Interview Questions

Manager

1. Ask up front for permission to call past employers so they know this is a possibility if the process continues past the interview.
2. Have the candidate go through their resume with you in Chronological order oldest to current order— ask especially for clarification on the following:

· What areas of success- and how achieved (listen for teamwork)

· What failures- lessons learned (listed for accepting responsibility vs. laying blame on others)

· Reasons for job changes- look for personal and work issues, repeated issues with authority, performance problems.

· Ask what adjectives past bosses would use about their strengths and weaknesses.

· Many job changes after short stays

· Evaluate their one-one one communication skills. Do they smile?

3. Describe the 3 things you have accomplished that you’re the most proud of.

4. Describe the 3 things you have the most regrets about.

5. Describe the 3 things you feel are your greatest strengths.

6. Describe the 3 things you feel are the main areas you need to improve in.

7. Ask about current employment status and availability.

8. Confirm availability during non standard work hours if needed. 
9. How are you with numbers, math skills and financial data?  
10. How computer literate are you? Check for experience with Microsoft Word and Excel, e-mail and a web browser, and any contact management programs.

11. What have you enjoyed most about your jobs?

12. What type of work environment are you the most comfortable? 
13. Tell me about your previous managerial experience.
14. How would you describe your management style?

15. What was your most difficult management experience so far?

16. What was your GPA in post high school education?

17. What training of others have you done? What is the most important things in training others? Where do you see yourself in five years?
18. Confirm Ok with compensation range.
Interview Questions
Additional For Admin/ Reception/ Office Manager
1. What is your typing skill?

2. What interaction have you had serving the public in your jobs?

3. What does it take to be good at serving clients?

4. Tell me about a job that required you to handle several tasks at once.

Interview Questions
Additional For Salesman
1. What sales training have you had?

2. Discuss your previous sales experience and results. 

3. What does it take to be a successful salesman?

4. What interaction have you had serving the public in your jobs?

5. What does it take to be good at serving clients?

6. Ask them to sell you something in the room, pick out an unusual item.

Interview Questions

Additional For Accountant

1. What accounting software are you familiar with? What is your level of expertise on each?

2. Discuss key performance indicators and how they have developed or been responsible for reporting.
3. Discuss other areas of responsibility- risk management, human resources, payroll, taxes, etc.

4. What outside resources have you used or worked with (support services for HR, accountants, CPA firms, etc.)

5. What responsibility have you had for reporting to outside interests (banks, BOD, etc.)

6. What does it take to be good at serving internal clients?

7. Tell me about a job that required you to handle several tasks at once.
