Business Manager for Administration and Budget

Office of Administration

Interview Questions 

Interview Date/Time:_____________
Rating Official:__________________

Candidate Name:_________________

Weight Factors


Rating Scale:

3=Critical
5=Outstanding: directly related exp./qualifications; expert knowledge; thoroughly answered question


2=Important


4=Excellent

1=Helpful
3=Good: demonstrates necessary skills; partial good answers

2=Satisfactory:  very general/basic experience and training as demonstrated by answers.

1=Limited relevant exp./training for the level being considered; could not or did not answer question

---------------------------------------------------------------------------------------------------------------------------

Technical









            3 x ______

1. Given the information we have provided about this position, please describe your experience in planning and coordinating administrative programs or functions.  Please be specific about your administrative areas of expertise. (i.e., Budget, Property, Travel, Personnel, etc) 













3 x ______

2. Describe your experience working with spreadsheets or large projects of a quantitative nature.













2 x _______

3. What innovative approaches have you brought to your current or past positions in conducting administrative programs/function?

Leadership/ Supervisor













3 x ________

4. Describe your supervisory or leadership style and give some examples of how this style has enabled you to be successful in the development of staff.













2 x ________

5. What approach would you take to motivate a staff to provide quality customer service?













2 x ________

6. What is your process for problem solving?  Is this process more conducive to working independently or as part of a team?  Please describe or provide us with an example.

Analytical Ability

  











2 x _______

7. Describe work experiences or training that speaks to your analytical ability.  Feel free to provide examples of your most challenging analytical work experience.

Program Support/ Management













2 x _______

8. Describe your experience serving as an advisor to senior management.













2 x ______


9. What policy, procedures or program guidelines have you developed?  Please address the importance/significance of them to your office/programs.

Communication Skills








1 x _______

10. How would you describe your communication skills?  Please address in terms of oral and written communications.

Personal Resourcefulness








1 x _______

11. Name two areas where you feel you need to improve, and tell us what you are doing to achieve that goal.













2 x _______

12. Pick a stressful experience at work or school and describe the situation and how you handled it.  Would you have handled it any differently in retrospect?













1 x _______

13. Why should we hire you for this position?

14. Are there any questions you have for us?

