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COMPETENCIES 
 

Read the definitions and suggested interview questions as they relate to the key competencies of the job and 

select the ones to use for your interview.  Modify the questions to be more job-specific to your position. 
 

 

 

 

 

APPRECIATING OTHERS – Identifying with and caring about others. The capacity to perceive and 

understand the feelings and attitudes of others. The psychological identification with or vicarious experiencing 

of the feelings, thoughts, or attitudes of another. The action of understanding, being aware of, being sensitive to, 

and vicariously experiencing the feelings, thoughts, and experience of another of either the past or present 

without having the feelings, thoughts, and experience fully communicated in an objectively explicit manner 
 

• Describe ways you are able to show others you care about them, yet do not compromise the needs and 

requirements of the overall organization. 

• How would you communicate to a co-worker that they are not fulfilling their professional obligations 

because they are spending an excessive amount of time on a personal issue at the expense of the 

organization? 

• Give me a concrete example of how one person's actions have impacted another person negatively and you 

have gone about correcting the first person's activity. 

• What do you do to ensure that you are accurately listening to what another person is really saying and 

meaning? When have you dealt with cross-cultural issues of a sensitive nature? 

• When have your skills in empathy been put to the test? Describe how you handled the situation. 

• Do you consider yourself to be more emotional or rational in your thinking? What is the difference? Please 

give me an example where either or both would be necessary in resolving an issue at work. 
 

 

 

 

 

 

CONCEPTUAL THINKING - The ability to analyze hypothetical situations or abstract concepts to 

compile insight. Demonstrates ability to forecast long range outcomes and develop suitable business strategies. 

Identifies, evaluates and communicates potential impacts of hypothetical situations. Defines options to leverage 

opportunities in achieving business goals. Develops plans and strategies that lead to desired strategic outcomes.  
 

• Describe a situation where you formulated a hypothetical outcome of a situation and developed a tangible 

plan to make that outcome a reality. 

• Give me an example of a conceptual idea you had. Walk me through how you implemented it. 

• What will your industry look like in five years? Who will your biggest competitors be and why? Describe 

our competition as you see it. Point out strengths and weaknesses of the competitors. 

• What is the biggest strategic opportunity you have successfully identified and accomplished in your life? 

Describe the largest strategic opportunity you have ever missed. What did you fail to see? Why do you think 

you missed it? 

• Give me an example of a specific plan you developed that was deemed successful or improved a situation. 

• How have your career plans changed over the past few years? 

 

 

 

 

 

 



CONFLICT MANAGEMENT - The ability to resolve different points of view and resolving conflict 

constructively. Readily identifies and addresses issues, concerns or conflicts. Recognizes opportunities for 

positive outcomes in conflict situations. Reads situations quickly and accurately to pinpoint critical issues. 

Listens to gain understanding of an issue from different perspectives. Diffuses tension and effectively handles 

emotional situations. Assists people in adversarial positions to identify common interests. Strives to settle 

differences equitably. Settles differences without damaging relationships. 

• Give me an example of a situation where you had to take control of an emotionally charged situation and 

exactly what you did to keep everyone and everything under control. 

• Who is the most difficult person you have ever encountered? What made that person so difficult? What did 

you do to remain as objective as possible when dealing with them? 

• Give me an example of a situation when you had to choose between two difficult alternatives in a very short 

time frame. What process did you use to reach your decision? How popular was your decision? What did 

you do to defend your position, if anything at all? 

• Tell me about a time when you had to solve a conflict between disputing parties. What was the outcome? 

What did you learn from the way you handled it? 

• How have you handled criticism of your work? Describe a time when you failed to resolve differing 

opinions. 

• How do you go about learning all sides of a dispute or disagreement before reaching a conclusion? Tell me 

about a situation that you observed where all sides or points of view were not heard and how you would 

have handled it differently. 

 

CONTINUOUS LEARNING - The ability to take personal responsibility and action toward learning and 

implementing new ideas, technologies and/or methods. Demonstrates curiosity and enthusiasm for learning. 

Takes initiative in acquiring and mastering the skills and knowledge requirements of a position. Keeps abreast 

of current or new information through reading and other learning methods. Welcomes or seeks assignments 

requiring new skills and knowledge. A learning attitude looks at an individual and their commitment to 

positively learn from any mistakes that they may make, and to engage enthusiastically in life-long learning 

activities. Is considered by others as a learning resource. This competency asks the question: To what extent do 

you maintain an open mind in order to learn new skills, behaviors or better ways of doing things? 

• Tell me about the last book you read or seminar you attended. What was it? What were two important ideas 

you have learned? How did you put these things into practice? 

• Describe for me how you have invested in your own professional growth in the last 12 months. 

• What are the 3 biggest trends or concepts that you need to learn about in order to stay ahead in your areas of 

expertise? How do you plan to learn them? 

• Give me an example of a creative or innovative way in which you applied something you learned. 

• Tell me about the most exciting book you have read in the last year that has helped you on the job. What led 

you to read this book? 

• What do you enjoy learning about? Why is that? How does it help you? 

 

CREATIVITY & INNOVATION - Creating new approaches, designs, processes, technologies and/or 

systems to achieve the desired result. Creativity looks at how well an individual creatively thinks in lateral 

ways and draws together varied information to arrive at new solutions or courses of action. This competency 

asks the question: How challenging and/or innovative is an individual and their approach in processing different 

or conflicting data to make sense of it and propose new and potentially better ways of doing things? 

• Describe a work situation when you adapted a concept, design, process or system to meet a need. How did 

you go about it? 

• Describe a work situation when you took an unusual or non-traditional approach to get results. What made 

your approach so unusual? Why did you take that approach? How did others respond to your approach? 

What was the outcome? What, if anything, would you do differently? 

• Give me an example of when you were given special recognition for a new idea, method or process that 

improved results. 



 

 

CUSTOMER FOCUS – A commitment to customer satisfaction. Actively listens to, understands and 

represents customer feedback. Anticipates customer needs and develops appropriate solutions. Meets all 

promises and commitments made to customers. Acts as an advocate for customer needs. Anticipating, meeting 

and/or exceeding customer needs wants and expectations. It demands a commitment to customer satisfaction. 

This competency asks the question: To what extent do you try to offer warm, friendly, accommodating and 

focused service excellence in every task or project that you undertake? 
 

• 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? 

• 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. 

 

 

 

 

DECISION MAKING - Analyzing all aspects of a situation to make consistently sound and timely 

decisions. Gathers relevant input and develops a rational reason for making decisions. Accepts consequences of 

decisions and willing to correct erroneous decisions when necessary. Decision making ability looks at how well 

an individual maintains focus on the results or goals that matter or are important and makes crisp and clear 

decisions that help themselves and others to move forward positively. This competency asks the question: How 

well do you distinguish between what is important and make high quality decisions that yield the best possible 

results in the circumstances? 
 

• How much of your decision making is based strictly on data? What other input do you use for making 

decisions? What role does “gut instinct” play? 

• What is the most unpopular decision you ever made? How did you prepare yourself to communicate that 

decision? What was the reaction of those affected? 

• Give me an example of a decision you made quickly? Why were you able to make it so quickly? Give me an 

example of a decision that took a very long time to make. How long did it take and why? 

• Describe a decision you had to make where you put the needs of the organization before your personal 

preferences. 

• What decision have you made that had the most strategic impact on others or an organization? What were 

those implications? Which were good? Bad?     

• Describe a situation when you had to explain the rationale for a decision you made to other people? How 

did you communicate your rationale? What were the reactions of others? How did you handle any negative 

reactions? 

 

 

 

 

 

 

 



DIPLOMACY – Effectively and tactfully handling difficult or sensitive issues.  The ability to treat others 

fairly, regardless of personal biases or beliefs. Effectively utilizes tact, diplomacy and an understanding of 

organizational culture, climate and/or politics. Demonstrates respect for others. Understands and values 

difference between people. Respects diversity in race, national origin, gender, lifestyle, age and disability. 

Builds relationships and networks with key people of influence and uses those networks to both formal and 

informal to obtain support and achieve results.  

• Give me an example of a time when you had to exhibit diplomacy while under pressure on the job. How did 

you do that? 

• Give me an example of a time when you or someone you know set aside their personal agenda for the sake 

of larger, business-oriented issues? What did you think of that? 

• How do you identify key stakeholders in an organization? Give me an example of a time when you not only 

identified them but also maintained a positive relationship with a diverse group of people at all levels of an 

organization. 

• Give me an example of a time when you overcame internal resistance or “politics” to an idea or project. 

How did you go about doing that? 

• Is there ever a time when your personal agenda should supersede the needs of your organization? If so, 

when? 

• Describe the most politically sensitive situation in which you ever found yourself. What were the three 

things you did to ensure that you maintained your position in that situation without offending anyone? 

 

EMPLOYEE DEVELOPMENT & COACHING – Facilitating, supporting and contributing to the 

professional growth of others. This ability looks at the extent to which an individual offers on-going 

assistance and guidance to people to help them realize their full potential. This competency asks the question: 

How successfully do you work with people to ensure that they feel confident to learn and develop new skills 

and behaviors with your support? 

• Describe your personal experience with a mentor or coach. 

• What role have they played in your career development? 

• What training or development activities have you participated in over the last three years? 

• Give me an example of when your mentoring or coaching helped someone develop. 

• What process or approach did you take? What, if any obstacles did you encounter? How did you overcome 

them? 

• Describe a situation when you gave someone an assignment you knew would be a stretch for them. 

• What was the outcome? 

• What influence or role have you had in advancing individual and organizational learning? 

 

FLEXIBILITY - Readily modifying responding to and adapting to change with minimal resistance. 

Agility in adapting to change. Flexibility skills involve how well an individual anticipates and plans for possible 

future changes, as well as how well he or she copes with change themselves, and helps others adjust. This 

competency asks the question: How effectively do you manage change that affects many people to actively steer 

the process to positive and beneficial ends? 

• Give me an example of a time when you had to make a difficult transition. What made it difficult? How did 

you feel about it at the time? How did it work out? 

• Give me an example of a time when you had to suddenly change directions on an assignment or project at 

work. How did you accomplish this? Were deadlines still met? 

• How do you regroup when things haven’t gone as planned? 

• Describe a situation where you have had to be flexible. How did you feel about having to be so flexible? 

How did it work out for you on a long-term basis? 

• Describe a work situation where you had to accommodate someone else. How did it work out long term? 

• Describe a conceivable situation where you might have to adjust a plan or make significant changes (i.e. 

budget cut, deadline moved, etc.). Describe how you would go about doing that. 

 



 

 

FUTURISTIC THINKING - Imagining, envisioning, projecting and/or creating what has not yet been 

actualized. Futuristic thinking looks at how well an individual links specific events, tasks and actions in a wider 

perspective or pattern. This competency asks the question: How effectively do you look at the wider or larger 

picture to connect related and unrelated information to make sense of what you experience? 
 

• Describe a situation when you were correct in seeing a future trend that others didn't. 

• What reaction did you have to those who did not see the trend? 

• Give me an example of when you predicted something that would happen in your department, organization 

or industry. What caused you to make that prediction? 

• What was the most "far-out" concept you've ever had or supported? Why did you believe in it? What was 

the outcome? 

• What, in your opinion, are the trends or events that will impact this organization and its industry? 

• Give me an example of an idea you had that others thought was too far out but has since proved to be 

visionary. 

• Describe a situation when you maintained your commitment to a futuristic idea or venture even though 

others predicted failure. 

 

 

 

 

 

GOAL ORIENTATION – Setting, pursuing and attaining goals, regardless of obstacles or circumstances. 

Energetically focusing efforts on meeting a goal, mission or objective. Strategizing ability examines the 

capability of an individual to identify a credible destination and indicate how to get there in a clear, 

straightforward and simple way. This competency asks the question: How clearly, credibly and unequivocally 

do you develop strategy to help people to travel with you and to stay on track? 
 

• Describe the most complex project you ever worked on. How did you establish action steps and milestones 

for that project? What was the most difficult part of that project for you? 

• Share with me 5 goals you have previously set for yourself in your career. How many have you 

accomplished? What have been the reasons for your successful completion of them? How about those you 

have not completed? 

• Give me an example of a time when you really procrastinated before getting started on something. How did 

you get started? Did you complete that goal or project? 

• Is there one thing in your life that you have accomplished that gives you the most satisfaction? What is it? 

How tough was it to accomplish? 

• What is the one thing in your life that you have not been able to accomplish or complete that gives you the 

most frustration? Why didn't you complete it? How could you complete it? 

 

 

 

 

 

 

 

 

 

 

 



INTERPERSONAL SKILLS - Effectively communicating, building rapport and relating well to all kinds 

of people. The ability to interact with others in a positive manner. Interpersonal skills look at an individual and 

their ability to engage with other people in a positive way, regardless of their level, status or rank in the 

organization (or outside it). This competency asks the question: To what extent do you demonstrate effective 

relationship skills (building and maintaining) with every individual you meet in your day-to-day work activity? 

 

• 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? 

 

 

 

 

INFLUENCING OTHERS – Personally affecting other’s actions, decisions, opinions or thinking.   

Convincing others to change the way they think, believe or behave. Persuasion skills involve using a range of 

verbal and non-verbal communication skills intelligently to both negotiate with people and influence them to 

achieve positive outcomes that are beneficial to as many people as possible. This competency asks the question: 

How effectively do you deploy a range of influencing and bargaining tactics to ensure that problems are tackled 

or the best results are achieved in a range of different situations? 
 

• Describe a situation where you were able to convince others to your way of thinking. 

• How did you do it? 

• Describe a situation when the only way you could accomplish a goal was to get buy-in from others. 

• What obstacles did you have in obtaining their buy-in? 

• How did you overcome them? 

• What was the outcome? 

• Give me an example of when you were able to facilitate a dramatic shift in the thinking, actions or beliefs of 

others. 

• What techniques or methods did you use?  

• Give me an example of a situation when you were given special recognition or acknowledgement for your 

ability to get others to say yes. 

• Describe a situation when you accomplished something significant as a result of your persuasive ability. 

 

 

 

 

 

 

 

 

 



 

LEADERSHIP – Organizing and influencing people to believe in a vision while creating a sense of 

purpose and direction. Achieving extraordinary business results through people. The ability to organize and 

motivate people to accomplish goals while creating a sense of order and direction. Leadership ability looks at 

the extent to which an individual trusts, coaches and guides people to influence and control their own destiny, 

through their own efforts. This competency asks the question: How well do you lead individuals and teams to 

feel that the consequences of their actions are their own? 
 

• Who is the most effective leader you have ever seen? What made that person so effective? 

• Would you consider yourself to be a leader? What is your philosophy of leadership? 

• What do you believe are the attributes of an effective leader? How have you demonstrated these qualities? 

Where would you like to grow? 

• Who was the worst leader you have ever encountered? What did they do that made them the worst? 

• Who is a role model you have had in your life? What did that person do to justify being a role model? 

Would you do the same? How would you do it? 

• If we asked your immediate subordinates to describe your leadership style, what would they say? In what 

areas would they make positive comments? Negative comments? 

 

NEGOTIATION – Listening to may points of view and facilitating agreements between two or more 

parties. Negotiation skills look at an individual's ability to engage positively and successfully in a range of 

bargaining or negotiating situations. This competency asks the question: To what extent do you apply 

appropriate and effective negotiation and influence strategies to create beneficial outcomes from the 

discussions? 
 

• Give me an example of when you were able to facilitate a "win-win"agreement between two or more 

adversarial parties. 

• How did you use to get them to agree? What were the obstacles? How did you get over them? What was the 

outcome? 

• Give me an example of when you were unable to facilitate a "win-win" agreement. 

• What factors hindered the agreement? What, if anything, would you do differently? 

• Describe a situation when you had to negotiate an agreement with someone who took an unreasonable 

position. What did you do to bring them closer to agreement? 

 

PERSONAL ACCOUNTABILITY - Being answerable for personal actions. Demonstrates the ability to 

self-evaluate. Strives to take responsibility for his actions. Evaluates many aspects of his personal actions. 

Recognizes when he has made a mistake. Accepts personal responsibility for outcomes. Utilizes feedback. 

Observes and analyzes data to learn from mistakes. Sees new possibilities by examining personal performance. 

Accepts responsibility for actions and results. Willing to take ownership of situations. 
 

• Describe a situation when you made a mistake and had to deal with the consequences. What reaction did 

you have to this situation?  

• Give me an example of when you identified something that went wrong in your department, organization or 

industry.  

• What caused you to identify the problem?  

• What, in your opinion, are the consequences when people try to hide a mistake?  

• Describe a work situation when something good came from admitting a failure. What caused you to take 

this approach?  

• Describe a situation where a failure occurred and who was at fault.  

• What was the solution?  

• Give me an example of when you had to defend your actions. 



 

PLANNING AND ORGANIZING – Establishing a course of action to ensure that work is completed 

effectively. Works effectively within established systems. Utilizes logical, practical and efficient approaches. 

Prioritizes tasks for optimum productivity. Develops procedures, processes and systems for order, accuracy 

efficiency and productivity. Anticipates probable effects, outcomes and risks. Develops contingency plans to 

minimize waste, error and risk. Monitors implementation of plans and makes adjustments as needed. 

Establishes action plans to ensure desired results. Allows for practical, systematic and organized conclusions. 
   

• How much time do you normally spend planning on a weekly basis? Daily basis? Specifically, when do you 

plan for a specific week? For a day? How does your weekly planning differ from your daily planning? 

• Tell me about your personal organization system. How do you organize your work area? 

• What system do you have in place to ensure that longer-term projects and goals are accomplished within the 

time frame that you have set? 

• When you find yourself losing focus on a project, how do you get back on track? 

• Give me an example of a specific plan that you personally had established and then had to totally restructure 

it. How did you do it? Was it done on time? 

• Give me an example of how you planned a specific event, project or activity. 

 

PROBLEM SOLVING – Defining, analyzing, and diagnosing key components of a problem to formulate 

a solution. Analyzes relative to a problem. Divides complex issues into components in order to achieve clarity. 

Selects the best options available to solved specific problems. Applies relevant resources to implement suitable 

solutions. Evaluates large or complex situations in a logical and systematic way and to identify the most critical 

issues and factors that need to be dealt with. Prioritizes steps to a solution.  
 

• Describe a situation when you anticipated a problem. What, if anything, did you do about it? 

• Give me an example of when your diagnosis of a problem proved to be correct. What approach did you take 

to diagnose the problem? What was the outcome? 

• Describe the most difficult work problem you've ever encountered. What made it difficult? What steps did 

you take towards developing a solution? What factors did you consider in evaluating solutions? What 

solution was implemented and how successful was it in solving the problem? 

 

 

PROJECT MANAGEMENT – Identifying and Overseeing all resources, tasks, systems and people to 

obtain results. Utilizing logical, systematic and orderly procedures to meet objectives. The ability to establish a 

process for activities that lead to the implementation of systems, procedures and outcomes. Planning and 

organizing looks at an individual and their ability to build balanced and comprehensive strategies to achieve 

his/her goals through careful preparation and organization. This competency asks the question: How well do 

you orchestrate yourself, the resources and time available to you, and the people around you, to give yourself 

the best possible chance to achieve your objectives successfully? 
 

• How much time do you normally spend planning on a weekly basis? Daily basis? Specifically, when do you 

plan for a specific week? For a day? How does your weekly planning differ from your daily planning? 

• Tell me about your personal organization system. How do you organize your work area? 

• What system do you have in place to ensure that longer-term projects and goals are accomplished within the 

time frame that you have set? 

• When you find yourself losing focus on a project, how do you get back on track? 

• Give me an example of a specific plan that you personally had established and then had to totally restructure 

it. How did you do it? Was it done on time? 

• Give me an example of how you planned a specific event, project or activity. 

 

 

 



RESILIENCY - Quickly recovering from adversity. Continues towards goals in the face of difficulty and 

adversity. Demonstrates the ability to overcome setbacks. Handles criticism and rejection from others with 

objectivity. Moves past unforeseen obstacles without unnecessary delay. 
 

• Share with me a time you have faced a great deal of personal criticism from others. How did you handle it? 

Did you modify or change your position in the face of this criticism? 

• Give me an example of a time when you had an idea and had to abandon it. How did you recover? 

• Tell me about a specific setback you faced at work. How long did it take you to get past it? 

• Describe a time when you received negative feedback from your manager. Did you feel it was accurate or 

warranted? What actions did you take as a result of receiving the feedback? 

• Give me an example of a time when you were faced to take the initiative in the face of a mounting tide of 

adversity or criticism. How, exactly, did you move past it? 

• Do you consider yourself to be a resilient person? Who is the most resilient person you ever knew? How do 

you compare to that person in resiliency? 

 

SELF-STARTING - Demonstrating initiative and willingness to begin working. Possesses a strong work ethic 

and belief in getting results. Takes initiative and does whatever it takes to reach objectives. Projects self-

assurance in getting tasks started. Starts quickly to avoid setbacks. Asserts self in personal and professional life. 

Willing to begin working regardless of circumstances. Accepts responsibility for achieving personal and 

professional goals. Takes initiative and acts without waiting for direction. Functions effectively and achieves 

results regardless of circumstances. Displays self-confidence, conscientiousness, assertiveness, persistence and 

is achievement-oriented. 
 

• Why is it important for you to jump in and get started? 

• Give an example of when you were able to accomplish something others didn't believe you could. What 

allowed you to accomplish it? 

• Describe a time when getting started quickly allowed you to accomplish a difficult task. What were your 

thoughts during this time? 

• Describe a situation when other peoples’ procrastination allowed you to excel. How did that impact the 

organization? What happened next? 

• Describe how taking initiative has affected your career. 

• Describe a difficult circumstance you had to overcome to get a project started. 

TEAMWORK – Cooperating with others to meet objectives. Working effectively and productively with 

others. Teamwork ability looks at the extent to which this individual works well with others, harnesses different 

skills and experience and builds a strong sense of team spirit. Discards personal agenda to cooperate with other 

team members in meeting objectives. Contributes positively and productively to team projects. Builds and 

maintains a true relationship with each member of the team. Supports other team members and team decisions. 

Makes team missions and objectives a priority. Responds positively to team feedback. Raises and/or confronts 

issues limiting team effectiveness. 
 

• Describe a team in which you have participated that you feel was effective. What made it a good team? 

Describe a team that was less effective. What was the difference between the two? 

• What, in your opinion, is the most important thing to always remember when you are on a team? What is the 

worst mistake a person on a team can make? 

• Have you ever seen someone violate a trust relationship with another team member? What was the trust 

issue that was violated? What was the result? How could it have been avoided? 

• Give me an example of a group or team decision that was made and you felt that it was wrong or was 

something you disagreed with. How did you handle it? Were there others who agreed with you? What was 

the end result? 

• List some things you think are important to remember in order to be a productive team member? 

 



 

TIME & PRIORITY MANAGEMENT – Prioritizing and completing tasks in order to deliver desired 

outcomes within allotted time frames. Demonstrates self-control and the ability to manage time and priorities. 

Ability to work independently looks at an individual and their capacity to perform his/her work with little or no 

guidance from others. Effectively manages emotions and impulses. Maintains composure in the midst of crisis. 

Balances personal and professional life. Takes initiative without waiting for direction. Accepts responsibility for 

actions and results. 
 

• 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? What was the outcome?  

• Have you ever faced a day in which you just couldn’t get everything done that you had planned? How did 

you handle it? 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? 

 

 

 

UNDERSTANDING OTHERS – Understanding the uniqueness and contributions of others. Identifying 

with and caring about others. The capacity to perceive and understand the feelings and attitudes of others. The 

psychological identification with or vicarious experiencing of the feelings, thoughts, or attitudes of another. 

The power of understanding and imaginatively entering into another person's feelings. The action of 

understanding, being aware of, being sensitive to, and vicariously experiencing the feelings, thoughts, and 

experience of another of either the past or present without having the feelings, thoughts, and experience fully 

communicated in an objectively explicit manner. 
 

• Describe ways you are able to show others you care about them, yet do not compromise the needs and 

requirements of the overall organization. 

• How would you communicate to a co-worker that they are not fulfilling their professional obligations 

because they are spending an excessive amount of time on a personal issue at the expense of the 

organization? 

• Give me a concrete example of how one person's actions have impacted another person negatively and you 

have gone about correcting the first person's activity. 

• What do you do to ensure that you are accurately listening to what another person is really saying and 

meaning? When have you dealt with cross-cultural issues of a sensitive nature? 

• When have your skills in empathy been put to the test? Describe how you handled the situation. 

• Do you consider yourself to be more emotional or rational in your thinking? What is the difference? Please 

give me an example where either or both would be necessary in resolving an issue at work. 

 

 

 

 

 

 

 

 

 



Driving Forces  
 

Read the definitions and suggested interview questions as they relate to the key Driving Forces of the job and 

select the ones to use for your interview.  Modify the questions to be more job-specific to your position. 

 

 

ALTRUISTIC – People who are driven by the benefits they provide others. People who desire to help 

others by giving generously of their time, talent and resources with no expectation of personal return. 

They have the ability to instinctively notice and respond to people in need. They believe people should have the 

opportunity to be the best they can be. They may sacrifice personal gain in a situation if the outcome is 

detrimental to others. 
 

• Is there such a thing as too much service to others? Why? 

• Is there ever a point when employees should tell their manager about concerns voiced by other employees? 

Give an example of a circumstance where that might be the case. 

• Tell me how you would handle an account or client who had continuous issues with your product, yet 

showed no promise of future business. 

• Have you been in a situation when you helped other people, even if it was not in your best interest? Would 

you do it differently? If so, how? 

 

COLLABORATIVE – People who are driven by being in a supporting role and contributing with little 

need for individual recognition. People who feel comfortable in a supporting role and perform without the 

need for recognition. They focus on the greater good versus advancing their position. They like to be behind the 

scenes and get things done. They can set aside their own agenda for the good of the company. 
 

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

control your work environment? 

• How important is advancing your position? Would you be interested in a job that gave you the opportunity 

to create your own path for advancement? 

• Are you more comfortable as a team leader or a team member? Why? 

• Are you able to go with the flow, or do you need to have a strategic approach? Give an example. 

 

COMMANDING – People who are driven by status, recognition and control over personal freedom. 

People who value status and recognition and assert control over their freedom and destiny. When they feel 

strongly about a situation, they will apply the “end justifies the means” concept. They will work long and hard 

to advance their position. They are passionate about creating something that leads to an enduring legacy. 
 

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

control your work environment? 

• How important is advancing your position? Would you be interested in a job that gave you the opportunity 

to create your own path for advancement? 

• Are you more comfortable as a team leader or a team member? Why? 

• Give an example of a time when you were able to move a group of people to action. What were the keys to 

your success? 

 

 



HARMONIOUS – People who are driven by the experience, subjective viewpoints and balance in their 

surroundings. People who value and enjoy beauty, the experience of their surroundings and seek balance in 

their lives. They will flourish in an environment where they have the opportunity to create harmony and balance 

in their surroundings and relationships. They will focus on the totality of a situation to ensure a rewarding 

interaction. They feel a high level of satisfaction when they are able to create rapport and tranquility with 

others. 
 

• How would you rank the importance of harmony and balance in your work? Give an example of when you 

created harmony and balance. 

• Within your environment, what single event, problem and/or unexpected situation has the potential to throw 

off your balance more than anything else? 

• Describe how you would feel if you were to discover an organization you worked for was focused on 

tangible outcomes and did not understand the effects on customer experience. How would you express your 

concerns? 

• Describe an experience when your surroundings had an impact on your performance. What are the most 

sensitive issues you encounter in your surroundings? 

 

 

INSTINCTIVE – People who are driven by utilizing past experiences, intuition and seeking specific 

knowledge when necessary. People who value intuition are precise about what they need to know, focused on 

utilizing past experiences and will seek out new information when necessary. They will Google a topic to 

address a current situation. They are comfortable in situations when they can rely on past experiences. They are 

comfortable starting a project before gathering all the necessary information. 
 

• 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. 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? 

 

 

INTELLECTUAL – People who are driven by opportunities to learn, acquire knowledge and the 

discovery of truth. People who value the opportunity to learn, acquire knowledge and discover truth. They will 

continue researching until all information is discovered. They will gather as much information as possible 

before starting a project. When confronted with a new challenge they will focus on gathering information rather 

than relying on intuition. 
 

• 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. 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? 

 

 

 



 

INTENTIONAL – People who are driven to assist others for a specific purpose, not just for the sake of 

being helpful or supportive. People who assist others for a specific purpose, not just for the sake of helping. 

They see the world as a toolset to accomplish their goals. They see the importance of keeping emotions out of 

business decisions. They will help develop an individual if they see opportunities for future return. 
 

• Is there such a thing as too much customer service? Why? 

• Under what circumstances would you help an employee develop or advance? 

• Tell me how you would handle an account or client who had continuous issues with your product, yet 

showed no promise of future business. 

• How do you feel about the phrase: "It's not personal, it's just business."? 

 

 

OBJECTIVE – People who are driven by the functionality and objectivity of their surroundings. They 

view everything in pieces, not as a whole. They will focus on the functionality over harmony of a situation. 

People who are able to compartmentalize chaotic situations and focus on desired outcome. They can thrive in an 

environment filled with chaos. 
 

• How would you rank the importance of functionality and the opportunity to be objective? How do you 

utilize your unique objective side? 

• Within your work environment, what single event, problem and/or unexpected situation has the potential to 

throw off your balance more than anything else? 

• Describe how you would feel if you were to discover an organization you worked for was focused on the 

customer experience and did not understand the effects on tangible outcomes. How would you express your 

concerns? 

• Describe an experience where you worked in a chaotic environment. What was the impact on your 

performance? 

 

 

RECEPTIVE – People who are driven by new ideas, methods and opportunities that fall outside a 

defined system for living. People who are open to new ideas, methods and opportunities that fall outside a 

defined system for living. They are always looking for new ways to accomplish routine tasks. They like to set 

their own plan to guide and direct their actions. They are creative when interpreting systems and will adopt 

aspects of them if they see a benefit. 
 

• Do you see the world as black and white or gray? Give an example when this was the case. 

• What limitations could result from having consistent systems and proven methods in your work 

environment? Why? 

• How can an organization benefit from looking for new ways to accomplish routine tasks? 

• Do you sometimes feel that things would be easier and better if there were fewer rules and procedures? 

Please elaborate. 

 

 

 

 

 

 



 

 

RESOURCEFUL – People who are driven by practical results, maximizing both efficiency and returns 

for their investments of time, talent, energy and resources. People who are driven to attain practical results, 

maximizing both efficiency and rewards for their investments of time, talent, energy and resources. They are 

driven to maximize opportunities in order to create financial flexibility. They are energized by building a 

framework that maximizes their time and talent invested in a project. Based on their enterprising nature, they 

are sensitive to wasting time, resources and/or opportunities. 
 

• How important is efficiency and maximizing resources to you? Give an example when you increased 

efficiency or maximized resources. 

• How much do you focus on finances? 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? 

• Do you take on a task based on the return on investment or for the sake of getting it done? Why? 

 

 

SELFLESS – People who are driven by completing tasks for the greater good, with little expectation of 

personal return. People who generously assist others, with minimal expectation of personal return. They will 

accomplish tasks for the sake of accomplishment. They focus on the greater good versus their return on 

investment. They value people for who they are versus what they can provide. 
 

• What do you consider to be more important, completing a task or maximizing the resources involved in the 

process? Give an example when you did this. 

• How much do you focus on finances? Where would you like to be, in 5 years? 10 years? Why? 

• What role does earning a significant income play in your job choices? 

• Do you take on a task based on the return on investment or for the sake of getting it done? Why? 

 

STRUCTURED – People who are driven by traditional approaches, proven methods and a defined 

system for living. People who value a traditional approach, proven methods and a defined system for living. 

When they believe in a cause they will work diligently to advance it. They place a high value on following and 

implementing systems. They will foster and protect their principles and beliefs to ensure consistency throughout 

the organization. 
 

• Do you see the world as black and white or gray? Give an example when this was the case. 

• How do you feel about having consistent systems and proven methods in your work environment? Why? 

• How important is it to foster and protect principles and beliefs to ensure consistency throughout the 

organization? Why? 

• Do you sometimes feel that things would be easier and better if there were fewer rules and procedures? 

Please elaborate. 

 

 

 

 

 

 

 



BEHAVIORS (DISC)  
 

Read the definitions and suggested interview questions as they relate to the key behaviors of the job and select 

the ones to use for your interview.  Modify the questions to be more job-specific to your position. 
 

ANALYSIS - The job deals with a large number of details. It requires that details, data and facts are 

analyzed and challenged prior to making decisions and that important decision-making data is 

maintained accurately for repeated examination as required. It looks at an individual and their ability to 

manage his or her own work and the work of others to ensure that it is fit for purpose and free from error. This 

competency asks the question: To what extent do you try to create high levels of accuracy in your work and 

make sure that smaller or apparently less significant (but important) requirements are not forgotten?  
 

• Would you ever consider yourself to be careless? Why do you say that?  

• Tell me about a time when you caught an error that others may have missed, and why correcting the error 

was important 

•  Tell me about a time when you had to be 100% accurate, no matter how long it was going to take, what you 

did to ensure a quality result. 

• How do you organize details for recall and use? What system do you use?   

• What is the most amount of time you have ever spent ensuring that the facts, details and components of a 

system were accurate? What was the system? Where was it? Describe it for me.  
    

 

COMPETITIVE - The job exists within a demanding environment where consistently winning is critical. 

The job demands tenacity, boldness, assertiveness and a “will to win” in dealing with highly competitive 

situations. Looks at the extent to which an individual takes reasonable and considered risks and acts to take 

advantage of opportunities rather than to let them pass. This competency asks the question: How effectively do 

you calculate risk in a systematic and measurable way to ensure that problems are avoided but that opportunities 

are not missed?  
 

• How demanding are you of yourself and others? Do you think you are sometimes too demanding?  

      Give me an example of a job situation where being demanding helped. Led to other problems?   

• Would others ever describe you as aggressive? Pushy?  Why?  

• How important is winning to you? How do you define winning? Give me an example of a situation where 

you felt you were going to lose. How did it feel? How did you handle it?  

• Tell me about a time when you felt that your example caused others to push their performance to the limit.  

  

CONSISTENT- The ability to do the job the same way on a regular basis. This behavior looks at an 

individual and their ability to be seen as reliable, steady, and responsible as well as committed in relation to 

everything they do for themselves and others.  

• Do you follow processes the same way every time or do you make changes that fit your own style?   

• Are your actions precise and methodical or do you make decisions quickly?  

• How do you feel when someone does not meet your defined standards, procedures and policies?   

• Which is more important to you, following a process or getting immediate results?  

  



 

CUSTOMER-ORIENTED - The job demands a desire to convey your sincere interest in your internal 

and/or external customers. It requires a sincere interest in customers. There will be a high percentage of time 

spent in listening to, understanding and successfully working with a wide range of people from diverse 

backgrounds to achieve win-win outcomes. It looks at an individual's commitment to offering the best service 

and quality in every task performed. This behavior asks the question: To what extent do you try to offer warm, 

friendly, accommodating and focused service excellence in every task or project that you undertake? 
  

• How important is it for people to like you?   

• Which is more important, being trusted or liked? Why do you say that? 
  

• Do you stop and listen to others or express your opinions quickly? Give me examples and situations where 

both of these situations occurred. What was the outcome?  

 

• Tell me about a time when you found it difficult, if not impossible, to meet a service obligation you made.  

What did you do?  

  

FOLLOWING POLICY – Complying with the policy or if no policy, complying with the way it has been 

done in the past. Has a positive effect on morale due to even treatment of staff. Provides consistency in actions 

and applications of policies.  
 

• Do you tend to stick with established policies, standards and procedures or fluctuate based on customer 

requests?   

• Do you feel that rules and policies serve or hinder your work?   

• Give me an example of a time when a client wanted an exception to a policy. How did you respond and how 

did it make you feel?    

• Tell me about a time when your priorities didn't match those of your boss. What happened?  

• Is there a time when a current rule or policy should be broken?  If so when and how would you go about it?  

  

 

FREQUENT CHANGE - The job requires a comfort level with “juggling many balls in the air at the 

same time!” It will be asked to leave several tasks unfinished and easily move on to new tasks with little 

or no notice. Involves how well an individual anticipates and plans for possible future changes, as well as how 

well he or she copes with change themselves, and helps others adjust. This competency asks the question: How 

effectively do you manage change that affects many people to actively steer the process to positive and 

beneficial ends?  
 

• When you are forced to change priorities or direction, what is your first reaction?  
 

• When things keep coming at you and nothing seems to get completed, how do you feel? When this happens, 

how do you handle this situation?   

• Give me an example of how you had to adjust your plans to accommodate a change that came out of 

nowhere.  

• Change isn't always a good thing... tell me about a change you experienced that didn't turn out as expected.   



  

INTERACTION - The job requires a strong “people orientation”, versus a task orientation. The job will 

comfortably deal with multiple interruptions on a continual basis, always maintaining a friendly 

interface with others. Looks at an individual's ability to engage with other people in a positive way, regardless 

of their level, status or rank in the organization (or outside it). This competency asks the question: To what 

extent do you demonstrate effective relationship skills (building and maintaining) with every individual you 

meet in your day-to-day work activity?  

 

• 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?  
 

• Describe a time when you deliberately invested time in building a new relationship. What was the value?  

   

  

ORGANIZED WORKPLACE - The job’s success depends on systems and procedures;  

its successful performance is tied to careful organization of activities, tasks and projects that require 

accuracy. Record keeping and planning are essential components of the job. Whether you can do your job 

without staying organized isn’t the question. It’s how well you can do your job and how you can do it better. 

Employees with better organizational skills are more productive on the job. 
   

• How systematic are you?   

• Tell me about how you organize activities, tasks and projects. Explain your system.  
 

• How effective are you when you face repetitive tasks?   
 

• Tell me about jobs you have had that required diligent record keeping and systematic planning.  

Describe the job. Describe your level of satisfaction with that job. What was your level of success?  

  

PEOPLE ORIENTED – The job demands a positive and constructive view of working with others.  

There will be a high percentage of time listening to, understanding and successfully working with a wide 

range of people from diverse backgrounds to achieve “winwin” outcomes. Looks at the extent to which an 

individual creates a positive climate for an empathetic communication to take place and demonstrates an 

understanding of the other person's viewpoint and feelings. This competency asks the question: How well do 

you build a spirit of trust and sincerity in order for people to feel that you identify with them and their feelings?  
  

• Would you say that you are more comfortable working around people or being alone? Why?  

• How important is it for people to like you? Which is more important, being trusted or liked? Why do you 

say that?   

• Tell me about a time when you felt you were pretty good at knowing when someone at work needed help or 

support.  

• Do you stop and listen to others or express your opinions quickly? Give me examples and situations where 

both of these situations occurred. What was the outcome?  

  



PERSISTENCE – The job requires a need to be thorough and complete tasks that have been started. A 

person must be seen as someone upon whom they can rely and trust to meet your commitments, as well as 

follow through successfully. It involves the extent to which you energetically follow through and persevere with 

tasks and projects until they are complete. This competency asks the question: How effectively do you stick at a 

task or job even in the event of obstacles, challenges and pressure to ensure that it is successfully completed?  
  

• Are you able to focus even when there are distractions? Do distractions ever prevent you from finishing 

what you start? How do you handle distractions?  

• When faced with an unfavorable task, do you accomplish it first or last?  

• Describe a project or assignment that was really difficult to bring to closure. What was the problem and 

what did you do about it?  

• Tell me about a time when you found a way to be more efficient or effective at work. What did you do 

about it?   

 

 

 URGENCY - The job requires decisiveness, quick response, and fast action. It will often be involved in 

critical situations demanding that on-the-spot decisions be made with good judgment. The job will 

repeatedly face important deadlines that must be met on time. Looks at an individual's ability to stand up 

and be counted to find an appropriate solution, and for taking the necessary action without any prompting. 

This competency asks the question: To what extent are you prepared to be personally accountable and take 

initiative when issues and problems arise and before you have been asked to do so?  
  

• When faced with a deadline, how do you respond?   

• How important is it to you to have all the facts before proceeding? 
   

• Give me an example of a time when you had several major projects or assignments going at the same time. 

How did you allocate your time and energy?  

• Tell me about a time when you were on a deadline and you found a way to be more efficient or effective. 

What was the result?  

   

 

VERSATILITY - The job calls for a high level of optimism and a “can do” orientation. It will require 

multiple talents and a willingness to adapt them to changing assignments as required. Capable of doing 

many things competently and able to easily change from one task to another. Thrives in an environment that is 

inconstant and variable. Has strength in “going with the flow”.  
 

• Are you a patient or impatient person?   

• 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 ever had.   

  

  

  

  



  

  

  

  

 


