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18. What kinds of challenges did you face on your last job? Give an example of 
how you handled them. 

19. What projects have you started on your own recently? What prompted you to 
get started? 

20. What sorts of things have you done to become better qualified for your 
career? 

21. What was the best idea that you came up with in your career? How did you 
apply it? 

22. When you disagree with your manager, what do you do? Give an example. 
23. When you have a lot of work to do, how do you get it all done? Give an 

example? 
 
Analytical Thinking 
24. Describe the project or situation which best demonstrates your analytical 

abilities. What was your role? 
25. Developing and using a detailed procedure is often very important in a job. 

Tell about a time when you needed to develop and use a detailed procedure 
to successfully complete a project. 

26. Give a specific example of a time when you used good judgment and logic in 
solving a problem. 

27. Give me an example of when you took a risk to achieve a goal. What was the 
outcome? How did you go about making the changes (step by step)? Answer 
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35. What, in your opinion, are the key ingredients in guiding and maintaining 
successful business relationships? Give examples of how you made these 
work for you. 
 
 

 
Business Systems Thinking 
 
36. Describe how your position contributes to your organization's/unit's goals. 

What are the unit's goals/mission? 
37. Tell us about a politically complex work situation in which you worked. 
 
Caution 
 
38. Have you ever worked in a situation where the rules and guidelines were not 

clear? Tell me about it. How did you feel about it? How did you react? 
39. Some people consider themselves to be "big picture people" and others are 

"detail oriented". Which are you? Give an example of a time when you 
displayed this. 

40. Tell us me about a situation when it was important for you to pay attention to 
details. How did you handle it? 

41. Tell us me about a time when you demonstrated too much initiative? 
 
 
Communication 
 
42. Describe a situation in which you were able to effectively "read" another 

person and guide your actions by your understanding of their individual needs 
or values. 

43. Describe a situation when you were able to strengthen a relationship by 
communicating effectively. What made your communication effective? 

44. Describe a situation where you felt you had not communicated well. How did 
you correct the situation? 

45. Describe a time when you were able to effectively communicate a difficult or 
unpleasant idea to a superior. 

46. Describe the most significant written document, report or presentation which 
you had to complete. 

47. Give me an example of a time when you were able to successfully 
communicate with another person, even when that individual may not have 
personally liked you , or vice versa. 

48. Give me an example of a time when you were able to successfully 
communicate with another person, even when that individual may not have 
personally liked you. 

49. Have you ever had to "sell" an idea to your co-workers or group? How did you 
do it? Did they "buy" it? 
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50. How do you keep subordinates informed about information that affects their 
jobs? 

51. How do you keep your manager informed about what is being done in your 
work area? 

52. How do you go about explaining a complex technical problem to a person 
who does not understand technical jargon? What approach do you take in 
communicating with people? 

53. What kinds of communication situations cause you difficulty? Give an 
example. 

54. Tell us about a recent successful experience in making a speech or 
presentation. How did you prepare? What obstacles did you face? How did 
you handle them? 

55. Tell us about a time when you and your current/previous supervisor disagreed 
but you still found a way to get your point across. 

56. Tell us about a time when you had to present complex information. How did 
you ensure that the other person understood? 

57. Tell us about a time when you had to use your verbal communication skills in 
order to get a point across that was important to you. 

58. Tell us about a time when you were particularly effective in a talk you gave or 
a seminar you taught. 

59. Tell us about an experience in which you had to speak up in order to be sure 
that other people knew what you thought or felt. 

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

61. Tell us me about a time in which you had to use your written communication 
skills in order to get an important point across. 

62. What challenges have occurred while you were coordinating work with other 
units, departments, and/or divisions? 

63. What have you done to improve your verbal communication skills? 
64. How have you persuaded people through a document you prepared? 
65. What are the most challenging documents you have done? What kinds of 

proposals have your written? 
66. What kinds of writing have you done? How do you prepare written 

communications? 
 
Conflict Resolution 
 

67. Describe a time when you took personal accountability for a conflict and 
initiated contact with the individual(s) involved to explain your actions. 
 
Customer Orientation 
 

68. How do you handle problems with customers? Give an example. 
69. How do you go about establishing rapport with a customer? What have you 

done to gain their confidence? Give an example. 
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70. What have you done to improve relations with your customers? 
 
Decision Making 
 

71. Discuss an important decision you have made regarding a task or project at 
work. What factors influenced your decision? 
 

72. Everyone has made some poor decisions or has done something that just did 
not turn out right. Has this happened to you? What happened? 

73. Give an example of a time in which you had to be relatively quick in coming to 
a decision. 

74. Give an example of a time in which you had to keep from speaking or not 
finish a task because you did not have enough information to come to a good 
decision.  

74.
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106. How did you keep track of delegated assignments? 
107. How do you evaluate the productivity/effectiveness of your subordinates 
108. How do you get data for performance reviews? 
109. How do you keep track of what your subordinates are doing? 
110. What administrative paperwork do you have? Is it useful? Why/why not? 

 
 
Initiative 
 

111. Give me an example of when you had to go above and beyond the call of 
duty in order to get a job done. 

112. Give me examples of projects/tasks you started on your own. 
113. Give some instances in which you anticipated problems and were able to 

influence a new direction. 
114. How did you get work assignments at your most recent employer? 
115. What changes did you develop at your most recent employer? 
116. What kinds of things really get your excited? 
117. What sorts of projects did you generate that required you to go beyond 

your job description? 
118. What sorts of things did you do at school that were beyond expectations? 

 
Interpersonal Skills 
 

119. Describe a recent unpopular decision you made and what the result was. 
120. Describe a recent unpopular decision you made and what the result was. 
121. Describe a situation in which you were able to effectively "read" another 

person and guide your actions by your understanding of their needs and 
values. 
 

122. Tell us about the most difficult or frustrating individual that you've ever had 
to work with, and how you managed to work with them. 

123. What have you done in past situations to contribute toward a teamwork 
environment? 

124. What have you done in the past to contribute toward a teamwork 
environment? 
 
Innovation 
 

125. Can you think of a situation where innovation was required at work? What 
did you do in this situation? 

126. Describe a situation when you demonstrated initiative and took action 
without waiting for direction. What was the outcome? 

127. Describe a time when you came up with a creative 
solution/idea/project/report to a problem in your past work. 

128. Describe something that you have implemented at work. What were the 
steps used to implement this? 
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147. Have you ever met resistance when implementing a new idea or policy to 
a work group? How did you deal with it? What happen



HR Advisors  507-399-1240 

166. Tell us me about an important goal that you set in the past. Were you 
successful? Why? 
 
 
Negotiating 
 

 
167. Describe the most challenging negotiation in which you were involved. 

What did you do? What were the results for you? What were the results for 
the other party? 

168. Have you ever been in a situation where you had to bargain with 
someone? How did you feel about this? What did you do? Give an example. 
How did you prepare for it? 
How did you present your position? 
How did you resolve it? 

169. Tell us about the last time you had to negotiate with someone. 
What was the most difficult part? 
 
Organizational 
 

170. Describe a time when you had to make a difficult choice between your 
personal and professional life. 

171. Give me an example of a project that best describes your organizational 
skills. 

172. How do you decide what gets top prio
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181. Tell us about a time when you had to take disciplinary action with 
someone you supervised. 
 

 
182. Tell us about a time when you had to tell a staff member that you were 

dissatisfied with his or her work. 
183. Tell us about a time when you had to use your authority to get something 

done. Where there any negative consequences? 
184. There are times when people need extra help. Give an example of when 

you were able to provide that support to a person with whom you worked. 
185. What have you done to develop the skills of your staff? 
186. When do you give positive feedback to people? Tell me about the last time 

you did. Give an example of how you handle the need for constructive 
criticism with a subordinate or peer. 
 
Personal Effectiveness 
 

 
187. Give an example of a situation where others were intense but you were 

able to maintain your composure. 
188. It is important to maintain a positive attitude at work when you have other 

things on your mind. Give a specific example of when you were able to do 
that. 

189. Keeping others informed of your progress/actions helps them fell 
comfortable. Tell your methods for keeping your supervisor advised of the 
status on projects. 

190. Tell us about a recent job or experience that you would describe as a real 
learning experience? What did you learn from the job or experience? 

191. Tell us about a time when you took responsibility for an error and were 
held personally accountable. 

192. Tell us about a time when your supervisor criticized your work. How did 
you respond? 

193. Tell us about some demanding situations in which you managed to remain 
calm and composed. 

194. There are times when we are placed under extreme pressure on the job. 
Tell about a time when you were under such pressure and how you handled 
it. 

195. What have you done to further your own professional development in the 
past 5 years? 

196. When you have been made aware of, or have discovered for yourself, a 
problem in your work performance, what was your course of action? Can you 
give an example? 
 
Persuasion 
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247. Have you ever been in a situation where you had to settle an argument 
between two friends (or people you knew)? What did yo
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266. Tell us about a time when you had to go above and beyond the call of duty 
in order to get a job done. 
 

 
267. What do you consider to be your professional strengths? Give me a 

specific example using this attribute in the workplace. 
268. What goal have you set for yourself that you have successfully achieved? 

What was the most useful criticism you ever received? 
 
Selecting and Developing People 

269. How do you coach an employee in completing a new assignment? 
270. What have you done to develop your subordinates? Give an example. 
271. What have you done to improve the skills of your subordinates? 
272. What was your biggest mistake in hiring someone? What happened? How 

did you deal with the situation? 
273. What was your biggest success in hiring someone? What did you do? 

 
Setting Goals 
 

274. Did you have a strategic plan? How was it developed? How did you 
communicate it to the rest of your staff? 

275. How do you communicate goals to subordinates? Give an example. 
276. How do you involve people in developing your unit's goals? Give an 

example. 
277. What company plans have you developed? Which ones have you 

reached? How did you reach them? Which have you missed? Why did you 
miss them? 

278. What were your annual goals at your most current employer? How did you 
develop these goals? 

279. What were your long-range plans at your most recent employer? What 
was our role in developing them? 
 
Setting Performance Standards 
 

 
280. How do you go about setting goals with subordinates? How do you involve 

them in this process? 
281. How do you let subordinates know what you expect of them? 
282. What performance standards do you have for your unit? How have you 

communicated them to your subordinates? 
 
Setting Priorities 

283. Have you ever been overloaded with work? How do you keep track of 
work so that it gets done on time? 

284. How do you manage your time? 
How do you schedule your time? 



HR Advisors  507-399-1240 

285. When given an important assignment, how do you approach it? 
 
 
Sound Judgment 
 

286. Describe a situation when you had to exercise a significant amount of self-
control. 

287. Give me an example of a time in which you had to be relatively quick in 
coming to a decision. 

288. Give me an example of when you were able to meet the personal and 
professional demands in your life yet still maintained a healthy balance. 

289. Give me an example of when you were responsible for an error or 
mistake. What was the outcome? What, if anything, would you do differently? 
If you were interviewing for this position what would you be looking for in the 
applicants? 

290. We work with a great deal of confidential information. Describe how you 
would have handled sensitive information in a past work experience. What 
strategies would you utilize to maintain confidentiality when pressured by 
others? 

291. When have you had to produce results without sufficient guidelines? Give 
an example. 
 
Strategic Planning 

292. Describe what steps/methods you have used to define/identify a vision for 
your unit/position. 

293. How do you see your job relating to the overall goals of the organization? 
In your current or former position, what were your long and short-term goals? 

294. Tell us about a time when you anticipated the future and made changes to 
current responsibilities/operations to meet future needs. 
 
Stress Management 
 

295. How did you react when faced with constant time pressure? Give an 
example. 

296. People react differently when job demands are constantly changing; how 
do you react? 

297. What kind of events cause you s
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was the end result? 
 

 
300. Describe a team experience you found disappointing. What would you 

have done to prevent this? 
301. Describe a team experience you found rewarding. 
302. Describe the types of teams you've been involved with. What were your 

roles? 
303. Describe your leadership style and give an example of a situation when 

you successfully led a group. 
304. Give an example of how you have been successful at empowering a 

group of people in accomplishing a task. 
305. Give an example of how you worked effectively with people to accomplish 

an important result. 
306. Have you ever been a project leader? Give examples of problems you 

experienced and how you reacted. 
307. Have you ever been in a position where you had to lead a group of peers? 

How did you handle it? 
308. Have you ever participated in a task group? What was your role? How did 

you contribute? 
309. Please give your best example of working cooperatively as a team 

member to accomplish an important goal. What was the goal or objective? To 
what extent did you interact with others on this project? 

310. Some people work best as part of a group - others prefer the role of 
individual contributor. How would you describe yourself? Give an example of 
a situation where you felt you were most effective. 

311. Tell us about a time that you had to work on a team that did not get along. 
What happened? What role did you take? What was the result? 

312. Tell us about a work experience where you had to work closely with 
others. How did it go? How did you overcome any difficulties? 

313. Tell us about the most difficult challenge you faced in trying to work 
cooperatively with someone who did not share the same ideas? What was 
your role in achieving the work objective? 

314. Tell us about the most difficult situation you have had when leading a 
team. What happened and what did you do? Was it successful? Emphasize 
the "single" most important thing you did? 

315. Tell us about the most effective contribution you have made as part of a 
task group or special project team. 

316. Think about the times you have been a team leader. What could you have 
done to be more effective? 

317. What is the difficult part of being a member, not leader, of a team? How 
did you handle this? 

318. What role have you typically played as a member of a team? How did you 
interact with other members of the team? 
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319. When is the last time you had a disagreement with a peer? How did you 
resolve the situation? 
 

 
320. When working on a team project have you ever had an experience where 

there was strong disagreement among team members? What did you do? 
 
Time Management Schedule 
 

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

322. How do you determine priorities in scheduling your time? Give an 
example. 

323. How do you typically plan your day to manage your time effectively? 
324. Of your current assignments, which do you consider to have required the 

greatest amount of effort with regard to planning/organization? How have you 
accomplished this assignment? How would you asses your effectiveness? 
 
Toughness 
 

325. On many occasions, managers have to make tough decisions. What was 
the most difficult one you have had to make? 

326. Tell us about setbacks you have faced. How did you deal with them? 
What has been your major work related disappointment? What happened and 
what did you do? 

327. What is the most competitive situation you have experienced? How did 
you handle it? What was the result? 
What was your major disappointment? 
 
Variety 
 

328. How many projects do you work on at once? Please describe. 
329. When was the last time you made a key decision on the spur of the 

moment? What was the reason and result? 
330. When was the last time you were in a crisis? What was the situation? How 

did you react? 
331. Which of your jobs had the most rapid change? How did you feel about it? 

 
Values Diversity 
 

 
332. Give a specific example of how you have helped create an environment 

where differences are valued, encouraged and supported. 
333. Tell us about a time that you successfully adapted to a culturally different 

environment. 




