INTERVIEWING QUESTIONS DATABASE
Categories:
I. Telephone Pre-Screen
II. Behavioral
III. Interpersonal
IV. Creative Thinking
V. General
VI. Managerial
VII. Executive
VIII. Functional
• Accounting
• Customer Service
• Healthcare
• Human Resources
• Information Technology

(Not all questions will be applicable to every situation; choose questions that fit the
position. When interviewing multiple candidates for a position, it is important to use the
same criteria for evaluating each candidate so as to avoid legal problems. The key is to
be consistent and fair with all candidates (i.e., show no favoritism or discrimination). Use
an interviewing guideline of core criteria/qualifications that is applicable to all candidates
for the position. Note: Most of these questions do not have a “right” or “wrong” answer
under all circumstances! After you have selected the questions that are appropriate to
use, give some thought to the answer(s) that make sense given your organization,
culture and the priorities of the position. The applicant’s reasoning abilities and the
thought process that leads to the answer is often as important as the answer itself).
I. Telephone Pre-Screen
Is the salary range we have set for this position within your acceptable range?
Why are you currently searching for a new position?
What are the top three duties in the job you now have or in your most recent job?

1.
2.
3.
What are some typical decisions that you make and how do you make them?
Give me some examples.
What do you think you would do for this organization that someone else wouldn’t?
Where do you see yourself in 5 years?
Describe for me your ideal company.
II. Behavioral
Describe what you would say if asked to talk about yourself in a group of 15 people.
If someone told you that you had made an error, describe how you would react and
what you would say in your defense.
If someone asked you for assistance with a matter that is outside the parameters of
your job description, what would you do?
You are a committee member and disagree with a point or decision. How will you
respond?
Describe what you would classify as a crisis.
You are angry about an unfair decision. How do you react?
Suppose you are in a situation where deadlines and priorities change frequently and
rapidly. How would you handle it?
How do you know when you are stressed? What do you do to de-stress?
Tell me about a time when you were a part of a great team. What was your part in
making the team effective?
Give me an example of a time when you had to deal with a difficult co-worker. How did
you handle the situation?
How do you think your co-workers would respond if you were absent from work?
Can you tell me about a time during your previous employment when you suggested a
better way to perform a process?
Tell me about a personal or career goal that you have accomplished and why that was
important to you.

Give an example of a time when you were trying to meet a deadline, you were
interrupted, and did not make the deadline. How did you respond?
What strengths did you rely on in your last position to make you successful in your
work?
What do you do when you know you are right and your boss disagrees with you? Give
me an example of when this has happened in your career.
Tell me about a situation you wish that you had handled differently based on the
outcome. What was the situation? What would you change (or will you change) when
faced with a similar situation?
Suppose your supervisor asked you to get information for them that you know is
confidential and he/she should not have access to. What would you do?
Describe a time when you performed a task outside your perceived responsibilities.
What was the task? Why did you perceive it to be outside your responsibilities? What
was the outcome?
It’s 4:30 on a Friday afternoon. Your supervisor gives you an assignment that needs to
be finished by 8:00 Monday morning. You have already made plans to be away the
entire weekend. What would you do?
If you observed a co-worker who made inappropriate sexual or racial remarks to
another employee, and it was obvious to you that the situation was creating an
uncomfortable environment, what would you do?
III. Interpersonal
What are your strengths?
What would your last boss say about you?
Describe how you like to be managed, and the best relationship you’ve had with a
previous boss.
If I asked your previous/current co-workers about you what would they say?
Describe what you see as your strengths related to this job/position. Describe what you
see as your weaknesses related to this job/position.
Explain the phrase “work ethic” and describe yours.

What kind of people do you find it most difficult to work with? For example, assume you
are in a situation where you have to deal with a person very different from yourself and
you are finding it difficult. What would you do?
What methods do you use to make decisions? When do you find it most difficult to make
a decision?
Describe a difficult time you have had dealing with an employee, customer, or coworker. Why was it difficult? How did you handle it? What was the outcome?
How would your co-workers describe your work style/habits?
What do you do when others resist or reject your ideas or actions?
What do you think are the best and worst parts of working in a team environment? How
do you handle it?
Under what kinds of conditions do you learn best?
How would your past employers describe your response to hectic or stressful
situations?
How would your co-workers describe your work style or work habits?
If I asked several of your co-workers about your greatest strength as a team member,
what would they tell me?
To you, which is more desirable: A business that is run in an efficient business-like
manner OR a business that is run in a personal and friendly way?
IV. Creative Thinking
What's the best book you've read in the last year? Please take a minute and tell us what
you liked about it.
What was the most creative thing you did in your last job?
What is your interpretation of “success?”
Describe an ideal work environment or “the perfect job.”
In what way(s) do you express your personality in the workplace?
V. General
Could you share with us a recent accomplishment of which you are most proud?
What would you have liked to do more of in your last position? What held you back?

Tell us a bit about your work background, and then give us a description of how you
think it relates to our current opening.
What are your qualifications in your area of expertise, i.e., what skills do you have that
make you the best candidate for this position? Include any special training you have had
(on-the-job, college, continuing education, seminars, reading, etc.) and related work
experience.
Why have you applied for this position?
What skill set do you think you would bring to this position?
Tell me about your present or last job. Why did you choose it? Why did you/do you want
to leave?
What was your primary contribution/achievement? Biggest challenge?
What are your short-term and long-term goals?
In what areas would you like to develop further? What are your plans to do that?
What are some positive aspects of your last employment/employer? What are some
negative aspects?
What do you think about SOPs (Standard Operating Procedures)?
What are your career path interests?
What do you know about our company?
Why should we hire YOU?
If the position required it, would you be willing to travel?
If the position required it, would you be willing to relocate?
If you were offered this position, when would you be available to start?
After learning about this opportunity, what made you take the next step and apply for
the job?
If you are the successful applicant, how would you expect to be different after a year in
this position?
Now that you have learned about our company and the position you are applying for,
what hesitation or reluctance would you have in accepting this job if we offer it to you?
Tell me anything else you would like us to know about you that will aid us in making our
decision.

What questions would you like to ask me?
VI. Managerial
Define professional behavior and/or conduct appropriate in the workplace.
Why do you think a team of people – sports team, work team, may not work well
together?
Tell us about your management style - people, teamwork, direction?
Describe an ideal supervisor.
What is your own philosophy of management?
How have you participated in planning processes?
Is it more important to be a detail oriented person, or a big picture person? Explain.
What was the most challenging personnel issue you’ve had to deal with and how did
you handle it?
Describe for me a time when you have come across questionable business practices;
how did you handle the situation?
A new policy is to be implemented organization-wide. You do not agree with this new
policy. How do you discuss this policy with your staff?
Describe for me a decision you made which would normally have been made by your
supervisor? What was the outcome?
Discuss and differentiate between remediation, corrective action, and discipline.
Explain, step by step, how you have handled an employee who had performance
problems.
Why should employees seek to improve their knowledge and skill base?
How would you motivate them to do so?
What coaching or mentoring experience have you had? With groups or one-on-one?
How did you determine the appropriate way to coach/mentor and what were the results?
Management requires both good writing and verbal skills for good communication.
When it comes to giving information to employees that can be done either way, do you
prefer to write a memo OR talk to the employee?
When making a decision to fire an employee, do you find it easy because of the
company’s needs OR difficult because of the employee’s needs?

Managing requires motivating employees as well as accomplishing tasks. Do you find it
more natural to point out what’s wrong so employees can accomplish tasks competently
OR to praise employees for their work and then point out what may need correcting?
Managers need good information and managers need to make good decisions. Do you
tend to gather information up to a deadline in order to make a better-informed decision
OR gather just enough information to make a good decision quickly?
What is the largest number of employees you have supervised and what were their job
functions?
Are you best at dealing with details and day-to-day operations OR with concepts,
envisioning and future planning? Give me an example.
VII. Executive
Would you please describe your interest in becoming (title of position).
Tell me about your current position or most recent position and how you helped the
organization accomplish its goals and mission.
What did you do for that company that made a difference and for which you believe you
will be remembered?
Tell me about your experience in leading and managing an organization similar to ours.
Do you have a personal philosophy of management?
Tell me about your fiscal management experience: budgeting, reporting, cutting costs,
building and maintaining reserves.
Have you ever had to champion an unpopular change? How did you handle it?
Have you ever faced a significant ethical problem at work? How did you handle it?
Tell me about your experience working with a board of directors. What approach and
philosophy did you follow in working with boards?
What do you think is the role of the President/CEO in strategic planning for the
organization?
Give me some example of how and when you were the spokesperson for your current
or most recent company.
As our President/CEO, how would you proceed if the board of directors adopted a policy
or program that you felt was inconsistent with the goals and mission of our company?

Tell me about your experiences with staff development. How do you think your current
or most recent staff would describe you?
How do you stay informed of current ideas on management and the (industry field for
the company/organization)?
Based upon what you have read and heard, what ideas do you have about continuing
and increasing the success of this company?
Are there any programs, policies, or actions of (name of company/organization) that you
have heard of with which you have concerns or differences?
If you are hired for this position and are still with (name of company/organization) five
years from now, how do you think the organization will be different?
VIII. Functional
The following questions are function-specific.
Accounting
Describe some recent projects you were involved in to improve Accounting’s
efficiency/effectiveness. What did you do?
Describe for me a time when you have come across questionable accounting practices.
How did you handle the situation?
Have you completed month end/year end closing? How much experience do you have
with this?
Describe your most challenging encounter with month end/year end closing. How did
you resolve the problem?
Describe your PL (profit/loss) experience.
What type of inventory audits have you been involved in? Describe challenges you’ve
faced.
Tell me about your knowledge of commissions accounting.
What experience have you had with tax accounting?
Customer Service
What do you like about being in Customer Service? What do you find is the most
difficult part of being in Customer Service?
Tell me about a time when you went out of your way to give great service to a customer.

Describe a process or system that you improved so customers would be better served.
Tell me about a time when you asked for feedback on your customer service skills from
your manager or co-worker and then used that response to improve your work.
Tell me about a time when you knew that your customer might not get what he or she
needed on time. How did you handle this?
Tell me about a time when you had to say “No” to a customer because it was against
company policy.
Tell me about a time when you had trouble working with a difficult or demanding
customer. How did you handle this?
Tell me about a situation in which you “lost it” or did not do your best with a customer.
What did you do about this?
Healthcare
How would you react if the following should occur: a person suddenly collapses on the
floor. After a few minutes, a large crowd gathers around with loud voices and making
demands.
If you had to read illegible handwriting, what would you do?
You have found patient belongings in the main hospital corridor. Describe how you
would take care of the situation.
What would you say or do if upon entering a patient’s room the patient screamed, “Get
out of my room”?
What would you do if a patient had used his/her call light, but upon entering the room,
the curtain was drawn around the bed?
What would you do if you encountered a patient’s family member alone and crying in
the hallway?
How would you react if upon entering a patient’s room, you were
told that the family was upset over the care the patient was receiving?
What do you think makes a “good” hospital or why would a hospital be described as
“one of the best” by a community?
How will your work performance enhance (name of company/organization) in the
healthcare arena as it is today?

Human Resources/General
Tell me why you chose Human Resource Management as your profession.
Do you have a personal philosophy about HR management?
What do you like most about HR? What do you like least, and what do you find the most
challenging?
During your HR career, which positions have you reported to and which reporting
structure do you prefer?
How do you stay current with changes in employment laws, practices and other HR
issues?
An employee tells you about a sexual harassment allegation but then tells you they
don't want to do anything about it; they just thought you should know. How do you
respond?
Describe the most difficult employee relations situation you have had to handle, how it
was resolved or not, and why.
What have you done to help your human resources department to become a strategic
partner?
As HR professionals, we often deal with legal and ethical situations. Tell me about an
ethical situation you have encountered and what part you took in resolving it. Tell me
about any illegal discrimination charges you have handled and how these were
resolved.
What experience do you have in multi-state HR management?
Tell me about your policy development experiences. What employment policies have
you developed or revised? What is your experience in compiling or revising an
Employee Handbook?
Describe your knowledge of/involvement with progressive discipline.
Describe your knowledge of/involvement with Performance Evaluation processes.
Tell me about programs that you have implemented.
Tell me about your experience in training and developing your employees or managers.
Tell me about training and development programs you have developed.
Have you ever worked in a Union Environment? What were the positives/negatives?

Tell me about a time when a manager wanted you to terminate an employee in contrast
to your company’s termination policy. How was it resolved?
Describe to me in a few sentences the purpose of the following basic Federal
regulations: (select one or more, as applicable)
Title VII/Civil Rights Act
FLSA
WC
FMLA
ADA
Human Resources/Recruiting
How much recruiting experience do you have? What type of positions have you
recruited for in the past?
Discuss why you feel that Human Resources/Recruiting is the right profession for you.
List your experience with and/or knowledge of Affirmative Action Planning and Applicant
Flow reporting.
What recruiting tool do you consider to be most valuable to you? Explain.
What do you consider to be your greatest talent as it relates to recruiting?
What do you consider to be the most challenging aspect of corporate recruiting?
Can you work extended hours when needed?
What is the most unique or non-traditional recruiting approach you have tried? Was it
successful? Why or why not?
Are you familiar with full cycle recruiting?
How do you develop relationships with line managers?
Have you ever developed a staffing plan?
Tell me about your experience with International Recruiting.
What type of volume are you used to handling? What is your typical open requisition
load?
Job posting experience in compliance with OFCCP regulations?
Tell me about your internal posting process.

Tell me about your previous staffing efforts to fulfill diversity initiatives. How did you
accomplish this?
Are you familiar with e-recruiting? Tell me about your success utilizing this method.
Human Resources/Compensation/Benefits
Provide me with an overview of your employee benefit enrollment process. What duties
are you responsible for within this process?
How do you communicate benefit updates to employees?
How many employees are you processing benefits for?
Are you responsible for benefit implementation?
Are your benefit programs outsourced to a third-party administrator or self
administrated?
What is your Benefit and Compensation Service Delivery Model?
Tell me about a time when you had to present a benefit program to a group of
employees to win their buy-in. What was the outcome?
What is your organization’s compensation philosophy?
Describe your organization’s salary administration process. In what ways is it effective?
Ineffective?
What is your knowledge of/experience with variable compensation?
Tell me what you know about the following programs:
Cafeteria Plans
FSA's
Tell me about the most complex FMLA situation you handled.
Tell me about any HR functions you have managed the outsourcing of (benefits, payroll,
retirement plan administration, EAP's, FSA's).
Information Technology
In your experience, what are the essential elements of an IT disaster recovery plan?
Describe the types of network security features you have implemented or maintained in
the past.
When you have several users experiencing computer problems, how do you determine
which users get help first?

Describe your decision-making process when selecting which IT certifications to pursue.
Of your certifications, which one(s) have you found most helpful when you encounter
technical problems on the job?
In your opinion, how does managing a staff of technical workers differ from managing
other kinds of workers?
What brands of hardware do you feel most comfortable dealing with?
What software have you had the most success supporting?
What characteristics do you feel are necessary for success as a technical support
worker?
Describe a past situation in which you provided excellent customer service to a user.
These questions are used and were submitted by SHRM members. If you have
additional questions that you would like to contribute to the database, please send them
to infocen@shrm.org with the words “Sample Interview Questions” in the subject line.
We are particularly interested in expanding our offering of function-specific questions in
areas such as Information Technology, Sales/Marketing, Administrative, etc.
Additional SHRM Online Sources for interview questions:
BASIC INTERVIEWING white paper
(http://www.shrm.org/hrresources/whitepapers_published/CMS_000339.asp#P-4_0)
GUIDELINES ON INTERVIEW AND EMPLOYMENT APPLICATION QUESTIONS
white paper
(http://www.shrm.org/hrresources/whitepapers_published/CMS_000341.asp#P-4_0)
BEHAVIORAL INTERVIEWING white paper
(http://www.shrm.org/hrresources/whitepapers_published/CMS_000340.asp#P-4_0)
Playing the High-Stakes Hiring Game article from HR Magazine
(http://www.shrm.org/hrmagazine/articles/0398hirschman.asp)
Pre-Interview Checklist
http://www.shrm.org/hrresources/basic_published/CMS_002724.asp#P-4_0
Interview Do's and Don'ts checklist
(http://www.shrm.org/hrresources/basic_published/CMS_002726.asp#P-4_0)
ADA JOB INTERVIEW CHECKLIST FOR SUPERVISORS

(http://www.shrm.org/hrresources/whitepapers_published/CMS_000309.asp#P-4_0)
Final Interview Reminders
http://www.shrm.org/hrresources/basic_published/CMS_002728.asp#P-4_0
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