Interviewing Questions*

By Neil Fjellestad and Carol Levey

· Tell me about a time when you had to deal with an irrational, irate customer. What was the problem, your response, the outcome?

· What do you think has been your most significant accomplishment at your current job?

· Give me three qualities that best describe you and how they have aided or hurt you in the performance of your job.

· If I were to call your supervisor for a reference, what would he/she say about you?

· Tell me about the last time you were really upset with someone at work. What caused the situation? What did you do?

· Describe a time when you were told to do something you had never done before and were unsure what to do. How did you handle this situation?

· One goal for this position is to reduce resident turnover (or any measurable goal) by 2% per quarter over the next 12 months. Tell me about a similar past accomplishment. How would you organize to accomplish this goal in this situation?

· Give me an example of something that didn’t turn out as well as you would have liked. How did you handle this situation?

· Tell me about a time when you overlooked details or forgot to follow-up on an important detail. What actions have you taken since to prevent the same problem?

Successful hiring is a combination of well-constructed interviews and an effective orientation. The centerpiece of a good interview is pre-designed written questions to uncover the way a candidate thinks and feels. These expressions should be measured against a “target profile” that is likely to predict job success. Utilize questions that highlight actual experiences in the candidate’s history, instead of hypothetical situations. Let the candidate respond, even if long pauses are necessary while he or she gathers his or her thoughts. Listen carefully and write down responses so you can objectively compare candidates later.

· We would like to acknowledge and give special thanks for the contribution of Mary Cheddie, V.P. Human Resources, Gables Residential Trust to this article.
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