
 

 

Interview Questions 

DECISION MAKING 
 

 Give an example of a difficult decision you had to make and what made it difficult.  
 Tell about a time when you had to make an unpopular decision. What was your approach to 

making the decision?   
 Explain a time you had to make a decision when there were no procedures in place to do so and 

what was the outcome? 
 Describe a recent decision you made that would have normally been made by your supervisor. 

What was the outcome? 
 Give a specific example of a decision you made that was not effective.  Why do you think it was 

not effective and what did you do when this realization was made?  
 Describe a situation when one of your decisions was challenged by higher management; what did 

you do and how did you react? 
 Describe a time when you were approached with a new idea for your department.  How do you go 

about determining the feasibility and possible success of that idea?  
 
COMMUNICATION  
 

 Describe a situation when you successfully had to sell or persuade others to accept and support 
necessary change?  

 Give an example of a time when a new policy was implemented organization-wide and you do 
not agree with it.  How do you discuss this with your staff?  

 How have you communicated priority projects to your staff when you are concerned they already 
feel overloaded or overwhelmed?  

 Describe your communication style.  
 
LEADERSHIP  
 

 Tell us about a new initiative that you were responsible for and the impact it had.  
 Give an example of when you showed initiative and took the lead. 
 Describe what you have done with your staff to develop team work. 
 Give an example of when you made a mistake. What have you learned from your mistakes as a 

manager? 
 What has been your most significant responsibility and why?  

 
SUPERVISORY/EMPLOYEE MANAGEMENT  
 

 What was the most challenging personnel issue you’ve had to deal with and how you handled it?  
 Give an example of when you had a great idea and were told that you could not implement it.  

How did you react?  What did you do? 
 What has been your experience supervising others? 



 Explain how you manage, direct, and monitor the performance of your staff. How do you give 
feedback? 

 What do you expect your staff to do when they encounter a work obstacle? 
 What has been the most difficult part of managing others? How have you overcome it? 
 How have you rewarded the people that work for you?  
 What are the critical factors you look for in evaluating the work of others? How did you develop 

these concepts and how, specifically, do you use them? 
 
WORK ETHIC 
 

 Describe a time when you came across questionable business practices.  How did you handle the 
situation? 

 Provide an example when you made a mistake at work.  How did you handle it?  
 Describe a time when an employee, vendor or supplier had a conflict of interest. How did you 

handle it?  
 Give an example that demonstrates your work ethic.   
 Describe a time when your reliability made a positive difference for a boss or co-worker.  What 

was the end result?  
 Give an example of when you had to clarify to employees what the jobs expectations were and 

what they could do to exceed them. (Encouraging initiative). How do you clarify the initiative 
you want to see? 

 What benefits do you think come from showing respect for your supervisor? For your work? For 
your coworkers? For your customers? 

 Explain a time when you had to handle conflict with others at work? How do you think focused, 
intentional respect of others might have shaped that?  

 What does integrity look like to you in the workplace?  
 
PROBLEM SOLVING 
 

 Describe a problem you faced that was almost overwhelming and how you got through it and kept 
from being completely overwhelmed. 

 Describe a situation in which you had to solve a problem without having all the information you 
needed. What did you do and what was the outcome? 

 Tell about a time when you had too many tasks to do and you were required to prioritize. 
 Describe a time when you anticipated potential problems and developed preventive measures. 
 Give an example of a time when you used your fact-finding skills to solve a problem. 
 Think about an instance when you were given an assignment in which you were not sure of or 

thought you were not able to complete.  What motivated you and how you eventually accomplish 
your assignment?    

 Give an example of when you’re problem solving skills were used to solve a difficult situation.  
 Tell about a time you may have used unconventional methods to solve a problem. 

 
TEAMWORK 
 

 Give an example of a situation in which you managed or led a team and were able to create a high 
morale, high productivity work group. 

 Describe a time when you have had to work with a team of people who did not work well 
together or did not like each other. How did you react and what was the outcome? 



 Describe the management style that brings out the best in you - your capabilities, ability to 
contribute, and your daily engagement. 

 Explain a time when you were a member of a team that struggled or failed to accomplish its goal. 
What assessment did you make of the reasons for the failure? What did you learn from it? 

 
OTHER 
 

 Provide examples of special skills and knowledge have you developed in your current job. 
 Describe how your prior experience required you to be proficient in the analysis of technical 

reports. 
 Tell me of a time when you had to handle a highly emotional employee or customer? 
 Provide an example of a contribution you have made in your current job to improve how work is 

performed? How did you identify the need for improvement? 
 Have you ever asked for new responsibilities or assignments?  Explain the situation and what 

happened as a result.  
 Describe the largest project you were involved with and your role in its success. 
 Tell about a time when things didn’t go the way you wanted, like a project that didn’t turn out 

how you had hoped.   
 Describe a situation when one of your decisions was challenged by higher management; what did 

you do and how did you react? 
 Give me an example of a time when something you tried to accomplish and failed. 
 Describe a time when you were faced with a stressful situation that demonstrated your coping 

skills. 
 Give an example of a time when you had to quickly change project priorities. How did you do it?  
 Tell us about a time when you struggled to meet a deadline? How did you overcome it? 
 Describe a time you identified a barrier to your (and or others’) productivity and what you did 

about it. 
 

 

 

 


