ENTRY-LEVEL (limited or no work experience) INTERVIEWS

SUGGESTED QUESTIONS

WORK MOTIVATION AND INTEREST

· How have you spent your summer vacations?

· How have you shown initiative to complete a project at school?

· Describe the ideal job for you….

· Describe any work you’ve done that you did not get paid for….
· What was your hardest day at school (or work) like?

· What do you know about this job’s responsibilities?

· How would your references describe your work?

· Why do you want to work here? What do you know about us?
· What do you dislike most about routine work?

· Where else have you applied for work?

· How have you shown your willingness to work hard?

TEAMWORK AND COOPERATION

· Describe a time when you had to work closely with someone you did not like.  How did you make it work?

· Tell (me, us) how you have built positive relationships (at work or school)?

· How do you take criticism? How do you give criticism?

· Describe the most successful manager (coach or teacher) you know—what do you think made him/her successful?
· What causes some employees to not work effectively together?

· What does it mean to be a good team player?

· How have you helped a team member (work, sports or school) succeed?

· What decision by a (boss, coach, teacher) has frustrated you the most? How did you deal with it?
EDUCATION BACKGROUND

· How has your education prepared you for the workplace?

· What subjects do you (did you) enjoy the most?  Why?
· What do you feel you still have to learn?

· What activities are you (were you) involved in outside the classroom?

· What would you change about your education experience to date?
· Which year of school was the most difficult for you?  Why?

ORGANIZATION, GOALS

· What tools do you use to keep yourself organized?

· How do establish your priorities?

· When you get “knocked off” task or schedule, how do you respond?

· What do you think the advantages/disadvantages of this job are?

· What are your special characteristics, skills or talents?

· How long would you anticipate staying with us?

· How do plan your week?

· What would you like to accomplish in the next 3 years?

· When did you last miss a deadline? What happened?
LEADERSHIP, PERSONAL GROWTH, COMMUNICATION
· How do you break the tension when things get stressful?

· What would you like to improve about yourself to make you a better (friend, employee, student)?

· What decisions have been the hardest for you to make?

· What is the biggest mistake you have made? What have you learned from it?

· Describe a decision you made as a leader that was not popular. What was the reaction, and how did you respond?
· How have you convinced someone about an idea you had?

· What’s the most difficult talk you have had to have with someone?

· What’s the best decision you’ve made (at work or school)?

· When is it not appropriate to communicate electronically?

· Who has gotten the most out of you, and how?

SERVICE & PEOPLE ORIENTATION

· Describe a time when you went out of your way to help (a customer or friend)?

· Why do customers sometimes get angry and act unreasonably?

· What volunteer work have you done in the last 3 years?

· What does it mean to give excellent customer service?
· Where have you experienced excellent customer service?

· Where have you experienced bad customer service?

· Who are your “role models” or mentors?

· Tell about a time when you planned a party or outing.

· What do you like to do when you’re not at work or school?

· How would people that know you best describe you?

