
 
 

Adaptability 
1. Describe a major change that occurred in a job that you held. How did you adapt to this 

change? 
2. Tell us about a situation in which you had to adjust to changes over which you had no 

control. How did you handle it? 
3. Tell us about a time that you had to adapt to a difficult situation. 
4. Give an example of when priorities changed quickly at work? 
5. Describe a situation in which you were assigned new tasks. How did you adapt?  
6. Tell me about a time you had to do something you had never done before. How did you 

approach this situation, and what did you learn? 

 
Ambition 

1. Describe a project or idea that was implemented primarily because of your efforts. 
What was your role? What was the outcome? 

2. Give an example of an important goal that you set in the past. Tell us about your success 
in reaching it and describe what steps you took to get there 

3. Tell us about a time when you had to go above and beyond the call of duty in order to 
get a job done. 

4. Tell us about a time when a job had to be completed immediately and how you were 
able to focus your attention and efforts to get it done. 

5. Tell us about a time when you were particularly effective on prioritizing tasks and 
completing a project on schedule. 

6. There are times when we work without close supervision or support to get the job done. 
Tell us about a time when you found yourself in such a situation and how things turned 
out. 

 
Building Relationships 

1. Give a specific example of a time when you had to address an angry client. What was 
the problem and what was the outcome? How would you describe your role in diffusing 
the situation? 

2. It is very important to build good relationships at work but sometimes it doesn't always 
work. Tell us about a time when you were not able to build a successful relationship 
with a difficult person. 

3. Tell us about a time when you built rapport quickly with someone under difficult 
conditions. 

4. Give me an example of a time you developed and maintained a relationship with a 
business partner. How did you develop and maintain it? 

5. Give me an example of how you quickly build rapport with a peer 
6. Give me an example of a time that you failed to establish or maintain a relationship with 

a peer and what did you learn from it. 



 
 

Communication 
1. Describe a situation when you were able to strengthen a relationship by communicating 

effectively. What made your communication effective and what steps did you take to 
execute this.  

2. Describe a situation where you felt you had not communicated well. How did you 
correct the situation? 

3. Describe a time when you were able to effectively communicate a difficult or unpleasant 
idea to a superior. 

4. Give me an example of a time when you were able to successfully communicate with 
another person, even when that individual may not have personally liked you, or vice 
versa. 

5. Tell us about a time when you had to present complex information to someone. How 
did you ensure that the other person understood? 

6. Tell us me about a situation when you had to speak up (be assertive) in order to get a 
point across that was important to you. 

 
Customer Orientation 

1. Give an example of how you have handled problems with customers in the past? 
2. Give an example of how you go about establishing rapport with a customer? What did 

you do to gain their confidence? How do you maintain it? 
3. Tell me about a time when you went out of your way to give great service to a 

customer. 
4. Tell me about a time when you asked for feedback on your customer service skills from 

your manager or co-worker and then used that response to improve your work. 
5. Tell me about a time when you knew that your client might not get what he or she 

needed on time. How did you handle this and what did you do afterwards?  
6. Tell me about a time when you had trouble working with a difficult or demanding 

customer. How did you handle this? 
7. Describe a time when you exceeded a customer's expectations. 

 
Decision Making 

1. Discuss an important decision you have made regarding a task or project at work. What 
factors influenced your decision? 

2. Describe a time where you made a poor decision at work and what did you learn from 
it? 

3. Give an example of a time in which you had to be relatively quick in coming to a 
decision. 

4. Tell me about a time that you had to decide on what strategy to employ when dealing 
with a difficult customer? 

5. Give an example of a time when you involved your manager and/or others in making a 
decision at work.  



 
 

6. Tell us about a time when you had to defend a decision you made even though other 
important people were opposed to your decision. 

 
Detail-Oriented 

1. Describe a situation where you had the option to leave the details to others or you 
could take care of them yourself. What did you decide and what happened afterwards? 

2. Tell us about a time that your attention to detail made a difference on a project or task 
at work. What did you do and how was it successful?  

3. Tell us about a difficult experience you had in working with details. 
4. Give me an example of a situation where you needed to pay attention to small but 

important details? When was this? How did it turn out? 
5. Tell me about a task that was tedious or boring to you but had to be done. How did you 

approach and tackle the task? 
 

Flexibility 
1. Describe a time where one your team member’s performance was consistently 

marginal? What did you do? 
2. Tell me about a time that you adjusted your management style when your team was not 

responding correctly to it? What did you do? 
3. Tell me about a time that you faced an obstacle to an important project? What did you 

do to ensure things were back on track?  
4. Give an example of a time when you had difficulty persuading someone to your point of 

view, what do you do?  
5. Tell us about a situation where you had several alternatives to choose from? How did 

you go about choosing one? How did you ensure that was the right choice?  
 

Follow-up and Control 
1. Tell us about a time that you delegated work to your team. How did you keep track of 

the delegated assignments? 
2. Tell us about a time that you evaluated the productivity/effectiveness of your team 

members? How did you do this and what was the outcome?  
3. Give an example of how you keep track of what your team members are doing? 
4. Give an example of the biggest mistake you have had when delegating work? What 

made it a mistake and how did you ensure this would not happen in the future? 
5. Give an example of the biggest success you have had when delegating work? What 

made it successful? 
 

Initiative 
1. Give me examples of projects/tasks you started on your own. 
2. Give some instances in which you anticipated a problem and were able to influence 

things to go to a new direction. 



 
 

3. Tell me about a change in process/standard that you developed at your most recent 
company and how it bettered the operation.  

4. Describe a situation in which you recognized a potential problem as an opportunity. 
What did you do? What was the result? What, if anything, do you wish you had done 
differently? 

5. Tell us about the last time that you undertook a project that demanded a lot of 
initiative. 

 
Integrity 

1. Give examples of how you have acted with integrity in your job/work relationship. 
2. Tell us about a time when your trustworthiness was challenged. How did you 

react/respond? 
3. Tell us about a specific time when you had to handle a tough problem which challenged 

fairness or ethnical issues. 
4. Trust requires personal accountability. Can you tell us about a time when you chose to 

trust someone? What was the outcome? 
5. Describe a time when you came across questionable business practices. How did you 

handle the situation? 
 

Leadership 
1. Tell us about your greatest leadership achievement in a professional environment? Talk 

through the steps you took to reach it. 
2. Give an example of a time in which you felt you were able to build motivation in your 

team. 
3. Tell us about a time that you had difficulty getting others to accept your ideas as the 

leader. What did you do? 
4. Tell me about a time were two of the members in your team did not work well 

together? What did you do? How did you improve the situation moving forward? 
5. Give me an example of a time when you felt you led by example. What did you do and 

how did others react? 
6. Give me an example of a time when you needed to help other employees learn a new 

skill set. What did you do? 
7. Give an example of a time in which people reporting to you were in different locations. 

How did you manage them? What steps did you take to make sure they were set for 
success? 

8. Tell me about a time when you organized, managed and motivated others on a complex 
task from beginning to end. 

 
Listening 

1. Give an example of a time when you made a mistake because you did not listen well to 
what someone had to say. 



 
 

2. Describe a time when you were able to effective listen to someone before responding. 
3. Tell of a time when your active listening skills really paid off. Perhaps a situation when 

others missed a key idea or issue. 
4. Describe an incident when you had to listen attentively in order to act quickly enough to 

meet a deadline. 
5. Tell me about an instance from your previous job when you had to rely on verbal 

information from someone else to get the job done. How did you make sure that you 
had the correct information? Explain 

 
Motivating Others 

1. Give an example of how you get your team to produce at a high level?  
2. Tell me about a time that you managed cross-functional teams? 
3. Describe a situation when you were able to have a positive influence on the actions of 

others. 
4. Give an example of how you have been successful at empowering either a person or a 

group of people into accomplishing a task. 
5. Tell us about a time that you had to coach an employee in completing a new 

assignment? 
 

Negotiating 
1. Describe the most challenging negotiation in which you were involved. What did you 

do? What were the results for you? What were the results for the other party? 
2. Give an example of when you had to bargain with someone, what did you do?  
3. Tell me about a time that you negotiated with difficult people. What made them 

difficult? What was the outcome? 
4. Can you tell me about a time you failed to reach an agreement in negotiations? What 

happened and what did you learn from the situation? How did you remedy this? 
5. Describe a situation in which you had to resolve a deadlock in negotiations. What did 

you do? 
6. Tell me about a time that you had to use your negotiation skills to bring about a 

resolution that worked for everyone's best interest. 
 

Performance Management 
1. Give an example of a time when you helped a staff member accept change and make 

the necessary adjustments to move forward. 
2. Tell us about how you have handled a team member whose work is not up to 

expectations. What did you do? 
3. Give an example of when you handled a difficult performance review. 
4. Give an example of a time that you had to discuss a team member's performance with 

him/her.  



 
 

5. Tell us about a specific development plan that you created and carried out with one or 
more of your employees. What was the specific situation? What were the components 
of the development plan? What was the outcome? 

6. Tell us about a time when you had to take disciplinary action with someone you 
supervised. 

7. Tell us about a time when you had to tell a staff member that you were dissatisfied with 
his or her work. 

8. Tell us about a time when you had to use your authority to get something done. Where 
there any negative consequences? 

9. Give an example of when you were able to provide support to a person with whom you 
worked. 

10. Give an example of how you handle the need for constructive criticism with a member 
of your team or peer. 

 
Personal Effectiveness 

1. Tell us about a recent job or experience that you would describe as a real learning 
experience? What did you learn? 

2. Tell us about a time when you took responsibility for an error and were held personally 
accountable. What happened and how did you make sure this error did not occur again? 

3. Tell us about a time when your supervisor criticized your work. How did you respond? 
4. Tell us about some demanding situations in which you managed to remain calm and 

composed. 
5. There are times when we are placed under extreme pressure on the job. Tell us about a 

time when you were under such pressure and how you handled it. 
6. Give an example of when you have been made aware of, or have discovered for 

yourself, a problem in your work performance, what was your course of action? 
 

Persuasion 
1. Describe a situation where you were able to use persuasion to successfully convince 

someone to see things your way. 
2. Describe a time when you were able to convince a skeptical or resistant customer utilize 

your services. 
3. Tell us about a time that that you had to persuade a group to accept a proposal or idea? 

How did you go about doing it? What was the result? 
4. Describe a time that you had to persuade a peer or manager to accept an idea that you 

knew they would not like? Describe the resistance you met and how you overcame it. 
5. Tell us about a time when you had to convince someone in authority about your ideas. 

How did it work out? 
6. Tell us about a time when you used facts and reason to persuade someone to accept 

your recommendation. 
7. Tell us about a time when you used your leadership ability to gain support for what 

initially had strong opposition. 



 
 

Planning and Organization 
1. Tell us about a time that you relied on your organization in order to get the job done on 

time. 
2. Give me an example of a project that best describes your organizational skills. How was 

the project successful?  
3. Tell me about a time that that your schedule was suddenly interrupted and how did you 

accommodate?  
4. Describe a time you identified a barrier to your (or to others') productivity and what you 

did about it. 
5. Give an example of how you stay organized when juggling multiple tasks. 

 
Presentation 

1. Tell me about a time that you had to prepare for a presentation to a group of technical 
experts in your field? 

2. Tell us about the most effective presentation you have made. What was the topic? 
What made it difficult? How did you handle it? 

3. Talk us through a time when you felt your presentation skills let you down and what did 
you learn from that experience? 

4. Tell me about a time when you had to make an impromptu presentation to a work 
group with little or no preparation? What was the most difficult part? How did you 
handle it? 

5. Tell of a time when you had to educate yourself about a topic to make a presentation. 
 

Problem Solving 
1. Describe the most difficult working relationship you've had with an individual. What 

specific actions did you take to improve the relationship? What was the outcome? 
2. Give me an example of a situation where you had difficulties with a team member. 

What did you do to resolve the difficulties? 
3. Describe a time that you were caught unaware by a problem or obstacles that you had 

not foreseen, what happened? 
4. Tell us about a time when you had to do something completely different from the plan. 

Why? What happened? 
5. Tell us about some of the problems you have faced; such as between business 

development and project leaders, between one department and another, between you 
and your peers? How did you recognize that they were there and what did you do? 

 
Problem Resolution 

1. Describe a situation where you had a conflict with another individual, and how you dealt 
with it.  

2. Describe a time in which you were faced with problems or stresses which tested your 
coping skills. What did you do? 



 
 

3. Describe a time when you facilitated a creative solution to a problem between two 
employees. 

4. Give an example of when you "went to the source" to address a conflict. Do you feel 
trust levels were improved as a result? 

5. Problems occur in almost all work relationships. Describe a time when you had to cope 
with the resentment or hostility of an employee or co-worker. 

6. Some problems require developing a unique approach. Tell us about a time when you 
were able to develop a different problem-solving approach. 

7. Sometimes the only way to resolve a defense or conflict is through negotiation and 
compromise. Tell about a time when you were able to resolve a difficult situation by 
finding some common ground. 

 
Removing Obstacles 

1. Have you ever dealt with a situation where communications were poor? Where there 
was a lack of cooperation? Lack of trust? How did you handle these situations? 

2. Tell us about a time that a subordinate came to you with a challenge, how did you 
react? What did you advice and what was the outcome? 

3. Describe a situation where you had to use conflict management skills. 
4. Tell me about a time that you experienced rapid change at work. How did you handle it? 
5. Tell me about a time when you had to respond quickly to a crisis. What were the 

circumstances? What was the outcome? 
 
 

Results Driven 
1. Tell me about your current or most recent position and how you helped the 

organization accomplish its goals and mission. 
2. Tell us about a time that you found yourself stalled in an inefficient process? What did 

you do? How did you manage to make it efficient? 
3. Tell me about a time when you inherited a process that wasn't working and you had 

limited time to fix it, what did you do to improve it?  
4. Describe a time that you procured the needed resources that were outside your direct 

control. How did you get the resources?  
5. Tell me about a time that you designed a process to get something done and explain 

how you established the steps? 
 

Sales 
1. Describe how you prepare for a sales call for a new client. What do you do and does it 

make you successful?  
2. Describe how your sales skills improved over the past years. What steps did you take to 

improve them? 
3. Tell us about your most difficult sales experience. What made it difficult and how did 

you turn it into a positive experience? 



 
 

4. Describe a typical sales encounter.  Exactly what would you say to convince a customer 
to buy? 

5. Give me an example of the approach you would take to explain the features of a 
product or service to a customer who has trouble understanding them. 

 

 
Self Assessment 

1. Tell us about a time when you were less than pleased with your performance? What did 
you do? 

2. Describe a situation in which you were able to use persuasion to successfully convince 
someone to see things your way. 

3. Tell me about a specific time that one of your professional strengths were showcased at 
work. 

4. Describe a time where one of your goals was successfully achieved? 
5. Talk about a time where you did not meet one of your goals, what did you learn from 

that experience? 
 

Setting Goals 
1. Give an example on how you communicate goals to team members? 
2. Tell us how you involve other people in developing your unit's goals? 
3. Give an example of a company plan that you have developed? How was it effective? 
4. Tell us about some goals that you did miss? What did you learn from the experience? 
5. Tell us about goals that have you met and what did you do to meet them? 

 
Teamwork 

1. Describe a situation in which you had to arrive at a compromise or help others to 
compromise. What was your role? What steps did you take? What was the result? 

2. Describe a team experience you found disappointing. What would you have done to 
prevent this? 

3. Describe a team experience you found rewarding. What made it successful?  
4. Give an example of how you have been successful at empowering a group of people in 

accomplishing a task. 
5. Please give your best example of working cooperatively as a team member to 

accomplish an important goal. What was the goal or objective? To what extent did you 
interact with others on this project?  

6. Tell us about a time that you had to work on a team that did not get along. What 
happened? What role did you take? What was the result? 

 
Values Diversity 

1. Give a specific example of how you have helped create an environment where 
differences are valued, encouraged and supported. 



 
 

2. Tell us about a time that you successfully adapted to a culturally different environment. 
3. Tell us about a time when you had to adapt to a wide variety of people by 

accepting/understanding their perspective. 
4. Tell us about a time when you made an intentional effort to get to know someone from 

another culture. 
5. Describe what have you done to further your knowledge/understanding about 

diversity?  
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