Behavioral Interview Questions

Additional Interviewing Questions



ANALYSIS and DECISION MAKING

· Describe the toughest decision you ever had to make. What factors made it so difficult?

· Please use an actual work experience to describe the process you use when balancing the need for more data versus the need for making a decision quickly.

· Describe a time you were faced with a particularly complex decision (or problem) with a considerable amount of conflicting data. How did you handle it and what was the outcome?

· Describe a situation when you involved employees in decision-making and problem solving. What criteria did you use to help determine when you let others make the decision versus you making the decision? Support with specific examples.
· How do you incorporate gut-feelings, intuition or instinct into your decision-making process? Explain (how, when and why) using specific an example(s).

· Think of a time when you had to make a decision with limited facts. How did you handle it? What was the outcome?

· Tell me about a time when you were forced to make/implement an unpopular decision.

· Provide an actual example to describe your decision-making (or problem-solving) process. Contrast this process when you are under extreme time pressure.

BUSINESS PERSPECTIVE

· How do you personally contribute to your teams/organization’s overall output? Provide actual examples.

· Are there “politics” in your organization? Explain. Describe how you navigate the political landscape.

· Describe a time when you crossed organizational boundaries to pursue an opportunity that had significant organizational implications and results. What was the outcome?
· How important is it to understand and be knowledgeable about your company’s other businesses and departments? Describe a time where this knowledge and perspective paid dividends.

· Describe a time when you challenged one or more business assumptions and/or procedures. How did it impact the overall quality of the business results?

COMMUNICATION
· How would you grade your ability to communicate with upper level management, customers and peers?

· Tell me about the last time you became “unwound” while dealing with co-workers. What tried your patience and caused you anger?
· Describe a time when you took a calculated risk in the name of improving a process, product, or outcome.

· What would you say has been your most creative or innovative accomplishment in your last position? How did you get “there”?

· Tell me how you encourage and support creativity and ingenuity at all level within the organization?

· Tell me about a time when you were creative in solving a (customer/technical) problem or meeting what seemed to be impossible.

CONFLICT SOLVING/RESOLUTION

· Describe a time you were faced with a particularly complex decision (or problem) with a considerable amount of conflicting data. How did you handle it and what was the outcome?
· Provide an actual example to describe your decision-making (or problem-solving) process. Contrast this process when you are under extreme time pressure.

· Tell me about the time when you identified potential problems and resolved the situation before it became serious.

· How do you typically confront subordinates when subordinates when results are unacceptable?

· Give me an example of a request that was made by your supervisor than you felt was unreasonable. How did you handle the situation? (Does the example describe something that you would deem unreasonable or does it seem like a reasonable request? Does the person handle the situation with tact and maturity?)
· Give me an example of a time when you were able to communicate successfully with another person, even when that individual may not have personally liked you.

· Tell me about the last time you inherited a problem unit, one suffering from poor productivity or low morale. What did you do?

CREATIVITY

· Tell me about the most difficult customer you have had to deal with – what did you do?

· Tell me about a time when you were able to adapt to, and deal with, an arrogant and dogmatic person. What happened?

· Describe the worst customer or coworker you have ever had and tell me how you dealt with him or her.

· By providing examples, convince me that you can adapt to a wide variety of people, situations and environments.

· Describe the most creative presentation you have ever given. What did you do?

· Describe the most creative work-related project you have completed. 

· Tell me about the time when you were especially creative in solving a problem. 

DECISION MAKING/PROBLEM SOLVING

· Tell me about a time when you had no idea how to do something.  What did you do?  (Does the answer exhibit a willingness (within reason) to troubleshoot vs. immediately asking for help from his/her supervisor?)

· What have been some of the biggest business decisions you have made in the last few years?

· Give an example of a time when you had to be relatively quick in making a decision.

· Have you ever made a recommendation to change something in a previous job?  Tell me about it.  What was the outcome?  (Is the applicant able to logically support their position?  If the outcome was unfavorable, was the person able to maintain a positive attitude?)

· Tell me about one of the most challenging projects you have worked on.  How did you manage to complete the project? (In your work environment would this seem like a reasonable challenge?)
· Give me an example of a request that was made by your supervisor than you felt was unreasonable.  How did you handle the situation? (Does the example describe something that you would deem unreasonable or does it seem like a reasonable request?  Does the person handle the situation with tact and maturity?)

· Tell me about a situation where you wished you had handled things differently and what you would have changed.

· Tell me about the most difficult customer you have had to deal with – what did you do?

· Tell me about a time when you were able to adapt to, and deal with, an arrogant and dogmatic person. What happened?

· Have you ever recognized a problem before your boss or others in the organization? Explain. 

· Tell me about the time when you were especially creative in solving a problem. 

· Describe the worst customer or coworker you have ever had and tell me how you dealt with him or her.

· Give me a specific example of a time when you used good judgment and logic in solving a problem.

· How did you feel if your supervisor criticized you?

· By providing examples, convince me that you can adapt to a wide variety of people, situations and environments.

· What types of people do you work with the best?  What types of people do you find more challenging to work with?

· Give me an example of a time when you were able to communicate successfully with another person, even when that individual may not have personally liked you.

· Tell us about a time when you had to solve a difficult problem.

· Give me an example of a problem you faced on the job, and tell me how you solved it.

· Give me a specific example of a time when you used good judgment and logic in solving a problem.

· Tell me about the time when you were really bothered by the actions of another coworker. 

· Tell me about the time when you had to deal with a personality conflict with a boss or coworker. 

· Tell me about the time when you were very effective in your problem-solving ability. 

· Tell me about the time when you identified potential problems and resolved the situation before it became serious. 

· What kind of decisions did you make on your own, as opposed to those decision your boss might make?

· Describe a time when you felt it was necessary to modify or change your actions in order to respond to the needs of another person.

· Give me an example of a time when you had to be quick in coming to decisions.

· Give me an example of a time when you used your fact-finding skills to gain information needed to solve a problem; then tell me how you analyzed the information and came to a decision.

· Tell me about the time when you felt really good about the decision you made and the process you went through. 

· Tell me about the time when you had to make an important decision quickly even though you did not have all the information you wanted.

· We all work with people that we sometimes don’t get along with.  Tell me about someone like this, what did you do to manage the relationship?  (Is there a willingness to accept some level of responsibility in attempts at getting along with others?  Are they willing to try?) 

· You are faced with a situation where you have been approached by a partner and asked to assist her with a special project that is due that next morning. You also have a major client's project due the next morning, and this project can not be delayed. Your problem is you don't have enough time to complete both projects. What would you do?

DEVELOPMENT OF SELF and OTHERS

· Describe how you continually develop your professional competencies.
· How frequently do you give your direct reports (or others) feedback? Describe a situation where providing timely feedback had a significant impact on an individual’s growth and development. Describe how feedback has impacted your development.
· Describe a situation where you successfully “coached” an employee. Explain.
· How do you go about applying new things learned in a training program?
· How have you dealt with employees who are not interested in growing and developing and are quite content in just doing what they’ve always done? How do you work with them?
· How do you personally deal with mistakes and failure in yourself? In others? Provide specific examples?
· In your experience, what has been the most effective method of developing the skills and capabilities of your employees? Elaborate using examples.
· Describe how you delegate assignments. What criteria do you use to determine how far down you push accountability? Use current examples.
· What is your passion? How does it get played out in your current job?
DIVERSITY and INCLUSION

· How would you describe the meaning of diversity, and what, in your opinion, are the business reasons for keeping employees focused on the value of encouraging diversity? How do you stay focused (or keep others focused) on diversity?
· What do you specifically do in the course of your day-to-day activities that others would acknowledge as evidence that you value diversity?
· Describe several situations where you had to adjust your behavior because of cultural differences in business practices.
· Describe how you work with people who have different backgrounds and interests form yours. Use specific examples.
· What does “respecting the individual, “ mean to you? How do you personally model this behavior when working with others?
· Tell me about a time when you demonstrated tolerance for an opinion that was different from yours. Did you eventually change your opinion? Was it ever an issue of being right, or that one opinion was better than another? Elaborate.
FLEXIBILTY

· Have you ever been abruptly pulled off one task and assigned another? What did you do?
· Tell me about a time when an emergency caused you to reschedule your workload or projects. How did you handle it?
· Tell me about a time you changed a strongly held point-of-view. Please give a specific example.
· What do you do when you have a great deal of work to accomplish in a short period?
· Describe a situation when you had to tell your boss “no” or “I can’t?”
· Tell me about a time you worked effectively under pressure.
· How do you handle changing priorities? Describe several situations.
· Give me an example when you had to complete several assignments in too short a time frame. Did you get all of them done?
· What are you own personal mechanisms for dealing (coping) with change? Does too much change ever get the best of you?
· Explain how working under pressure of a deadline or a challenging assignment impacts your level of energy and enthusiasm.
· Tell me about a time when someone persuaded you to change your position or point-of-view. Explain.
GENERAL
· Why do you want to work for this organization? In what type of position are you most interested?

· What specific skills and abilities would you bring to this organization?

· If you could have any position you wanted, describe this position for me.

· What criteria are you using to evaluate the organization for which you hope to work?

· Why should we hire you? 

· Could you describe a typical day on your job?

· What did you spend the most time doing on this job?

· What were some of your major accomplishments?

· What did you enjoy most about your job?

· Every organization or company has a ‘personality’ – how would you describe the environment or tone of XYZ Company?

· To what degree was your job supervised?

· What aspect of your job received the closest supervision?

· You were with XYZ Company for _____ years – why did you leave that job?

· What events led up to you leaving that position?

· What would you like to get out of a new job that was perhaps missing in your position at XYZ Company?

· What kinds of additional training or education have you had since graduating?

· What specialized seminars or courses have you attended?

· What is your reaction to a position that requires: travel, relocation, overtime, weekend work, shift work?

· What do you believe to be your greatest asset?

· It’s hard to get to know someone in an hour or less – how would I describe you to _____ (someone he or she will be interviewing with, working for)?

· When you think about all you’ve done at XYZ Company, what accomplishment are you most proud of?

· None of us is perfect in every way – what would you say is an area you would like to improve in?  

· How did you feel if your supervisor criticized you?

· You mentioned that XYZ company believed in regular performance reviews – what type of feedback did you receive from your supervisors?

· In what areas did they praise you? In what areas did they think you could improve?

· What are some of the things that a job must have for you – what is important to you in a job and company?

· What type of supervisory style works best for you?

· What kind of supervisor gets the best performance out of you?

· How would a co-worker describe your personality or management style?

· What types of people do you work with the best?  What types of people do you find more challenging to work with?

· What situations or behaviors at work cause you stress – can you provide an example?

· How do you deal with stress at work?

· What have I not asked that we should be sure to cover?  Anything at all about you, your background, achievements, etc.?

· What areas of your work do you feel you could improve upon?  (Is the person willing to admit their weaknesses, does it appear that they have a healthy grasp of their shortcomings?)
· What do you think are the most important characteristics of a good employee?  

GOAL SETTING

· What have been the biggest goals you have set and achieved in recent years? How did you do this?

· Give me an example of an important goal you had to set and tell me about your progress in reaching that goal.

· Tell me about the time when you made a sacrifice to achieve an important goal.

INFLUENCE

· What techniques do you use to persuade someone to change his/her mind? To implement a decision for which they did not participate in? To take on a new task or assignment?
· Describe a time when you had to “negotiate” a solution or agreement with another individual where there were considerable differences? What was the outcome?
· Can you be easily influenced or persuaded to change your mind? Describe several situations that explain your answer.
· Describe a situation in which you “sold’ an idea under particularly difficult circumstance.
· Can you make people do something that they really don’t want to do? In other words, make them “comply” rather than encourage by asking or persuading them?
INITIATIVE

· What motivates you to do your best work?

· Describe any significant project ideas, etc. you have initiated or thought of in the past year. How did you know they were needed and would work? Where they used? Do they work? 

· Give me an example of a time when you had to go above and beyond the call of duty in order to get a job done.

· Have you ever made a recommendation to change something in a previous job?  Tell me about it.  What was the outcome?  (Is the applicant able to logically support their position?  If the outcome was unfavorable, was the person able to maintain a positive attitude?)

· Tell me about one of the most challenging projects you have worked on.  How did you manage to complete the project? (In your work environment would this seem like a reasonable challenge?)
INTERPERSONAL SKILLS

· What types of people do you work with the best?  How about those who are difficult to work with?  How have you overcome these conflicts? 
· Have you ever been challenged to get others to understand and accept your ideas? How did you do this?

· Tell me about the most difficult customer you have had to deal with – what did you do?

· Tell me about a time when you were able to adapt to, and deal with, an arrogant and dogmatic person. What happened?

· Describe the worst customer or coworker you have ever had and tell me how you dealt with him or her.

· What are some of the best ideas you have ever sold to a superior? What was your approach? 

· How did you feel if your supervisor criticized you?

· By providing examples, convince me that you can adapt to a wide variety of people, situations and environments.

· Have you ever encountered a customer whom you felt was being overly picky about something?  

· Describe a situation in which you had to deal with an angry customer, who had an unusual request.  What was the problem, how did you respond, what was the outcome?  (Look for indications that the applicant listened to the customer’s complaint, remained calm & objective and responded appropriately.)

· Describe a time when you felt it was necessary to modify or change your actions in order to respond to the needs of another person.

· Describe a situation in which you were able to positively influence the actions of others in a desired direction.

· Describe a situation in which you were able to use persuasion to successfully convince someone to see things your way.

· Tell me about the time when you used facts and reason to persuade someone to accept your recommendation.

· Tell me about a time when you had to work on a team with someone you did not get along with. What happened?

· When have you worked on a busy team and you were somehow expected to perform tasks that might have been considered below you?

· We all work with people that we sometimes don’t get along with.  Tell me about someone like this, what did you do to manage the relationship?  (Is there a willingness to accept some level of responsibility in attempts at getting along with others?  Are they willing to try?) 

· Describe a situation when you had a positive influence on the attitudes and behaviors of others.
· Tell me about the time when you utilized your leadership ability to gain support for what initially had strong opposition. 

· Tell me about the time when you built rapport quickly with someone under difficult conditions.

· Tell me about the time when you were able to gain commitment from others to really work as a team. 

· Give me an example of a request that was made by your supervisor than you felt was unreasonable.  How did you handle the situation? (Does the example describe something that you would deem unreasonable or does it seem like a reasonable request?  Does the person handle the situation with tact and maturity?)

· Tell me about a specific occasion when you conformed to a policy even though you did not agree with it.

· Have you ever been challenged to get others to understand and accept your ideas? How did you do this?

· Give me an example of a time when you were able to communicate successfully with another person, even when that individual may not have personally liked you.

· Describe a situation in which you were able to read another person effectively and guide your actions by your understanding of his/her individual needs or values.

· Tell me about the time when you really had to remain flexible.

· Tell me about the time when you were highly motivated and your example inspired others. 

· Tell me about the time when you found it necessary to tactfully but forcefully say things that others did not want to hear. 

· Tell me about the time when you had to make a decision you knew would be unpopular. 

LEADERSHIP/MANAGEMENT

· Give me a specific occasion in which you conformed to a policy with which you did not agree.

· You mentioned that you supervised a staff of ______.  What was the most difficult management task you have ever been faced with?

· How would a co-worker describe your personality or management style?

· What types of people do you work with the best?  What types of people do you find more challenging to work with?

· Tell me about the time when you found it necessary to tactfully but forcefully say things that others did not want to hear.

· Tell me about the time when you were able to build team spirit in a time of low morale.  

· Tell me about the time when you had to make a decision you knew would be unpopular. 

· Tell me about the time when you were highly motivated and your example inspired others.

· Have you ever been challenged to get others to understand and accept your ideas? How did you do this?

· Give me an example of when you felt you were able to motivate your co-workers or subordinates.

· Do you have any examples of how you attempt to communicate, delegate and motivate your team?

· How would one of your subordinates describe your management style?

· Have you ever been involved in a team project when you had to take the lead or take charge of the project? What did you do? 

· Tell me about a specific occasion when you conformed to a policy even though you did not agree with it.

· Describe a situation in which others within your organization depended on you.

· Describe any leadership experience you have had.

· Tell me about a time when you used your verbal communication skills in order to get a point across that was important to you. 

· Tell me about a job or class experience where you had to speak up and tell other people what you thought or felt.

· Tell me about the time when you utilized your leadership ability to gain support for what initially had strong opposition. 

· Tell me about the time when you were able to gain commitment from others to really work as a team. 

· Tell me about the time when you built rapport quickly with someone under difficult conditions.

MOTIVES/EXPECTATIONS

· “What does your company define as hard work?”

· “Share a time with me in which you were frustrated by your boss’s inability to delegate work to you.  How did you eventually gain that person’s trust?”

· “What was your favorite position and what role did your boss play in your career at this point?”

· “What was your least favorite position and what role did your boss play in your career at this point.”

· “How does your position relate to the overall goals of your department or company?”

· Tell me again why you feel the position you are applying for meets your career needs or why working for our company is so important for you?

· On a scale of 1 to 10 (10 being your really excited about this position and 1 being no interest) where do you stand?

· What would you have to change at your present position for you to keep working there?

· Why do you want to work here?

· What do you know about our company?

· Tell me about your understanding of the job you’re applying for?

PERSONAL MOTIVATION

· Why do you want to work for this organization? In what type of position are you most interested?

· If you could have any position you wanted, describe this position for me.

· Give me an example of when you have worked the hardest and felt the greatest sense of achievement. 

· In your position, how do you define doing a good job?

· What criteria are you using to evaluate the organization for which you hope to work?

· What motivates you to do your best work?

· What did you enjoy most about your job?

· You were with XYZ Company for _____ years – why did you leave that job?

· What events led up to you leaving that position?

· What would you like to get out of a new job that was perhaps missing in your position at XYZ Company?

· What kinds of additional training or education have you had since graduating?

· What specialized seminars or courses have you attended?

· What are some of the things that a job must have for you – what is important to you in a job and company?

· Have you ever worked in a situation where your co-workers didn’t show up for work on time – or at all?  How did this make you feel towards them? (Listen closely to the person’s answer – it will most likely mimic his/her own standards of behavior.)
· What do you think is the most important reason for getting to work on time?  (Does the answer focus on something other than them?   For example:  is the focus for the good of the property or his/her co-workers?)

PERSUASION/PRESENTATION SKILLS

· What do you feel has been your most significant sales accomplishment?  (Is the applicant able to share an experience that includes working with others, setting & achieving a goal, overcoming an obstacle?)

· Tell me about a situation when you were successful in persuading someone to buy something. What did you do?  (Does the person have the ability to gather info about the customer, assess their needs & are persuasive in influencing others?)

· Describe the most creative presentation you have ever given. What did you do?

· Describe a situation when you had a positive influence on the attitudes and behaviors of others.

· Describe the most significant written document, report, or presentation you've completed.

· Describe a situation in which you were able to positively influence the actions of others in a desired direction.

· Describe a situation in which you were able to use persuasion to successfully convince someone to see things your way.

· Tell me about the time when you used facts and reason to persuade someone to accept your recommendation.

· Tell me about the time when you were particularly effective in a talk you gave or a seminar you taught.

· What are some of the best ideas you have ever sold to a superior? What was your approach? 

· Tell me about the time when you were able to sell your idea to a key person. 

· Tell me about the time when you were unable to sell your idea to a key person.

· Tell me about a time when you used your verbal communication skills in order to get a point across that was important to you. 

· Tell me about a job or class experience where you had to speak up and tell other people what you thought or felt.

· Tell me about the time when you were able to gain commitment from others to really work as a team. 

· Tell me about the time when you utilized your leadership ability to gain support for what initially had strong opposition. 

PLANNING AND ORGANIZATION

· Give me some examples of the most detailed work you were required to do. 

· You are faced with a situation where you have been approached by a partner and asked to assist her with a special project that is due that next morning. You also have a major client's project due the next morning, and this project can not be delayed. Your problem is you don't have enough time to complete both projects. What would you do?

· Give me an example of the toughest deadlines you have to meet.

· How do you schedule your time? Set priorities?

· A prospective customer told you they were looking to open an account in six months.  What would you do?  (Does the applicant have an established organized system for following up on leads?)

· Give me an example of the toughest deadlines you have to meet.

· Describe the most significant written document, report, or presentation you've completed.

· Have you been in a situation where you knew there were more tasks than you had time to perform and every day was a challenge just in coping with workloads?

· What did you do in your last job in order to be effective with your organization and planning? Be specific.

· Tell me about the time when you achieved a great deal in a short amount of time. 

· Tell me about the time when you worked effectively under a great deal of pressure.

· Tell me about the time when you organized or planned an event that was very successful. 

· Tell me about the time when you were unable to complete a project on schedule despite your best efforts. 

· Tell me about the time when you were particularly effective on prioritizing tasks and completing a project on schedule. 

· How did you organize your work – your daily activities?

RELATIONSHIP BUILDING

· How do you establish and maintain trusting positive and productive relationships? Explain using examples.
· Have you faced a situation where your manager gave you a directive to do something in a way you knew was dead wrong? If yes, what did you do? If no, what would you do?
· Describe to me how you network internally? Externally?
· Describe a time when you changed your behavior to accommodate or make someone else comfortable? What was the outcome?
· Tell me about a time when there was significant disagreement with a colleague or direct report. How did you resolve it?
· Describe the type of person that rubs you the wrong way? How do you deal with people like this in business situations? Elaborate using a specific example.
· Have you even been in a situation where the other person, for some reason, had a negative opinion of you before you said a word? How did you know this and what did you do?
· How do you handle emotional behavior in others? Provide several different examples?
· What have you found to be the particular challenges when attempting to build and maintain relationships across organizational boundaries? What specific things have you done?
RELIABILITY 

· Have you ever worked in a situation where your co-workers didn’t show up for work on time – or at all?  How did this make you feel towards them? (Listen closely to the person’s answer – it will most likely mimic his/her own standards of behavior.)
· What do you think is the most important reason for getting to work on time?  (Does the answer focus on something other than them?   For example:  is the focus for the good of the property or his/her co-workers?)

SALES
· Share with us a challenging sale that you made. Why were you successful?

· How do you define your closing style? Grade on a scale of 1 –10?

· How do you define hard sell versus soft-selling?  Give me an example of how you handled both situations?

· All sales people need to find an equilibrium between a) high volume production numbers and b) quality.  Which philosophy drives your sales style more?

· Tell me about the last time you failed to meet quota?  How many times did that happen over the past year, and what plan of action did you take to get back on track?
· How much does production vary from desk-to-desk at your office?

· How do you competitively rank among other account executives in terms of your production?

SELF-PERCEPTION

· What areas of your work do you feel you could improve upon?  (Is the person willing to admit their weaknesses, does it appear that they have a healthy grasp of their shortcomings?)

· How would your previous co-workers describe you?  What about your previous supervisors?  (Listen for adjectives that describe the person as pleasant, cheerful & customer service oriented.)

· What do you consider to be your greatest strengths? Weaknesses?

· Tell me about the time when you were disappointed in your performance.

· Describe for me a time when you failed at something and how you responded.

· Give an example of a time when you could not participate in a discussion or could not finish a task because you did not have enough information. 

· What type of supervisory style works best for you?

· Tell me about the time when you made a mistake and learned from it.

· What motivates you to do your best work?

· What areas of your work do you feel you could improve upon?  (Is the person willing to admit their weaknesses, does it appear that they have a healthy grasp of their shortcomings?)
SENSE of URGENCY

· Describe a situation in which you had to make a decision under time pressure.

· What pace do you typically work at?  Give an example of when you missed a deadline.  How did the pace of the office out-run you and how did you regroup?

· How would your supervisor grade your ability to cope with last minute changes without breaking stride?
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