Template

This is a template.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Sample Interview Questions

Ask job-related questions.  Determine whether the applicant has the general knowledge and/or experience to do the job.  To control the interview and obtain this information you should start with more open-ended questions, such as these:
· Describe your present responsibilities and duties?

· Describe how you spend an average day on the job?

· Give me specific examples of how you changed the content of your job from when you assumed it to now?

· Give me examples of some of the problems you encounter on the job?

· Describe what you consider to be your chief accomplishment in your present (previous) job?

Ask questions about qualifications.

· Describe how you view the job for which you are applying?

· Give me an explanation of what specifically in your background particularly qualifies you to do the job?

· If you were to obtain this job, in what areas could you contribute immediately?  Where would you need added training?

· In what way has your education and training prepared you for this job?

Ask questions about weaknesses.

· Give me an example of disappointments you had in your previous job?

· Give me an example of things you needed help or guidance from your supervisor?

· Give me a specific example of thing your supervisor has praised you for.  Criticized you?

· Of all the aspects of your last job, specifically what did you enjoy the most?  Least?

· Describe the working relationship you had with your supervisor?

· Tell me about the best supervisor you’ve ever had?

· Were you promoted?  On what basis – length of service, merit?

· Why are you leaving?
Ask questions about motivation.

· Explain to me why you think your job routine or exciting?

· Why did you select this type of career?

· Specifically what is it that you seek in a job?

· What would you want in your next job that you are not getting now?

Ask questions about stability.

· What were your reasons for leaving each job?

· Specifically why are you seeking a job here now?

Ask questions about resourcefulness.

· Give me some examples of how you changed the scope of your previous job?

· Describe some of the more difficult problems encountered on the job?  Describe how you solved them?

· To whom did you go for counsel when you couldn’t handle a problem on the job?  Give me an example of a problem you brought to this person?

· How would you like employee problems and complaints handled if you were employed by this organization?

Ask questions about ability to work under direction or with others.

· Describe your supervisor’s ability to supervise.  What did you like?  What didn’t you like?

· Describe your experience working as part of a team?  What did your personally contribute to the team’s work?

· In your previous jobs how much of your work was done on your own?  How much as part of a team?

· Which aspect did your enjoy more?  Why?

Ask about other “real life” scenarios.

· Describe a time when you had a conflict with a co-worker.  What happened and how did you handle it?

· Tell me about a time when you received a call from a customer that you did not know how to handle.  What did you do?

Guidelines for What An Interviewer Should Not Ask – Anything Involving Protected Class or Protected Activities
Questions Dealing with Religion Preference

· What do you do on Sundays?

· What church are you a member of?

· Is there any day of the week you’re not able to work?

· Are you a member of any religious group?

· What religious group are you a member of?

Questions Dealing with Sexual Orientation
· What’s your sexual orientation?

· Are you a member of any gay or lesbian groups?

· Are you straight?

· Do you date members of the opposite or the same sex?

Questions Dealing with Disabilities

· What health problems do you have?

· Do you have any disabilities?

· Are you physically fit and strong?

· Is your hearing good?

· Can you read small print?

· Do you have any back problems?

· Have you ever been denied health insurance?

· Where were you in the hospital the last time?

· Do you see a physician on a regular basis?

· Have you had any work related injuries?
Questions Dealing with Age

· How old are you?

· When were you born?

· When did you graduate from high school?

· When did you graduate from college?

Questions Dealing with Marital or Family Status

· Are you married?

· Do you intend to get married soon?

· Do you have children?

· Are you a single parent?

· Do you live by yourself?

· Do you have someone who can take care of a sick child?

Questions Dealing with Ethnic Origin

· What’s your nationality?

· Where are your parents from?

· What languages do your parents speak?

· What other languages do you know?

· Are you bilingual?

· What’s the origin of your name?

More Topics to Avoid!

1. Do not ask how the applicant will get to work, unless owning a car is a job requirement.

2. Do not ask whether the applicant has ever had wages garnished or has declared bankruptcy.

3. Do not ask whether the applicant has ever been arrested.

4. Do not ask how the applicant spends free time or what clubs they belongs to.

5. Do not ask what foreign languages the applicant can speak, read, or write (unless a job requirement).

6. Do not ask if the applicant is for or against unions or whether the applicant has ever been a union member.

7. Do not ask the applicant about prior work-related injury or illness.

8. Do not ask whether the applicant has ever filed a workers’ compensation claim.

9. Do not ask whether the applicant smokes.

10. Do not ask about an applicant’s current or former wages/salary.
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