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Some Example Interview Questions
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The following questions are provided as a guide and may be altered to suit your specific situation. Where a question has multiple parts, remember to allow sufficient pauses to enable the applicant to respond to each part.
Leadership/Management Skills

· Describe what you liked and disliked about how you were managed in previous positions. 

· Every manager has to learn to delegate well. Describe a work situation in which you delegated responsibility successfully. Then tell me about a time when your delegation of responsibility did not work out well. How did you handle that situation? 

· Tell me about your academic leadership contributions.
· Give me an example of a team performance issue that you resolved.  What would you do differently now?
· Have you ever had to discipline or terminate an employee?  How did you feel about it?
· Describe your management style.
Interpersonal and Communication Skills

· What approaches worked best for you in the past in communicating with your boss? With your co-workers? With your subordinates? 

· What experiences have you had working with people of different ethnicities, age, or physical ability levels? 

· Tell me about a time where you had to resolve a conflict.

Outcome and Result Focused

· Describe a time when you achieved what others thought was near impossible.

· How would you determine that a project/course/plan had achieved its desired results?

· Tell me about your last research project.  What were the outcomes?  What would you do differently?

· Tell me about a situation where you had to rely on others to achieve your outcomes.  How did it make you feel?

Technical Skills/Knowledge

· Describe a situation where a course/program you designed either came under fire or received accolades. How did you handle the situation?

· Tell me about your computer/programming/design/presentation skills.

· How have you developed your [technical] skills?

· Tell me about your teaching/research expertise.

· What do you believe are the biggest influences in the tertiary education sector at the moment?

Confidence in Abilities

· In your career, what has been your biggest success?

· What would your previous supervisor say your strongest point was?

· Describe a situation where you had to work autonomously to achieve a desired result.

Decision Making

· Tell me about a work emergency or crisis of some kind in which you were involved. What was your role? What did you do? 

· How do you normally make decisions in the workplace?  Give an example.

· Describe the most difficult decisions you have had to make in the last 6 months and what made them difficult.

Customer Service 

· Tell me about a time when you felt you went beyond the call of duty in helping a client.

· Describe a situation that illustrates how you developed a positive relationship with a client.

· Describe what you believe good customer service is.   Tell me a situation where you were able to apply this philosophy.

Attention to detail

· How have you monitored the accuracy of your work? Give me an example.

· Can you give me an example of a time where an error was discovered in your work and how you handled the situation?

Flexibility, Initiative and Managing Change

· Tell me about a time when you set specific work goals for yourself. How did things turn out? 

· Tell me about a time when you took charge as a leader in a work situation without being formally assigned to that role by your boss. 

· Describe a situation where things changed dramatically without much warning and how you handled the situation. 

· Tell me about a time where you had to bend the rules to get something done.

Innovation and Creativity

· What are some of the most imaginative things you have done in your present or most recent position?

· Can you think of a situation where you tried to achieve a result with a process that didn’t work?  What did you do?

· How do you improve the quality of your results?

· What kinds of problems have people recently called on you to solve? Tell me how you solved the problem.

· Describe your most recent creation.

Teamwork Skills

· Tell me how you increased teamwork among a previous group with whom you worked. 

· What do you see as your role in a team?

· Tell me about a time where you had to rely on your team to get things done?

· Tell me about the best team that you have worked in and why it stands out positively in your mind.

Resilience 

· Recall a time when you made what you consider a mistake or a bad decision on the job. How did you handle the situation? 

· Change in a constant at the University.  How do you respond to change in your environment?

· Describe a time that you had to deal with a very angry customer/student/colleague and how you managed the situation.

Continuous Learning and Professional Development

· In your most recent position, what did you learn? How did you apply this learning? 

· How do you stay current in your area of expertise?

· What is the next thing that you need to learn?

· What have you done in the last year to improve your knowledge?

