 CLASSIFIED INTERVIEW QUESTIONS

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

2. What reservations do you have about this job?

3. Have you ever had to work in a situation that required confidentiality?  Give me an example of a situation that required you to follow that direction.

4. What kinds of decisions/situations are difficult for you?

5. Tell me about a time when you induce humor into your workplace.  What did you do and what was the response or outcome?

6. In what areas do you typically have the least amount of patience at work?

7. We all have faults and we all make mistakes, especially when new to a job.  If a situation arose or something happens that required               or myself to take corrective action, what would be the best way for us to handle this?

8. When being supervised, how much structure do you like, i.e., do you like lots of feedback and direction or would you prefer to be left alone once you know what needs to be done?

9. I have a tendency sometimes to be blunt.  At other times I might display a sarcastic or cynical sense of humor.  While I never intend to hurt anyone’s feelings, it can happen.  If something I said, or didn’t say, hurt your feelings or if you felt like you were being taken for granted, how would you deal with it?  Has this ever happened in the past?

10. What would your current supervisor(s) say makes you most valuable to them?

11. What have you done to reduce your department’s operational costs or to save time?

12. What kinds of things bother you on the job?  What are your favorite things to do on the job?

13. What do you feel is a satisfactory attendance record and how do you feel yours compares?

14. Describe to me something that you have done that shows initiative.

15. Give me an example of a time when you were able to work effectively with a person from a cultural background that was very different from yours.

16. Our office hours are, by law, 8 –5.  As the receptionist, this position was established to cover the front office from 8-5.  The rest of the staff, however, work 8-4:30, although many times we are here after 4:30.  At times in the past, this has been perceived as unfair, even though the justification for the position was based on these hours.  Describe a situation in your previous experience that appeared unfair to you or to a co-worker.  What did you do and how did you handle it?  Or how was it handled and how did you feel about it?

17. What will your references say about you?

18. How do you like to be received when entering a public office?  How would relate this to your skills?

