Sample Behavior Based Interview Questions
The Basics
Tell us about yourself

What education and/or training have you had that will enable you to do this job?

Organization/Planning

Tell me about a time when you had several critical tasks to complete and were running out of time. What did you do?

How do you ensure your action plans are realistic.  Give me a specific example of a plan you developed and how you implemented it.

Give me an example of a time when you had to organize and plan the work of others.  

Tell me about a time when you did not have the resources you needed to complete a task or project.  What did you do?

Give me a summary of the techniques you use to plan and organize your work.  Describe how you applied one of these techniques in a specific situation.

What is your experience in setting goals and objectives? Tell me about a time when you did this successfully.
Tell me about a time when you had several critical tasks to complete and were running out of time. What did you do?

Quality

Tell me about a task or project you completed that required a very high level of accuracy and thoroughness.  What steps did you take to ensure both were achieved?

Tell me about a quality improvement that you initiated and implemented. How did it improve the organization?

Tell me about a time when you were given constructive criticism/feedback. How did you use it to improve the quality of your work?

What methods or techniques do you use to monitor the quality of your work?  Give me an example of when using these methods enabled you to correct a problem or error that otherwise would not have been identified.

Quantity

What methods do you use to prioritize your work to ensure all tasks get completed?

Ethics

Describe a situation where you worked with someone you did not like or respect. How did you cope with the relationship?

Tell me about a time you were new to a company or work group. What steps did you take to build trust with coworkers and/or staff?

Give me an example of a time when you over-committed yourself. How did you 
handle it?

Tell me about a time when your values were in conflict with the organization’s values.  What did you do?

Describe what the terms “integrity” and “ethics” mean to you.  Tell me about a time when your integrity or ethics were challenged.  What did you do?

Organizational Support

Give me an example of a time when you could not meet an agreed-to deadline. What did you do?

What are some non-work activities in which you have participated that benefited your organization?

We generally recognize that policies and procedures are necessary for workplace efficiency. Tell me about a time when you had to work under a policy or procedure you did not agree with. What did you do?

What does the term “diversity” mean to you.  Give me an example of a time you had to interact with a diverse group and how you went about it.

Tell me about a specific situation in which you were able to directly support an organization goal or value.
Attendance/Punctuality

What do you do to ensure that you are on time for meetings and appointments? Tell me about a time when you were late for an important meeting. What did you do?

Tell me about a time when you had to be absent from work.  How did you arrange for the necessary coverage of your job?

How many days did you miss from work in the last year? Can your last employer verify this information?

Business Acumen

How do you ensure that your work and goals and aligned with corporate or strategic goals? Tell me about a time when you had to pay particular attention to this.

Tell me about a decision you made that negatively affected another person or department.   What did you do?

Judgment

Tell me about when you had to make a difficult decision. What process did you go through to arrive at this decision?

Tell me about a time you had to make a decision that would impact a number of other people.  How did you go about it?

Do you tend to make decisions quickly and instinctively or more slowly and methodically? Tell me about a time when your method did not achieve the results you expected. What happened and what did you do?

It can be difficult to sue good judgment when everyone else seems to disagree with your approach. Tell me about a time when you had to go against the wishes/needs of the group.  What did you do?  How did you explain your reasoning? What was the result?

Cost Consciousness

Tell me about a time when you had to deny an expense request for budgetary reasons.  How did you handle it?

Give me an example of a time when you directly contributed to the profits of an organization.

Give me an example of a time when you had to reduce expenses. How did you determine where to cut costs? What was the impact?
Tell me about a time when it was difficult to stay within your approved budget. What did you do?  What was the result?

Motivation

Describe the process you use to set and achieve goals?

Give me an example of a time when you faced obstacles that were keeping you from meeting a goal. What did you do?

Tell me about a time when you felt you came up short on your performance. What did you do about it?

What is the greatest risk you’ve taken in the last three years and what motivated you to take it?

Problem Solving
Some people prefer to solve problems alone; other prefer to work with a group. Tell me about a problem you had to solve alone but which had a direct impact on others. How did you do it?

Describe the methods or techniques you have used to gather and analyze information.  Give me a specific example of when you applied one (or more) of these methods to successfully resolve an issue.

Tell me about a time when you were able to identify a problem and resolve it before it became a major issue.

Tell me about a work problem that involved a high level of emotion for you or the group.  How did you support the group in resolving it?

Tell me about a time when you had to problem-solve with a group.  What role did you play and what was the outcome?

Professionalism

Tell me about a time you had to tactfully confront someone about his or her inappropriate action or behavior.  How did you do it?

What steps or techniques do you take to ensure you meet your commitments?

Remaining calm under extreme pressure is a difficult skill for many people.  Tell me about a situation when you were able to do this.  Describe a situation when you were not able to stay calm under pressure.  What happened and what did you do about it?

What was the biggest mistake you have made in your work?  What did you do about it and what did you learn from it?
Technical Skills

Can you tell me in general terms how your technical skills meet the requirements for this position?  What do you see as your shortcomings?

What have you done in the last year to upgrade or improve your skills?

Give me an example of a technical problem you had to resolve. What was the problem, what action did you take, and what was the result?  How did others learn from your experience?

What were the two most valuable skills you learned in the last year and how did you apply them?

Dependability

Give me an example of a time when you had to go above and beyond to meet your project goal.

Describe a situation in which you knew you would not be able to meet a deadline. What did you do?

Tell me about a situation when you did not respond appropriately. What did you do?

Tell me about a time when you had difficulty keeping a commitment. How did you handle it?

Customer Service
What does excellent customer service mean to you? Tell me about a time when you received or provided excellent customer service.

Tell me about the most difficult customer encounter you've experienced. How did you handle it?


What is important when dealing with customers on the telephone? Tell me about how you deal with the telephone customer while others wait?
