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Interview Question Samples - Select Competencies

Below you will find sample interview questions for 10 competencies that are used in multiple positions across state government.  These samples provide you with a tool to help you create questions relevant to the competencies tied to your agency’s individual positions.  

Here are ten competencies that are related to “core” competencies or requirements associated in many government positions.  Additionally, each competency has a number of associated “starter” questions or items that might be considered in the development of rating scales.

· Adaptability and Flexibility
· Conscientiousness  
· Interpersonal Skill
· Leadership and Supervision
· Management Control 
· Oral Communication
· Planning and Organization
· Problem Solving and Decision Making
· Resistance to Stress
· Written Communication
Oral Communication 
Oral communication is the effective interpretation, composition, and presentation of information, through speech and nonverbal means.  Rate oral communication effectiveness shown throughout the interview.

	Scale

Points
	Examples of Responses
	Candidate’s Score

	Above Average Response, Well Qualified

(6-7 pts.)
	Expressed self in a clear, distinct, and understandable manner. 

Major ideas identified.

Persuasive and effective in establishing points of discussion. 

Made needed connections between points.

Personalized discussion.

Enthusiastic.

Asked clarifying questions and paraphrased.

Responses were concise and to the point.

Usage of grammar was effective.

Demonstrated exceptional non-verbal communication.
No behaviors shown that distracted from presentation. 


	

	Average Response, Qualified

(3-5 pts.)
	Displayed an adequate though not exceptional number of the above or other effective responses. 
	

	Below Average Response, Limited Qualifications

(1-2 pts.)
	Rambled; unable to articulate responses.

Poor identification of major ideas.

Did not personalize discussion.

Excessively used “um” or other stall tactics to fill in pauses.

Demonstrated poor non-verbal communication
	

	Notes from Rater 
	
	


Written Communication 
Written communication is the effective interpretation, composition, and presentation of information through writing.

Rate communication effectiveness in writing sample completed.

	Scale

Points
	Examples of Responses
	Candidate’s Score

	Above Average Response, Well Qualified

(6-7 pts.)
	Expressed self in a clear, distinct, and understandable manner. 

Sentences and paragraphs were effectively constructed.

Major ideas identified.

Persuasive and effective in establishing points of discussion. 

Made needed connections between points.

Usage of grammar was effective.

Few if any errors in punctuation and spelling.


	

	Average Response, Qualified

(3-5 pts.)
	Displayed an adequate though not exceptional number of the above or other effective responses. 
	

	Below Average Response, Limited Qualifications

(1-2 pts.)
	Did not express self in a clear, distinct, and understandable manner. 

Sentences and paragraphs were poorly constructed.

Weak identification of major ideas.

Was not persuasive and effective in establishing points of discussion. 

Connections between points were weak.

Usage of grammar was ineffective.

Many errors in punctuation and spelling shown.


	

	Notes from Rater 
	
	


Leadership and Supervision 

Individuals in leadership and supervisory positions can be expected to plan, organize, staff, coordinate, motivate, lead, and control. They also evaluate performance, develop employees, and resolve grievances. 

Discuss a situation where you had a leadership role mentioning the leadership behaviors you showed.

	Scale

Points
	Examples of Responses
	Candidate’s Score

	Above Average Response, Well Qualified

(6-7 pts.)
	Showed initiative in perceiving/dealing with problems.

Motivated and inspired others.

Demonstrated assertive and self-confident attitude.

Accepted responsibility and dealt with conflict in an open yet firm manner.

Actively moved to influence events rather than passively accepting or reacting to them.

Took charge without overreacting.

Directed and guided others in accomplishment of goals and tasks.

Demonstrated a "command presence."

Had respect of others


	

	Average Response, Qualified

(3-5 pts.)
	Mentioned many of the responses for the “Above Average Response” above or other effective actions. 

Overall response effectiveness was adequate though not a great as possible.


	

	Below Average Response, Limited Qualifications

(1-2 pts.)
	Fails to lead. Did not provide direction to those needing it. .

Showed favoritism.

No indication that others bought into goals, agenda, and policy.

Slow to take initiative. 

Indecisive.

Leadership involved coercion.

Overall responses were ineffective.


	

	Notes from Rater 
	
	


As a supervisor what have you done (or would you do) to develop your employees’ knowledge, skills, abilities, and competencies?

	Scale

Points
	Examples of Responses
	Candidate’s Score

	Above Average Response, Well Qualified

(6-7 pts.)
	Look at current job performance with respect to standards.

Examine standing on job competencies, knowledge, skills, and abilities.

Determine where performance deficits are due to factors other than skill weakness such as lack of motivation, inadequate equipment, influence of other team members on individual.

Identify what training courses will address deficits in knowledge, skills, and abilities.

Develop work assignments to strengthen weaker competencies, knowledge, skills, and abilities.

Develop or purchase written materials employees can study where training is not available.

Provide coaching to improve performance.


	

	Average Response, Qualified

(3-5 pts.)
	Mentioned many of the responses for the “Above Average Response” above or other effective actions. 

Overall response effectiveness was adequate though not a great as possible.


	

	Below Average Response, Limited Qualifications

(1-2 pts.)
	Mentioned few if any of the responses for the “Above Average Response” above or other effective actions. 

Overall response effectiveness was poor or weak.


	

	Notes from Rater 
	
	


Please discuss the role of employee performance standards and what should be considered when setting them.
	Scale

Points
	Examples of Responses
	Candidate’s Score

	Above Average Response, Well Qualified

(6-7 pts.)
	Standards should be job related.

Employees have input into the development of standards.

Standards are achievable.

Employees know what is expected of them.

Employees know of the consequences of meeting and not meeting standards.

Insure ineffective performance has negative consequences and effective performance positive ones.

Give employees feedback from time to time to for motivation and to let them know where they stand. 

Career development issues considered when choosing standards.

Journal kept of effective and ineffective performance over the course of the evaluation period. 
	

	Average Response, Qualified

(3-5 pts.)
	Mentioned many of the responses for the “Above Average Response” above or other effective actions. 

Overall response effectiveness was adequate though not a great as possible.


	

	Below Average Response, Limited Qualifications

(1-2 pts.)
	Mentioned few if any of the responses for the “Above Average Response” above or other effective actions. 

Overall response effectiveness was poor or weak. 


	

	Notes from Rater 
	
	


Discuss a situation as a supervisor where you resolved an employee relations issue with one or more employees supervised.

	Scale

Points
	Examples of Responses
	Candidate’s Score

	Above Average Response, Well Qualified

(6-7 pts.)
	Gathered information to prepare for meetings with employee(s). Had the facts.

Insured employee(s) involved aired their side of the story.

Had employee(s) focus on issues without blaming others.

Talked to those involved individually first where more than one employee was involved.

Brought together employees for discussions when needed where more than one employee involved.

Took notes on discussions with employee(s).

Showed sensitivity to employee position(s).

Disciplined employee(s) appropriately.

Overall, showed effective resolution of issues.


	

	Average Response, Qualified

(3-5 pts.)
	Mentioned many of the responses for the “Above Average Response” above or other effective actions. 

Overall response effectiveness was adequate though not a great as possible.


	

	Below Average Response, Limited Qualifications

(1-2 pts.)
	Mentioned few if any of the responses for the “Above Average Response” above or other effective actions. 

Overall response effectiveness was poor or weak. 


	

	Notes from Rater 
	
	


Problem Solving and Decision Making 

Problem solving and decision making go hand in hand. Problem solving involves a number of thought processes directed at achieving a goal with no obvious solution method for reaching it. Decision making focuses on evaluating alternatives, and making choices or reaching conclusions.

Discuss a project or assignment where rules, guidelines, and standards were not clear. What did you do to insure the work was completed satisfactorily?

	Scale

Points
	Examples of Responses
	Candidate’s Score

	Above Average Response

(6-7 pts.)
	Asked questions to obtain clarification.

Dug deep for information. Did research.

Involved others to help in gaining clarification.

Obtained clarification.

Situation made clarification unlikely but project was completed as well as might be expected under the circumstances

Project was completed effectively.
	

	Average Response

(3-5 pts.)
	Mentioned many of the responses for the “Above Average Response” above or other effective actions. 

Overall response effectiveness was adequate though not a great as possible
	

	Below Average Response

(1-2 pts.)
	Poor or weak efforts at clarification.

Project/assignment handled ineffectively.

Mentioned few if any of the responses for the “Above Average Response” above or other effective actions. 

Overall response effectiveness was poor or weak. 


	

	Notes from Rater 
	
	


Discuss a challenging work problem and how you solved it.

	Scale

Points
	Examples of Responses
	Candidate’s Score

	Above Average Response

(6-7 pts.)
	· Problem was more than moderately complex taking into account many things, people, data, concepts, or causes.

· Problem left unsolved would have had or continued to have had more than a moderate level of negative consequences.

· Problem was one requiring more than a moderate amount of time to solve.

· Applicant was recognized by others for how problem was handled. 

· Solution was particularly effective.


	

	Average Response

(3-5 pts.)
	· Solution was adequate.

· Problem involved a moderate level of difficulty, complexity, negative consequences if left unsolved, and time to solve.

· Individual not recognized by others for how the problem was handled.


	

	Below Average Response

(1-2 pts.)
	· Solution was inadequate.

· Problem involved little difficulty, complexity, negative consequences if left unsolved, or time to solve.

· Problem was limited to one person. 


	

	Notes from Rater 
	
	


Discuss a time where you had a great amount of responsibility for the completion of a project.
	Scale

Points
	Examples of Responses
	Candidate’s Score

	Above Average Response

(6-7 pts.)
	· Project was handled very effectively.

· Had leadership role.

· Had more than a moderate amount of discretion in how the project was completed.

· Accountability for project was high. Control of project was significant and accountability of others involved was secondary.

· Impact of completed project was high. 

· Project relevant to at least the level of a work group.

· May have had some control of project budget.
	

	Average Response

(3-5 pts.)
	· Project was handled adequately.

· Had minor or no leadership role.

· Moderate accountability with others involved participating equally in control.

· Completed project had a moderate impact.

· Project may not have affected a whole work group. 

· No control of a budget.


	

	Below Average Response

(1-2 pts.)
	· Project was handled ineffectively.

· Explicit instructions provided for project tasks.

· Had no leadership role or performed it poorly.

· Completed project had little impact.

· Project affected one or two others only. 


	

	Notes from Rater 
	
	


Discuss a work situation that got out of control. How did you handle it?

	Scale

Points
	Examples of Responses
	Candidate’s Score

	Above Average Response

(6-7 pts.)
	· Encouraged problem solving and avoided blaming others for the situation.

· Attempted to calm others.

· Perceived and defined problem area quickly

· Compared and contrasted information to arrive effective solution.

· Was inquisitive in searching for solutions to problems

· Viewed situation from different perspectives.

· Went above and beyond expectations.

· Showed leadership skills.

· Contributions to situation played a key role in gaining control of the situation
	

	Average Response

(3-5 pts.)
	· Showed many of the responses for the “Above Average Response” above or other effective actions. 

· Overall response effectiveness was adequate though not a great as possible
	

	Below Average Response

(1-2 pts.)
	· Contributions had little or no effect on the situation. 

· Situation remained out of control. 

· Responses muddied the situation.

· Little or no flexibility in approaching situation.

· Showed few if any of the responses for the “Above Average Response” above or other effective actions.

· Overall response effectiveness was poor or weak. 


	

	Notes from Rater 
	
	


Interpersonal Skill 

Interpersonal skill involves interacting with others and effectively using situationally appropriate, inter-related, and goal directed social behaviors to bring about desired results.

Discuss how you handled a work situation that involved conflict with an internal or external customer. 

	Scale

Points
	Examples of Responses
	Candidate’s Score

	Above Average Response

(6-7 pts.)
	· Encouraged problem solving and avoided blaming others for the situation.

· Treated others with sensitivity.
· Created a climate for open communication.
· Demonstrated sensitivity to working supportively and positively with employees.
· Attempted to calm others.

· Allowed other to provide own side of the story. 

· Avoided creating stress and pressure in the situation. 

· Showed leadership skills.

· Applicant indicated appeal to supervisor of applicant decision was acceptable.  

· Contributions to situation played a key role in reducing conflict.
	

	Average Response

(3-5 pts.)
	· Showed many of the responses for the “Above Average Response” above or other effective actions. 

· Overall response effectiveness was adequate though not a great as possible
	

	Below Average Response

(1-2 pts.)
	· Responses muddied the situation.

· Conflict was not handled well.

· Little or no flexibility in approaching situation.

· Showed few if any of the responses for the “Above Average Response” above or other effective actions.

· Overall response effectiveness was poor or weak. 


	

	Notes from Rater 
	
	


Tell us about the most difficult or frustrating individual you’ve worked with and how you managed to work with that person. 

	Scale

Points
	Examples of Responses
	Candidate’s Score

	Above Average Response

(6-7 pts.)
	· Treated co-worker in a fair, consistent, and impartial manner.

· Demonstrated understanding of emotions, motives, and behaviors.

· Showed genuine interest in co-worker and desire to assist that person.

· Created a climate for open communication.

· Dealt with co-worker without arousing antagonism.

· Is supportive and positive with co-worker.

· Did not react to each problematic action shown by the co-worker. 

· Defused anger.

· Managed conflict effectively.

· Did not take concerns to supervisor prematurely.


	

	Average Response

(3-5 pts.)
	· Showed many of the responses for the “Above Average Response” above or other effective actions. 

· Overall response effectiveness was adequate though not a great as possible
	

	Below Average Response

(1-2 pts.)
	· Responses worsened the situation.

· Little or no flexibility in approaching situation.

· Showed few if any of the responses for the “Above Average Response” above or other effective actions.

· Overall response effectiveness was poor or weak. 


	

	Notes from Rater 
	
	


What features distinguish an effective work team from an ineffective work group?

	Scale

Points
	Examples of Responses
	Candidate’s Score

	Above Average Response

(6-7 pts.)
	· Sharing information that may affect other members.

· Pitching in when needed to assist other members on their tasks typically not a part of one’s job. Help others.

· Making extra effort to do own assignments in a timely manner when the results of those assignments may be needed by others in their work.

· Contributing to high team morale. Does not consume a lot of time complaining about trivial matters. Focuses on the positive side rather than what’s wrong.
· Celebrating co-worker accomplishments.

· Taking care to correct issues or conflict that might affect the team as a whole before any harm is done.
· Team members likely to know what to expect from one another. 


	

	Average Response

(3-5 pts.)
	· Showed many of the responses for the “Above Average Response” above or other effective actions. 

· Overall response effectiveness was adequate though not a great as possible
	

	Below Average Response

(1-2 pts.)
	· Showed few if any of the responses for the “Above Average Response” above or other effective actions.

· Overall response effectiveness was poor or weak. 


	

	Notes from Rater 
	
	


What are some interpersonal considerations that might receive greater emphasis when working with clients in counseling and social work situations than with co-workers and customers? 

	Scale

Points
	Examples of Responses
	Candidate’s Score

	Above Average Response

(6-7 pts.)
	· Showing empathy.

· Showing authenticity and genuineness

· Overcoming defensiveness and resistance to change

· Supporting attempts to change ineffective behavior.

· Greater time spent listening and reflecting back what you believe the client is communicating.

· Helping client verbalize thoughts.

· Increasing attention given to discrepancies between client behavior and stated values and goals.

· Increasing care given to showing confrontational behavior to the client.


	

	Average Response

(3-5 pts.)
	· Showed many of the responses for the “Above Average Response” above or other effective actions. 

· Overall response effectiveness was adequate though not a great as possible
	

	Below Average Response

(1-2 pts.)
	· “Wouldn’t treat clients much differently.”

· “Clients seem more needy than other people.”

· Showed few if any of the responses for the “Above Average Response” above or other effective actions.

· Overall response effectiveness was poor or weak. 


	

	Notes from Rater 
	
	


Conscientiousness 

Conscientiousness involves a general trustworthiness, being thorough, and showing a strong adherence to a work ethic of productivity and commitment to organizational values.
Discuss a project or assignment you performed particularly well describing what you did to insure a high quality outcome.

	Scale

Points
	Examples of Responses
	Candidate’s Score

	Above Average Response

(6-7 pts.)
	· Set and met goals.

· Planned ahead.

· Took responsibility.

· Careful in the work.

· Showed extra effort.

· Persisted in spite of obstacles.

· Well-organized in approach to assignment/project.

· Dependable and reliable when working with others.

· Checked and re-checked the work.
	

	Average Response

(3-5 pts.)
	· Showed many of the responses for the “Above Average Response” above or other effective actions. 

· Overall response effectiveness was adequate though not a great as possible
	

	Below Average Response

(1-2 pts.)
	· Poor approach to assignment or project.

· Little or no planning shown.

· Careless in the work.

· Poorly organized.

· Showed few if any of the responses for the “Above Average Response” above or other effective actions.

· Overall response effectiveness was poor or weak. 


	

	Notes from Rater 
	
	


Discuss ways you have shown commitment to your job or the values and goals of your organization.

	Scale

Points
	Examples of Responses
	Candidate’s Score

	Above Average Response

(6-7 pts.)
	· Worked or volunteered to put in extra hours.

· Make an extra effort to follow the policies, procedures, rules, and regulations of the organization.

· Helped others needing assistance.

· Set positive example for others.

· Aligns own activities and priorities to meet organizational needs.

· Understood need for cooperation to achieve larger organizational objectives.

· Reported or addressed wrongdoing by others.

· Avoided wasting resources.

· Persisted in the face of obstacles.

· Kept current in the job. Applicant volunteered for training in an area needing improvement.
	

	Average Response

(3-5 pts.)
	· Showed many of the responses for the “Above Average Response” above or other effective actions. 

· Overall response effectiveness was adequate though not a great as possible
	

	Below Average Response

(1-2 pts.)
	· Did not mention helping others.

· Little or no indication of going out of the way to follow rules, regulations, procedures, and polices.

· Showed few if any of the responses for the “Above Average Response” above or other effective actions.

· Overall response effectiveness was poor or weak. 


	

	Notes from Rater 
	
	


Discuss a work situation that required you show a great amount of self-discipline.

	Scale

Points
	Examples of Responses
	Candidate’s Score

	Above Average Response

(6-7 pts.)
	· Not easily provoked.

· Stays calm. Controls emotions.

· Handles stress effectively.

· Is not impulsive.

· Resists temptation to inappropriate involvements.

· Responds constructively to the source of the problem.
	

	Average Response

(3-5 pts.)
	· Showed many of the responses for the “Above Average Response” above or other effective actions. 

· Overall response effectiveness was adequate though not a great as possible
	

	Below Average Response

(1-2 pts.)
	· Withdraws from situation.

· Handles stress ineffectively.

· Makes inappropriate comments to others. 

· Loses temper.

· Showed few if any of the responses for the “Above Average Response” above or other effective actions.

· Overall response effectiveness was poor or weak. 


	

	Notes from Rater 
	
	


Discuss a time when you questioned the integrity or ethics of a co-worker or supervisor and what you did to address the behavior that created your concern.

	Scale

Points
	Examples of Responses
	Candidate’s Score

	Above Average Response

(6-7 pts.)
	· Documented what was observed.

· Sought advice from a trusted source.

· Reported problem to a higher authority.

· Handled the situation effectively.
	

	Average Response

(3-5 pts.)
	· Situation was straightforward and simple to resolve.

· Showed many of the responses for the “Above Average Response” above or other effective actions. 

· Overall response effectiveness was adequate though not a great as possible
	

	Below Average Response

(1-2 pts.)
	· Takes no action.

· Showed few if any of the responses for the “Above Average Response” above or other effective actions.

· Overall response effectiveness was poor or weak. 


	

	Notes from Rater 
	
	


Adaptability and Flexibility

Adaptability and flexibility focus on adapting to and working effectively with a variety of situations, individuals, and groups. These competencies help increase the level of understanding, appreciation, and responsiveness to different and opposing perspectives on an issue.

Discuss an exchange you had at work with a customer, co-worker or supervisor who questioned your views on an issue that you were committed to maintaining. 

	Scale

Points
	Examples of Responses
	Candidate’s Score

	Above Average Response

(6-7 pts.)
	· Open minded and able to separate personal feelings from the issues at hand.

· Established rapport with others. Established common ground.

· Clarified issue.

· Receptive to others' points of view.

· Acknowledged own mistakes or misperceptions.

· Flexibly applies any relevant rules and procedures.

· Offered new tactics or strategies if needed.


	

	Average Response

(3-5 pts.)
	· Showed many of the responses for the “Above Average Response” above or other effective actions. 

· Overall response effectiveness was adequate though not a great as possible
	

	Below Average Response

(1-2 pts.)
	· Counterproductively sticks to own opinion or approach.

· Showed few if any of the responses for the “Above Average Response” above or other effective actions.

· Overall response effectiveness was poor or weak. 


	

	Notes from Rater 
	
	


Discuss a situation where you had to handle changes to your job or within the unit or organization where you worked.

	Scale

Points
	Examples of Responses
	Candidate’s Score

	Above Average Response

(6-7 pts.)
	· Modified behavior or attitude to adapt to changes.

· Handled uncertainty and unexpected events effectively.

· Acquired new, more effective behaviors as context and roles changed.
· Had leadership role in bringing about changes.

· Displayed stress tolerance.

· Took initiative to develop new procedures that fit the changes.
	

	Average Response

(3-5 pts.)
	· Showed many of the responses for the “Above Average Response” above or other effective actions. 

· Overall response effectiveness was adequate though not a great as possible
	

	Below Average Response

(1-2 pts.)
	· Resistant to accepting changes.

· Showed few if any of the responses for the “Above Average Response” above or other effective actions.

· Overall response effectiveness was poor or weak. 


	

	Notes from Rater 
	
	


Describe what you did in response to a rush project assigned to you in spite of having other important priorities at the time.

	Scale

Points
	Examples of Responses
	Candidate’s Score

	Above Average Response

(6-7 pts.)
	· If necessary, made those connected with any projects to be delayed to handle rush job aware of delays. 

· Took time to organize the work of the rush project.

· Handled rush and other projects simultaneously.

· Handled rush project without asking for more time.

· Put in or volunteered to put in extra hours. Made extra effort to handle rush project. 

· Delegated effectively if applicable. Handled any difficulties involved in assigning employees supervised to rush project.

· Overall, handled rush project effectively.


	

	Average Response

(3-5 pts.)
	· Showed many of the responses for the “Above Average Response” above or other effective actions. 

· Overall response effectiveness was adequate though not a great as possible
	

	Below Average Response

(1-2 pts.)
	· Did not complete rush project.

· Did not make those associated with other projects aware of the rush assignment.

· Showed few if any of the responses for the “Above Average Response” above or other effective actions.

· Overall response effectiveness was poor or weak. 


	

	Notes from Rater 
	
	


Discuss a situation which required you show a great amount of flexibility with a customer, co-worker, or supervisor.

	Scale

Points
	Examples of Responses
	Candidate’s Score

	Above Average Response

(6-7 pts.)
	· Identified and provided alternatives.

· Changes behavior or attitudinal responses to fit the situation to obtain desired goal.

· Open minded and able to separate personal feelings from the issues at hand. Views situation objectively.

· Receptive to others' points of view. 

· Tolerant of ambiguity.


	

	Average Response

(3-5 pts.)
	· Showed many of the responses for the “Above Average Response” above or other effective actions. 

· Overall response effectiveness was adequate though not a great as possible
	

	Below Average Response

(1-2 pts.)
	· Showed few if any of the responses for the “Above Average Response” above or other effective actions.

· Overall response effectiveness was poor or weak. 


	

	Notes from Rater 
	
	


Resistance to Stress 

Resistance to stress involves withstanding and effectively handling the effects of demanding situations that greatly tax personal resources. 

Discuss how you handled stressful project where you were concerned you’d not be able to complete the work effectively in the time available.

	Scale

Points
	Examples of Responses
	Candidate’s Score

	Above Average Response

(6-7 pts.)
	· Organized the work. Planned ahead. Prioritized.

· Reduced ambiguity and uncertainty. Knew what had to be done. Knew work outcomes expected.

· Set achievable work goals and timeframes.

· Recognized stress and took action to cope with it.

· Maintained high energy level.

· Did not internalize or generalize stress.

· Exercised self control and acted in a firm and precise manner.

· Stuck to solutions and persevered under adverse and stressful conditions.

· Took leadership role.


	

	Average Response

(3-5 pts.)
	· Showed many of the responses for the “Above Average Response” above or other effective actions. 

· Overall response effectiveness was adequate though not a great as possible
	

	Below Average Response

(1-2 pts.)
	· Showed few if any of the responses for the “Above Average Response” above or other effective actions.

· Overall response effectiveness was poor or weak. 


	

	Notes from Rater 
	
	


Discuss what you have done in your jobs to keep the level of stress from becoming too great.

	Scale

Points
	Examples of Responses
	Candidate’s Score

	Above Average Response

(6-7 pts.)
	· Organized the work. Planned ahead. Prioritized.

· Set achievable work goals and timeframes.

· Reduced ambiguity and uncertainty. Knew what had to be done. Knew what work outcomes were expected.

· Viewed difficult assignments as challenges rather than threats.

· Avoided overwork and fatigue that could lower work quality.

· Avoided becoming unduly upset and worried over mistakes and unexpected events.

· Kept supervisor advised of work progress to avoid any surprise of deadlines not being met.

· Avoided inflating the potential negative consequences of performance that does not meet supervisor expectations.

· Used relaxation techniques.
	

	Average Response

(3-5 pts.)
	· Showed many of the responses for the “Above Average Response” above or other effective actions. 

· Overall response effectiveness was adequate though not a great as possible
	

	Below Average Response

(1-2 pts.)
	· Showed few if any of the responses for the “Above Average Response” above or other effective actions.

· Overall response effectiveness was poor or weak. 


	

	Notes from Rater 
	
	


Discuss the most stressful situation you have faced at work and how you handled it.
	Scale

Points
	Examples of Responses
	Candidate’s Score

	Above Average Response

(6-7 pts.)
	· Recognized stress and took action to cope with it.

· Organized the work. Planned ahead. Prioritized.

· Set achievable work goals and timeframes.

· Reduced ambiguity and uncertainty. Knew what had to be done. Knew what work outcomes were expected.

· Kept supervisor advised of work progress to avoid any surprise of deadlines not being met.

· Maintained high energy level.

· Remained focused, composed, and optimistic.

· Projected credibility and poise.

· Did not internalize or generalize stress.

· Exercised self control and acted in a firm and precise manner.

· Stuck to solutions and persevered under adverse and stressful conditions.


	

	Average Response

(3-5 pts.)
	· Showed many of the responses for the “Above Average Response” above or other effective actions. 

· Overall response effectiveness was adequate though not a great as possible
	

	Below Average Response

(1-2 pts.)
	· Showed few if any of the responses for the “Above Average Response” above or other effective actions.

· Overall response effectiveness was poor or weak. 


	

	Notes from Rater 
	
	


Discuss how you reduced anger aimed at you by a customer, co-worker, or supervisor.

	Scale

Points
	Examples of Responses
	Candidate’s Score

	Above Average Response

(6-7 pts.)
	· Focused the person’s attention away from the feelings of anger by asking what the person’s concern was.

· Treated the angry person as an equal. Did not intimidate.

· Receptive to angry person’s views. 

· Applicant accepted responsibility for mistakes or poor performance if warranted. Did not dismiss angry person’s accusations as unfounded if they were accurate.

· If angry person’s concerns were appropriate indicated action would be taken to resolve issue that led to anger.

· Applicant showed effective self-control. Remained friendly and calm.

· Willing to give the angry person the benefit of the doubt. Allowed the angry person to save face if necessary.
	

	Average Response

(3-5 pts.)
	· Showed many of the responses for the “Above Average Response” above or other effective actions. 

· Overall response effectiveness was adequate though not a great as possible
	

	Below Average Response

(1-2 pts.)
	· Showed few if any of the responses for the “Above Average Response” above or other effective actions.

· Overall response effectiveness was poor or weak. 


	

	Notes from Rater 
	
	


Management Control 

Management control involves influencing employees to make decisions and take actions consistent with organizational objectives.
Discuss procedures you’ve used to insure that the responsibilities of a work unit are carried out effectively. 

	Scale

Points
	Examples of Responses
	Candidate’s Score

	Above Average Response, Well Qualified

(6-7 pts.)
	· Hold employees accountable for their work.

· Insure employees know what needs to be done. Set goals. Monitor performance.

· Have standard operating procedures, rules, and policies.

· Develop job descriptions.

· Institute a performance appraisal process.

· Develop disciplinary processes.

· Hold regular staff meetings.

· Require regular reports of work progress.

· Use incentives. Recognize effective performance.
	

	Average Response, Qualified

(3-5 pts.)
	· Let’s employees know what’s expected of them with no indication of how they will be held accountable.

· Reacts to problems effectively though does not avoid problems by anticipating them.

· May have mentioned employee reports and staff meetings without indicating they are regular occurrences.

· Mentioned some of the responses for the “Above Average Response” above or other effective actions. 

· Overall, response effectiveness was adequate though not a great as possible.


	

	Below Average Response, Limited Qualifications

(1-2 pts.)
	· Not clear that employees know what’s expected of them.

· Few if any written rules, procedures, and policies.

· No formal performance appraisal process mentioned.

· No indication of how to handle employees who does not complete their work as assigned.

· Little or no indication of how to keep up with employee performance.

· Mentioned few if any of the responses for the “Above Average Response” above or other effective actions.

· Overall, responses were ineffective.
	

	Notes from Rater 
	
	


Discuss procedures used to insure your staff keeps you informed of their work.

	Scale

Points
	Examples of Responses
	Candidate’s Score

	Above Average Response, Well Qualified

(6-7 pts.)
	· Regular staff meetings.

· Regular reports.

· Informal conversations.

· Set dates when staff must get back about work progress.

· Outline important circumstances where employees should let you know about their work (e.g., when they fall behind, when they can’t answer a question or are stuck on a problem).

· Develop consequences should work suffer as the result of not coming to you for information.
	

	Average Response, Qualified

(3-5 pts.)
	· Mentioned getting information from employees but did not institute regular meetings and reports.

· Mentioned many of the responses for the “Above Average Response” above or other effective actions. 

· Overall, response effectiveness was adequate though not a great as possible.


	

	Below Average Response, Limited Qualifications

(1-2 pts.)
	· Little or no indication of regular communication with employees about their work progress.

· No consequences developed when poor performance results from failing to come to applicant for advice.

· Mentioned few if any of the responses for the “Above Average Response” above or other effective actions.

· Overall, responses were ineffective.
	

	Notes from Rater 
	
	


Discuss the process you use to grant greater discretion to employees in how they perform their work. 

	Scale

Points
	Examples of Responses
	Candidate’s Score

	Above Average Response, Well Qualified

(6-7 pts.)
	· Insure employee values and goals are consistent with those of the work unit.

· Insure employees have the knowledge, skills, abilities, and competencies to perform the work independently.

· Allow more discretion as employees prove to be effective performers.

· Take some risk by allowing independent performance by employees for longer periods of time. 

· Employees who consistently follow rules, policies, and procedures are more readily trusted to perform on their own.

· Discuss assignments with employees to insure they are confident that the work can be performed independently.
	

	Average Response, Qualified

(3-5 pts.)
	· Grants increasing discretion only after employees ask for it.

· Mentioned some of the responses for the “Above Average Response” above or other effective actions. 

· Overall, response effectiveness was adequate though not a great as possible.


	

	Below Average Response, Limited Qualifications

(1-2 pts.)
	· Does not check to determine if employees have the competencies to perform independently.

· No plan to allow employees more discretion.

· Mentioned few if any of the responses for the “Above Average Response” above or other effective actions.

· Overall responses were ineffective.
	

	Notes from Rater 
	
	


Discuss what you learned when your delegation of a work project or assignment led to poor performance. 

	Scale

Points
	Examples of Responses
	Candidate’s Score

	Above Average Response, Well Qualified

(6-7 pts.)
	· Employees should have the knowledge, skills, abilities, and competencies to perform the delegated work.

· Provide sufficient explanation of what is to be done or what is needed.

· Provide an indication of when the work is to be completed.

· Do not let the work continue when it appears it cannot be performed effectively by the employee.

· Recognize employee performing the delegated work may need some guidance or advice from time to time.

· Provide sufficient authority to the employee to perform the work effectively.

· Inform others that the particular work has been delegated.

· Follow-up on delegated assignments.


	

	Average Response, Qualified

(3-5 pts.)
	· May have had just a general notion of the level of skill possessed by the employee receiving the assignment.

· Expected the employee to “run” with the assignment with little or no guidance.

· Mentioned some of the responses for the “Above Average Response” above or other effective actions. 

· Overall, response effectiveness was adequate though not a great as possible.
	

	Below Average Response, Limited Qualifications

(1-2 pts.)
	· Little or no indication that competencies of employees would be known prior to delegation.

· Does not recognize the importance of clarifying what is to be done.

· Assigns tasks but sufficient authority to do the work.

· Does not let others know that person delegated the work will be performing it.

· Mentioned few if any of the responses for the “Above Average Response” above or other effective actions.

· Overall, responses were ineffective.
	

	Notes from Rater 
	
	


Planning and organization 

Describe a time when you were asked to prioritize a number of organizational initiatives and then implement some or all of them.  Describe the prioritization and implementation processes you used, the resources you used, and the final outcomes.

	Scale

Points
	Examples of Responses
	Candidate’s Score

	Above Average Response

(6-7 pts.)
	· Gave clear examples of reasonable and defensible priorities

· Distinguishes short term from long term priorities, and is able to devote appropriate resources to both

· Strategizes ways to obtain buy-in from most important stakeholders and those with access to resources

· Implements ideas smoothly and effectively

· Evaluates how well the implementation phase worked

· Uses evaluation to improve (or maintain) effectiveness the next time

· 
	

	Average Response

(3-5 pts.)
	· Sets clear priorities

· Knows what resources are needed and where to get them

· Implements ideas as planned

· 
	

	Below Average Response

(1-2 pts.)
	· Not clear who was actually responsible for prioritizing or implementing the organizational initiatives

· No real prioritization plan; just carried out orders from above

· No monitoring of implementation results

· 
	

	Notes from Rater 
	
	


Describe a time when you were asked to develop a new program or project for your organization.  Be specific when you describe the nature of the program or project, and the discretion you had to “do it your way”.  What steps did you take to ensure a successful start to your task?

	Scale

Points
	Examples of Responses
	Candidate’s Score

	Above Average Response

(6-7 pts.)
	· Is able to see "big picture" and to think strategically

· Also thinks holistically about how action will improve overall organizational efficiency

· Has sense of structure, process and continuity

· Is able to project logical consequences of actions

· Candidate gave example that was clearly a project or program of significance to the organization

· Had considerable discretion to develop own ideas, although it is still reasonable to have program/project approval from above

· 
	

	Average Response

(3-5 pts.)
	· Candidate’s example demonstrated clear but “linear” thinking; project was well-conceived, but not truly a holistic approach

· Able to set standards and guidelines

· Program/project had strong oversight from above

· 
	

	Below Average Response

(1-2 pts.)
	· Basically just implemented our orders from above

· Took everything “one step at a time”; did not plan several steps into the future

· Does not consider any long-term effects when planning; thinks short-term only

· 
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Describe a situation in which you had to overcome concerns of executive leadership in order to move forward with a project.  What was the nature of the project, and what concerns did you have to address? Fully describe the steps you took to address those concerns.

	Scale

Points
	Examples of Responses
	Candidate’s Score

	Above Average Response

(6-7 pts.)
	· Tried to anticipate executives’ potential concerns before they were voiced in order to have ready the arguments in favor of the project

· Developed return-on-investment (ROI) data to bolster arguments in favor of project

· Listened carefully to concerns and developed realistic plans to overcome them

· Developed multiple “fall back positions” so that potential compromises could be reached

· Example(s) given by candidate were of significance to the organization; the project was of major significance and the concerns were not easy ones to overcome


	

	Average Response

(3-5 pts.)
	· Responded directly to executives’ concerns about the project

· Fully described the resources that would be needed to carry out the project successfully

· It was not clear from the candidate’s example(s) how important the project was, or how difficult the objection were to overcome


	

	Below Average Response

(1-2 pts.)
	· Candidate had to ready reply to executives’ concerns; made to effort to anticipate their concerns in advance

· Did not really address concerns, but rather found a way to “work around” their concerns

· Project was of minor importance and/or the concerns of executive leadership was easy to address


	

	Notes from Rater 
	
	


Tell us about a time when a project required you to pull together a large amount of organizational resources. Describe the project and the resources that were required to do it successfully.  Also describe the steps you took to secure the necessary resources.

	Scale

Points
	Examples of Responses
	Candidate’s Score

	Above Average Response

(6-7 pts.)
	· Consulted with others within the organization to get opinions about the resources that would be required

· Made effort to economize, where feasible, on resource costs

· Was creative about obtaining resources (e.g., from unusual sources)

· Kept supervisor informed of what was being planned

· Estimated the cost of resources and the amount of time they would be needed

· Developed support from the resource “owners” and convinced them of the necessity of the project and resources

· After project was completed, gave all stakeholders a full accounting of the project’s successes and/or failures


	

	Average Response

(3-5 pts.)
	· Provided a brief description of the resources needed and determined where they could be obtained

· Gathered resources from customary places (i.e., normal budgeting options)

· Resource gathering was a group effort; no indication that candidate was the organizer of the resource-gathering effort


	

	Below Average Response

(1-2 pts.)
	· Did not consider resource costs

· Resource requirements were minimal or resource availability was already in place at the outset of the project

· Was not successful in getting needed resources


	

	Notes from Rater 
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