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SAMPLE INTERVIEW QUESTIONS – PROFESSIONAL / GENERAL STAFF

Accountability 
Provide an example of a time when you had many demands placed on your time. How did you ensure that you were available to meet the needs of your stakeholders, as well as your colleagues, and supervisors? 
Provide a specific example of how you have demonstrated your ability to handle multiple priorities and deliver positive results. Describe the situation and the manner in which you addressed it.
	Tell us about a time when you managed a conflicting priority and were still able to deliver excellent results? What strategies did you use to ensure timely, quality outcomes? 


Action Orientated 
	Describe a time when you had to complete a task or project with very little planning. Tell us the processes and strategies you took and what were the results? 
	Describe the resources needed and the actions that you took to meet a recent goal or initiative.
	Provide an example of a challenging project you worked on and how did you manage to achieve positive results? 


Analytical / Problem Solving 
Provide an example of an innovative idea or concept you used to solve a problem that had a positive impact on the business?
There are times where there is an incredible amount of data and information to be analysed. Describe a time when you faced this situation and what did you do?  
Describe a task or project that you were responsible for that best demonstrates your ability to analyse information.

Dealing with Change 
Provide an example of a time when you had to adjust quickly to changes over which you had no control. What was the impact of the change on you?
Describe a situation where you, at first, resisted a change at work and later accepted it. What, specifically, changed your mind?
Tell us about a time when you led a change effort. How did you manage the change? 


Communication / Relationship Building 
Provide an example of a time when you were involved or led a multi-channel communication strategy. What did you use to determine the effectiveness of the communication strategy? 
	Describe a time in which you had to use your written communication skills to get an important point across to someone.
	Describe a time when you had to build an effective partnership with an external institution or organisation in order to deliver a successful outcome.

Inclusiveness
	Tell us about a time when you helped a new member settle into your department. How did you go about making him/her feel welcome and a part of your team? 
	Describe a situation when you worked with many diverse people to successfully complete a project. How did your approach vary from one person to the next?
	Tell us about a time when members of your work team had difficulty adapting to the differences (e.g. personal, cultural, etc.) of others on the team. How did you handle the situation?


Initiative 
Give a specific example in which you were asked to complete an assignment where there would be very little supervision. Describe the outcome of the assignment/project and how was it received by your supervisor?
Tell us about a time when you wanted to initiate a project on your own. How did you gain support for this project?
Describe a time when your quick response to a problem or situation made a difference. What happened?

Leadership 
Please describe a time when you had to provide feedback to others on their performance. How did you go about this? What kind of feedback did you provide? How do you think the feedback was received by them?
	Describe a situation when you were in charge of a project and had to enlist the help of others. What were the circumstances and how did you delegate work?
Tell us about a time you completed a goal or objective despite resistance from others. What specific actions did you take to overcome the resistance?

Stakeholder Focus 
Describe a situation in which you anticipated, identified, and met a stakeholder’s needs. How did you know about the stakeholder’s need?
	Describe a time when you worked with a difficult stakeholder. In what ways was the stakeholder difficult and how did you resolve the problem? 
Tell me about a time when you had to manage a stakeholder’s expectation in order to avoid an unreasonable commitment?

Teamwork 
Provide an example of how you have worked as part of a team and your contribution to the team that made it successful?
Describe an example of when you were a member of a team assigned to a project or task. How did you contribute to the success of the project or task? 
Describe a situation in which a team you were responsible for was successful. What actions did you take to help achieve this success? What actions did you take, if any, to reinforce their performance?


