
 
APPENDIX A 

 
 

Sample Interview Questions 
 

Job Competencies/Prior Work Experience 
1. Please describe your present responsibilities and duties. 
2. How do you spend an average day? 
3. How has your current position changed from the day you started until now? 
4. Describe the most complex problem you had to solve in your last/current position. 
5. What do you consider to be your most important accomplishments in the last three 
positions you have held? 
6. What were some of the setbacks or disappointments you experienced in the last three 
positions you have held? 
7. Why did you leave your last employer/why would you consider leaving your current 
employer? 
8. Describe your involvement with committees, your role on the committees, and what 
you learned from each experience. 
9. In previous positions, how much of your work was accomplished alone and how much 
as part of a team effort? 
10. What was the most radical idea you ever introduced to an employer, and what was the 
result? 
11. What kinds of policies and procedures have you created and to whom did you take 
them for approval? 
12. Have you had public speaking experience? If so, who was the audience, and what was 
the purpose: selling, informing? 
13. Of the various work environments you’ve experienced at your different jobs, which 
was most productive for you? Why?   
14. Which work environment was least productive for you?   
15. What would you definitely like to avoid in your work life?   
16. What are some of the things your company might have done to be more successful?   
17. How do you feel about your workload?   
18. What types of problems frustrate you the most?   
19. What was the toughest emergency you’ve ever faced?   
20. How do you feel your personality changes working under pressure?   
21. Give us an example of a time when you successfully used your analytical skills. 
22. Give us an example of a time when you successfully used your creativity skills. 
23. Give an example of a process that you re-engineered. 
24. What specific strengths did you bring to your last job that made you effective?   
25. Describe the most significant written document, report or presentation you have had 
to complete.   
26. Describe your system for controlling errors in your work.   
27. What do you do when you realize something has “slipped through the cracks”? How 
do you ensure it doesn’t happen again?   
28. What have others said about your writing ability? 



29. What have you done in the past five years to improve your writing skills? 
30. Can you perform all the essential functions of this job with or without reasonable 
accommodation? 
31. Are you able to travel as required by this position? 
32. Are you able to relocate, if necessary? 
33. Describe your computer software experience and which packages are strong, 
moderate or weak for you. 
34. What risks did you take in your last few jobs and what were the results of those risks?   
35. What do you do when you are having trouble solving a problem? 
36. How do you keep abreast of external factors that might affect your department or 
organization?   
37. Who do you talk to when you’ve been assigned work, which is unfamiliar or new? Do 
you seek out such work?   
38. What do you feel it takes for a person to be successful in your field?   
39. What is your most creative idea that was turned down? 
40. What experience have you had with public presentations? What was their purpose, 
and what visual aids and kinds of notes did you use? How did you prepare? 
41. Describe a failure you had and how you dealt with it? 
42. What are your salary expectations if offered this position? 
43. Pacific’s focus is customer or student-centric. In your present or last position, who 
was the customer/student and how did your job relate to providing service for the 
customer/student? 
44. Please describe the budget you managed at your current or prior job, how would you 
describe your approach to budgets. 
45. Please describe any fundraising experience you have had, what was successful? 
46. Please identify what you consider to be one of your strengths and how you have 
applied it in a work situation. 
47. Please describe in detail how your background, experience, and leadership style relate 
to this position. 
48. Please describe a time when you saved your employer time or money or prevented a 
serious mistake because of your attention to detail. 
49. Please describe how you have used word processing software and other software in 
your previous employment. How are you keeping up with changes in software and 
technology? 
50. Describe a busy day at your last/present office. Do you have to concentrate on 
detailed material? Do you experience frequent interruptions? 
51. Please describe a time when you improved the method for accomplishing a task that 
your employer assigned to you. Did your employer agree that your method was an 
improvement? 
52. What results are/were you expected to accomplish in your current/last job. How did 
your employer measure the results? Was your employer satisfied with your level of 
accomplishment? Were you? 
53. Describe which job or which manager got the most out of your potential. What made 
that situation productive?   
54. What experience have you had in working with the public?   



55. Describe an achievement by your department or team that put the customer or student 
first. 
56. Do you have any additional information that you think would be helpful to us in 
making our selection? 
57. Do you have any questions for us? 
58. Please provide us with the paragraph that you drafted in response to our letter 
arranging for this interview. 
59. Tell us about your greatest success as a change agent. 
60. What is the toughest group you ever had to get cooperation from? 
61. How much training and guidance did you receive in past jobs? Did you feel 
comfortable with that level of instruction? Do you prefer written or oral instructions? 
62. How would your co-worker/boss describe you? 
63. How do you deal with fluctuations in work load?   
64. How do you know if you are doing a good job? 
65. What are the most stressful aspects of your current or past jobs? What have you done 
on the job to alleviate stress?   
66. Why are you interested in higher education?   
 
Behavioral Interviewing Questions 
1. Tell me about a situation where a crisis developed and meeting a deadline required 
long hours of extra effort. What happened and how did you handle it?   
2. Describe a time when you went well “beyond the call of duty” to accomplish a task. 
3. Describe a time on any job you’ve held in which you were faced with problems or 
stresses, which tested your coping skills. What did you do?   
4. Tell me about a time when you felt you were working in a “pressure cooker”. What did 
you do?   
5. Give us an example of a time in which you had to use your fact-finding skills to gain 
information for solving a problem – then tell me how you analyzed the information to 
come to a decision.   
6. Describe a situation in which you had to arrive at a compromise or guide others to a 
compromise.  
7. Describe for me a difficult political situation you’ve faced and how you dealt with it.   
8. Tell me about a time in which you had to use your spoken communication skills to get 
a point across that was important to you.   
9. Describe a situation in which you were able to positively influence the actions of 
others in a desired direction.   
10. Describe a situation in which you felt it necessary to be assertive in the pursuit of a 
goal or an objective. 
11. Describe a time when you needed to come up with a plan to get around an obstacle 
that prevented you from completing your work on time.   
12. Describe a time when you goals conflicted with the goals of the organization and 
what you did about it. 
13. What has been the most difficult decision you have had to make in your professional 
career? What were the events that led to your decision and what was the outcome?   
14. Describe a situation when you needed to take action that was in a procedural “gray 
area”. What did you do?   



15. Give me an example of an important goal, which you have set in the past and tell me 
about your success in reaching it. 
16. Tell me about a specific experience where you needed to take action without first 
consulting your supervisor. What was the situation? What was the outcome?  
17. Give me an example of a time when you questioned a policy or procedure when it 
might have been better or easier to go along with it. 
18. When have you felt the most pressure to compromise your personal integrity? What 
was the outcome?   
19. Describe a situation in which you were able to effectively “read” another person and 
guide your actions by your understanding of his or her individual needs or values.   
20. Describe a time when you felt you “lost your cool” on the job and the result. 
21. Describe a situation in which it was necessary for you to mediate or negotiate a 
solution or compromise. 
22. Give me an example of a specific occasion when you conformed to a policy that you 
did not agree with. What did you do?  
23. Tell us about your experience that will make you successful at developing and 
maintaining relationships with your customers. 
24. Tell me about a time people you were working with weren’t as honest or sincere as 
you would have liked. What did you do? 
25. What has been the most difficult situation you’ve encountered in your career where 
you were called to get opposing sides to work together? How did you make it work?   
26. Describe for me a situation where self-centered behavior produced bad teamwork that 
was expensive for the company. If you were the supervisor and wanted to solve the 
problem, how would you have done it? How would you have described the problem to 
the individual?   
27. What types of problems have you encountered with your co-workers and how did you 
handle them? 
28. Describe a situation from your business past where you had to work with a 
particularly difficult person and how you worked with that person? 
29. How do you go about understanding your customer’s perceptions and needs? 
30. Describe a time in which you had to change your work style in order to be more 
effective with people different from you. 
31. Describe a time where you had to use an informal network in order to achieve an 
important result. 
32. How would you go about being an advocate and resource for the teaching and learning 
process? 
33. Tell us about a time when you had to navigate a politically sensitive situation. 

a. What was at stake? 
b. Who were the players? 
c. What was the result? 

34. Give us an example of a time when you had to think on your feet to extricate yourself 
from a difficult situation. 
35. Describe a new responsibility that you received and how quickly you learned it. Did 
you request the new responsibility? What techniques did you use to enhance your 
learning comprehension and speed? 



36. Please describe any work you have performed that involved using a computerized 
record-keeping system or scheduling system that was new to you? What techniques did 
you use to learn the system? What did you like and dislike about the system? 
37. Please describe a time in which you worked under significant pressure to meet 
deadlines. How did you approach situations in which you had more work than you could 
complete it in the time allowed? 
38. Please give an example of a project you were responsible for initiating and 
completing? How did you organize the project and handle the details? Was the project 
successful? If it was not, why do you believe it was not? 
39. Describe a time in which you mentored another employee in a way that helped him or 
her to achieve higher results. 
40. Please describe a work situation in which you dealt successfully with an angry or 
upset person. How frequently have you had to deal with such people in your work? When 
people express anger toward you, how do you usually react? 
 
Education and Training 
1. Why did you choose the particular college you attended? 
2. What determined your choice of major? 
3. How do you think college contributed to your overall development? 
4. In what way do you believe your education and training has prepared you for this 
position? 
5. What special training do you have that is relevant to this position? 
6. What licenses or certifications do you have that are relevant to this position? 
7. What professional affiliations do you have that are relevant to this position? 
 
Attendance 
1. How many times were you tardy for work in the last year you worked? 
2. What do you consider to be good attendance? 
3. What do you consider a legitimate reason for missing work? 
4. Do you know of any reason why you would not be able to get to work on time on a 
regular basis? 
5. Are you able to work overtime? 
 
Goals, Initiative and Enthusiasm 
1. In what way does this position meet your career goals and objectives? 
2. If you were hired for this job, in what areas could you contribute immediately, and in 
what areas would you need additional training? 
3. What changes and developments do you anticipate in your particular field that might 
be relevant to this position? 
4. What techniques do you use to assess and execute your plans and objectives? 
5. What were your objectives for last year? To what degree were they achieved? If not 
fully achieved, why?   
6. How do you communicate your goals and objectives to your co-workers?  
Management? Your team?   
7. Describe your experience setting departmental goals and objectives. 



8. What are some of the best ideas you’ve ever “sold” to your manager? To your 
customer? What was the result?  
9. What interests you most about this position?   
10. What interests you least about this position?   
11. What do you do when you encounter resistance to your ideas?  
12. What would you want in your next job that you are not getting now? 
13. What have you done in the last year with your own time and money that would make 
you more valuable to our institution?   
14. What have you done that’s demonstrated a high level of initiative?   
15. What was your greatest accomplishment in your last job and what made it successful? 
16. Tell me about some projects you generated on your own. What prompted you to 
begin them?   
17. What is the most effective method for setting priorities, in your opinion? 
18. Professionally, where do you want to be in five years?   
19. What are your short-term and long-term career objectives? 
20. How do you feel about the progress you’ve made in your career to date?   
21. What kinds of decision do you tend to make rapidly?   
22. What do you do when you are forced to make decision without enough information 
and/or time to fully evaluate the situation?   
23. Can you tell me how you go about making important decisions?     
24. What career objectives have been met?   
25. What aspects of your career have not lived up to your expectations?   
26. What aspect of your work life do you feel passionate about?   
27. Why do you want to work at (name institution)? 
28. What have you changed about yourself as a result of criticism? 
29. Give me an example when you have shown proactive leadership in your work 
environment. 
30. What is your definition of success? How will this job help you achieve success? 
31. In what areas would you like to develop your work skills more? How do you see this 
job allowing you to accomplish that?   
 
Getting Along with Others 
1. Describe the most difficult interpersonal challenge you have faced and what you did 
about it. 
2. What have you been criticized for that you’ve heard from more than one source?   
3. When was a request for support you felt was important denied by a superior? Why was 
it denied? How did you deal with it?   
4. What has been the biggest failure or frustration in your business life? 
5. Tell me about what you have done to establish positive relationships with your co-
workers. Your supervisor? Your customers? 
6. When you have started new jobs, what did you do to establish good relationships with 
your coworkers? With management? 
7. How do you deal with people who talk but don’t listen?   
8. How much independence do you have in your current job? How would your supervisor 
answer the same question?   
9. How much or how little supervision do you feel is optimal?   



10. Describe for me your best boss. What made him or her your favorite?   
11. Which boss was your worst? Why?   
12. What do you think your boss will say when you resign?   
13. What are some of the things you didn’t agree with your boss about?   
14. Describe the relationship that should exist between supervisor and subordinate.   
15. How could your boss have done a better job?   
16. What kind of boss do you like to work for? 
17. What constructive criticism would you offer for the way the company was run?   
18. What do you do when management says no to your ideas?   
19. Give an example of a potentially volatile situation or individual that you successfully 
calmed down and how you went about it. 
20. What do you believe is the proper balance between employee freedom and supervisor 
control?  
21. Tell me about a time when you and a co-worker or your supervisor had a 
disagreement. What was the issue? What steps did you take to resolve the conflict? 
22. Give an example of a time when your ability to notice how others felt about an issue 
enabled you to prevent a volatile situation. 
23. How do you define “teamwork”? Give me an example of a time when you worked as 
a member of a team. What was your specific role? What was the goal of the team? What 
steps did you take to ensure the team was successful in reaching its goal(s)? 
24. Please describe a situation in which you participated in a successful team effort. What 
was your contribution to the effort? Would you rather work on a team or independently? 
25. What did you do in your last job to contribute toward a teamwork environment? Be 
specific.   
26. What kind of people do you like? What kind of people do you dislike?   
27. What type of reward is most meaningful to you?   
28. What’s most important to you in a job?   
29. When have you felt fully appreciated for your contribution? How does this affect the 
effort you make on the job?   
30. What could your last employer have done to keep you? 
 
Decision-Making 
1. What was the level of your decision-making authority in past positions? 
2. Describe a decision you made that had an unhappy result. 
3. Give me an example of a decision you made that backfired and what you did about it. 
4. Give an example of a decision you made that turned out better than you believed 
possible. 
5. Describe a time when you made a decision in the absence of a clear policy regarding 
the issue. 
 
Diversity & Intercultural Competence 
1. How has your background and experience prepared you to be effective in an 
environment that values diversity?  
2. What does the term “intercultural competence” mean to you? How would you describe 
your own level of intercultural competence? 



3. In what ways have you intentionally sought to enhance your own intercultural capacity 
as part of your professional development strategy? Please be specific.  
4. In your opinion, what, if any, are the critical distinctions between international and 
domestic diversity? Do you have suggestions for enhanced partnership or collaboration 
for the two areas? 
5. What do you see as the most challenging aspects of an increasingly diverse academic 
community, and what steps have you taken to meet such challenges?  
6. In what ways do you feel it is appropriate to incorporate topics related to diversity and 
inclusion in your job duties? 
7. What is your vision of diversity at an institution like University of the Pacific?  
8. Describe a specific situation in which you worked with a diverse group of people over 
an extended period of time. Based on this experience, what did you learn?  
9. Have you ever had to accommodate a student with a disability? Please discuss this 
experience and explain how you made the appropriate or requested adjustments.  
10. In your experience, what are the challenges faced by members of historically 
underrepresented groups in higher education? What strategies have you used to address 
these challenges, and how successful were those strategies?  
11. Describe a diversity initiative in which you have been directly involved? Please share 
the details about your specific role in the initiative and what was the outcome? 
12. Have you ever been involved in resolving or addressing a complaint of 
discrimination, if so what did you do and what was the result?  
13. Tell me about a time that you adapted your style in order to work effectively with 
those who were different from you.  
14. What kinds of experiences have you had in relating with people whose backgrounds 
are different from your own?  
15. Can you recall a time when you gave feedback to a colleague who was not accepting 
of others?  
16. Can you recall a time when a person's cultural background affected your approach to 
a professional situation?  
17. Give examples of times when your values and beliefs impacted your relationships 
with your colleagues.  
18. What does it mean for you to have a commitment to diversity? How have you 
demonstrated that commitment, and how would you see yourself demonstrating it here?  
19. Describe the climate for diversity at your present institution. What impact have you 
had on that climate?  
20. Have you encountered concerns about “chilly” or “unhealthy” climate raised by 
members of identity groups that have historically experienced bias or discrimination? If 
so, how have you responded to those individuals or specifically addressed the concerns?  
 
Specific Types of Positions 
 
Management and Supervision 
1. Describe the positions in which you have had supervisory responsibility. How many 
people have you supervised and in what kinds of positions? Did you have hiring/firing 
authority? 



2. Give an example of a time when you were disappointed by an employee's lack of 
accomplishment and what you did about it. 
3. What are the generally accepted steps in progressive discipline? 
4. In your experience, what kinds of things motivate an employee? 
5. Describe what is meant by “problem employee”. 
6. Describe a sticky situation with an employee and what you did about it. 
7. Describe an innovative way you handled a conflict involving two or more of your 
subordinates. 
8. What kinds of things can a supervisor do to create a positive working environment? 
9. What training and experience do you have in listening skills? 
10. Approximately how many people have you personally hired in your career? 
11. Describe an effective performance planning and review process. 
12. What methods of communicating with subordinates have you found most successful? 
13. What recognition and reward systems for subordinates have you found most 
effective? 
14. What is the role of a supervisor, in your opinion? 
15. What are the major responsibilities of a supervisor, in your opinion? 
16. What is an effective training and orientation program for a new employee? 
17. Describe the most serious complaint an employee brought to your attention and what 
you did about it. 
18. Give an example of the most novel idea an employee presented to you and what you 
did about it. 
19. What is meant by the term “protected class” under civil rights laws? 
20. Under federal wage and hour laws, describe “exempt” and “nonexempt” employees. 
21. Can you delegate responsibility? Give an example.   
22. What kind of problems did you have to address with your employees? How did they 
work out? 
24. Give an example of a time when you were disappointed by an employee’s attitude or 
lack of accomplishment and what you did about it? 
26. How would your supervisees describe your managerial style? 
27. Tell me about the people you hired in your last job. How long did they stay with you 
and how did they work out?   
28. Give me an example of a time in which you feel you were able to build motivation in 
your co-workers or subordinates at work.   
29. What do you feel makes for good teamwork and morale?   
30. Tell me about a time when you pulled the team together. How did you build morale?   
31. Tell me about your leadership style. Give me some tangible examples of why it works 
for you.   
32. Have you ever supervised a union employee? What are the key things to watch for 
regarding performance and behavioral issues of a union employee compared to a non-
union employee? 
33. How do you know or what do you do to make sure that you and your department are 
operating efficiently? 
34. What does “listening” mean to you? 
36. Describe your experience with setting goals and objectives for your department. 
37. What is the most effective method for setting priorities, in your opinion? 



38. Describe your experience in developing and monitoring budgets. 
39. What fiscal authority have you had in past positions? 
40. The department head must periodically work evening and weekend hours. Do you 
anticipate any problems meeting this requirement? 
41. The incumbent of this position must schedule overnight travel at least once each 
month. Are you able to do this? 
42. Give an example of a situation in which a budget overrun was necessary to 
accomplish a goal. 
43. In a supervisory or group leader role, have you ever had to discipline or counsel an 
employee or group member? What was the nature of the discipline? What steps did you 
take? How did that make you feel? How did you prepare yourself?  
44. How many employees have you supervised, how would you describe you 
supervisorial style? 
45. Tell us about a mentor you have had. 

a. How did this experience affect the way you develop your own staff? 
 
Clerical/Secretarial Work 
1. What word processing systems have you worked with, and what are the advantages 
and disadvantages of each? 
2. In past work situations, what sorts of procedures for data entry, filing, mail processing 
and record keeping were already in place? Were they helpful? Were they specific enough 
for you? What changes, if any, did you make in them (or would you have made in them if 
you could)? 
3. What is your experience with calendaring and tracking deadlines for yourself or for 
your office? 
4. How often have you drafted documents or correspondence for your employer? Please 
describe the most significant written work that you have done. 
5. Describe the kinds of telephone and receptionist duties you have had, being specific 
about the number of calls and walk-ins you received in a typical day. 
6. Describe your past experiences with scheduling of appointments. 
7. Give me an example of a task you performed that required attention to detail, and what 
you did to ensure accuracy. 
8. What are some of the more unusual assignments you have been given? 
9. What kinds of filing systems have you used and/or created? 
10. Which decisions could you make on your own, and which did you refer to your boss? 
11. What kinds of reports did you develop, create, or produce? 
12. What volume of mail did you typically process in a day? 
13. What kinds of correspondence have you written on your own initiative? 
 
Faculty 
1. Class schedules are set to meet university needs. This will typically require that you 
teach four courses per semester during the fall semester and four additional courses 
during the spring semester. Class schedules will be M-F with at least one hour per day for 
office hours during which you are accessible to students. Do you anticipate any problems 
meeting these schedule requirements? 



2. Faculty is also expected to facilitate online blog discussion groups for students. Do you 
anticipate any problems using the technology we have in place for this? 
3. Describe how you would use technology in your teaching? 
4. In your opinion, how should the work of a faculty member be split and into what 
areas? 
5. What does collegiality mean to you? 
6. Why did you choose this particular field? 
7. How would you deal with an unmotivated student? A belligerent student? 
8. Have you involved your students in your research? If so, how? 
9. How do you define good teaching? 
10. What changes have you brought to the teaching of your specialty? 
11. What are your current research interests? 
12. What would you do to stay on top of your field? 
13. Describe a time when you disagreed with a decision of a department chair, Dean or a 
President and what did you do about it? 
 
IT Professional 
1. This position will work remotely four days per week from a location with direct access 
to CAT6 wiring. Do you have a regular location that can be designed as your primary 
work location? 
2. This position requires that the incumbent be available for IT emergencies 24/7 one 
weekend each month. Does this present a problem for you?     
 
Creating Your Own Scenarios 
 
Briefly describe a difficult situation pertinent to the vacant position, doing so in a way 
that protects the privacy of individuals involved. Ask an open-ended question-one that 
does not require knowledge of institutional or departmental policies and procedures- 
about how the applicant would deal with this situation. Encourage the applicant to think 
out loud and explain the kinds of solutions he or she might try. 
 

Clerical example: 
You are working at the front desk of a very busy office. You are answering a 10-
line phone bank and have on average 15 walk-ins per hour to direct to appropriate 
offices and people. At 4 P.M. on a particularly busy day, an outside salesperson 
approaches your desk at the same time one of the clerks, who is a friend of yours, 
comes around the corner crying and headed toward your desk. Two outside lines 
light up at the same time, and the display on your phone tells you the third call 
coming in is the president's office. What are you going to do? 
 
Supervision example: 
The supervisor of a small work unit that provides service to students is on 
vacation and, as a result, you are temporarily in charge of the department. One 
afternoon you overhear two unit members talking about an incident that occurred 
one week earlier. They are discussing a new employee in the department. 
Someone you hired, and describe this employee's losing his temper with a student. 



You suspected that the employee in question had a nasty temper but had nothing 
concrete on which to base the suspicion. This is the first occasion on which you 
have heard of this incident. What would you do about it? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


