
Interview Questions by Competency

Good interview questions comprise of behavioral based, technical and general questions to get an overall picture of

a candidate’s qualifications. The following is a list of sample questions (and follow up exploratory questions) that

can be used as a starting point and should be modified to fit an organization’s needs.

General/Job History (some of these might be asked in a phone screen):

• Describe a typical day in your current job.

• What interests you about this position?

• In your current position, what positions report to you? What territory do you have?

• What do you like to do at work? What do you not like to do at work?

• What type of work environment do you thrive in? What type of management style do you enjoy working with?

• Describe a job-related accomplishment you are most proud of.

• What are the biggest pressures you face in your current position? How do you manage them?

• List your 3 top technical skills.

• Can you tell me in general terms how your technical skills meet the requirements of this position? What 

specific areas do you need to come up to speed?

• What specific areas (related to the position) do you consider yourself the most knowledgeable? What areas 

have you had less experience or do not feel as comfortable with?

• What has given you the greatest sense of achievement at work and why?

• What attracts you to this industry?

• What are your short and long-term professional goals?

• What do you know about our organization?

Closing Questions:

• What is one thing I should know about you that I haven’t asked?

• What could you bring to this position that other candidates could not?

• What do you hope to find in our organization that you don’t have now?

• What is the best thing a previous employer did that you wish everyone did?

Adaptability/Flexibility

Flexible style. Receptive to change. Changes approach or method to best fit the situation. Adjusts with ease. 

Manages competing demands.

• What is one of the most challenging changes you have faced at work? How did it impact you? What was the 
outcome?

• What is the most difficult or frustrating part of constant change for you? How have you coped with it?

• Tell me about a time when you faced a significant challenge working with people from a different department? 

What actions did you take?

• How would you rate yourself in terms of being flexible in your style? Can you give an example of when you 
were flexible and when you were not? What was different about the circumstances?

• Tell me about a situation where you were under a great deal of pressure because of numerous demands 
competing for your time and attention. How did you resolve the situation?

• Tell me about a time when you had to deal with changes in organizational direction that impacted your work. 

How did you respond?
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Analytical/Detail-Oriented

Collects and researches data. Synthesizes complex or diverse information. Creates tools to analyze information to 

support business decisions. Thoroughly reviews work and fixes mistakes quickly.

• Describe a task/project you completed which required a substantial attention to detail. How did you decide what 

to do first? What obstacles did you face? What was the final result?

• Give me an example of a time when you used tools such as survey, research or statistics to define and resolve
a problem.

• Give me an example of a workflow or procedure improvement you made. Who else was involved and how did 
you implement it?

• We all have had times when we’ve found an error in our work only after it became a problem. When have you 
found yourself in this situation? How did you resolve the situation? What steps did you take to prevent errors 
from reoccurring?

• There are times when we inadvertently let details “slip through the cracks.” Tell me about a time when this 

happened to you. What was the cause? What were the results?

• Please describe a project you worked on that required you to synthesize complex information. How did you do 
it?

• Describe the metrics to which you are held accountable. Why were these metrics chosen?

• How do you analyze and use information and data to support business decisions?

Assertiveness

Communicates directly and honestly while demonstrating self-respect and respect for others.

• Give me an example of a time when you confronted a negative attitude successfully.

• Tell me about a situation when you had to "stand up" for a decision you made even though it made you 
unpopular.

• Tell me about a time when you successfully challenged another's idea.

• Describe a time when you communicated something unpleasant or difficult to your manager. How did you 
assert yourself?

Business Acumen/Knowledge

Aligns work with strategic goals. Knows how business works. Demonstrates knowledge of current business 

practices and future trends. Knows the competition.

• How do you ensure that your work and goals are aligned with corporate or strategic goals? Tell me about a 

time when you had to pay particular attention to this.

• Where do you predict your (industry/competition) is going in the next 18 months and why?

• Who were the competitors of your last employer?

• How would you describe the market conditions under which your previous company operated?

• What global factors impacted your previous company’s business? How did you know?

• In your current role, what is the interaction or impact of your responsibilities on R&D, marketing, budget, 

finance, and other areas of the business?

• Describe a situation where you successfully articulated the value proposition of a specific aspect of the 
business (or a product, idea, etc.)

• What are some of the reasons your customers buy your products or services?

• Describe a decision you had to make that had a significant financial impact on the organization. How did you 

go about it?

Business Acumen (Related to Financial Knowledge)

Understands how organizations make money and the impact of his/her own role on profit and loss. Exercises sound 

judgment in decision making regarding expenditures.

• Describe your experience with both short and long range financial planning.
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• How does your company make money? What are some of the variables that need to be aligned for this to 
happen?

• Walk me through the process you use to make sure you are making sound judgments in decision making 
regarding expenditures?

• Give me an example of a time when you had to reduce expenses. How did you determine where to cut costs? 

What was the impact?

• Give me an example of a time when you directly contributed to the profits of an organization.

• Tell me about a time when you had to deny an expense request for budgetary reasons. How did you handle it?

• Tell me about a time when it was difficult to stay within your approved budget. What was the result?

Change Management

Establishes structures and processes to manage change. Communicates change effectively. Monitors transition 

and evaluates results. Prepares for change and builds commitment.

• Change is inevitable in the workplace. Describe a past event in which you helped to facilitate change in your 

organization. What process did you use to evaluate the impact or results of the change? How did you prepare

and support employees impacted by the change?

• Tell me about a time when you were opposed to a change that affected your work practices. How did you get 
through it?

• Tell me about a recent time when you needed to introduce a new idea or procedure to people on the job? What 
was the situation and how did you handle it?

• Describe for me the latest change you have implemented on your job or work team.

• Describe for me the most difficult change in the workplace that you needed to deal with. How did you overcome 

resistance?

• Tell me about a situation where you needed to adjust quickly to a significant change in team or department 
priorities? What did you do? What was the outcome?

• As you have changed from role to role throughout your career, how have you modified your behavior to deal 
effectively with changes in the work environment? Give a specific example.

• Describe a past event in which you helped to facilitate change in your organization.

Coaching

Engages in discussions to promote developmental insight and planning. Provides candid, timely and supportive 
feedback. Generously offers to share own experience and expertise.

• What does coaching mean to you? Describe a recent example that demonstrates how you engaged in a 

coaching discussion.

• What is your approach to coaching? Give me an example of a coaching situation you have been involved in.

• Describe when a coaching opportunity was successful/not successful. What made it successful/not successful?

• When have you shared your own personal experience and expertise in a coaching situation? Describe.

• Tell me about a recent time you had to coach an employee to perform a task.

Collaboration/Consulting

Enlists active participation of others to solve problems. Works collaboratively to develop possible solutions and 

provide guidance to others in analyzing and solving problems.

• Give me an example of how you involve employees.

• Tell me about a time when you worked with people outside your work group to get information or ideas. What 

did you do? What was the outcome or result?

• Tell me about an experience when people outside your work group asked for your help in solving a problem or 

meeting an objective. What did you do? What was the result?

• When circumstances are more difficult (i.e. tight deadline, lay off, labor negotiations, pulling a team together 
quickly)? Walk me through an example of how you worked with others to solve those difficult circumstances.
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• Give me an example of when you were able to successfully communicate with another person in your 
department even though that individual may not have personally liked you (or vice versa).

• Describe an example where you enlisted active participation of others to solve a problem.

• Describe a high-pressure work situation and how you handled it. Tell me what happened, who was involved 

and what you did in terms of problem solving.

• How is consulting different from directing? Provide an example of a time when you have done both.

• Describe a time where you were sought out as a "consultant" or resource.

Communication (verbal and written)

Effective and clear expression when presenting ideas or information, with verbal or non-verbal communication.

• Give me an example of a time when circumstances changed the way you needed to communicate to others. 

What did you do and how did you do it?

• To get our points across, we sometimes need to use differing approaches when talking with different types of 
people. Talk to me about a time when you have done that successfully.

• Tell me about a time when you had to give instructions to another person who was having difficulty 
understanding. What did you do?

• Do you tend to take an observer/listened role or be an active participant in meetings? Tell me about a time 

when your preferred style worked well and a time when it didn’t.

• Describe an example of when you have been called upon to present in front of a group. How did you prepare? 

Was the presentation a success? How could you tell?

• Tell me about a time you could not answer a question posed in a group. How did you respond?

• Give me an example of the types of writing that is required of you in your current position. How do you go 
about beginning the writing process?

• Tell me about your proudest writing achievement. What made that product special?

• How do you ensure that your writing is clear and informative? Give me a specific example.

• Describe your experience in editing others’ documents or reports. Give a specific example of a complex 

document you had to edit for someone else and what steps you took.

• Tell me about a recent time when an e-mail or verbal conversation was misinterpreted by your team or 

employees. What was the situation and the outcome?

• Tell me about a recent success you had with an e-mail in communicating with your team or employees. What 
was the subject and how did you communicate it?

Communication (Related to Communicating Direction)

• Tell me about a time when you did not agree with a direction given to you. How did you address this?

• Give me an example, from your past work experiences, about a time when you were part of a project or team

and you never knew what was happening with the other action items or participants. How did you handle this?

• Describe a recent time when you needed to withhold information from your team or direct reports. What was the 
situation and how did you handle it?

• Describe a recent time when you were the bearer of bad news to your team or employees. What was the 
situation and how did you handle it?

• Describe a recent time when you heard through the grapevine information which was untrue or classified. What 

was the situation and how did you handle it?

• Have you ever been in a position where you worked for more than one manager? Tell me how you prioritized 

and communicated your work.

Composure

Responds to information and situations in a self-controlled manner.

• Give an example of when you had to work with someone who was difficult to get along with. Why was this 

person difficult? How did you handle that person?

• Describe a situation where you became defensive. How did you regain control of your defensiveness?
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• Describe a situation when information was shared with you that was unexpected. How did you react to it?

• Describe a time when you received feedback you did not agree with.

• Describe a time when you needed to react to an emergency situation. How did you respond? What was the 
result?

• Describe a situation when it was more difficult for you to maintain self-control.

• What has been the most difficult criticism for you to receive?

• What do you do when you think someone is not listening to you? Give me an example of a time when that 
happened.

Composure (Related to Interaction With Higher Level Management)

Identifies the priorities of upper management and when it is appropriate to inform, update, or share information. 

Presents self in a professional manner. Exhibits comfort and confidence in interactions.

• As a manager, one must "communicate up" and "communicate down." What do you see as the difference? 
Describe a recent example of when and how you’ve done both.

• In your current role, under what circumstances do you interact with higher level management?

• How do you determine what information and when it is time to update upper management?

• Do you communicate differently with upper management than with your team or peers? Why or why not? Give 
an example.

• Describe your professional demeanor. What makes you effective in this regard? Give an example.

• In your role as a senior manager, how have you communicated with your peers to maintain open 

communication? What types of interactions do you have within this group—formal versus informal?

• Describe a time when you worked effectively with executive-level management.

• What sort of impression do you think you have made with your executive-level management team? Why do you 
say that?

• Describe a situation where you gave advice to management that wasn’t well received? How did you handle it?

Conflict Management

Identifies sources of conflict and methods of management and chooses appropriate techniques to resolve issues.

• In what ways have you successfully unified a group at work despite conflicts?

• Describe a time when you confronted a supervisor/manager when he or she was wrong?

• Describe a specific example when you have resolved a conflict you had with another person and how you 

handled it.

• Describe a time when you were in a meeting or situation when a newer person conveyed incorrect information. 

How did you correct the situation?

• We all have different ways of doing our work, with different styles of communication and work habits. Tell me 
about a time when you had a disagreement with a coworker, direct report or supervisor and how you handled it.

• Tell me about the last time a coworker asked you for help at a time when you were very busy with work of your 
own. What was the situation? What did you do?

• Describe for me a recent time when others you were working with on a project or job disagreed with your way of 

working? What did you do?

• Tell me about a recent time that you didn't work well with a supervisor. What was the situation and outcome?

• I’d be interested in hearing about a miscommunication you had with a peer and how you resolved it.

• Tell me about a difficulty you encountered in working with another department. What did you do to improve the 

situation?

• Tell me about a conflict situation in the workplace that you handled well/did not handle well.

Creativity/Innovation

Generates original thinking and creative solutions. Possesses ability to think “outside the box.” Comes up with new

ideas and approaches not readily apparent or previously tried that enhance the organization's systems or products.

Generates suggestions for improving work.
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• Describe the most innovative idea you’d had.

• Give me an example of how you came up with a unique and novel solution to a problem.

• Tell me about a time when you thought “outside the box” on a project.

• How have you used creativity to solve a problem? Tell me about a specific instance.

• Describe a problem you had that required a creative solution that had not been tried before. What was the 
outcome?

• Tell me about a project or process that you personally designed. How did you get feedback and how did you 
apply it?

• Tell me about a recent situation in which the “typical” way of doing things wouldn’t work. How did you solve the 

problem?

• What is the most innovative thing you have done in the last six months? Why did you go this direction? What 

was the driving business need?

• Tell me about a work improvement that you developed and implemented. Walk me through the steps.

• Give me an example of an idea you had for improving your organization’s products or processes.

• How do you know that you are targeting the right areas for innovation? Give me an example of a time when one 

of your insights or innovations was well received by others.

• The person in this position needs to be proactive and innovative. Describe some things you have done to 
demonstrate these qualities.

Critical Thinking

Disciplined thinking that is clear, rational, open-minded and informed by evidence. Examines assumptions. 

Reflective thinking by applying, analyzing and synthesizing information.

• Tell me about a recent quick decision you made that you are proud of/not so proud of.

• Describe for me a recent time when you needed to make a job-related decision but did not have all of the 
information you needed. How did you go about completing the task?

• Tell me about a recent time when you approached a job or task in a completely different way than it had been 

done in the past.

• Tell me about a recent situation when you were given job instructions and you were unable to comprehend the 
instructions. How did you go about completing the task?

• When a decision is needed, what process do you use to come to the right response?

Customer Focus

Builds effective relationships with customers. Identifies customer expectations. Offers practical solutions to 

problems. Manages difficult customer situations. Meets commitments. Responds to requests for service and 

assistance.

• How do you go about understanding the expectations of your customer—internal and external? Walk me 
through an example with an actual customer.

• Describe a time when you successfully handled a customer complaint.

• Describe for me a recent time when a customer request could not be satisfied. What was the situation and how 

did you handle it?

• Tell me about a time when you encountered an angry customer. How did you handle it?

• Have you ever had to go the extra mile to satisfy a customer? Tell me what you did and what was the result?

• Give me an example of a time when you went out of your way to please a customer.

• Tell me about a recent time when you put the customer’s needs ahead of the company’s needs. What was the 
situation and how did you handle it?

• Give me an example of a time when a customer really tried your patience. How did you handle it?

• What skills or qualities are important for dealing effectively with customers? Give an example of when you 
displayed these skills or qualities.

• Tell me about your most rewarding customer service experience.
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• Tell me about the most difficult customer service experience you’ve encountered. How did you handle it?

• Give me an example of a time when you were not able to meet a commitment to a customer (internal or 

external). What did you do?

• What does the term “internal customer service” mean to you? Tell me about a time you demonstrated excellent 

internal customer service.

• When a customer irritates you, how do you react? Tell me about a time that happened.

Dealing With Uncertainty

Recognizes the need and makes decisions based on available information and known principles.

• When a surprise or unforeseen crisis occurs at work, what is your typical plan of action? Give me an example of 
an instance where this happened.

• Give me an example where you needed to make a decision quickly.

• Recall a time from your work experience when your manager was unavailable and a problem arose. How did 
you handle that situation? How successful was the outcome? What did you learn from this experience?

• Tell me about a time when you needed to make a decision without complete information.

Decisiveness/Decision Making Skills

Gathers and analyzes information. Considers consequences, and arrives at a timely decision that meets 

organizational goals. Displays willingness to make decisions. Explains reasoning for decisions.

• What do you find most challenging about making a hard decision?

• Describe how you handled an on-the-job emergency.

• What is a tough work-related decision you had to make? What were the results?

• At times, we may need to interact with a peer who struggles making decisions. Give me an example of a time 

when this has happened and how you approached it.

• Walk me through the last big decision you made. What were the circumstances? What were the alternatives? 

What was the consequence of your decision?

• Tell me about a time when you delayed a decision to have more time to think.

• Describe a decision you had to make when you were really torn between the alternatives. How did you finally 
decide? What was the outcome?

• Describe a time when you were faced with a decision you did not want to make. What did you do?

• Tell me about a time when you had to make a decision that impacted multiple people. How did you 
communicate that decision and how was it received?

• It can be difficult to use good judgment when everyone else seems to disagree with your approach. Give me an
example of a time when you had to go against the wishes of a group to get something accomplished. What did
you do? How did you explain your reasoning? What was the result?

• Do you tend to make decisions quickly and instinctively or more slowly and methodically? Tell me about a time
when your method did not achieve the results you expected. What happened and what did you do?

Delegation

Demonstrates appropriate use of the steps of delegation. Uses delegation to develop others, balance workload, and 

effectively manage time.

• Describe how you set expectations when delegating and how you have monitored progress. Give me an 
example of a time when this worked successfully/not successfully.

• When delegating, are you more comfortable giving the person to whom you delegated full authority or closely 

monitoring progress? Give me an example of when this worked well/didn’t work well.

• How "hands-on" a manager are you? Give me a specific example of your style.

• Describe a time when you had to adjust your work style because the pace was hectic? When the pace was 
slow?

• Tell me about a time you delegated a task or project to someone and were met with resistance. What did you 
do?



• Give me an example of a time you recognized another employee for achieving the results you were looking for.

Dependability

Commits to extra hours when necessary to reach goals. Completes task on time. Keeps commitments. Takes 

responsibility for actions. Notifies appropriate person with an alternate plan.

• Give me an example of a time when you went above and beyond to meet your project goal.

• Describe a situation in which you knew you would not be able to meet a deadline. What did you do?

• Tell me about a time when you had difficulty keeping a commitment. How did you handle it? What was the 
outcome?

• How do you ensure deadlines will be met? What steps do you use? Give me an example of a time you were 
under pressure to meet a deadline. What was the outcome?

Diversity/Inclusion

Recognizes and values the diversity and uniqueness of others. Empathetically and respectfully accepts these 

differences and works cooperatively and sincerely to optimize contributions of all individuals.

• What does diversity mean to you? What challenges come with a diverse work environment?

• What type of diversity initiatives does your current employer have? How have your actions supported this 

initiative?

• Tell me about a time when you had to apply EEO laws or enforce a company EEO policy.

• Describe the most culturally diverse environment you’ve ever worked in. Tell me about one difficulty you 
encountered and how you handled it.

• What specific steps have you taken to ensure a harassment-free work environment?

• Tell me about a time you had to intervene and resolve a diversity conflict in the workplace.

• Describe a situation where you worked with someone you did not like or respect. How did you handle that 
relationship?

• Give an example that would show that you’ve been able to develop and maintain productive relations with 

others, even though there were differing points of view.

• Describe a time when you played an integral role in getting a diverse team to work effectively together.

Ethics/Integrity

Makes decisions and conducts self-consistent with organizational principles. Follows policies and procedures. 

Inspires the trust of others. Keeps commitments.

• What do you do when your manager directs you to do something that you know is against company policy and 
practices?

• When is it okay not to share the whole story or not to disclose all the facts?

• Give me an example of a time when you over-committed yourself. How did you handle it?

• Tell me about a time you were new to a company or work group. What steps did you take to build trust with 
coworkers and/or staff?

• Describe a time where you had to challenge assumptions or take a position. What was the outcome?

• Discuss a time when your integrity was challenged. How did you handle it?

• We generally recognize that policies and procedures are necessary for workplace efficiency. Tell me about a 
time when you had to work under a policy or procedure you did not agree with. What did you do?

• Have you ever made a career decision based on ethics or values? What was that decision?

• Have you ever been in a position where you had to decide whether to blow the whistle on someone? What did 

you choose to do and why?

• Everyone has to bend the rules sometimes. Give me an example of a time when you had to do this.
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Facilitation/Presentation Skills

Uses variety of techniques/tools to conduct group discussions and to assist in group problem solving. Effectively 
communicates and presents in small or large groups. Prepares well, analyzes audience, and seeks innovative 
approaches to presenting ideas and materials.

• What techniques do you rely on to successfully conduct group discussion or problem solving? Give me an 

example of when that has been successful/not successful.

• In facilitating a meeting, tell me about a time you had to alter your approach because your usual method was 
not effective?

• Describe a time when you were particularly successful in your facilitation skills to achieve the desired result.

• Tell me about a time you were able to draw out a response from a quiet member of the group.

• Describe a time you had to use your presentation skills to influence someone's opinion.

• Describe a time you presented to a resistant audience.

• Describe the best presentation you've ever given and why it went so well.

• In which settings are you most comfortable in presenting? How does your style and comfort vary for large group 
versus small group presentations?

Facilitation/Presentation Skills (Related to Meetings)

Plans, conducts, and follows up meetings efficiently and effectively.

• What types of meetings do you lead? Do you have a preferred format?

• How do you plan for an effective and efficient meeting?

• Give me an example of a time you tracked and held members accountable for their assignments?

• In a meeting, how do you keep the meeting/players focused and making decisions? Give me an example of 

when that went well/didn’t go well.

• In a meeting, how do you get each person to participate? Give me an example of when that went well/didn’t go 

well.

• In a meeting, how do you manage contrary opinions? Give me an example of when that went well/didn’t go 
well.

• Give me an example of a time when you facilitated a meeting and the discussion got very heated. What 
happened and what was the result?

Influencing

Presents information, ideas, and suggestions in a way that causes others to listen and consider alternate forms of

accomplishing goals and objectives.

• Describe a successful situation in which you persuaded others to follow your lead or accept your suggestion.
Why do you think you were effective? Now describe a situation where you were unsuccessful. What were the
differences between the two? What did you learn?

• How do you influence your team to achieve the desired results?

• What are the two or three characteristics about your communication or leadership style that allow you to

positively influence others?

• Give me an example of how you’ve sold a good idea to others.

• Tell me about a time when you had to sell an idea to a higher level of management. How did you do it and
what was the outcome?

Informing

Selects appropriate amount and content of information required by others to achieve desired goals. Chooses 

appropriate medium. Communicates information in a clear manner.

• In your current work situation, how do you keep your manager informed? Your peers? How do you know you 
are successful?

• What basic business tools/strategies do you use to communicate and inform others? How does it vary 
depending on the group/individual needing the information?
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• If you were told to communicate more clearly and succinctly, what steps would you take?

• What is your approach for staying on message?

Initiative

Asks for and offers help when needed. Looks for and takes advantage of opportunities. Undertakes self-
development activities without being asked. Meets challenges with resourcefulness.

• Tell me about a time when you were overwhelmed with work. What did you do?

• What self-development activities have you done on your own during the last three years?

• Tell me about a time when you had to particularly resourceful in meeting a challenge or completing a project?

• Tell me about a time when you asked for increased responsibility. What was your reasoning?

• Describe for me a recent time when you could not solve a job-related problem. What did you do?

Interpersonal

Keeps emotions under control. Listens to others without interrupting. Maintains confidentiality. Works well under 

pressure.

• Describe a work situation in which you were very emotional. How did you express yourself? What was the 

outcome?

• What specific techniques have you used to be an effective listener? Give me an example of when you applied 

them in a difficult situation.

• We all have times when we misinterpret something we are told. When has this happened to you? What was 
the outcome?

• Tell me about a time when you had a break a confidence. What was the reason and what did you do?

• Remaining calm under pressure is a difficult skill for many people. Tell me about a situation when you were 

able to do this. Describe a time when you weren’t able to do this.

• Tell me about a time you had a serious conflict with a coworker. How did you handle this situation?

Leadership

Inspires and motivates others to perform well. Takes charge of a situation, has others follow his/her leadership, and 

has a powerful presence. Gives appropriate recognition. Makes others want to work with him/her.

• What makes you an effective leader? Why do you think people want to work for you?

• What strategies do you use to communicate a new directive/initiative?

• Describe a situation where your actions/words were instrumental in achieving the desired action.

• Describe your managements or leadership style. Tell me about a situation that exemplifies that style.

• What techniques have you used to recognize individuals or groups? Give me a specific example.

• Tell me about a time when you had to inspire or energize an unmotivated individual or group. How did you do it 
and what was the result?

• In what areas of your leadership abilities are you the most confident? Give me an example of how you have 
used those abilities to lead others.

• Give me an example of a piece of constructive feedback you received about your leadership style. How did you 

respond?

• Tell me about a time you had to build trust and respect within a team or work group. What steps did you take 

and what was the outcome?

• Have you had a leadership mentor? If so, describe him or her. What have you carried with you from this 
exposure?

• Does a situation come to mind where you had to step in and take charge? Describe your role and how you 
influenced the outcome.

• What have you done to make the organization’s vision and values known to others?

• How are you more self-aware now than earlier in your career? Are there certain tools you use to help in your 

leadership self-awareness?
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• How do your values shape your actions? Give a workplace example.

• How do you redirect, “This is how we do it here?”

Leadership (Related to Goal Setting)

Develops and communicates goals that are specific, measurable, attainable, results- oriented, and time-limited.

• Are you familiar with the “SMART” technique? If so, what does it stand for? In your opinion, which of the 

elements are most important in goal setting?

• Describe a situation where you just were not able to meet a goal. Why? What was the business impact?

• How do you use goal setting in your professional work?

• How do you measure the degree of success regarding your goal accomplishments?

• What are valid reasons for an employee to not meet a goal?

• How do you set goals for your staff?

• It can be challenging to coordinate the efforts of multiple people and keep them focused. Describe a specific
time when you had to do this. What approach did you use to get them coordinated? How did you keep them
focused? What challenges—if any—did you overcome? What were the results?

• Describe a situation in which you not only set goals or created a plan but also took time to proactively anticipate 
obstacles and create contingency plans. What challenges or obstacles did you anticipate? What contingencies 
did you develop? Which did you implement? What was the result?

• Describe a recent time when you missed a project deadline. What was the situation and how did you handle it?

• Tell me about a recent time when organizational priorities changed that resulted in throwing your goals/priorities 

completely off track.

• Tell me about a recent time when you weren’t willing to say no to a request and got overloaded.

• Describe a recent time when you said no to a request or project assignment. What was the situation and how 

did you handle it?

Leadership (Related to Vision)

Sees beyond the present. Anticipates future results, and accurately predicts trends. Verbalizes the vision and leads 

the work group in that direction.

• What is your vision for your present job? How was this vision developed?

• What do you think your function needs to be focusing on in the short term and the long term?

• Can you think of a time when you saw your vision turn into a reality?

• Describe a short term and long term vision you created.

• How is long term defined in your current company? What is your role in the company’s vision (creation versus 
execution)?

Learning Agility

Learns and adapts quickly in new situations resulting in successful performance.

• Describe a time when you needed to analyze facts quickly, define key issues, or develop a plan that produced 
good results.

• Describe a time when you anticipated potential problems and developed preventive measures.

• Describe a time when you overcame a major obstacle.

• Describe a situation when you had to get started on something but didn’t know what to do.

• Explain the quickest and the toughest mental transition you have ever had to make.

Management/Managing Others

Appropriately adapts style and approach to situation/person to achieve desired results. Improves processes and 
services. Includes staff in planning and decision making. Provides regular performance feedback. Takes 
responsibility. Works to improve management skills. Supports learning and growth in direct reports.

• Describe a situation where you needed to manage in a very different way. What was the outcome? Did you 
make the right decision?

Interview Questions by Competency | Continued
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• As you have grown in your career, how has your management style changed?

• Think of two current or former direct reports. How did you need to manage them differently? How effective was 

your approach with each? Which one had the best outcome?

• When do you choose to "‘dig in your heels" as a manager?

• Tell me about a time when you had a reporting employee who performed very well. Describe how you handled 
this on a day-to-day basis.

• Tell me about a recent workplace encounter or project that best demonstrates your management style.

• Tell me about a recent time you needed to adjust your approach with an employee. What was the situation and 
how did you handle it?

• Describe a recent situation where you needed to reassign job duties or projects due to the employee’s inability 
to get the job done. What was the situation and how did you handle it?

• What is your greatest personal struggle in supervising others? Give me an example of a time when you 
overcame one of your struggled and resolved a problem.

• Tell me about an employee whose skills have increased because of your supervision.

• Describe your management style. Tell me about a situation that exemplifies your management style.

• Tell me what you did to promote open communication/teamwork in your department.

• How much of your time is/was spent on administrative or management details in your current/last job?

• What types of decision do/did you make in your current/last position? Tell me about one particular decision that 
you were most proud of. How did you reach that decision?

• Tell me how you have involved direct reports in planning and decision making. Give me a specific example.

• What approach have you taken to provide performance feedback to staff? Tell me about the most difficult 
feedback session you had and you planned for it.

• If you could change one managerial decision you made during the past two year, what would that be?

• How do you determine what issues to bring to your manager, which to delegate to staff, and which to resolve 

yourself?

• When the decision is made, how do you tell others what is required and when it is required?

Management/Managing Others (Related to Developing Direct Reports)

Engages in behaviors designed to help direct reports meet their career/job aspirations.

• What is your mentoring or training style?

• To get the most from your staff, describe the amount of structure, direction, and freedom you give

• Describe your leadership style.

• Describe how you have helped a person grow in their career.

• How do you orient new employees to your department?

• What have you done to develop a successor for your position?

• Give me an example of how you’ve provided developmental tasks and assignments that linked directly to a 
person’s development needs. How did you select the tasks? Which tasks or assignments did you proactively 
identify for the purpose of development?

• Share an example of how you have identified the career goals of a direct report. What actions did you take? 

What was the result of your efforts?

• Explain how you have used a formal development-planning process to help one or more direct reports attain 

their career goals. What specific role did you play in creating the development plan? In what ways did you 

follow up?

• Provide an example of when you proactively motivated someone to accept developmental tasks or projects for 
the purpose of professional development. How did you do it? What was the result?

• Tell me about a time when your developmental efforts of an employee backfired on you.

• Tell about a time when you’ve developed leaders under you.
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• What process do you use to develop your employees so that they can successfully achieve the objectives of 
your organization?

Management/Managing Others (Related to Disciplinary Action)

Engages in progressive disciplinary activity when necessary to correct problem behaviors while maintaining and 

communicating respect for the person being disciplined.

• Have you ever had to discipline or counsel an employee? What was the nature of the discipline? What steps 
did you take? How did you prepare yourself?

• What is your approach in addressing performance issues of a staff member?

• Describe a situation where you have applied progressive discipline. What actions and steps were involved? 

What was the outcome?

• Describe when a coaching for improvement situation was successful.

• As a manager, have you ever had to fire anyone? If so, what were the circumstances and how did you handle 
it?

• Give me an example, from your past work experiences, about a time when you had an underperforming 
employee reporting to you. How did you address the situation? Did the employee’s performance improve? If 
not, what did you do next?

• Give me an example of a time when a direct report made a serious mistake. What did you do?

Management/Managing Others (Related to Giving Feedback)

Provides timely, accurate, factual information to others about the impact and outcomes associated with their 
behavior. Provides timely performance related feedback. Appropriately uses the concepts of both positive 
motivation and consequences to improve performance to preferred level.

• What are the key elements to providing effective feedback? Give an example of how you have used these 

successfully.

• When have you had to adjust your style to assure that the needed feedback is effective? How did this turn out?

• What is your approach in giving difficult feedback? Give me an example of a time when that worked well/didn’t 
work well.

• During your career, what has been your role in developing performance management programs?

• What key indicators do you look for when evaluating an employee?

• How do you align developmental objectives with company goals/competencies?

• Give an example of helping an employee toward improved performance.

Management/Managing Others (Related to Motivating Others)

Recognizes others' internal motivators and establishes appropriate rewards and consequences that will result in 

desired performance.

• Describe a situation where you needed to motivate a difficult employee? What was the outcome?

• Under what circumstances are you best able to motivate others? Why? How do you know you are effective?

• How do you vary your style, if at all, to motivate under more challenging circumstances versus more positive 

circumstances?

• Give an example of a time when you motivated yourself and/or others when faced with a difficult assignment.

Management/Managing Others (Related to Talent Management)

Recognizes need, develops desired qualifications, and develops and follows criteria for hiring. Uses a systematic 
approach to attract, develop, and retain people with the competencies to achieve the current and future objectives 
of the organization.

• Describe your approach to hiring staff. What elements comprise this process?

• Walk me through your process to determine the required skill set for a new position.

• To what degree does your current employer use competencies in defining talent needs?

• What staffing metrics do you use to measure success? Why were these chosen as significant?
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• When training staff or managers on hiring, what do you emphasize?

• What is your experience in talent management?

• How have you shaped or designed the organization in response to talent issues? Where is your current 
company in addressing these types of issues?

• What policies and practices have you put in place to help structure the talent aspects of the organization?

• What methods or systems do you use to effectively recruit new employees?

• What methods or systems do you use to effectively retain your current employees?

Negotiating

Determines major objectives to be accomplished; listens to discover the other person's interests; remains open to 

ideas that lead to best overall solution.

• What makes an effective negotiator? Give me an example of an effective situation you’ve negotiated.

• How does negotiation play into your everyday work? Provide examples.

• How do you compromise in negotiations? Give an example of where this has been effective.

• Describe your labor relations negotiating/bargaining experience.

• When don’t you negotiate? Give an example.

Patience

Behaves in a manner that encourages persistence in a calm and flexible manner.

• Describe a time in your most recent position where your patience was tested.

• Describe a time when you worked with a person less knowledgeable than you and how you helped that person 
grow.

• Describe a time when you empowered others.

• Is there something you take a great pride in that took an especially long time to accomplish? Give an example.

• What situations give you the most stress? How do you handle this?

• How does your manager or your employees know when you are angry?

• Tell me about a time you had to work more quickly than you felt comfortable doing. How did it affect you?

Perseverance/Tenacity

Demonstrates persistence and employs alternate behaviors in the face of changing events. Staying with a position 

or plan of action until the desired objective is achieved or is no longer reasonably attainable.

• Describe a time you had to "switch gears" in order to accomplish your goal.

• Tell me about a time when your actions were resisted by peers or subordinates.

• Talk to me about a situation in which you had to overcome a big obstacle to succeed at what you were doing. 
How did you overcome it?

• Tell me about a situation in which you feel you gained something by being persistent. What did you do and 
say?

• We all have situations where we fail despite our best efforts. What was one of those situations for you? 

Looking back, what could you have done differently?

• Describe a situation in which you were trying to influence someone and you realized you were pushing too 

hard. How did you know? What did you do?

• Describe for me a recent time when you almost gave up on a project or goal, but stuck to it.

Personal Accountability/Professionalism

Accepts responsibility for own actions including failure. Embraces experience as learning opportunities and not 

blaming. Reacts well under pressure. Treats others with respect.

• Describe a time in your most recent position where you had to deal with failure.

• Have you ever missed an obvious solution to a problem? Give an example.

• What is the biggest professional mistake you have made? How did you recover? What did you learn?
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• Tell me about a time you had to tactfully confront someone about his or her inappropriate action or behavior. 
How did you do it?

• Remaining calm under pressure is a difficult skill for many people. Tell me about a situation when you were 

able to do this. Describe a situation when you were not able to do this. What happened and what did you do?

• Give me an example of a time you took ownership of a situation? What was the result?

Planning/Organizing

Puts issues/work tasks/paperwork in logical fashion. Develops realistic action plans. Prioritizes and plans work 

activities. Develops a path to a desired outcome.

• Give me a summary of the techniques you use to plan and organize your work. Describe how you applied one 

of these techniques.

• Describe what your desk looks like. What is on it? Where are the current items to be addressed?

• Are you familiar with “5S”—if so, what does it mean? How do you personally use it?

• Which lean initiatives have you directly been involved? What impact did it have on your work/department?

• How do you assure that you do not get so caught up in “task” that you lose the big picture?

• Give me an example of a time when you had to organize and plan the work of others. How did you go about it?

• Tell me about a time when a coworker did not report to work and you had to take on extra duties to help out in 
that absence. How did you plan your day? What did you do?

• Describe a situation that didn't go as planned. What would you have done differently?

• What tools do you use to plan your day? How do these help you determine priorities? How do you keep others 

informed?

• How do you manage a project? What are the various elements used?

Priority Setting

Determines the interrelationship of tasks and the relative importance of tasks, makes plans, and takes action

accordingly.

• Describe a time when your priorities didn't match your manager’s priorities. What did you do?

• Tell me about a time when you had "more on your plate" than time to finish.

• What are your current priorities? How do you determine which are most critical?

• When do you just “wing” it? Tell me about a time when you “winged” it and what was the outcome.

• Tell me about a time when you were asked to complete more work than was reasonable during your workday. 

How did you handle it?

• Tell me about a time when you had several critical tasks to complete and were running out of time. What did 
you do?

• How do you determine priorities in scheduling your time? Give me an example of a time when you had to do 
many things at once. What was the result?

• What methods do you use to prioritize your work to ensure all tasks get completed?

Problem Solving

Gathers and analyzes information and identifies goals. Explores and selects solutions, implements an action plan, 

and evaluates results. Develops alternate solutions.

• What is your approach to problem solving? Give an example.

• How has your approach to problem solving changed as you've progressed in your career?

• Tell me about a problem that needed fixing where you weren't sure how to approach it.

• Describe a time where you developed a process in an effort to solve a problem.

• Have you ever had to fix a problem twice? Describe the situation.

• Tell me about a time when you had to problem solve with a group. What role did you play and what was the 

outcome?
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• Describe the methods or techniques you have used to gather and analyze information. Give me a specific 
example of when you applied one (or more) of these methods to resolve an issue.

• Do you prefer to solve problems alone or with a group? Describe your reasoning.

• Give me an example of a time when you were proactive in solving a small problem before it turned into a major 

problem.

• Tell me about a time when you encountered a problem and your supervisor was not available to help you. How 
did you handle the problem?

• Tell me about a recent time when you needed to adjust your approach on the fly in order to complete a job or 
project.

Process Management

Uses the necessary steps to successfully execute and complete tasks. Demonstrates necessary discipline in 

adhering to existing processes.

• What process have you developed and/or initiated in your recent position?

• What processes do you follow in your current position?

• Do you believe there are times it may be appropriate to disregard a process? If so, when?

• Do you use any software or specific tools to help in process management?

• Give an example of when you recommended a change in process and someone disagreed. How did you 

handle the resistance?

Project Management

Plans and guides a project from start to finish using a methodical approach. Gathers and manages resources. 

Communicates changes and progress. Develops project plans.

• What is the scope of the projects you have managed? Pick one and briefly describe the process and end 

result? What was something unanticipated that occurred?

• What is your preferred approach to managing a project? What are the methods and tools used? What makes 
you effective? Tell me about a team project you had to manage.

• How have you acquired and managed resources needed for project success? Talk about a time when this was 
more difficult and how you overcame the obstacles?

• How do you drive for results? What is it about your approach or ability that results in you being chosen as a 
project leader? Give a recent example.

• Describe the procedures you have used to communicate project changes and progress and a specific project 

where that worked well for you/not so well for you.

• Tell me about the steps you have taken to get a project back on track when it was at risk of not being 
completed on time. Give me a specific example.

• Describe the process you use in developing a project plan. Tell me about a project that worked out very well 
because of the plan you developed. Give me an example of a project that was difficult to complete despite 
having a well through-out plan. What did you do about it?

Quality

Applies feedback to improve performance. Looks for ways to improve and promote quality. Monitors own work to 

ensure quality.

• Tell me about a quality improvement that you initiated and implemented. How did it improve the organization?

• What methods or techniques do you use to monitor the quality of your work? Give me an example of when 
using these methods enabled you to correct a problem or error that otherwise would not have been identified.

• Tell me about a time when you were given constructive feedback. How did you use it to improve your quality of 

work?

Reliable/Punctual

Arrives at meetings and appointments on time. Is consistently at work and on time.

• What do you do to ensure you are on time for meetings and appointments?



• Tell me about a time when you were late for an important meeting. What did you do?

• How many unexcused days did you miss from work in the last year? Can your last employer verify this 

information? Have you ever been disciplined and/or terminated for poor attendance?

• Tell me about a time when you had to be absent from work and how you arranged for the necessary coverage 
of your job.

• If I were to contact your previous employer, how would they comment about your attendance?

Resilience

Recovers quickly from setbacks or difficult situations.

• Describe a time when you were faced with a compelling work situation that took considerable amounts of your 
time and personal energy/focus. How did you manage this effectively?

• What are the work situations that you find affect you the most? What are your rebound strategies? Give a 

recent example.

• What is one of the biggest work-related setbacks you have experienced? What was the impact? How did you 
overcome it?

• Provide an example of where you had to change strategies midstream during a project and you still did not 
achieve the desired outcome? What was the impact on you?

Results Oriented/Drive for Results

Directs behavior to emphasize the achievement of organization goals and core values.

• Tell me about the last successful project you led.

• What results have you achieved that you are most proud of?

• How do you measure your work results?

• What does it mean to you to be results-oriented?

• How have you emphasized the achievement of your organization's goals and core values?

• Describe for me a recent time when you anticipated obstacles and were prepared with a contingency plan.

• Give me a specific example that demonstrates your reputation for success and quality performance.

• Tell me about two recent instances that showcase your drive for stellar results.

• Tell me about a recent time when you stopped working on a goal or project. Walk me through the project or 

goal and explain the work you put into the project. What was the outcome?

• Describe a time you came up with a process or procedure to solve a problem.

• Tell me about a time when you went above and beyond the “call-of-duty” to get the job done. How were your 
efforts recognized?

Risk Taking

Willing to act in situations where outcomes are not entirely clear. Makes decisions when less than complete 

information is available. Recognizes the need for actions and decisions despite the existence of uncertainty.

• What are the biggest risks you've taken in recent years?

• Describe a time you had a problem and didn't know what to do.

• Describe a time when someone asked you to try something completely new.

• Give me an example of a time when you had to take action or make a decision without the necessary approval. 
What motivated you and what was the risk?

• Tell me about an opportunity that presented itself but was risky. What did you do?

• What is the biggest risk you’ve taken in the last three years and what motivated you to take it?

Safety/Security

Determine appropriate action beyond guidelines. Observes safety and security procedures. Reports potentially 

unsafe conditions. Uses equipment and materials properly.

• How do you ensure your work is performed in a safe manner?
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• Tell me about a task that required you to follow established safety guidelines.

• Have you ever participated in a Safety Committee? If so, what was your role? What were your 

responsibilities?

• Tell me about a time when you had to compromise a safety procedure to expedite a task you had to complete. 
What was the outcome?

• Tell me about an unsafe condition that you had to report or correct. What was the potential impact if it had not 
been corrected?

• Tell me about a time when you saw a safety hazard at work? What did you do?

Self-Development

Accepts responsibility for own continued learning and growth. Sets and achieves challenging goals.

• Give me an example of a goal you set for yourself and how you achieved it. Give me an example of a time 

when you faced obstacles that kept you from meeting a goal.

• How do you keep up with current business trends?

• What are you doing to develop personally as well as professionally?

• What is the last business book you read? What was your biggest take away?

• What are your current business-related subscriptions and memberships?

• What responsibility have you taken in the past year to develop your own job-related knowledge and skills?

• Describe a time when you volunteered to take on something new so that you could learn from it.

• Tell me about a recent time when your job knowledge helped save the day.

• Describe the process you use to set and achieve goals.

• What have you done in the last year to upgrade or improve your skills?

Self-Knowledge/Self-Motivation

Accurately assesses own strengths and areas for improvement. Knows likes/dislikes. Possesses self-awareness. 

Measures self against standard of excellence.

• What are your strengths? Opportunities for improvement?

• Have you received any sort of systematic or regular feedback (360-degree or otherwise) from direct reports, 

clients, peers, supervisors, etc.? If so, what did you learn?

• What has been the most difficult criticism/feedback for you to receive?

• How have you most changed in your career?

• What have you discovered about yourself through your career?

• How have your served as a role model for others?

• What personality types would you rather not work with?

• How do you measure your own success?

• All jobs have frustrations. What aspects of your current job are most frustrating and why?

• Describe your ideal position.

• What was the biggest mistake you have made in your work? What did you learn from it?

• Tell me about a time when you felt you came up short on your performance. What did you do about it?

• What are the two most valuable skills you learned in the last year and how did you apply them?

• What is the best way to motivate you?

• What discourages you from doing a good job?

• What motivates you intrinsically and extrinsically?

Selling Skills

Influences others in a positive way by understanding their needs, goals, and aspirations. Offers information, 

examples, products, and services that address those issues. Secures others' commitment accordingly.

• Talk about a time when you had to deal with an unreasonable customer.
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• Talk about a time when you almost lost a customer and had to turn it around.

• Describe a situation where you uncovered a problem you were able to solve. What was the outcome?

• How do you maintain or enhance your relationship with a current account/customer?

• How do you build your "pipeline"?

• Describe a situation in which you were able to use persuasion to successfully convince someone.

• Give me an example of a time when you introduced a new idea. Describe what it covered, the steps you took 
to implement it and why you saw the need to introduce it?

• Describe a situation where you were unsuccessful in closing a sale.

• Tell me about a time where you made a mistake with a client or prospect. How did you handle it?

• What sales skills do you think are the most important to having success in sales? Tell me about a time when 
you used those skills?

• Walk me through how you organize a sales presentation.

• What are the key issues in negotiating? Tell me about a time when you had to negotiate to close a deal?

• Describe a time when your company did not deliver on its product or service and the customer complained to 
you. How did you handle it?

• How would customers describe you as their sales representative? Why?

Selling Skills (Related to Closing)

Brings the other party to a decision. Asks for an order.

• Describe a situation in where you used persuasion to successfully convince someone to see things your way.

• Describe a situation where you asked the customer for an order.

• When a sale is stalled, what actions do you take?

• What have you found to be effective strategies to close a sale?

• What are the key skills in closing? When did you use these skills to successfully close a sale? Walk me 

through that customer relationship.

Strategic Thinking

Focuses on the big picture to identify trends and create opportunities. Uses organizational processes and 

procedures to achieve outcomes. Displays orientation to profitability. Understands business implications of 

decisions.

• Describe a time you were part of a team that was developing a strategy. What steps did you take to develop 
that strategy?

• Talk about a time you were implementing a strategy and had to revise it or change direction.

• Talk about a time when your attempt to be strategic got you in trouble.

• What is the most strategic program you have implemented during the past 12 months?

• How do you use data in your strategic planning?

• What are two strategic forces impacting your industry? How do you address these in your role?

• What sources of information do you typically use in reaching a decision at work?

• How do you go about identifying opportunities and roadblocks in your department’s key strategies?

• With regards to your current company, what are two to three unique business differentiators that shape 
(fill in the blank, i.e. marketing, HR, engineering, finance).

• What do you see as the three most significant issues facing our industry in the future? What do you recommend 

we do to ready ourselves for these issues?

• Describe an effective organizational process that you were a part of implementing. What results have you 

seen?

• How have you influenced the need for change among the organization’s business systems?

• Tell me about a decision you made that negatively affected another person or department. What did you do?

• Describe a decision you had to make that had a significant financial impact on the organization.
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Teamwork/ Team Building

Recognizes and builds on strengths of others. Looks for ways to build positive relationships on the work team. 
Demonstrates trust and respect for others. Balances team and individual responsibilities. Able to build morale and 
group commitments. Supports everyone’s efforts to succeed. Puts success of team above own interests. Give and 
welcomes feedback.

• Give me an example of a time when you worked as part of a team. What was your role? What difficulties did 

the team experience? What was the outcome?

• Talk about a time you were on a team with a "bad attitude." What did you do to turn it around? OR Describe 

how you were able to build a positive team spirit.

• Describe a time when you built trust within a team where none previously existed.

• What specific things have you done to build the strengths of your employees?

• What do you think are the key elements that keep a team from being dysfunctional? Tell me about a time when 

that worked.

• What skills do you use to build professional relationships? Give me an example of a time when those skills 
have been effective.

• Give me an example of how you have kept team members motivated on a project?

• Teams evolve through cycles and sometimes motivation can be lacking. Tell me about a time when you had to 

contribute to re-energizing a team and build morale. What did you do?

• Give an example of a successful project you were part of. What was your role? Why was the project 
successful?

• Tell me about a person at work that you clash with. Describe a recent interaction with this individual.

• Tell me about a recent time when you pulled others together to help finish a job.

• Describe a recent time when you went out of your way to make sure a co-worker was included in a 
conversation or their voice was heard in a meeting.

• Tell me about a recent time when you had to deal with a coworker who wasn't doing his/her fair share of the 
work. What was the situation? What did you do? What was the outcome?

• Tell me about a recent time when you helped to successfully resolve a workplace conflict? What was the 

situation and how did you handle it?

• Describe a recent time when you had a disagreement with a coworker. How did you manage to work it out?

• It can sometimes be difficult to fulfill individual responsibilities and be part of a team. Give me an example of a 
time when you had to face this conflict and reached a satisfactory compromise.

• Tell me about a time you had to set your own interests or priorities aside in the interests of the team.

• Give me a recent example when you didn’t agree with the viewpoint of a person on your team. How did you 

handle it?

• Describe a time in which you received constructive feedback from another team member. What was it and how
did you respond? What was the most difficult feedback you had to give another team member and how did you
do it?

• Do you prefer to work by yourself or with a team? Which is more interesting to you and why?

• What personality types are easiest for you to get along with? Give me an example of a difficult work

relationship and how you dealt with it?

Technical Skills

Possesses the knowledge and abilities necessary to perform required job elements to established standards.

• Tell me about a time when your technical skills and knowledge contributed to achieving a goal.

• Describe a time when you were challenged beyond your technical capabilities.

• Describe your technical capabilities and how you keep current with your skills.

• What is the most recent technical training you've completed?

• What resources (technology or otherwise) do you use on a daily basis to assist you in making decisions?



Resource Guide Continued

Technical Skills (Related to Computer Skills/Technology)

• Provide a recent example of how you’ve used technology to improve your work.

• How have you leveraged technology to advance your department, business unit, or company? Give an 

example.

• Tell me about a time when you stumbled because you were not up to speed with the technology you needed to 
do your job.

• Describe the most complex (program/spreadsheet) you have created.

• This position requires a high level of skill in word processing. Give me an example which would highlight your 

ability in this area.

• What software/technology programs have you worked with? Rate your level of competency in each program 

(basic, intermediate, advanced).

Technical Skills (Related to Manufacturing)

• What types of manufacturing processes are you familiar with from your past work experience that could be 
applied to our product?

• This job requires a minimum of 10 years of XYZ product development experience. Tell me about your product 
development experience and how that could be applied to this position.

• What time management techniques do you use to ensure you meet productivity standards or deadlines? Give 

me a specific example of when you applied these techniques successfully.

• Give me an example of time when you were faced with a quality vs. quantity conflict. What did you do?

• Give me an example of a technical problem you had to resolve. What was the problem, what action did you 
take and what was the result? How did others learn from your experience?

Time Management

Allocates time efficiently to the most important issues and knows what not to spend time. Completes work in a 

timely fashion.

• When was the last time you missed a deadline? What were the circumstances?

• Are you better managing multiple priorities or one at a time? Tell me about a time you were successful/not 

successful.

• Talk about a time you were overloaded.

• What time management tools do you use?

• How do you structure your day? Your week?

• What are you most likely to delegate?

• Where do you tend to get bogged down? Provide me an example of how you’ve worked to overcome that.

Trust/Respect

Offers respect to all in the work environment. Adheres to high personal standards of acceptance, reliability, 

openness, and consistency of action with words.

• Have you ever had to break someone's confidence? What were the circumstances?

• Tell me about a time you had to deliver bad news. How did you communicate this?

• How have you built trust within your team or organization? Give a specific example.

• Give me an example of how you have ensured the work environment remains respectful despite a difference of 

opinion?

• How do other employees describe you? Where do they see you demonstrating trust and respect? Give specific 
examples.

Interview Questions by Competency | Continued
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