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You’re at the interview phase! Ideally, you’ve phone screened your candidates, so you already know each 
interview candidate is a strong match with the structure of the job (i.e. pay, hours, etc.). If you haven’t phone 
screened, you’ll need to add those questions during the interview. 
 
You’ll want to ask mostly behavioral interviewing questions, such as “Tell me about an interaction at work 
with a difficult person. What did you do and say, and what did they do and say?” This is a stronger question 
than “What do you do when you are working with a difficult person?” because that’s theoretical. It’s likely that 
the candidate knows what they should do in those situations, but you want to know what they actually did. 
 
It's also OK to ask questions that are in the present time, such as “What methods did you use today to keep 
yourself organized?” Keep 80% of your questions about the past or present, rather than the theoretical. 
 
TO ZOOM OR NOT TO ZOOM? 
Don’t Zoom unless the candidate is out of the area. You gain enormously more information by meeting in 
person. If you prefer Zoom interviews, ask yourself why. If it’s because you believe you are saving time, you 
may be doing just the opposite. There is no substitute for meeting candidates in person. 
 
HOW MANY INTERVIEWERS? 
Ideally your interviewer-to-candidate ratio is no more than 3:1. If your interviewer ratio is higher than 3:1, it is 
inevitable that some interviewers are interview spectators than active participants. If you have more than 
three interviewers, set up a second interview. 
 
ROOM SET UP 
Set up the room so that it is comfortable and says “We’re all in this 
together” rather than “It’s you versus us”. This means that you’ll sit 
around a table, with one of the interviewers sitting next to the 
candidate. Do not put the candidate on one side of the table and the 
rest of you on the other. 
 
Also, if you are having more than one interview, schedule them in different rooms. It’s a bad idea for a 
candidate to sit in the same room for multiple interviews. In order to do their best, they need to move their 
bodies. Plus, they would like to see as much of your organization and work area as possible.  
 
SAMPLE QUESTIONS 
1. Can you share why you’re interested in this role and working at our organization? (Ask this question first in 

every interview. All interviewers will want to hear the answer to this question.) 
 
2. Please share a story from the past year that helps us understand your attention to detail at work. 

 
3. Please share an example of a time when a project required careful planning. What was your planning 

process? 
 

4. Tell us about a time when you fixed a problem that no one asked you to. 
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5. Please describe a time at work when you had a long To Do list and you felt you didn’t have enough time to 
get it all done. What did you do? 

 
6. Please share a time that you provided constructive feedback to someone at work. What did you say and 

what did they say? 
 

7. Please share a time when your manager or someone else at work gave you constructive feedback. What 
did they say and what did you say? 

 
8. Please share an example or story that demonstrates your empathy at work. 
 
9. Tell us about a conversation at work that you wish you could do over. 
 
10. Tell us about the last time that you had to learn a new technology at work. How did you go about it? 

 
11. Tell us about a mistake you made at work. 

 
12. Please share what you’re most proud of in your current/last role. 
 
13. What else should we know about you? 
 
14. What questions do you have of us? 
 
HOW MANY QUESTIONS? 
Interviews should be 50 minutes, followed by a break before the next interview.   
 
In a 50 minute interview, you will have time for about 15 questions for entry level jobs but only 10 or so if the 
role is mid-level or above. In executive interviews, you may only have time for 5 or 6 questions, because the 
answers will tend to be more in-depth, and because executive candidates will have more questions for you. 
 
Make sure you take the time to get as much data as possible from every question. If the candidate doesn’t 
fully address the question, it is important to ask follow up questions.  
 
WHAT ABOUT FOLLOW UP QUESTIONS? 
It’s a fallacy that you aren’t allowed to ask follow up questions if they aren’t already on the interview plan. 
Sure, you will start by asking the same questions of every candidate, but you will want to allow a second 
chance for candidates who don’t grasp the question at first. As well, some responses will merit follow up, to 
ensure that you fully grasp them. Follow up questions are encouraged in these instances. 

 
Let us customize interview questions for your next opening. 
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