Section 7

JOB ATTRIBUTES QUESTIONS

Below are suggested interview questions on each of the top seven attributes. Use these as a guide to write

guestions that could be more job-specific. Once the list is completed, assure that all candidates respond to the

same questions.

1. RESULTS ORIENTATION: The ability to identify actions necessary to complete tasks
and obtain results.

Give me an example of one thing in your life that you have worked on for what you
consider to be a very long time with no distraction or break. What did you dislike
most about that? How successful were you in completing it? How long a time did
you work it?

Give me an example of a time when someone didn't follow-through on a
commitment to you. What did you do about it? How do you make sure that others
around you follow through on their commitments? How do you ensure that you
do?

Give me an example of a project that you have completed and the outcome.
Please give me the most essential components of that project that played the
biggest role in its completion.

Describe a plan you've developed for something you are currently working on.
What are the most essential components of that plan...the things that must be
accomplished or the plan won't work?

Tell me about a time when you missed a deadline. What were the consequences?
What did you do differently the next time you faced a deadline?

Have results ever been less than stellar for a project you've worked on? What
caused the results to be less than great? How did it happen?

2. CUSTOMER FOCUS: A commitment to customer satisfaction.

Give me an example of a time when you knew the customer was wrong but you
had to accommodate their wishes. How did you handle it? What did you say?
What did you do? How did you feel about it?

Tell me about a situation where you were able to anticipate a customer's needs
before the customer even brought up what they wanted.

Describe a situation where you went over and above what was expected to exceed
a customer's expectations. How did you feel about that? How comfortable would
you feel about doing that regularly?

In your view, what makes some customers more valuable than others? Should all
customers be treated the same?

Give me an example of when you had to go the extra mile to meet a commitment
that someone else had made to a customer. What, specifically, did you do? How
did you feel about having to meet a commitment made by someone else?

Is there ever a time when a customer who is in error should be confronted? If so,
give me an example of when that would be and how you would do that.
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JOB ATTRIBUTES QUESTIONS

3. INFLUENCING OTHERS: The ability to personally affect others’ actions, decisions,
opinions or thinking.

* What do you consider to be the most effective way to influence someone to a
particular point of view? Give me an example of when you have done that
successfully.

* Who is the most convincing person you have ever known? What did that person
do that made them so convincing?

* What steps do you take when trying to gain the support for an idea of another
person(s)? What is the biggest mistake someone could make when doing that?

* Give me an example of a time when you listened carefully and you learned
something that helped you gain support or convince someone of something. What
is the one, single thing you listened to and how did it help you?

* Have you ever seen someone continue to persuade someone even though the
other person had already committed to the first person's point of view? What are
some signs that communicate that this has happened?

* How often do you use tools or aids to help you persuade someone to your point of
view? Give me several examples of what you have used and how you used them.
How successful were you?

4. SELF MANAGEMENT: The ability to prioritize and complete tasks in order to deliver
desired outcomes within allotted time frames.

* Give me a specific example of a project that you were responsible for organizing
from beginning to end. How did you go about it? How did you deal with changes
that arose? How did you ensure that the project stayed on track? What was the
final outcome? What did you learn from this experience?

* Have you ever faced a day in which you just couldn't get everything done that you
had planned? How did you handle it? (If the position sometimes requires extra
hours, simply ask the candidate if they are able to fulfill that requirement).

* Do you consider yourself to be a good time manager? Share with me the planning
system you use and show me how you use it.

* We have all had times where it was necessary to balance work and personal or
family time. Give me an example of a time when you had too many things to do in
both areas of your life and describe how you went about prioritizing your time.

* How much time do you spend getting organized on a daily basis? When do you
do it? What impact do you think this habit has on your results?

* What is the difference between activity and results? How do you personally define
this difference?
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5. INTERPERSONAL SKILLS: The ability to interact with others in a positive manner.

» Describe for me the most difficult business relationship you have ever had to deal
with. Why was it so difficult? What did you do to make the relationship go more
smoothly?

* What is the most stressful or difficult situation where you had to maintain your
composure at work? What did you do to maintain the composure? How do you
think you did? If you had it to do over, what would you do the same? Differently?

* What is your single biggest communication strength? How do you know? What is
your greatest business success acquired as a result of this strength?

» Describe the most difficult, demanding person you have ever encountered. What
made them so difficult? What did you do to better understand and relate to them?

* Give me an example of a situation when a personal relationship you had or
developed was helpful in a business situation. How did you cultivate that
relationship without appearing to be patronizing?

* Give me a specific example of a situation where you had to develop a productive
relationship with someone whose point of view was different from your own. How
did you go about sustaining the relationship?

6. OBJECTIVE LISTENING: The ability to listen to many points of view without bias.

* Give me an example of a time when someone else provided you a solution to a
problem or situation that you would not have been able to arrive at yourself. Did
you give credit to the other person? How?

* How often do you implement ideas suggested by someone else? Could you give
me an example of when you did that? Did you give public credit to that person?

» Demonstrate for me how you confirm to other people that you have clearly
understood what they have said to you.

* Explain a situation where you empowered others to enthusiastically submit their
ideas.

* Describe a time when you acted on someone's suggestion.

* Explain a situation where you have seen a person prematurely present his or her
point of view or opinion to someone else. What is the downside of doing that?
Have you ever done that?
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7. PERSONAL ACCOUNTABILITY: A measure of the capacity to be answerable for
personal actions.

» Tell me about a time when it was necessary to admit to others that you had made
a mistake. How did you handle it?

* Give an example of a situation where others had made an error or mistake and
you had to take the blame for their actions. How did you feel about doing that?

* What is the worst business decision you ever made? What made it the worst?
Would knowing what you do now have helped you to avoid making that decision?

* Give me an example of a lesson you have learned from making a mistake. What
did you do differently going forward?

* Give me an example of someone you know whose personal actions led to
disastrous results. How answerable is that person for what happened? What
advice would you give to that person?

*  What person from history do you most admire for taking the blame for a failure?
What did taking the blame do for that person?

. _______________________________________________________________________________________________________________________________________________________________________________________|
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Section 8

REWARDS/CULTURE QUESTIONS

Read the following suggested interview questions as they relate to the rewards/culture environment of the job.
Modify the questions to be more job-specific and assure that all candidates are asked the same questions.

1. UTILITARIAN/ECONOMIC

» How important is earning a lot of money to you? What do you consider to be a "lot
of money"?

* Where would you like to be, financially, in 5 years? 10 years? Why?

* What role does earning a significant income play in your job choices? In staying in
a job?

* Would you consider yourself to be a bottom line, practical thinker or are you more
theoretical or philosophical? Why do you say that?

2. THEORETICAL

* Which is more important, action or knowledge?

* Would you consider yourself to be an expert in something? What is it? How did
you go about gaining the knowledge?

» Tell me what you especially like or enjoy about learning things. What topics or
subjects do you enjoy?

* How comfortable are you in taking the time, energy and effort required to master a
subject or topic you currently know very little about? How about one in which you
have very little interest?

3. INDIVIDUALISTIC/POLITICAL

* What role does being in control of a situation play in your job satisfaction? How
important is it for you to control your own destiny?

* How important is independence to you? Power? Influencing others? What would
be your level of satisfaction with a job if you had none of these?

* How good are you in taking directions from others? How much do you like doing
sS0?

* How do you go about influencing others to act? Give me a concrete, real-world
example of a time when you were able to move a group of people to action and
exactly how you did it.

. _______________________________________________________________________________________________________________________________________________________________________________________|
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BEHAVIORAL QUESTIONS

Read the following suggested interview questions as they relate to the most desired behavioral traits to perform
the job. Modify the questions to be more job-specific and assure that all candidates are asked the same
guestions.

1. FREQUENT INTERACTION WITH OTHERS
* How do you handle frequent interruptions by other people? How about your
response to people who ask you question after question?
* Are you more comfortable with details or people with the big picture or with bits of
data?

2. VERSATILITY
* Are you patient or impatient? Give me an example of how you handle
slower-moving people. Would you consider yourself to be opinionated?
Strong-willed? Explain.
* How important is it for you to be systematic? Describe a system you have set up,
used and been successful with in any previous job you have had.

3. FREQUENT CHANGE
* When you are forced to change priorities or direction, how do you respond?
* When things keep coming at you and nothing seems to get completed, how do you
feel? When this happens, how do you handle the situation?
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