Appendix 2


Interview Questions Related to Job Skill Sets

Below is a sampling of interviewing questions related to job skill sets.  The below questions are only suggestions and you may decide to use different questions in addition to or in place of these questions.

Time Management Skills (Is the candidate able to develop action plans and accomplish tasks when under time constraints?)

· Have you ever been in a situation where you had equally important assignments with the same deadline? How did you prioritize these assignments? What happened? Did you get the assignments accomplished? 

· Describe a time when you were able to organize and plan to get a task accomplished. 

Communication Is the candidate adept at communicating orally and in writing?)

· Tell me about an experience in which you had to talk in front of a large group

· Tell me about a time you were able to persuade someone to see something your way. 

· Describe your different writing experiences that you think will assist you in this position.  

Leadership (Is the candidate able to effectively influence the actions of other for a desired result?) 

· Give me an example of a time when you had to take the lead in a work group? How do you go about getting cooperation?

· Give me an example of a situation where you delegated work successfully? Give me an example of when you were unsuccessful? What went wrong? 

Assertiveness (Is the candidate able to express and communicate his or her opinions maturely in spite of disagreement?) 

· Tell me about a time when you were able to express an opposing opinion at work? 

· Tell me about a time when you disagreed with your supervisor’s assessment or ideas regarding a work assignment. What did you do? 

Flexibility/Ability to Deal with Change (Is the candidate able to work in an environment with frequent change?) 
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· Describe a situation where you had to deal with frequent unexpected events on the job. How did you react? What did you do to make the best of the situation?

Tell me about a time when you were able to change in order to accomplish a goal at work. 

Interpersonal Skills (Is the candidate able to communicate with others to build rapport and credibility?

· Describe a time when a client/customer was upset and you worked to defuse the situation.  

· Describe a time when you were reassuring and supporting of a colleague.
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