1. Of the positions you have held in the past, which one do you feel has best prepared you to take on the role that you are interviewing for today? What responsibilities assigned to you in these positions were most beneficial to your professional growth?

1. Our company uses Microsoft Office Suite. Tell us about your experience using Microsoft Office products. What other software do you have experience using?

1. Tell us about a time you had to handle multiple responsibilities. How did you plan and organize the work you needed to do?

1. Tell us about a time when you had to analyze information and make a recommendation. What kind of thought process did you go through?

1. Collaboration and teamwork are core values of our company. Give us an example of a team project on which you contributed. What was your role?

1. Describe a situation where you and a colleague whom you relied upon for support (e.g., to complete a project) were in conflict. How did you address the situation?

1. Discuss a time when you had to deal with a major change in your workplace or your job duties.  How did you handle the change?

1. Describe a situation where you had to solve a problem. What did you do? What was the result? What might you have done differently?

1. Tell us about a time when you had to convince another staff member or leader to buy into a new idea or project? How did you accomplish this?

1. The person in this position will be expected to contribute to many writing projects, including reports, policies and web content. Describe your writing experience.

1. Please tell us about a job that required good time management skills and close attention to detail. What was your approach in handling those processes?

1. Please tell us about any previous experience with handling project budgets and/or writing project reports. How did you approach and manage these processes?

1. Describe a time you received critical feedback about your performance or training program. How did you handle the situation?

1. What’s the most challenging training scenario you have faced? What did you do?

