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In order to conduct a successful interview, the interview committee should choose an appropriate list of questions to ask the candidate.  This list of questions should be drafted and distributed to all members of the interview committee; and, also forwarded to HR prior to the interview.  A list of appropriate questions to choose from is on the following pages (pages 2-12).
In addition, the committee should become familiar with the types of questions and statements that must be avoided during an interview.  Below is a list of certain questions that should not be asked.  
QUESTIONS NOT TO ASK:  There are certain questions that should not be asked during an interview (or at any other point during the application process) because they may be discriminatory in nature.  Following are examples of questions NOT to ask during an employment interview:

· Are you a U.S. citizen? 

· Were you born here? 

· Where are you from? 

· What is your ethnic heritage? 

· What is that accent you have? 

· How old are you? 

· When were you born? 

· Are you married? 

· Do you have any children? What are your child care arrangements? (Questions about family status are not job-related and should not be asked.) 

· When did you graduate from high school? 

· What church do you go to? 

· What clubs or organizations do you belong to? 

· Have you ever filed a worker’s compensation claim? (You may not ask this question or any related question during the pre-offer stage.) 

· What disabilities do you have? 

· Do you have AIDS or are you HIV-positive? (There is no acceptable way to inquire about this or any other medical condition.)

· Have you ever been arrested?

Never ask an applicant to submit a photograph.

Choose 10-20 Appropriate Questions to Ask
Adaptability /Flexibility

· Describe a situation in which you had to adjust to a change over which you had no control.

· Tell me about a time when you had to adjust to a colleague's working style in order to complete a project or achieve your objectives.

· Tell me about a time when you had to adapt to a difficult situation.

· Tell me about a major change that took place within one of your former positions or employers.

Communication/Interpersonal Skills

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

· Tell me about a time when you used your presentation skills to influence someone's opinion.

· Tell me about a recent situation in which you had to deal with a very upset co-worker or student. 
· Describe a situation in which you worked as part of a team to accomplish a goal.

· Tell me about a time when you persuaded others to do things your way.

· Describe a time in which you found yourself working with someone who was very sensitive.

· Tell me about a work experience that demonstrated your ability to listen and be responsive.

· Describe a decision you made that was initially unpopular with your supervisor, co-workers, or staff.

· Tell me about the last time you had to "sell" senior management on a decision you made.

· Tell me about a time when something you were trying to communicate was misunderstood by others.

· Give an example of a time when you rallied your department around a particular goal.

· Tell me about a situation in which you were able to successfully communicate with another person, even when that individual may not have personally liked you (or vice versa).

· What, in your opinion, are the key ingredients in guiding and maintaining successful business relationships?

(Follow-up: Give me examples of how you have made this work for you.)

· Describe a situation in which you were able to successfully "read" another person and were able to guide your actions by understanding their needs and values.

Conflict Management

· Give me a specific example of a time when you were forced to deal with conflict.

· Tell me about a time when you were able to successfully deal with another person, even when that individual may not have personally liked you or vice versa.

· Tell me about a time when you were forced to deal with a disruptive individual.

· Describe a situation where you had to resolve a difficult situation with a colleague and explain how you went about it.

· Tell me about a time when you got co-workers or classmates who disliked each other to work together.

· Tell me about a time when you had to speak up in order to get a point across that was important to you.

· Tell me about the last time you strongly disagreed with your boss.

· Give me a specific example of a time when you had to conform to a policy with which you did not agree.

· If you felt that your supervisor was wrong about an important matter, such as policy or procedure, would you tell him/her and how would you go about doing so?

Customer Service

· What has been your most rewarding experience dealing with the public/customers?

· What new procedures or suggestions did you introduce in your previous positions in dealing with the public?

· What types of customer complaints have you dealt with?

· What types of things have you done to help in alleviating customer dissatisfaction?

· Give an example of a time when you were able to help an angry customer with a problem.

· Tell me about a time when you were unable to satisfy a customer.

· Tell me about a specific instance for which your people skills were praised.

· Give me an example of a time when you had to give repetitive information or routinely answer similar questions.

· Describe a time when you observed poor customer service. What did the person do wrong and what would you have done differently?

Decision Making/Good Judgment

· Describe the last time you had to make a decision quickly.

· What was the most difficult decision you made in your most recent position?

· Tell me about the last time you were unsure which decision to make.

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

· Tell me about a difficult decision that you've made within the last year.

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

· Give me an example of a time when you set your sights either too high or too low.

· Tell me about a time when you had to make an important decision with limited facts.

· What types of decisions have you been responsible for making and what types of decision have you typically referred to your supervisor?

· What types of decisions do you tend to make quickly, and on which do you spend more time? Please provide examples. (Follow up: What rationale or process do you use when making difficult decisions?)

· Tell me about the riskiest decision you ever made.

Diversity

· Describe your experience working with a culturally diverse population.

· How have you incorporated multi-cultural education into your teaching?

· Give me an example of a time when you encountered a colleague who was not accepting of others. (Follow-up: Did you address the situation, and if so how?)

· In your experience, what are the challenges faced by members of historically underrepresented groups in the workplace/classroom? What strategies have you used to address these challenges, and how successful were those strategies?

· In what specific ways have you demonstrated a commitment to diversity?

· Describe the climate for diversity at your current position. What impact have you had on that climate?

· Describe a time in which you took measures to make someone feel comfortable when some people seemed uncomfortable with their presence.

· What specific actions have you taken to further your knowledge/understanding about diversity?

· How has diversity shaped your teaching and advising styles?

· In what ways have you integrated multicultural issues as part of your professional development?

· What do you see as the most challenging aspects of an increasingly diverse academic community, and what steps have you taken to meet such challenges?

· What is your vision of diversity at an institution like St. Johns River State College?

· Give me an example of a time when you were tolerant of an opinion that was different from your own.

Fit Within the Position, Department and/or Organization

· How does the work at St. Johns River State College fit into your professional mission?

· What is your philosophy on education?

· What are the most important rewards you expect in your career?

· Describe a situation in which you felt motivated to achieve a goal or complete a project. (Follow-up question: What was it that motivated you?)

· How do you determine or evaluate success?

· In what ways do you think you can make a contribution to our organization?

· What accomplishments have given you the most satisfaction? Why?

· Tell me about your last job. (Follow-up questions can include "What did you like best?" and "What did you like least?".)

· Tell me about your last supervisor. (Follow up questions if necessary: "What did you like about the supervisor's management style?" "What would you have preferred that the supervisor had done differently?")

· The hours of the position are 8:00 a.m. to 5:00 p.m. Are you able to meet those required hours?

· Tell me about a time in which you adapted your work style in order to work effectively with those who were different from you.

· Tell me about the best supervisor that you've worked for. What specifically did you appreciate about the supervisor's management style?

· Tell me about a time in which you were asked to complete menial tasks that weren't part of your job responsibilities.

· What or who has influenced you to follow this career path? Why do you feel that education is a good fit for you?

· What are the most important strengths you possess that will make you successful in this position?

· What issues in education are of greatest concern to you? (Follow up: What have you done personally to address those issues?)

· Tell me about the best team of which you have been a member.

· Tell me about a specific instance in which you demonstrated dependability to your employer.

· Expand on those aspects of your career experience that you found to be most satisfying.

· Describe the most professional environment you've been a part of.

· What personality traits do you feel will be most effectively utilized in this position?

· What were your two greatest career accomplishments?

· Looking back over the past two years, in what ways have you improved professionally?

· Tell me about a situation in which your boss was upset about the way you did something. (Follow-up: How did you handle the situation?)

· How would you supervise someone like yourself?

· Tell me about a time when circumstances for a project changed at the last minute, and you were asked to work outside of normal work hours.

· What are some things that you would like to avoid in a job, and why?

· What would you say is the most important thing you are looking for in a job?

· What are some of the things that were problematic for you in your most recent position and how did you work through those problems?

· How does this job fit into your overall career goals?

· What qualities do you possess that would make you successful in this role?

· What do you consider to be your weaknesses and how have you addressed them?

Goal Setting

· Give me an example of an important goal that you set and achieved. (Follow up: What steps did you take? What obstacles did you face?)

· Tell me about a goal that you set that you did not reach. (Follow up: What obstacles did you face? What steps did you take in attempting to achieve the goal? What, if anything would you do differently next time?)

Initiative

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

· Give me an example of a time when you saw something that needed to be done and you took a leadership role in accomplishing it.

· Describe a time when you anticipated potential problems and developed preventative measures.

· Give me an example of a time when you completed a project without direct supervision.

· Tell me about a task that you did not complete and why.

· Tell me about a situation that required you to think critically.

· Give me an example of a project you completed that demonstrates your abilities as a "self-starter".

· Describe a project or idea (not necessarily your own) that was implemented primarily because of your efforts.

· How have you motivated yourself to complete a task that you did not want to do?

· Have you ever come up with a new or innovative idea or process in one of your previous positions? Tell us about it.

· Describe a time when you worked alone and with minimal supervision in order to complete your job duties.

· What difficulties did you encounter? How did you handle those difficulties?

· Give an example of a task or assignment that you performed that required considerable attention to detail.

· How important were the details and how did you ensure accuracy?

Office Skills 
· What training, schooling, or experience do you have regarding office skills and abilities?

· Give an example of the types of things you have used MS Word for. What functions have you used daily in your previous position(s)? Which functions did you use occasionally?

· Which of your former positions required the use of your office skills to their optimum? Please describe your responsibilities there.

· Tell me about the types of phone calls you received on a regular basis in your previous position.

· Which software packages are you proficient with and what specific documents are you able to prepare using each one?

Organization/Time Management

· Tell me about a time when you had many things to do and not enough time to accomplish them all.

· Tell me about a time when you were unable to complete a project on time.

· Tell me about the last major project you were involved with from start to completion. What process did you use as you moved through the project?

· Describe for me a time in which your priorities shifted midway through the year or project.

· Describe the typical workload in your last position. How did you manage that work load? (Follow-up: Ask questions regarding how the individual determined priority, the order of completion, and staying on top of multiple projects.)

· Give me an example of time when you set a goal and were able to meet or achieve it.

· Give me an example of a time when you thought you had covered all the details but missed an important element. What happened?

· Tell me about a time when you had to work on multiple tasks at the same time.

· From your past experience, give me an example of how you set specific work goals.

· What have you done in order to be effective with your organization and planning?

· Give an example of a time when your time schedule or project plan was upset by unforeseen circumstances.

· Tell me about a time when you, as an individual or part of a group, were close to missing a deadline.

Problem Solving/Creativity

· Tell me about a time when you utilized a creative solution in solving a problem.

· Tell me about the last time you faced a significant obstacle in completing a project.

· Describe a project that you worked on which became bogged down at some point. (Follow up: What did you do to get things moving again?)

· In your most recent position, what types of problems did you encounter and solve on a day-to-day basis?

· Give me an example of a complex issue or problem that you have faced. What did you do to solve the problem?

· Tell me about the last time you had to refer something or someone to your supervisor.

· Tell me about the last difficult decision you had to make professionally. (Follow up: Ask questions regarding the candidate's process for reaching the best decision.)

· Tell me about a major change that took place within one of your former positions or employers.

· Give me an example of something you've done professionally that you feel demonstrates your ability to be creative.

· Tell me about a problem you've encountered where the old solutions hadn't worked and you had to come up with a new solution.

· What was the last major problem you were confronted with? What action did you take?

· When was the last time you thought "outside the box" to solve a problem?

· Tell me about a situation in which you had to learn something new in a short time.

· Give me an example of a time when you used your fact-finding skills to solve a problem.

Professionalism

· Tell me about a time when you missed an obvious solution to a problem.

· What qualities do you possess that would make you successful in this role?

· Which of your professional accomplishments are you the most proud?

· Give me an example of a time when you realized you'd made an error in professional judgment. (Follow up: How did you handle the situation?)

· Tell me about a time when you realized you'd said or done something that may have been offensive to a colleague. (Follow-up: How did you handle the situation? What was the outcome?)

· Give me an example of a time when you tried to accomplish something and failed.

· Tell me about the last time you strongly disagreed with your boss.

· Tell me about a time when your boss overruled a decision you'd made.

· Describe a time when you missed an important deadline or failed to complete a task that others expected you to complete.

· What do you do specifically to set an example for your employees?

· Tell me about a time when your integrity was challenged.

· Give an example of a time in which you conformed to a policy that you did not agree with. (Follow up: Would you do the same thing again? Why or why not?)

· Give an example of a time when your persistence paid off.

· Describe a situation in which you constructively dealt with disappointment and turned it into a learning experience.

Stress Management

· Describe a time when you were faced with a stressful situation and were able to demonstrate your coping skills.

· Tell me about a time when you worked effectively under pressure.

· Tell me about a time when you overcame a major obstacle in your academic studies or professional career.

· If offered this position, what challenges do you anticipate facing in this role?

· Tell me about a time when you felt burned out. (Follow-up: What did you do?)

· Describe a situation when you were under a great deal of pressure. How did you handle it?

· Describe an incident in which you did not handle pressure well.

· In your professional experience, have you encountered periods when you were extremely busy and then things were extremely slow? Please describe this experience.

· What was the most stressful aspect of your most recent position?

Teamwork

· Describe a situation in which others you were working with on a project disagreed with your ideas.

· Tell me about a time when a colleague was not doing their share of the work.

· Describe a situation in which you had to arrive at a compromise or help others to compromise.

· Tell me about a time when you had to work on a team that did not get along.

· What have you done in past situations to contribute toward an environment of teamwork? Please be specific.

· Describe the types of teams you've been involved in. (Follow up: What were your roles on those teams?)

· Tell me about a team experience that you found disappointing. (Follow up: What would you have done changed if you could?)

Writing Skills

· Please discuss an important written document that you were required to complete.

· Tell me about a time when you wrote a report that was well-received.

· What types of reports have you prepared in previous positions?

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

· Describe the types of written documents that you have been responsible to prepare. Please explain the purpose, content, format and to whom was it presented.

Instructional Skills/Classroom Management

· Describe the teaching techniques or strategies that are most effective for you.

· Describe how you assess your students to determine how well they are learning (include formal and informal methods).

· What specific techniques have you used to keep students actively involved during a lesson?

· Describe different student learning styles or modalities of students and how you adjust lessons to benefit those differing styles.

· Give me a specific example of a time when you encountered someone unmotivated to learn what you had to teach them.

· What kind of rules do you have in your classroom? How are they established?

· How do you create and promote a safe environment in your classroom?

· Share three interesting teaching techniques used in your classroom.

· What kinds of materials have you used to assess pupil strengths and/or weaknesses?

· Are there any materials you have used that you find are especially effective for slow learners or bright students?

· In what specific ways do you encourage student accountability?

· Describe your classroom management style and specific techniques that have been effective for you.

· Tell me about the most difficult disciplinary situation you've had to manage.

· Tell me about a specific lesson plan in which you presented the material in a way that met the needs of students of all learning styles.

· Describe how you conduct a lesson. What are the components of an effective lesson plan?

· Would you rather teach a slow learner or an advanced learner? Why?

· How do you handle the different ability levels among students?

· List specific ways in which you have provided feedback to students in a previous learning environment.

· What do you include in your daily lesson plans? How closely do you follow your plans?

· What has been the greatest challenge that you have faced in your past teaching position? How did you address that challenge and what was the outcome?

Technology 
· Tell me about the last project you worked on which involved extensive use of technology.

· Give me a specific example of how you have used technology to teach either an individual or in a classroom setting.

· What innovations have you made or seen to curriculum and instruction.

· Please describe the types of technology in instructional delivery with which you are proficient, and describe how you have used them in the classroom.

· What have you done to ensure that technology is incorporated into the curriculum? Please be specific.

Job Knowledge

· What coursework have you taken that has made you especially suited for this position?

· List three specific ways in which you stay current in your field.

· What curricular changes do you hope to see over the next few years?

· What is the most exciting initiative happening in your field today?

· What seminars, conferences, or training sessions have you attended in the past year? (Follow-up: What did you learn?)

· What special aspects of your work history have prepared you for this position?

· What college courses, seminars, or other training opportunities have benefited you most in your career?

· How do you keep up with new developments in your field? Please be specific.

· What skills do you have that will make you successful in this position?

· Describe your knowledge and use of specific types of equipment. If applicable, describe your knowledge of the maintenance and repair of the equipment.

Supervisory / Management Skills

· Describe specific techniques that you've used to motivate others.

· Tell me about a time when you delegated a project effectively.

· Tell me about a time when you had to terminate a friend.

· List specific ways in which you have encouraged staff accountability.

· Describe specific ways in which you have developed the skills of employees who have worked for you.

· Give me an example of a time when you handled an employee grievance in a way that did not result in better working relationships.

· Describe a time when you were unable to motivate a staff member. (Follow-up: What methods did you utilize to try and motivate the employee? What, if anything, would you have done differently?)

· Give me a specific example of a time in which an employee would not do what you asked.

· Tell me about a time when one of your new employees wasn't learning the responsibilities of the job within the expected time frame.

· Tell me about a particularly difficult employee you were able to turn around and help to become a productive worker.

· Please describe your academic management experience.

· Please elaborate on your supervisory experience.

· Describe a time when you were asked to enforce a policy that you did not agree with.

· Tell me about the last time you had to terminate an employee. (Follow up questions should get more information about the process followed and whether the candidate tried to assist the employee in improving performance.)

· Give me an example of a time when you had a good employee who suddenly developed performance or behavioral issues.

· When evaluating the performance of your subordinates, what factors or characteristics are most important to you?

· In your present job, what approach have you taken to get your people together to establish a common approach to a problem?

· Describe a situation in which you were able to get employees, who did not want to work together, focused on and working toward a common goal.

· How would you describe your basic leadership style? Give specific examples of how you practice this.

· How are you helping your subordinates to develop themselves?

· Describe the last unpopular decision that you made.

· What was the most difficult group you had to get cooperation from?

· Describe a situation in which you were able to have a positive influence on the actions of others.

· List specific ways in which you have encouraged teamwork and productivity among your staff.

General Questions 
· Now that you have reviewed the job description, can you perform the essential functions of the job?

· If you were offered the job, when could you start?

· What questions do you have for us?

Follow-up Questions

Although the same general questions used to evaluate candidates for an open position should be asked of all candidates, the interview committee is free to ask any follow-up questions that are necessary to gain additional clarification or insight into the candidate's answer. Because each candidate's answers to the original question will vary, the follow-up questions that you ask will vary as well. You should continue asking follow-up questions until you are confident that you have a thorough understanding of the candidate's qualification and fit for the position based on their answers to the question. If you don't understand a candidate's answer or aren't sure whether or not the answers given demonstrate a match for the job position, continue to ask follow up questions such as the ones below.

· What steps did you take?

· What happened after that?

· What did you say?

· How did you handle that?

· What was your reaction?

· How do you feel about that?

· What was the outcome/result?

· Were you happy with the outcome?

· What do you wish you had done differently?

· What did you learn from that?

· How did you resolve that?

· Why did you decide to take that course of action?

· Were you present when this happened?

· Who else was Involved?

· Tell me more about your interaction with that person.

· What was your role?

· What obstacles did you face?

· What were you thinking at that point?

· Lead me through your decision process.

· How did you prepare for that?

· Why?

· How?

· When?

· Where?
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