Behavioral Interviewing

Sample Questions

Integrity
1. Tell me about the last time you made a mistake. What happened? What did you do about it? 

2. Tell me about a time when you were asked to do something that you didn't agree with.

Compassion

1. Tell me about a time that you went the extra mile in your job. What were the circumstances? What

    happened?

2. Tell me about a time when you helped someone in a way or an area that was outside of your formal job
    responsibilities. What did you do?

Accountability

1. Describe the last time you followed through on a project. What happened?

2. Describe a time when a member on your team did not follow through on an assignment. What did you do?

    How did you handle that?

3. Tell me about a time when you missed a deadline. What did you do?

Respect

1. Describe a time when someone got angry with you. What did you do?

2. Tell me about your best supervisor. What made them the best?

3. Describe a situation when you needed to provide constructive feedback to a peer. What did you do? How

    did you handle it? (Looking for respect for the other as well as respecting themselves enough to provide

    the feedback)

Excellence

1. Describe an accomplishment you're proud of. What was the source of your pride?

2. Tell me a time when you exceeded someone's expectations. What happened?

3. Tell me about a time when you were given a challenging assignment by your supervisor. How did you 
    handle it? What did you do? What was the outcome?

4. Tell me about a time when you saw someone else's work not up to par. What did you do?

Customer Service Focus

1. Walking the extra mile is something customers demand these days. Tell me about the longest miles
    you've trekked this past year to make a customer happy.

2. Tell me the most difficult customer service experience that you have ever had to handle. What did you do
    and what was the outcome?

3. Tell me about a time when you provided service to a difficult customer. When have you had this
    experience, and what did you do?
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Relating to Others/Interpersonal Skills

1. Working effectively with others is increasingly important in today's work environment. Tell me about time

    when you had to help your co-workers through a difficult time.

2. People have different preferences about how to tackle key tasks. Tell me about the most frustrating time

    you experienced when you had to work with someone whose approach or standards were very different from

    your own.

3. Tell me about a time when you were working in a group and someone was not cooperative. How did you

    handle it? What were you thinking at that time? What did you do or say?

4. Tell me about a time you were able to successfully deal with another person even when that individual may

     not have personally liked you (or vice versa).

5. Tell me about a recent situation in which you had to deal with a very upset customer or co-worker. 

6. Tell me about a time when you had to fire an employee or friend.
7. Describe to me a time when you were required to adapt to a wide variety of people, situations, and
    environments.

8. Handling work-team conflicts is a key to success in today's business environment. Tell me about the most
    challenging conflict situation you've faced and how you handled it.

9. Organizational change is often guided by friendships and relationships that can influence how things happen.

    Tell me about a time when you used your interpersonal skills to build a network of contacts to reach a goal.

10. What is your typical way of dealing with conflict? Give me an example.

11. Sometimes it's easy to get in "over your head." Describe a situation where you had to request help or
      assistance on a project or assignment.

12. Describe a situation where others you were working with on a project disagreed with your ideas. What did
      you do?

13. Tell of a time when you worked with a co-worker who was not completing his or her share of the work. What did you do? What was the result?

14. Describe a situation in which you had to arrive at a compromise or guide others to a compromise.

15. 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 the person and situation?

16. Describe a situation where you found yourself dealing with someone who didn't like you. 
      How did you handle it?
17. Give me a specific example of something you did that helped build enthusiasm in others.

18. Tell me about a difficult situation when it was desirable for you to keep a positive attitude. 
      What did you do?
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19. Tell me about a difficult discussion you had to have with a co-worker or employer. How did you approach

       and/or resolve the situation? What was the outcome?

20. Describe a situation when you have had to cope with the anger or hostility of another person?

21. Building rapport is sometimes a very challenging thing to do. Give an example of a time, when the

      situation was a difficult one and the odds were against you, when you were able to build rapport with

      someone at work.

22. Describe a time when you were able to be supportive and reassuring to a person who needed a friend.

      What was the situation? What action did you take? What was the result?

23. Tell me about a time during negotiations when your perceptiveness helped you to make sense out of
       another person's behavior.

24. Tell me about a situation in which you were particularly skillful in detecting clues that indicated how
      another person thought or felt. What was the situation, what action did you take, and what was the result?

25. Tell me about a time when you were able to empathize and step into another person's shoes in order to
      discover his or her perspective. What was the situation, what action did you take, and what was the result?

26. Many times, getting results necessitates development of a full understanding of the informal climate,
      which dictates how things get done. Give me an example of a time when you were able to influence and
      work with the system to get something done.

Communication

1. Tell me about your best business presentation. What went into making it successful?

2. Tell me about a time when you had to use your presentation skills to influence someone's opinion.

3. Describe a time when you had to use your written communication skills to get an important point across.

        4. Tell me about a time when your active listening skills really paid off for you - when you picked up a
            message that was between the lines.
       5. Tell me about a time when your language and speaking skills really worked for you on the job.
6. Give me an example from your experiences in report writing, or preparation of memos or general
    correspondence, which illustrates your written skill capabilities.

7. Tell me about a time when you had to read a lot of new information or interpret new written instructions
     before taking action. Describe when you did this well, and a time when this presented a problem. How did
     you handle both situations?

8. Give me an example of a project you did involving editing a manual, article, or document. Describe the
    project, what actions you took, and the result.

9. Tell me about the most complex information that you have had to read. To what extent did this project test
    your comprehension skills and technical knowledge? What was the situation, what action did you take, and
    what was the result?

10. Tell me about a time you had a miscommunication with a customer or a fellow employee. What did you
     do and what was the outcome?
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11. Describe a time when you communicated some unpleasant feelings or news to your supervisor. 

      What happened?

Assertiveness

        1. Tell me about a time when your job required you to say how you really felt about a situation. What did you

           say, and how did you say it?

2. Describe a time when you communicated something unpleasant or difficult to your manager. How did you

    assert yourself?

3. Tell me about a time when you were successful expressing ideas or opinions in a tactful way.

4. Tell me about a time when you were able to express your opinions in spite of disagreements or objections.

Drive for Success/Goal Setting

1. Describe an assignment from the past three years that had the greatest pressure and tightest time frame.

    How and what did you do? What was the outcome?

2. Tell me about a time when you had to make an extraordinary commitment in order to succeed. What was

     the outcome?

3. Give me an example of a time when you set a goal and were able to meet or achieve it.

4. Tell me about a time when you had to go above and beyond the call of duty in order to get a job done. 

5. Give me an example of a time when something you tried to accomplish failed. 

6. Give me an example of when you showed initiative and took the lead. 

7. Describe a time when you set your sights too high (or too low).
8. Give me an example of a recent goal you set. Describe your thought processes behind setting the goal.

    (How do/did you plan to measure your success towards this goal?)

9. Describe a situation in which you were successful.

10. Give me an example that illustrates your greatest strength. What is it? How did you apply it? 

      What happened?

11. Give me an example that illustrates your greatest weakness. How did you overcome the situation? 
      What happened?

12. Describe a time you had a conflict with your boss. How did you resolve it?

13. Describe a situation in which you found that your results were not up to your supervisor's expectations. 
      What happened? What action did you take?

14. Describe a time when you were not very satisfied or pleased with your performance. What did you do
      about it?
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15. Describe a project (or idea) that was implemented or carried out successfully primarily because of your

      efforts. (The idea does not have to be your own.)

16. Give me an example of when you worked the hardest and felt the greatest sense of achievement.

17. Tell me about a time when you took the initiative to set goals and objectives, even though you were not
      prompted or directed by others to do so.
18. Tell me about a time that you had to work very hard to achieve a goal. What was the goal, and what did
      you do to achieve it?

19. Tell me about a time when you worked with a team to set goals. What was your role? What was your
      process? What were the results?

20. Tell me about a time you were able to provide your own motivation to produce even though you were
      working alone. What were the circumstances of the situation?

21. Tell me about a time at work when someone commented on your high level of task orientation. What was
      the situation? What were you doing? What were the results?

22. Give me an example of a time when you found it necessary to devote long hours to the job. For example,
      tell me about when it was necessary to take work home, work weekends, cancel a vacation or maintain
      unusually long hours.

23. Give mean example of when you had to make personal sacrifices to get a job done. What was the
      situation? What did you do? What were the results?

24. Tell me about a time when you were asked to do an assignment that fell outside your normal job duties.

Problem Solving

1. What was the most pressure-packed project you worked on this past year? How did you go about setting
    your priorities? Walk me through your analysis and decision process.

2. Tell me about the most difficult project you had to work on (mange or lead) in your last job.

3. Give me a specific example of a time when you had to solve a problem. What did you do? What was the
    result? 

4. Give me an example of a time when you used your fact-finding skills to solve a problem. 

5. Tell me about a time when you missed an obvious solution to a problem.

6. Describe a time when you anticipated potential problems and developed preventative measures.

7. What steps do you follow to study a problem before making a decision? Give me an example that illustrates
    this.

8. We can sometimes identify a small problem and fix it before it becomes a major problem. Give an example
   of how you have done this.

9. Recall a time from your work experience when your manager or supervisor was unavailable and a
    problem arose. What was the nature of the problem? How did you handle the situation?
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10. Describe a situation where you had to work with conflicting, delayed, or ambiguous information? What
     did you do?

11. Give me an example of a time when you used tools such as survey data, library research, or statistics as
      important contributors to the definition of a specific problem.

12. Describe a time when you used research techniques to solve a problem. Describe your process.

13. Describe a complex business problem you encountered that required careful analysis on your part. What
      was the situation? How did you approach it? How did you gauge the success of your approach?

Diligence

1. Tell me about a time when you have felt like giving up on a certain job. What did you do?

Personal Qualities

1. Tell me about your most satisfying and rewarding work experience at your last/current position that involved
    your heavy personal involvement in detailed work.

2. Eventually, we all experience difficult moments in the workplace. Tell me about a time when you were
    initiating big changes at work and the people you worked with were not as supportive of your efforts, ideas
    or approach as you needed them to be. What happened, and how did you handle them and the situation?

3. Describe a time when something happened to upset you. How did you react to the situation? What was the
    outcome?

Influence Skills

1. Everyone sells something at some point, whether it's an idea or a product. Tell me about a time when you
    succeeded in making a really difficult sale.

2. Tell me about the toughest feedback you've ever had to give a boss or co-worker. How did it actually
     happen?

3. Describe a situation in which you were able to use persuasion to successfully convince someone to see things
    your way.

4. Give me an example of a time when you motivated others.

5. Describe a situation in which your first attempt to sell an idea to your boss or peer failed. What happened?

Stress
1. Describe a time when you were faced with a stressful situation. What did you do? How did you handle the
    stress?

2. Describe a time when you handled a large amount of pressure. What was the situation'? What did you do'?
 3. What are the highest-pressure situations you have been under in recent years and how did you cope?
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4. Describe a work situation in which a project you worked on and felt was very important to you, was delayed

    or postponed. How did it interrupt your schedule and how did you respond to it?

Prioritization Skills (organizing, planning, time management)

1. Tell me about a time when you had too many things to do and it was necessary to do all of them. What did
     you do?

2.  Recall a time when you were assigned what you considered to be a complex project. Specifically, what
     steps did you take to prepare for and finish the project? Were you happy with the outcome? What one step
     would you have done differently if given the chance?

3. Describe a situation that required a number of things to be done at the same time. How did you handle it?
    What was the result?

4. Tell me about a time you had to handle multiple responsibilities. How did you do the work you needed to
     do? How did it turn out?

5. Tell me about a time when you failed to meet a deadline. What things did you fail to do? What were the
    repercussions? What did you learn?

6. Give me an example that demonstrates your ability to organize and maintain a system of records to facilitate
    your work.

7. Planning is more than thinking, it is also doing. Tell me a situation when you have used tools such as flow
    charts, production schedules, and filing systems, or anything else that helped you plan. What action did you
    take? What was the result?

Decision-making

1. Give me an example of a time when you had to make a split second decision.

2. Tell me about a difficult decision you've made in the last year. What made it difficult? How did you make
    the decision?

3. Tell me about a time when you were forced to make an unpopular decision. What were the circumstances?
     How did you decide?

4. Describe an instance when you had to think on your feet to extricate yourself from a difficult situation. What
           were the circumstances? How did you decide?

5. Tell me about a time when you had to make a decision, but didn't have all the information you needed.
    What did you do? What was the outcome?

6. Sooner or later we all find ourselves in the position of having to live with an unresolved situation on the job. 
   Tell me about a time when this has happened to you. What was the situation? What did you do?

7. Describe a situation in which you had to take immediate action in a crisis involving human life or severe
    financial consequences.
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8. Many times it is important to be hard-headed about a decision you are making, particularly when others

    don't like it. Give an example of a time when you stuck by a decision even though it was under attack by

    others.

Creativity

1. Give me an example of a time when one of your insights or innovations was well received by others.

2. Creativity often means stepping back from regimented ways of thinking. When have you been able to break

    out of a structured mindset and play with new concepts and ideas? What was the situation, what action did

    you take, and what was the result?

3. Give me an example of one of your unique and novel approaches to solving a problem, and tell me how you

    arrived at that solution.

4. Tell me about a time when you have been creative in your work. What did you do?

Delegation

1. Tell me about a time when you delegated a project effectively. What did you do? What did you delegate?

    How did you do that?
Leadership and Supervision

1. Give me an example of a time when you had to discipline or counsel an employee or group member? What

    was the nature of the discipline? What steps did you take? How did that make you feel? How did you

    prepare yourself?

2. What is one of the most difficult one-on-one meetings you have had with a subordinate? Why was it

    difficult? What happened?

3. Tell me about a new policy or new idea you recently implemented which was considerably different from
     the standard procedure. What approach did you take to get your employees to go along with it?

4. Give me an example of something you did, which helped build enthusiasm in others.

5. Tell me about a time in which you used competition successfully as a means of encouraging others to try
    hard.

6. It is sometimes desirable to lead by example in order to get others to change their ways. Describe a time
    when you had to lead a change initiative and go outside your comfort zone to lead by example.

7. Think about a situation where you supervised a diverse group of employees with varied backgrounds and
     skills. What did you do to ensure the best fit of employees for each job?

8. Tell me about a time you had to deal with the poor performance of an employee.

9. Tell me about a leadership role that you have filled in the past. Describe the key leadership skills you feel
    you have and how you demonstrated and applied them.

10. In your current or past positions, what types of decisions do/did you make without consulting your boss?
      Give me an example of a specific situation.

Behavioral Interviewing

Sample Questions

Change

1. Tell me a time when you had to react quickly to changes over which you had no control. What happened?

    What was the impact of the change on you?

2. When was the last time you stepped out of your routine? Describe the situation.

3. Sometimes it is necessary to work in an unsettled or rapidly changing environment. When have you found

    yourself in this position, and what did you do?

Team

1. Tell me about a time when you worked on a newly formed team. How did it go? What did you do? 

2. Tell me about a time when your team was not doing well. What happened? What did you do?

3. Give me an example of a time when you created or inspired the creation of a team to accomplish a task or

    project. Why was it necessary? What did you do?

4. Tell me about a time when you had your greatest success in building team spirit. What did you do to build

     the spirit? What happened? What specific results did the team accomplish?

5. Tell me about a time you participated on a team. What role did you play? How did you interact with the

    team? What was accomplished?

Following Policy or Procedure

1. Select a restrictive but meaningful regulation you had to conform to in your last position. Tell me about the regulation and how you were able to work under it.

2. Describe a time when you had to adopt a well-defined work routine. How long did the situation last? What
    was involved?

3. Select a job you have had and describe the paperwork you were required to complete. What things did you
    do to ensure your accuracy? What was the result?

4. Give mean example of away you used a policy or a procedure to ensure your job effectiveness.

5. Give mean example of when you were late to work. How did you handle the situation? What were you
    thinking about during the situation? (Looking for their values about being on time and late.) 
    What happened?

6. Tell me about a time when an upper-level policy change or decision held up your work. How did you
    respond?

7. Describe a situation in which you felt it might be justifiable to break company policy or alter a standard
    procedure. What did you do?

8. Give me a specific example of a time when you had to conform to a policy with which you did not agree.
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Alertness

1. Tell me about an experience you have had in hazardous conditions when your alertness paid off in saving
    you from a bad outcome.

2. Select an experience from your past, which illustrates your ability to be watchful and alert when monitoring
    displays, instruments, or processes.

3. Give me an example of a time you had to react quickly because of a change in the physical environment.

4. Identify a time when you avoided a problem by being attentive while operating vehicles, equipment, or 
    machinery.

Risk Taking

1. Give me an example of a situation in which you took a calculated risk. What were your considerations?
    What did you do?
