
 

Following are some sample questions to ask when interviewing support staff candidates.  There 
are also questions on the second tab of the interview appraisal form. Select the questions that 
pertain to the skills needed for the position. 
Performance Skill: Commitment to Task 
 
Questions: 
 

1. Tell me about a time when your work was very hectic. What did you do to keep it 
under control? How many extra hours did you work? For how long? 

 
2. When have you been particularly proud of your performance on a job? Explain the situation and 

your role. 
 

3. Describe a major task that has been your responsibility. Tell me the steps you followed 
to accomplish the task and what problems you may have encountered. 

 
 
Performance Skill: Spoken Communications 
 
Able to clearly present information through the spoken word: Influence or persuade 
others through oral presentation in positive or negative circumstances. 
 
Questions: 
 

1. Describe the toughest communication situation in which you have had to deal. What happened? 
 

2. Tell me about the best presentation you have given. What made you feel so good about it? 
 

3. Tell me about a time when you tried to persuade a group (co-workers, classmates, club 
members) to see your point of view. What was your approach? What were the results? 

   
Performance Skill: Interaction and Team Building  
 
Able to interact with others in a warm and helpful manner while simultaneously building 
credibility and rapport. 
 
 
Questions: 
 

1. Describe a time in your last job that you felt you went out of your way to help a co-worker. 
 

2. Tell me about a time when you had to build a relationship with someone 
outside of your department or workgroup in order to accomplish your goals. 
What was the situation? What were the results? 

3. Describe a situation in which you worked as a team member. 
 
 
Performance Skill: Organization and Planning  
 
Able to organize or schedule people or tasks; able to develop realistic action plans while 

being sensitive to time constraints and resource availability. 



 

Questions: 
 

1. Sometimes it is desirable to lead other persons by setting a positive example for them to follow. 

Describe a work situation when you served as a model for another person. 

2. Tell me about a time you were able to change another person's behavior.  
3. Describe a situation in which you had to influence a co-worker to cooperate with you. What did you 

say? What was the outcome?  
4. What would be an example of something you have been in charge of organizing and planning? 

 
 
Performance Skill: Decision Making and Problem Solving  
 
Able to take action in solving problems while exhibiting judgment and a realistic understanding of 
issues; able to use reason, even when dealing with emotional topics. 
 
Questions: 
 

1. What has been the toughest decision you have had to make in the past year? What made it so tough? 
What factors did you consider when deciding? How might you handle this type of decision differently 
in the future? 

 
2. Occasionally, most of us have to make quick decisions. Tell me about a recent decision you had 

to make quickly. How did you decide what to do? What was the result of your decision? 
 


	Following are some sample questions to ask when interviewing support staff candidates.  There are also questions on the second tab of the interview appraisal form. Select the questions that pertain to the skills needed for the position.
	Performance Skill: Commitment to Task
	1. Tell me about a time when your work was very hectic. What did you do to keep it under control? How many extra hours did you work? For how long?
	3. Describe a major task that has been your responsibility. Tell me the steps you followed to accomplish the task and what problems you may have encountered.
	Performance Skill: Spoken Communications

	1. Describe the toughest communication situation in which you have had to deal. What happened?
	3. Tell me about a time when you tried to persuade a group (co-workers, classmates, club members) to see your point of view. What was your approach? What were the results?
	Performance Skill: Interaction and Team Building

	1. Describe a time in your last job that you felt you went out of your way to help a co-worker.
	3. Describe a situation in which you worked as a team member.
	Performance Skill: Organization and Planning

	2. Tell me about a time you were able to change another person's behavior.
	Performance Skill: Decision Making and Problem Solving

	1. What has been the toughest decision you have had to make in the past year? What made it so tough? What factors did you consider when deciding? How might you handle this type of decision differently in the future?

