
· How did you come to the conclusion that your course of actions wasn’t correct?
· What did you do then?
· What have you done differently as a result of the experience?

5. On a typical day, how do you spend your time at work? 
6. If you saw a coworker doing something dishonest, what would you do?
Sample Questions Related to Motivation

1. Describe the last time you went the “extra mile” to accomplish something important.

· What was the situation?
· What did you do?
· What made it an extra effort?
· What was the outcome?

2. What has been the riskiest course of action you’ve recommended?
· What did you recommend?
· What made it risky?
· How did the organization respond?
· How did it turn out?
3. What is the minimum amount of time you would want to remain in this position and why do you believe that amount of time is the minimum for you? 
4. What do you hope to be doing 5-10 years from now?
5. If you were independently wealthy, how would you spend your time?
Sample Questions Related to Personal Characteristics

1. Tell us about the most stressful situation you have encountered on the job. 
· How did you identify the situation as being stressful?
· What was the situation?
· What made it particularly stressful?
· What did you do?
· How did you manage your level of stress?
2. Describe the incident that best illustrated your ability to maintain equilibrium or a sense of humor in a tough situation. 
· What was the situation?
· What did you do?
· What response did it evoke?
3. Tell us about the most frustrating experience you’ve encountered.
· What happened?
· How did you respond to the frustration?
4. Would you share with us an experience you found to be personally rewarding and an experience, which you found to be professional rewarding?
5. What core value do you bring to your profession? Give an example of how these core values are evidenced in your work.
6. What project do you consider your greatest success? Describe why you undertook it and what you did to make it work. 
Sample Questions Related to Knowledge about the Areas of Specialty
1. What project do you consider your greatest success? Describe why you undertook it and what you did to make it work. 

2. Describe your management style.
3. How well do you know Unix, SunOS, SOlaris, AIX, Linux?
4. Please outline your practical experience in terms of the:

Final Questions/Additional Comments
1. Is there anything else regarding your qualifications that you would like to share?
2. Do you have any questions about this position?
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