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Action Based Questions

Planning/Implementing (work management)

1. Describe a situation where you were required to do several things at the same time. What did you do?

Situation
Action
Result

2. Tell me about some of the long-term and short term plans you’ve developed for your department.

Plan
How developed
Performance against plan

Developing Staff

1. Have any of your employees ever been dismissed because they didn’t work out? Why were they dismissed? What if anything, was done to improve their problem areas before they were dismissed?

Situation
What done
Action

2. If you were promoted tomorrow would there be a qualified replacement? What steps have you taken to develop him/her? What is this person’s readiness for promotion?

Replacement
Developmental action
Readiness

Being a Team Member

1. Describe a situation in which you helped a peer or a co-worker.

Situation
How helped
Result

2. Tell me about one of your most successful contributions to a team. What was your contribution?

Situation
Action
Result

Leadership

1. What are some of the most difficult or complex directive you have ever had to implement?

Directives
Approach
Result

2. What strategies have you used to communicate major new strategies to employees? Which strategies have work and which have not? Tell me about a specific example.

Situation
Strategy
Result

Problem Solving/Decision Making

1. Describe the best recommendation you have made to your (boss, peers, customers) recently.

Situation
Recommendation(s)
Result
Oral Communication

1. Have you ever prepared or given a presentation to superiors, subordinates, or peers? Tell me about one or two of these presentations.

Situation(s)
How delivered
Reaction

2. Have you ever given presentations in which you made recommendations about a new product, service, or procedure? Tell me about one of these presentations.

Situation
Action
Result
Influencing/Negotiation

1. When negotiating with others, it is always important to present your views. Tell me about a situation when you did this?

Situation
How presented
Result

2. Describe a situation in which you negotiated with vendors or suppliers to obtain a good deal for you Company.

Situation
Action
Result

Written Communication

1. What are some of the most important reports you have written? How difficult were they to write? Why? What reactions did they get?

Reports
Why difficult
Reactions

2. Have you ever written any procedures or policies for customers, clients, or others in your organisation? Give an example.

Situation
Approach
Result

Professional/Technical Knowledge

1. Give me an example of an assignment you worked on that shows your expertise. What did you do?

Assignment
Action
Result

2. Describe when you last demonstrated your technical knowledge. Contrast this with a time when you were stumped. What did you do differently?

Situation
Action
Result

Flexibility (managing change)

1. Tell me about some situations in which you had to adjust quickly to changes in organisational or departmental priorities. How did the changes affect you?

Situation/Change(s)
Reaction
Outcome

2. Working with people from different backgrounds or cultures can be a real challenge. Can you tell me about a time when you had problems adapting to people from different backgrounds or cultures? What happened? What did you do? What was the result?

Situation
Action
Result

3. Tell me about some situations in your job at __________________ in which you had to abruptly change what you were doing. What did you do? How did it affect you?

Situation/Change
Reaction
Outcome
Self Motivation (initiative)

1. Have you suggested any new ideas to your manager recently? Give example. What happened to the ideas?

Idea(s)
Why suggested
Result

2. What do you do differently from other (managers, tellers, machinists)? Why? Give examples.

Differences
Why
Resilience

1. Tell me about situations where you had a lot of blockages or resistance to achieving your goals. What did you do?


2. Have you taken any steps to improve your skills or performance?

Situation
Steps
Result

Customer Service Orientation

1. Sooner or later we all have to deal with a customer who has unreasonable demands. Think of a time when you had to handle unreasonable requests. What did you do?

Situation/Demand
Action
Result/Reaction

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

Skills/Qualities
When Used
Action/How Used
Result

Typing/Data Input

1. How many words per minute do you type? How many mistakes? When did you last type this many words? What’s the highest number you’ve ever typed?

WPM
Mistakes
Last typed
Highest WPM
2. What computer software packages do you use in your job? What do you do with them? (get examples).

Software
Role
Result

Prohibited Areas for Interview

Questions which could lead to discrimination (or perceived discrimination) on grounds not directly relevant to job performance are expressly prohibited by the legislation. Where questions relating to the job relevant criteria could be wrongly interpreted, the framing of the questions needs to be carefully considered.

Ask questions directly related to the job criteria, not based on your assumptions about how an applications circumstances might affect their capacity to meet the criteria.

	Inappropriate Questions
	Acceptable Questions



	When are you going to start a family?
	Would you be able to see the project through to its completion in September?



	What arrangements do you have for child care?
	The job requires regular overtime, often at short notice. Do you have any commitments that would prevent this?



	I notice that you are a Catholic, so I guess you don’t like to work Sunday?
	Once a quarter we prepare documents to a timeframe that may require work on a Sunday. Are you able to do this?



	Will it bother you that you’ll be travelling with a man (woman)?
	You and your Territory Manager will travel together during the first two months of your training. Does this present a problem?
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