Sample Interview Questions

1. Please tell us a little about yourself and in what ways do you think your previous work experience has prepared you for this position? 
2. Can you give us an overview of your background and experience and explain how it will help you to be successful in this position?  
3. Why are you interested in this position? 
4. What is your greatest workplace accomplishment or something that you are most proud of? 
5. What is your personal work style and preferred work environment? 
6. What is your preferred communication style? How do you adapt your communication style when interacting with different levels within an organization? 
7. Tell me about a time you had a disagreement with a coworker. How did you handle the situation, and what was the outcome?
8. How do you prioritize multiple competing priorities or demands? 
9. Describe a time you had a tight deadline and had to prioritize multiple tasks. How did you manage your time, and what was the outcome?
10. Could you please mention three ways to promote excellent customer service? 
11. Can you describe your experience and proficiency with Microsoft Excel and PowerPoint?
12. Why are you interested in working at UGA/FACS/ETC.?
13. Tell me about a difficult situation when it was desirable for you to keep a positive attitude. What did you do?
14. Tell me about a time you were able to resolve a problem or complaint using effective problem or complaint using effective communication. What strategies did you use?
15. Provide examples of how you manage your time and establish priorities when you have competing demands to complete specific tasks to meet deadlines.
16. What strengths would you bring to this position?
17. Explain a situation where you had to use independent judgement to solve a problem or address an urgent situation.
18. What management style do you thrive under?
19. Can you share your experience in planning events (trainings, meetings, workshops, conferences, etc.)? 
20. Can you share an experience where you had to communicate with different types of audiences? 
21. What, if any, experience do you have with UGA Mart, payment requests, and/or procurement such as ordering supplies and working with vendors? 
22. What strengths do you bring to this position, and what is your greatest weakness?
23. What was your favorite and least favorite job responsibility you have had and why?
24. How do you stay organized at work? Including any methods or tools you use.
25. Describe your ideal team. What qualities do you look for in a team?
26. Tell us about a situation at work where you had to stop and “reprioritize” your tasks. What made you realize that you needed to “reprioritize”?
27. How do you handle conflict in the workplace?
28. Tell us about a time when you made a mistake. How did you handle it?
29. How do you stay organized when working on a project? 
30. Share a situation where you had to prioritize tasks and manage your time effectively to meet deadlines for multiple projects. 
31. What do you consider to be your strongest skill? Is there a specific skill or trait you are working to improve? 
32. What is your ideal role on a team? For instance, leader, editor, idea-generator, collaborator, etc.
33. Can you describe a time you had a professional disagreement and how you resolved it? 
34. Please walk us through a project that you have (or could) led, including how you ensured deadlines were met, managed obstacles, etc.?
35. How do you ensure productivity of others that you work and coordinate with?
36. Please share what interests you about this position specifically.
37. Can you share your experience in planning events, presentations and /or professional trainings?
38. Tell us about a time when you had concerns about how a team project or assignment was being handled. How did you respond to the situation?
39. Is there anything else we should know about you on a professional nature that would help in our decision-making process?
40. Do you have any questions for the committee?
