

Attention to detail interview questions

	1. What do you do to verify that your work is accurate?

	








2. Describe a time you made an error. Why did you miss the mistake? How did you handle the situation?
3. Can you describe a time when a co-worker made a mistake and you discovered it? What did you do?
Analytical skills interview questions
4. Can you describe a project that demonstrated your analytical skills?
5. Can you tell me about a time when you had to analyze information? Why were you analyzing the information? What was your process?
6. Can you talk about a time when you used your analytical skills to find a problem? How did you discover the problem? What did you do after you discovered it?
7. Can you tell me about a time when you used your problem solving skills to find a solution to a problem?
Interview questions about decision making
8. What steps do you take before making a decision?
9. Can you talk about a time you had to make a decision with limited information? How did you determine what would be the best decision?
10. Can you tell me about a time when you had to make an immediate decision?
11. Can you tell me about a time when you felt pressure while making a decision? How did the pressure affect you?
12. What’s the most difficult decision you’ve made at work? How did you come up with your decision?
13. Can you talk about a decision you made that impacted your co-workers? How did you choose the right decision?
14. Was there a decision you made that wasn’t popular? What did you do?
15. Can you describe a decision that you regretted? Why did you regret it?
Leadership interview questions
16. Can you describe a time when you were in charge of a project? What would you do differently?
17. Can you talk about a time when a project didn’t have a leader, but you took charge? Why did you take charge? What did you do?
18. Can you tell me about a time when you had a difficult group to lead? What did you do to manage them?
19. What was the toughest project you had to lead? Why was it difficult?
20. What is the most difficult part of being a leader for you? What do you do about that?
21. Can you describe something that challenged you as a leader? How did the challenge change you?
22. What was your greatest achievement as a leader? What were you most proud of?
23. Can you talk about a time when you motivated your team? How did you do it? How effective were your efforts?
Interview questions about taking initiative
24. Can you describe a time when you saw a problem at work and created a solution for it.
25. Can you tell me about a time you made a change at work?
26. Can you talk about a project that you started? What did you do? What were the results?
27. Can you tell me about a project that was implemented because of the work you did?
28. Can you tell me about a time when you were bored at work and sought for more or different work? What steps did you take?
Interview questions about goal setting
29. Can you describe the process you use to set personal goals?
30. Can you talk about a career goal you made? Did you reach it? What obstacles did you encounter?
31. Can you tell me about a goal that you set but didn’t reach? Why didn’t you reach it? How did you feel?
32. What goals did you set for your team? How did you keep people on track to meet the goals?
Interview questions about sales
33. What have you done to increase your number of customers?
34. What is your greatest accomplishment in sales? How did you achieve that?
35. Can you tell me about a time when you convinced a reluctant customer to make a purchase? How did you do it?
36. Can you talk about a time when you had to negotiate with a customer? What did you do? What was the outcome?
Customer service interview questions
37. Can you describe the steps you take to develop a relationship with a customer?
38. Can you tell me about a time that you were unsure about a customer’s request? What did you do?
39. Can you talk about a time when you and a customer miscommunicated? What did you do to repair communication?
40. Can you talk about a time when you dealt with an upset or angry customer? What did you do? Is there anything you would have done differently?
41. Can you tell me about a time you convinced a customer to stay with the business? What steps did you take?
42. Can you describe a time when you went out of your way to please a customer?
43. Have you ever defended a customer? Why? How did your co-workers or boss react?
44. Was there ever a time when a co-worker’s customer was passed off to you? How did you let the customer know? How did you build relationship and trust with them?
Communication interview questions
45. Can you tell me about how you communicated with your previous bosses?
46. Can you tell me about a time when you communicated with a person you didn’t like?
47. Can you talk about a time when your communication failed? What caused the problem? How did you handle the situation?
48. Can you describe a time when you had to work with a remote co-worker? How did you stay in touch? What difficulties did you experience?
49. Have you ever given a speech or presentation for your job? How did you prepare? How was the presentation received?
50. Can you describe a time when you had to give a presentation without preparation? What did you do?
51. Can you talk about how you’ve used your written communication skills?
52. Can you tell me about a time when you used a communication method that was outside the norm for what you were doing? What did you do? Was it effective?
Interview questions about interpersonal skills
53. Can you describe a time when you had a conflict with someone at work? What did you do?
54. Can you describe a time when you dealt with a co-worker you didn’t like?
55. Can you tell me how you communicate with someone who doesn’t like you?
56. Can you tell me about a time when you disagreed with a manager? What did you do?
57. How have you maintained relationships with your co-workers? What skill do you use?
58. Was there ever a time that you didn’t get along with a customer? What did you do?
Interview questions about teamwork
59. What role do you normally take on a team? Why?
60. Can you tell me about your most recent experience working with a team? What was your role? How did you interact with the other team members?
61. Can you talk about a time when team members disagreed with you? What did you do?
62. Can you describe a time when you tried to solve a dispute within the team? What was the result?
63. Was there ever a time when you were part of a team where the people didn’t get along? What happened? What did you do?
64. Can you talk about a time when your team members had to compromise? What was the result?
65. Can you describe a time when a team member wasn’t doing their work? What did you do?
66. Can you describe a time when you had to delegate work among a team? How did you decide who would do each task? Is there anything you would do differently?
67. Can you tell me about a time when you let your team down? What did you do? How did you react?
Time management interview questions
68. When you schedule out the work you need to do, how do you decide what to do first?
69. Can you tell me about a project you were in charge of? How did you organize the tasks and make sure everything got done?
70. Can you describe a time when you were part of multiple projects at the same time? How did you handle the workload?
71. When you have multiple requests from customers or co-workers, how do you prioritize them?
72. Can you tell me about a time when you were behind on a project? What did you do?
Interview questions about handling stress
73. Can you describe a stressful work situation you experienced? How did you handle the situation?
74. What was your most stressful project? Why was it stressful? What did you do to manage the stress? How did the project turn out?
75. Can you tell me about a time when you saw a situation that could have become stressful? What did you do to prevent it?
76. Can you tell me about a time when you tried to reduce stress for a co-worker?
Interview questions about adaptability
77. Can you tell me how you handled your transition between different jobs or positions in the past?
78. Can you describe a time when changes happened that you couldn’t control? How did you react?
79. Can you describe a time when you experienced rapid change? How did you handle the situation?
80. Can you tell me about a time when you changed the course of a project? How did you relay the changes to your team? Is there anything you wish you would have done differently?
81. Can you talk about a time when you had to adapt to a co-worker’s work style to finish a task? What did you do?
82. Can you think of a time when you weren’t comfortable with a change? What did you do?
Interview questions about innovation
83. Can you describe a time when a manager asked you to come up with a creative way to complete a project? What steps did you take?
84. Can you tell me about a problem you solved in a unique way? What happened?
85. Can you describe a project where none of the usual paths to completion worked? What did you do instead?
86. Can you talk about a time when you presented a creative idea to your co-workers.
87. Can you tell me about a time when your creative idea received resistance from co-workers? How did you react? How did you feel?
88. Can you tell me about a time when your creative idea failed? How did you feel? What would you do differently?
Interview questions about integrity
89. Can you describe a time when a co-worker or customer questioned your honesty? What did you do?
90. Can you tell me about a time when you followed a rule that you didn’t agree with? Why did you comply? How did you feel?
91. Can you talk about a time when it was difficult to be honest?
92. Was there ever a time when you weren’t honest at work? What happened?
93. Has there ever been a situation where you thought it was better to be dishonest? Why? What did you end up doing?
94. Can you tell me about a time when you found out that a co-worker was doing something wrong? What did you do?
Resilience interview questions
95. Can you talk about a setback you had at work? What did you do?
96. Describe a time you faced a problem at work? What did you do? What would you do differently?
97. Can you tell me about a time you had to work under a lot of pressure? How did you handle the situation?
98. Can you describe a time that you faced a challenge at work? How did you feel? What steps did you take?
99. Was there ever a time you had to compete against co-workers? What were the results?
100. Can you tell me about a time when you made a mistake? What did you do? What did you learn from the situation? Was there anything you’d do differently?


My own questions
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Name

What do you know about the company?





Family/SME businesses – quite demanding.  Range from 5 staff to 300.  Mixture of letter templates, quick turnaround, advice on anything from conduct through to pay structures, redundancy and discrimination claims.







What do you enjoy the most?





What do you not like doing?







What’s the worst job you’ve had?






Have you got experience of working remotely?









Mentoring team members?






How to you build relationships?





IT skills – using CRM, doing powerpoint, org charts etc?  






Attending business networking events to help promote the business/relationships with others.



Example of a recent issue.  
Client wants you to make someone redundant today, 4 years service – not interested in hearing about a settlement agreement or consulting.  What would you do?








Trust - How do you go about gaining trust?











Quality – what was the best piece of work you did?









Solutions – what’s the best solution a problem you have came up with in the last 3 months?   







Personal development – what was the last book you read?  








How do you keep up to date with HR and general business trends?









Salary expectations/travel/start dates/holidays
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