PEF Interview Teams

The following could be a good process to follow for PEF Interview, especially if
more than one person is involved in the interview:

o=

Welcome and introductions

Tell us a little more about yourself

Why are you interested in this position

Other questions about the candidate — from this you may hear whether or
not they have gone to the website (a good sign that they are proactive).
Please feel free to use the list of possible inferview questions below. You
should ask questions that help you answer the questions in the candidate
assessment tool. For example, you might delve into their experience
working in team environments. Ask if they've ever worked with difficult
personalities before and how they handled it. Ask if they like to travel, efc.
Let us tell you a little about who we are (individuals, the company, the
project, etfc.)

Ask the Candidate if they have any questions (it's usually a good sign if
they do — it can mean they prepared for the interview)

Ask the candidate if they were selected for the position how long it would
be before they could beging

Explain the interview process. For example, we're currently interviewing for
one open position. Our interview teams will coalesce from which we
expect to select an individual or two to come back for a second
interview. Candidates should hear back from us within the next couple of
weeks.”

Thank them for their fime.

List of suggested interview questions for those participating in interviews. Select
from different categories or choose a few questions from each category.

1. Warm-up Questions

What caused you to apply for this position?
How did you hear about this job opening?
Briefly, would you summarize your work history & education?

2. Work History

What special aspects of your work experience have prepared you for this job?
Can you describe one or two of your most important accomplisnments?
How much supervision have you typically received in your previous jobs?



* Describe one or two of the biggest disappointments in your work history?2

*  Why are you leaving your present job?2 (or, Why did you leave your last job?)

*  Whatisimportant to you in a company? What things do you look for in an
organization?

3. Job Performance

e Everyone has strengths & weaknesses as workers. What are your strong points for
this job?

*  What areas would you say need improving?

e How did your supervisor on your most recent job evaluate your job performance?
What were some of the good points & bad points of that rating?

*  When you have been told, or discovered for yourself, a problem in your job
performance, what have you typically done? Can you give an example?

* Do you prefer working alone or in groups?

*  What kind of people do you find it most difficult to work withe Why?

e Starting with your last job, tell me about any of your achievements that were
recognized by your superiors.

*« Can you give me an example of your ability fo manage or supervise others?

*  What are some things you would like to avoid in a job?2 Why?

* In your previous job what kind of pressures did you encounter?

*  What would you say is the most important thing you are looking for in a job?

*  What are some of the things on your job you feel you have done particularly well
or in which you have achieved the greatest success? Why do you feel this way?

*  What were some of the things about your last job that you found most difficult fo
do?

*  What are some of the problems you encounter in doing your job?2 Which one
frustrates you the moste What do you usually do about ite

*  What are some things you particularly liked about your last job?

* Do you consider your progress on the job representative of your ability?2 Why?

* How do you feel about the way you & others in the department were managed
by your supervisore

e If I were to ask your present (most recent) employer about your ability as
a , what would he/she say?

4. Education

*  What special aspects of your education or training have prepared you for this
job?
*  What courses in school have been of most help in doing your job?

5. Career Goals

*  Whatis your long-term employment or career objective?

*  What kind of job do you see yourself holding five years from now?

*  What do you feel you need to develop in terms of skill & knowledge in order to be
ready for that opportunity?

*  Why might you be successful in such a job?2

e How does this job fit in with your overall career goals?

e Who or what in your life would you say influenced you most with your career
objectives?



e Can you pinpoint any specific things in your past experience that affected your
present career objectives?

*  What would you most like to accompilish if you had this job?2

*  What might make you leave this job?

6. Self-Assessment

*  What kind of things do you feel most confident in doing?

e Can you describe for me a difficult obstacle you have had to overcome? How
did you handle it2 How do you feel this experience affected your personality or
ability?

e How would you describe yourself as a person?

e What do you think are the most important characteristics & abilities a person must
possess fo become a successful ( )2 How do you rate yourself in these areas?

* Do you consider yourself a self-starter? If so, explain why ( and give examples)

*  What do you consider to be your greatest achievements fo date?2 Why?

*  What things give you the greatest safisfaction at work?

e  What things frustrate you the most2 How do you usually cope with them?

7. Creativity

* In your work experience, what have you done that you consider truly creative?

¢ Can you think of a problem you have encountered when the old solutions didn't
work & when you came up with new solutions?

e Of your creative accomplishments big or small, at work or home, what gave you
the most satisfaction?

*  What kind of problems have people recently called on you to solve? Tell me what
you have devised.

8. Decisiveness

* Do you consider yourself to be thoughtful, analytfical or do you usually make up
your mind faste Give an example. (Watch fime taken to respond)

*  What was your most difficult decision in the last six monthsg What made it
difficulte

e The last time you did not know what decision to make, what did you do?

*  How do you go about making an important decision affecting your career?

*  What was the last major problem that you were confronted withe What action
did you take on it?

9. Range of Interests

*  What organizations do you belong to?

* Tell me specifically what you do in the civic activities in which you participate.
(Leading guestions in selected areas. i.e. sports, economics, current events,
finance.)

* How do you keep up with what's going on in your company / your industry/ your
professione



10. Motivation

*  Whatis your professional goal?

*« Can you give me examples of experience on the job that you felt were
satisfyinge

* Do you have along & short-term plan for your department? Is it realistic?

¢ Did you achieve it last year?

¢ Describe how you determine what constitutes top priorities in the performance of
your job.

11. Work Standards

*  What are your standards of success in your job?2

* In your position, how would you define doing a good job?2 On what basis was
your definition determined?

*  When judging the performance of your subordinate, what factors or
characteristics are most important to you?

12. Leadership

* Inyour present job what approach do you take fo get your people together to
establish a common approach to a problem?

*  What approach do you ftake in getting your people to accept your ideas or
department goals?

e What specifically do you do to set an example for your employees?

* How frequently do you meet with your immediate subordinates as a group?

e What sort of leader do your people feel you are? Are you saftisfied?

* How do you gef people who do not want to work together to establish a
common approach to a problem?2

e If you do not have much time & they hold seriously differing views, what would be
your approach?

* How would you describe your basic leadership stylee Give specific examples of
how you practice this?

* Do you feel you work more effectively on a one to one basis orin a group
sifuation?

* Have you ever led a task force or committee or any group who doesn't report to
you, but from whom you have to get work? How did you do it2 What were the
satfisfactions & disappointments? How would you handle the job differently?

13. Oral Presentation Skills
* Have you ever done any public or group speaking? Recently?2 Why2 How did it
go?
e Have you made any individual presentations recently? How did you prepare?

14. Written Communication Skills

* Would you rather write a report or give a verbal reporte Why?2
*  What kind of writing have you done? For a group? For an individual?
*  Whatis the extent of your participation in major reports that have to be written?



15. Flexibility

*  What was the most important idea or suggestion you received recently from your
employeese What happened as a result?

*  What do you think about the continuous changes in company operating policies
& procedures?

* How effective has your company been in adapting its policies to fit a changing
environment?

*  What was the most significant change made in your company in the last six
months which directly affected you, & how successfully do you think you
implemented this change?

16. Stress Tolerance

* Do you feel pressure in your job? Tell me about it.
*  What has been the highest pressure situation you have been under in recent
yearse How did you cope with it2

17. Stability & Maturity

e Describe your most significant success & failure in the last two years.

e What do you like to do best?e

e  What do you like to do least?

*  Whatin your last review did your supervisor suggest needed improvement?
e What have you done about it?

18. Interest in Self Development

e What has been the most important person or event in your own self
development?

¢ How much of your education did you earn?

e What kind of books & other publications do you read?

* Have you taken a management development course?

* How are you helping your subordinates develop themselves?
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