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Sample Supplemental Questions and Scales for Office and Administrative Support Positions.
These supplemental questions and scales may be useful for recruitments. The most effective questions are those where each level of experience makes a difference on the job. 

The Job Analysis Record and Job Analysis Record Instructions can be used to estimate how valuable experience in any supplemental question area will be for identifying qualified applicants.

We welcome your suggestions and comments.
Questions

1. How much experience do you have as an Executive or Administrative Assistant to a CEO, Vice President, or Department or Division Director?
2. How much experience do you have in communicating supervisor goals and perspectives on administrative matters to staff?
3. How much experience do you have in following up with staff on projects assigned to them by your supervisor?
4. How much experience do you have reviewing and evaluating documents submitted by professional staff working under your supervisor?

5. How much experience do you have extracting and compiling data when preparing narrative, statistical, and other reports?

6. How much experience do you have composing business communications, including emails, and drafts of letters, reports, and memos?
7. How much experience do you have returning and making telephone calls for supervisors?
8. How much experience do you have committing supervisors’ time by managing their calendars and schedules?

9. How much experience do you have planning and scheduling business travel arrangements, including preparing and maintaining itineraries, vouchers, and expense reports?

10. How much experience do you have managing record systems, including coordinating their transfer, storage, and retention?
Scales

Sample scales are provided here. Recruitments may suggest different amounts of experience than those listed. For example, the highest level of experience shown in the scales may be too little or too great for a recruitment.

No experience





No experience

1-11 months





1-12 months

12-23 months





13-24 months

24-35 months





25-36 months


36-47 months





37-48 months


48-59 months





49-60 months

60 or more months 




More than 60 months

No experience





No experience

Some to less than 1 year



Some to up to 1 year

1 year to less than 2 years



More than 1 year to up to 2 years

2 years to less than 3 years



More than 2 years to up to 3 years

3 years to less than 4 years



More than 3 years and up to 4 years

4 years to less than 5 years



More than 4 years and up to 5 years

5 or more years




More than 5 years
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