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TYPES OF QUESTIONS
ASKED IN INTERVIEWS

1. Theoretical questions — Questions that place you in a hypothetical situation.
These questions are more likely to test your skill at answering questions
rather than in doing a good job.

Example How would you organize your work space to make
the most of your time?

2. Leading questions — Questions that hint at the answer the interviewer is
seeking by the way they are phrased.

Example Working independently doesn’t bother you does it?

3. Behavioral questions — Questions that seek demonstrated examples of
behavior from past experience and concentrate on job-related functions.
They may include:

1 Open-ended questions — these require more than a yes or no response.
They often begin with “Tell me...,” “Describe...,” “When...”

Example Describe a time you had to be flexible in
planning a work load.

1 Close-ended questions — Used mostly to verify or confirm information.
Example You have a degree in psychology, is that correct?

1 Why questions — Used to reveal rationale for decisions you have made
or to determine your level of motivation.

Example Why did you decide to major in this program at
UWEC rather than at a small private college or larger
university?
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WHAT Is BEHAVIORAL INTERVIEWING?

A style of job interviewing developed in the 1970s by industrial psychologists.
Behavior al i nterviewing asserts that “the mo
performance is past performance in a similar

Content Skills — Knowledge that is work specific such as computer
programming, accounting, welding, etc. (expressed as nouns).

Functional or Transferable Skills — Used with people, information or
things such as organizing, managing, developing, communicating, etc.
(expressed as verbs).

Adaptive or Self-Management Skills — Personal characteristics such as
dependable, team player, self directed, punctual, etc. (expressed as
adjectives).

The Behavioral Interviewing Process

Step One:

The employer determines what competencies/skills are
necessary for the job opening by completing a detailed
analysis of the position.

Questions to be answered in the Job Analysis:

1. What are the necessary skills to do this job?

2. What makes a successful candidate?

3. What would make an unsuccessful candidate?
4. Why have people left this position previously?
5. What is the most difficult part of this job?
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TABLE OF PERFORMANCE SKILLS

Listed below are key behaviors you may wish to evaluate an applicant on. Circle

those that apply to the position you are considering.

Adaptability

Analysis

Attention to detail

Communication: oral

Communication: written

Control

Decisiveness Delegation Development of subordinates
Energy Entrepreneurial insight Equipment operation
Fact finding: oral Financial analytical ability Flexibility
Impact Independence Initiative
Innovation Integrity Judgment
Leadership/influence Listening Motivation

Negotiation Organizational sensitivity Participative management
Plannm_g_and Practical learning Presentation skKills
organizing

Process operation

Rapport building

Resilience

Risk taking Safety awareness Sales ability/persuasiveness
Sensitivity Strategic analysis Stress
Teamwork Technical/professional Technlcal/_p_rofessmnal
knowledge proficiency
Tenacity Training Work standards
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Step Two:

The employer asks very pointed questions to determine if
the candi date possesses those

. “Describe a situation..”

Setting Up the Behavioral Interview

S ituation or

T ask

Describe the situation that you were in or the task that you
needed to accomplish. You must describe a specific event
or situation, not a generalized description of what you have
done in the past. Be sure to give enough detail for us to
understand. This situation can be from a previous job, from
a volunteer experience, or any relevant event.

A ction you took

Describe the action you took and be sure to keep the focus
on you. Even if you are discussing a group project or effort,
describe what you did — not the efforts of the team. Don't
tell what you might do, tell what you did.

R esults you achieved

Describe the results you achieved. What happened?
How did the event end? What did you accomplish? What
did you learn?

Develop several behavioral questions you would ask for the position opening

you are considering:
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—
. Step Three:
\ A rating system is developed and selected criteria are
evaluated during the interview.
I

5 fi MUCH MORE THAN ACCEPTABLE: Significantly above criteria
required for successful job performance.

4 1 MORE THAN ACCEPTABLE: Generally exceeds criteria relative to
quality and quantity of behavior required.

3 1 ACCEPTABLE: Meets criteria relative to quality and quantity of
behavior required.

2 fi LESS THAN ACCEPTABLE: Generally does not meet criteria
relative to quality and quantity of behavior required.

1 fi MUCH LESS THAN ACCEPTABLE: Significantly below criteria
required for successful job performance.

Identify one question you plan to ask to determine a competency. Then
determine the content the answer would have to include to be acceptable and
less than acceptable.

Competency Rating:

Much more than acceptable:

More than acceptable:

Acceptable:

Less than acceptable:

Much less than acceptable:
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TABOO QUESTIONS:
AsK THESE AND You CouLD BE SUED!

RELIGION

Never ask a candidate to give you the origin of his/her last name, and ask no
questions about social affiliations that could yield religious information.

Questionsnottoask:0 You have an interesting name. What

oDo you belong to any clubs, soci al
organi zations?90

oWhat religion are you?9o0
OWi Il chur ch oo nfeleikcetn dwi?toh  wor ki n

Title VIl requires that employers make reasonable accommodations for
their employees®6 religious practices.

AGE

Federal law specifically protects people against age discrimination. Abiding by

the law means no questions that even hint about age.

Questions nottoask:0 How ol d are your children?é
OAre you a veteran of the Vietnam V
oWhat vyear did you graduate from hi

Age Discrimination in Employment Act protects employees 40 years
old and above. You can ask an applicant to state age if it is less than
18. If you need date of birth to compute pension, you can obtain
information after hiring.

SEX AND MARITAL OR FAMILY STATUS

The rule here is simple. Don’t ask a woman anything youwouldn’ t ask a man
and vice versa. If, for example, you're concerned that a married employee
wouldn't be able to handle extensive travel, ask the candidate straight out:
“This position requires considerable travel, will you be able to meet that?”

Questions nottoask:0 Ar emgromnui ed? Divorced? Separated? W
oWhat does your spouse do?6

0Do you have children?6
oOWhat are your childcare arrangemen
oWhat are your future childrearing

oWhere were you born? Where were yo
OAr e ykauwmgt mibomut having a baby?56
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DISABILITIES: ADA

The Americans with Disabilities Act (ADA) prohibits discrimination on the basis
of any disability. During pre-hiring interviews, only ask questions that focus on
the applicant’s ability to perform the job with or without accommodation.

Before job offer: No medical questions
No medical exam

After job offer: Medical exam permitted. During medical exam, physician may
question prospective employee about medical history, on-the-
job injuries, @amsd workersdé comp. cl

If medical exam reveals disqualifying medical condition, you
may withdraw the job offer

Questions That May Be Asked:

OAre you able to perform these tasks with or
indicates that he or she can perform the tasks with an accommodation, he or she may
be asked to demonstrate or explain how.)

oOoHow would you perform the tasks, and with w

Questions/Inquiries That Are Disallowed Under ADA Guidelines:

OHave you ever had or been treated for any of the following conditions or diseases?
Please list any conditions or diseases for which you have been treated in the past
three years. o

oHave you ever been hospitalized? For what =c
OHave you ever been treated for any ment al
0| s dnphhealtrerelated reason you may not be able to perform the job for which

you are applying?é6

oHave you had a major illness in the | ast fi
OHow many days were you absent from work bec
0Do you have an patpptiesyoudran perfdranihgeartainskinds of

work? I f yes, describe such defects and spec
o0Do you have any disabilities of i mpairments
the position for which you are applying?6
OAre youptea&g&émi bed drugs?56

oHave you ever been treated for drug addicti
oHave you ever filed for workersd compensat.
Inquiries about any disabilities.

Inquiries about conditions causing a disability.

Inquiries about any prognosis or expectations regarding a condition or disability.

|l nquiries regarding an individual s need for

the disability.
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CRIMINAL RECORD

You can’t ask candidates if they've ever been arrested, but you can ask them if
they have ever been convicted of a crime in the past seven years. You're
permitted to, and should, probe for details.

Questionsnottoask:0 Have you ever been arrested?6
oHave you ever been in troubl e with

Questions concerning arrests are improper unless the applicant is

being considered for a oOsecurity sensitd.i
an investigation to determine whether the applicant was likely to have

committed the crime for which he was arrested. Employer can ask the

question if he/she can show that the conviction is in some way

related to the position for which the applicant is applying.

FINANCIAL AFFAIRS
Although you are allowed to run a standard credit check on candidates (in most
states), most questions regarding financial affairs are illegal.

Questions nottoask:0 Do you own your own home?20
oDo you own your own car?69

OTHER ILLEGAL QUESTIONS

OHow much do you weigh?¢6

OHow tall are you?bé6

0Could we have a photograph to include with
OHave yhoaud ewoeur wages garni sheed?596
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SAMPLE BEHAVIORAL
INTERVIEW QUESTIONS

Ability to Learn

1 What tricks or techniques have you learned to make a job easier, or to make
yourself more effective? How did you learn that?

1 Tell me about a situation when you had to learn something new in a short
time. How did you proceed?

Adaptability

T You’' ve probably had this experience:
then you’'re told you must change your
How did you handle that?

1 Which supervisors/ managers have you found easiest to work with?
Hardest? Why?

1 What are some of the personal strategies you use to adapt to change?

1 Tell of some situations in which you have had to adjust quickly to changes
over which you had no control. What was the impact of the change on you?

Analysis

1 What steps do you follow to study a problem before making a decision?

1 Walk me through a situation where you had to do research and analyze the
results for one of your tasks or projects.

1 We can sometimes identify a small problem and fix it before it becomes a
major problem. Give an example(s) of how you have done this.

1 Describe a situation in which you had to collect information by asking many
questions of several people.

1 Inasupervisory role, recall a specific time when you disciplined or counseled
an employee. What was the nature of the discipline? What steps did you
take? How did that make you feel? How did you prepare yourself?

1 Recall a time from your work experience when your manager or supervisor
was unavailable and a problem arose. What was the nature of the problem?
How did you handle that situation? How did that make you feel?

1 Recall a time when you were assigned what you considered to be a complex
project. Specifically, what steps did you take to prepare for and finish the
project? Were you happy with the outcome? What one step would you have
done differently if given the chance?

1 What was the most complex assignment you have had? What was your role?
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Attention to detail

T

Have you ever had an experience in which you were glad you had paid
attention to some particular detail? Please describe it.

It's often said that something "slipped through the cracks." Has that ever
happened to you? Were you able to keep it from happening?

1 Have you ever found an error in your work? How did it happen? What did
you do about it?

Authority

1 Give me a specific example of a time when you had to conform to a policy

with which you did not agree. How did you communicate your personal
feelings?

What were the limits of authority in your previous job? Did you ever find it
necessary to go beyond them?

Communication

l

Tell me about a situation when you had to speak up (be assertive) in order to
get a point across that was important to you.

Have you ever had to "sell" an idea to your co-workers or group? How did
you do it? Did they "buy" it?

1 Tell of a time when your active listening skills really paid off for you-maybe a
time when other people missed the key idea being expressed.

1 What has been your experience in giving presentations to small or large
groups? What has been your most successful experience in speech making?

1 Please discuss an important written document you were required to
complete.

1 Have you ever had to get a point across to different types of people? What
approach did you take?

Conflict

7 Tell me about a time when you worked with a person who did things very
differently from you. How did you get the job done?

1 How have you most constructively dealt with disappointment and turned it
into a learning experience?

Control

1 Describe the procedure you use to keep track of things that require your

attention.
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T What do you do to keep track of your subor
assignments?

T What procedure do you use to evaluate your
1 Describe a typical staff meeting in your department.

1 What do you do when you find that a subordinate is not meeting your
standards? Give an example of a standard that you have established.

1 What measures/metrics do you use to ensure that things are in control in
your area? How did you create them? How do you use them?

Customer Service Orientation

1 Tell of the most difficult customer service experience that you have ever had
to handle-perhaps an angry or irate customer. Be specific and tell what you
did and what was the outcome.

Decision Making and Problem Solving
1 Give me an example of a time when you had to keep from speaking or
making a decision because you did not have enough information.

1 Give me an example of a time when you had to be quick in coming to a
decision.

1 Give me an example of a time when you had to make a split second decision.

1 Tell me about a difficult decision you've made in the last year. What made it
so difficult?

1 Tell me about a time when you were forced to make an unpopular decision.

1 Tell me about the riskiest decision that you have made.

Delegation

1 Describe your normal method of assigning work to others.

1 Who is in charge when you are gone? How do you inform this person of the
limits and responsibilities you expect him/her to observe?
1 Tell me about a time when you delegated a project effectively. What method
did you use to delegate your work?
1 Describe a project that required a major effort by many members of your
staff. Who did you ask to participate? Why did you choose them? What
assignments did they have?
1 You probably had a situation in which you delegated a responsibility and the
wor k wasn’'t done as you had expected. Wh y
How did you respond?
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Flexibility
1 Tell me about a time you had to surmount an obstacle to reach a goal. What
was the problem, and what did you do about it?

1 Have you ever had an experience in which you failed to sell an idea or gain
cooperation the first time, but you succeeded later? What was the difference?

1 How would you handle a performance problem with your best employee?
Your worst employee?

Identification with the Job

1 What did you like best about your previous job? What did you like least?
1 Why did you choose this particular line of work?

Independence

1 Givemeanexampleofapr oj ect or idea you’ve undert ak:e
knew it would not be popular with some people. How did things work out?

T I't”s possible, of course, to be | oyal to vy

some rules and policies. Can you cite an example in your own experience?

1 On what occasions did you feel you should consult with your boss before
proceeding with some action? When did you feel it was proper to act on your
own?

Influence

1 Describe a situation in which you were able to use persuasion to successfully
convince someone to see things your way.

Initiative
1 Describe some projects or ideas (not necessarily your own) that were
implemented, or carried out successfully primarily because of your efforts.

1 Describe a situation that required a number of things to be done at the same
time. How did you handle it? What was the result?

Have you found any ways to make your job easier or more rewarding?
Describe the most creative work-related project you have completed.

What to do you differently than other people in your occupation?

= =4 4

Tell me about an idea you generated. What did you do with it? How did
things work out?
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Interpersonal Skills

1 What have you done in the past to contribute toward a teamwork
environment?

1 Describe a recent unpopular decision you made and what the result was.

1 Give an example of when you had to work with someone who was difficult to
get along with. Why was this person difficult? How did you handle that
person?

1 Describe a situation where you found yourself dealing with a group of people
who didn't like you. How did you handle it?

1 What are your greatest people skills/assets?

1 What types of behavior do you have the most difficulty dealing with?

1 What is your style of relating to others overall, and in a managerial position?
Has your style changed at all over the years? Why?

1 How have you handled disagreements in the past with peers or your
manager?

{1 What are the kinds of issues or problems you see a person in this position
encountering? How have you handled these issues in the past?

1 What skills do you think are most important for a person in this position to
have?

Integrity

1 Give me an example of a time you found it necessary to make an exception to
the rules in order to get something done.

1 Do you feel some rules should be obeyed more strictly than others? Give me
some examples.

1 How strictly do you believe your peers follow the rules? Do you approve of
their attitude?

Judgment

1 How did you go about making the best decision you ever made? What
process did you use?

1 Tell me the same thing about the worst decision you ever made.

1 How about the hardest decision you ever made?

9 Describe a situation in which one or more subordinates had roles in the

decision making process. How did you make use of their contributions?
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Leadership

What is the toughest group that you have had to get cooperation from?
Have you ever had difficulty getting others to accept your ideas? What was
your approach? Did it work?

Give me an example of when you had to show good leadership.

How did you help your staff set performance objectives last year?

Tell me about a time when you had to gain the cooperation of a group over
which you had little or no authority. What did you do? How effective were
you?

Have you had to introduce a new policy or idea that departed fro the
customary way of doing things? What approach did you take to gain
cooperation? How did it work out?

Learning Ability

1 What is your preferred learning style?

1 Have you ever had trouble learning new concepts or procedures? How did
you deal with it?

1 What did you have to learn to be effective in your previous job? How long
did it take you? Which parts were the most challenging?

1 Describe the depth of your technical skills; what do you know and not know?

Motivation

1 Give me an example of a time when you went above and beyond the call of
duty.

1 Describe a situation when you were able to have a positive influence on the

actions of others.

Planning and Organization

How do you decide what gets top priority when scheduling your time?

What do you do when your schedule is suddenly interrupted? Give an
example.

Describe a time at work when you had many projects or tasks due at the same
time. What steps did you take to get them all done?

Describe when you or a group that you were a part of was in danger of
missing a deadline. What did you do?
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Quality/Continuous Improvement
1 How would you define quality as it relates to your area of work? What
methods did you put in place to maintain/sustain that definition of quality?

1 Who were your customers in your department? How did you measure their
satisfaction of your services?

T As a member of the organization’s | eadersh
quality and continuous improvement?

1 What quality/continuous improvement tools did you use on an ongoing
basis? Which were easiest to implement? Which were most difficult?

1 Identify a Lean/Six Sigma/Continuous improvement project you lead. What
were the results? What constraints did you encounter? How did you handle
them?

1 How did you promote continuous improvement in your department? What
methods did you use? Were they successful? Why so (or not)?

Safety

1 What are the major safety requirements of your job?
1 How do you practice safety in the workplace?

1 Have you recently had an accident or a close call? Why do you think it
happened?

Stress

1 Describe a time when you were faced with problems or stresses at work that
tested your coping skills. What did you do?

1 What has frustrated you most about your job(s) in the past?

1 What kinds of pressure did you feel on the job? How did you cope with the
pressure?

1 Do you feel you made a personal sacrifice for a past employer? Describe
what happened.

Supervision
1 Have you ever moved up to a position where you had to supervise former
peers? How did you handle it?

1 Describe thecharact er i sti cs of the best and worst p
ever worked. Why did you have this reaction?

1 If you were going to evaluate your own performance, what factors would you
consider most important?
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1 What have you done to assist an average employee to become an excellent
employee?

Teamwork

T What does the word “team” mean to you?

1 What different types of situations have you experienced that involved
teamwork?

1 Describe a situation where others you were working with on a project
disagreed with your ideas. What did you do?

1 Describe a situation in which you found that your results were not up to your
team's or supervisor's expectations. What happened? What action did you
take?

1 Tell of a time when you worked with a colleague who was not completing
their share of the work. Who, if anyone, did you tell or talk to about it? Did
the manager take any steps to correct your colleague? Did you agree or
disagree with the manager's actions?

1 Describe a situation in which you had to arrive at a compromise or guide
others to a compromise.

T Tell us about a situation where you’ ve
your role? What were you trying to accomplish? How did you and the team
work together?

1 What aspects of teamwork do you like? Dislike?

1 What do you think is the greatest challenge in teamwork?

{1 Based on the teams you have seen in the past, what are some of the key things
a team must put in place in order to work effectively?

1 How have teams you worked with handled conflicts? Did you agree with the
process? Would you have recommended anything different?

1 What are the best ways to have leadership, in your opinion, on a team? How

have teams addressed the leadership issue in your past experiences?

Technical and Professional Knowledge

T

Sometimes it's easy to get in "over your head". Describe a situation where you
had to request help or assistance on a project or assignment.

Give an example of how you applied knowledge from previous work on a
project to something you are working on now.

s happening in your

How do you keep informed about what

To what job-related organizations do you belong?
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1 What job-related publications do you normally read? What was a recent
article? Why did it interest you?

1 Have you recently attended any conferences or seminars in your field? What
did you get out of them?

1 What do you think is the most important development in your field today?
What impact do you think it will have?

Work Standards

1 Compare and contrast the times when you did work which was above the
standard with times your work was below the standard.

1 Describe some times when you were not very satisfied or pleased with your
performance. What did you do about it?

1 What are your standards of success on the job? What have you done to meet
these standards?

1 How have you differed from others in evaluating your performance? How
did you handle the situation?

1 What personal performance standards do you set for yourself? What have
you done to meet them? What do you do if you find yourself falling short of
a standard?

1 Inyour mind what are the greatest attributes that distinguishes a superior

employee from someone who gives typical good performance?

Written Communication

T

What are some of the most important documents you have written? What
kinds of problems did you have writing them? What kind of reception did
they get? Why?

What is the most difficult writing assignment you have undertaken recently?
Why was it so challenging? How did you handle it?

Recall an important report you had to prepare. How did you go about
planning and organizing it.
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