Interview Questions (SAMPLE)                              Clerk Typist 2 (Anthropology & Sociology)      
NOTE:  It is not required to place interview questions in a Competency Model framework. However, it helps with question development, interview flow, content and delivery.
 
Opening Questions:

1. What attracted you to apply for this position?
2. What qualities are most important to you when seeking a new position?  

Knowledge & Service:
3. This job requires extensive responsibilities with answering phone calls into the department.  Please describe any work you have done that would prepare you for this, and tell us what general principles have guided you in this work?  (Customer Service)
4.  The job also requires extensive clerical duties.  Given the job description, how does your background prepare you for this?  (Develop Self)

5. What is your experience working with members of all four generations (Millenials-  Traditionalists)?  

a. Have you ever worked with faculty members?  What do you feel you have to offer as a key support person for faculty in this department? (Customer Service)
b. How much contact do you have with students in your current position?  What is the nature of your responsibilities with them?  (Customer Service)

6.  What types of ongoing trainings have you participated in over the last year?  What kinds of further professional learning/development do you seek?  (Develop Self)

7.  Tell us about your computer skills and knowledge of any programs that you regularly use.   (Technology Use)
Interpersonal Skills:
8.  What have you done in your current job to build teamwork and a positive working environment? (Teamwork & Collaboration) 

9.  How do you respond to angry people in your current position?  What kinds of principles guide your interactions wit them?  (Self Management)

10. Please describe a situation where you experienced conflict with another person or customer at work (no names are necessary).  What was the nature of this conflict and how did you respond to it?  What did you learn from the experience?  (Self Management)

Resource Management:

11. Please give us some sense of your current work day.  How do you organize or    prioritize what you will do each day?  (Organization/Planning)
Closing Question:

12. When we contact your references, what do you believe they will stress in terms of  your strengths and weaknesses?   

