Pool of General Interview Questions
(Potential Volunteer)
What are you looking for in a volunteer position?
What kind of commitment are you willing and able to make to an organization at this point in your life? (Estimate of hours per week, month, etc.)
What does our mission mean to you, and how do you feel about it personally?
What are your strengths, weaknesses, and interests? 
(after describing the organization, including the organizational structure and various roles and responsibilities)
What are your short and long range goals and objectives?
What motivates you to put forth your greatest effort?  How do you motivate others?
In what ways do you think you can make a contribution to our organization?
What 2 or 3 accomplishments have given you the most satisfaction?  Why?
What led you to choose your major or field of study?  Why did you select your school?  
How was that process for you?  What did you get out of school?
Do you work better in a more structured or flexible environment?  Please explain.
How do you work under pressure?  (deadlines, timelines, etc.)
Do you believe in goal setting?  If so, give me some examples of when it has been beneficial to you personally.

You say you have determination and initiative.  What have you done that demonstrates this?  
(may substitute other qualities candidate has stated, into the sentence)

What personal characteristics do you think are necessary for success in life?  How do you measure success?  What does success look like to you?
Leadership
Tell me about a team project when you had to take the lead or take charge of the project? What did you do? How did you do it? What was the result? 
Describe a leadership role you have held (or do hold). Why did you commit your time to it? How did you feel about it? 

What is the toughest group that you have had to get cooperation from? What were the obstacles? How did you handle the situation? What were the reactions of the group members? What was the end result? 
Communication & Conflict Resolution 
What is your typical way of dealing with conflict? Give me an example.
Tell me about a time you were able to successfully deal with another person even when that individual may not have personally liked you (or vice versa). 
Tell me about a recent successful experience in making a speech or presentation? How did you prepare? What obstacles did you face? How did you handle them? 
Tell me about a time in which you had to use your written communication skills in order to get an important point across. 
Interpersonal Skills (and Working with Authority)
Describe a situation where you had to work with a difficult manager, supervisor, or other person. How did you successfully interact with this person?  (OR)  
When you don’t agree with your manager or superior, how do you go about voicing your opinion?  How would you deal with a supervisor/lead/superior who you feel is difficult to work under?

Give an example of when you had to work with someone who was difficult to get along with. How/why was this person difficult? How did you handle it? How did the relationship progress? 

Describe a work situation that required you to really listen and display compassion to a co-worker/employee who was telling you about a personal/sensitive situation. 

Can you recall a time when you gave feedback to a co-worker who was not very accepting of others? 

Describe a situation where you found yourself dealing with someone who didn’t like you. How did you handle it? 

Describe a recent unpopular decision you made. How was it received? How did you handle it? 

Describe a situation where you had a conflict with another individual, and how you dealt with it. What was the outcome? How did you feel about it? 

Decision Making Skills
Tell me about a time when you were forced to make an unpopular decision.
Tell me about a time when you had to make a decision without all the information you needed. How did you handle it? Why? Were you happy with the outcome? 

Give me an example of a time when you had to be quick in coming to a decision. What obstacles did you face? What did you do? 

What is the most difficult decision you’ve had to make? How did you arrive at your decision? What was the result? 
Tell me about a decision you made while under a lot of pressure. 

Give me an example of a time when there was a decision to be made and procedures were not in place? What was the outcome? 

Initiative
Give me an example of when you showed initiative and took the lead.
Delegation

Tell me about a time when you delegated a project effectively. 

Sales & Persuasion
Tell me about a time when you had to use your presentation skills to influence someone's opinion.

Describe a situation in which you were able to use persuasion to successfully convince someone to see things your way.

Give a specific example of a policy you conformed to with which you did not agree. Why? 

Adaptability
Tell me about a situation in which you have had to adjust to changes over which you had no control. How did you handle it? 

Tell me about a time when you had to adjust to a colleague’s working style in order to complete a project or achieve your objectives. 
By providing examples, demonstrate that you can adapt to a wide variety of people, situations and/or environments. 

Planning & Organization / Time Management
How do you prioritize projects and tasks when scheduling your time? Give me some examples. 

Tell me about a project that you planned. How did you organize and schedule the tasks? Tell me about your action plan. 

Teamwork, Team Building 
Give me a specific example of a time when you had to conform to a policy with which you did not agree.

Describe a situation where others you were working with on a project disagreed with your ideas. What did you do? 

Tell me about a time when you worked with a colleague who was not doing their share of the work. How did you handle it? 

Describe a situation in which you had to arrive at a compromise or help others to compromise. What was your role? What steps did you take? What was the result? 

Tell me about a time when you had to work on a team that did not get along. What happened? What role did you take? What was the result? 

Gaining the cooperation of others can be difficult. Give a specific example of when you had to do that, and what challenges you faced. What was the outcome? What was the long-term impact on your ability to work with this person? Describe a project you were responsible for that required a lot of interaction with people over a long period of time. 

Describe the most significant or creative presentation/idea that you developed / implemented. 

Tell me about a time when you created a new process or program that was considered risky. What was the situation and what did you do?  (OR)  Tell me about a suggestion you made to improve the way job processes/operations worked. What was the result? 
Most Popular Behavior-Based Questions

Tell me about a time when you . . .
1.    Handled a difficult situation with a co-worker.

2.    Were creative in solving a problem.

3.    Missed an obvious solution to a problem.

4.    Were unable to complete a project on time.

5.    Anticipated potential problems and developed preventive measures.

6.    Had to make an important decision with limited facts.

7.    Were tolerant of an opinion that was different from yours.

8.    Set your sights too high (or too low).

9.    Prioritized the elements of a complicated project.

10.  Got bogged down in the details of a project.
11.  Motivated others.

12.  Showed initiative and took the lead.
13.  Were able to successfully deal with another person even when that individual may   
       not have personally liked you (or vice versa).

14.  Were able to use persuasion to successfully convince someone to see things your 
       way.
15.  Were forced to make an unpopular decision.
16.  Had to deal with a very upset customer or co-worker. What is your typical way of 
       dealing with conflict? Give me an example. 

17.  Delegated a project effectively.
18.  Had to conform to a policy with which you did not agree. 
19.  Had too many things to do and you were required to prioritize your tasks. 
Interview Checklist (Rate 1-10)

	Quality Demonstrated
	Rating (1 = best, 10 = worst)

1    2    3    4    5    6    7    8    9    10



	Pleasant Voice & Manner
	1    2    3    4    5    6    7    8    9    10

	Language Skills (proper English)
	1    2    3    4    5    6    7    8    9    10

	Real desire to work with EAN
	1    2    3    4    5    6    7    8    9    10

	Enthusiasm
	1    2    3    4    5    6    7    8    9    10

	Listening Ability
	1    2    3    4    5    6    7    8    9    10

	Professionalism
	1    2    3    4    5    6    7    8    9    10

	Inquisitive
	1    2    3    4    5    6    7    8    9    10

	Socially Adept
	1    2    3    4    5    6    7    8    9    10

	Poised
	1    2    3    4    5    6    7    8    9    10

	Ability to speak comfortably with a variety of people
	1    2    3    4    5    6    7    8    9    10

	Knowledge of the Education Field
	1    2    3    4    5    6    7    8    9    10

	Experience with High School Students
	1    2    3    4    5    6    7    8    9    10

	Experience with Adults (teaching)
	1    2    3    4    5    6    7    8    9    10

	Writing Competencies
	1    2    3    4    5    6    7    8    9    10

	Analytical
	1    2    3    4    5    6    7    8    9    10

	Computer Literacy
	1    2    3    4    5    6    7    8    9    10

	Public Relations Knowledge
	1    2    3    4    5    6    7    8    9    10

	Non-profit Experience
	1    2    3    4    5    6    7    8    9    10

	Fundraising Experience
	1    2    3    4    5    6    7    8    9    10

	Marketing Experience (in a non-profit environment)
	1    2    3    4    5    6    7    8    9    10


More Interview Questions
1.
Gaining the cooperation of others can be difficult. Give a specific example of when you had to do that, and what challenges you faced. What was the outcome? What was the long-term impact on your ability to work with this person? Describe a project you were responsible for that required a lot of interaction with people over a long period of time. 

2.
Give me a specific example of a time when you had to address an angry customer. What was the problem and what was the outcome? How would you assess your role in defusing the situation? 

3.
Tell me about a suggestion you made to improve the way job processes/operations worked. What was the result? 

4.
Describe the most significant or creative presentation/idea that you developed/implemented. 

5.
Tell me about a time when you created a new process or program that was considered risky. What was the situation and what did you do? 

6.
By providing examples, demonstrate that you can adapt to a wide variety of people, situations and/or environments. 

7.
Give me an example of a time when there was a decision to be made and procedures were not in place? What was the outcome? 

8.
What are 3 effective leadership qualities you think are important. How have you demonstrated these qualities in your past/current position? 

9.
Describe a situation in which you were able to use persuasion to successfully convince someone to approach things your way. What level was the person you had to persuade? 

10.
Describe a work situation that required you to really listen and display compassion to a co-worker/employee who was telling you about a personal/sensitive situation. 

11.
Can you recall a time when you gave feedback to a co-worker who was not very accepting/tolerant of others and their differences? 

12.
Can you recall a time when a person's cultural background affected your approach to a work situation? 

13.
Tell me about a specific time when you had to handle a tough problem which challenged fairness or ethical issues. 

.
14.
Tell me about a situation when you had to learn something new in a short time. How did you do this?


15.
Give us an example of a situation in which you had to use your leadership skills. How would you describe your leadership style?


16.
Summarize a situation where you had to generate a new idea or suggestion at work or school and tell me about how you got this idea implemented.


17.
How have you most constructively dealt with disappointment and turned it into a learning experience?


18.
Describe a situation where you had to work with a difficult boss, professor or other person. How did you successfully interact with this person?

List of Interview Questions by Skill 
or Desired Quality

ADAPTABILITY
· Tell me about a situation in which you have had to adjust to changes over which you had no control. How did you handle it? 
· Tell me about a time when you had to adjust to a classmate’s or colleague’s working style in order to complete a project or achieve your objectives. 
· How was your transition from high school to college? Did you face any particular problems? How did you handle them? 

ANALYTICAL SKILLS / PROBLEM SOLVING
· Describe the project or situation that best demonstrates your analytical abilities. What was your role? 
· Tell me about a situation where you had to solve a difficult problem. What did you do? What was your thought process? What was the outcome? What do you wish you had done differently? 
· What steps do you follow to study a problem before making a decision? Why? 

COMMUNICATION
· Tell me about a recent successful experience in making a speech or presentation? How did you prepare? What obstacles did you face? How did you handle them? 
· Have you ever had to "sell" an idea to your classmates or co-workers? How did you do it? Did they accept your idea? 
· Give me an example of a time when you were able to successfully communicate with another person even when that individual may not have personally liked you (or vice versa). How did you handle the situation? What obstacles or difficulties did you face? How did you deal with them? 
· Tell me about a time in which you had to use your written communication skills in order to get an important point across. 
CREATIVITY
· When was the last time you thought "outside the box" and how did you do it? Why? 
· Tell me about a problem that you’ve solved in a unique or unusual way. What was the outcome? Were you happy or satisfied with it? 
· Give me an example of when someone brought you a new idea that was odd or unusual. What did you do? 

DECISION MAKING
· Tell me about a time when you had to make a decision without all the information you needed. How did you handle it? Why? Were you happy with the outcome? 
· Give me an example of a time when you had to be quick in coming to a decision. What obstacles did you face? What did you do? 
· What is the most difficult decision you’ve had to make? How did you arrive at your decision? What was the result? 

GOAL SETTING
· Give me an example of an important goal which you have set and tell me how you reached it. What steps did you take? What obstacles did you encounter? How did you overcome the obstacles? 
· Tell me about a goal that you set that you did not reach. What steps did you take? What obstacles did you encounter? How did it make you feel? 

INITIATIVE
· Describe a project or idea (not necessarily your own) that was implemented primarily because of your efforts. What was your role? What was the outcome? 
· Describe a situation in which you recognized a potential problem as an opportunity. What did you do? What was the result? What do you wish you had done differently? 
· Tell me about a project you initiated. What did you do? Why? What was the outcome? Were you happy with the result? 
INTEGRITY/HONESTY
· Discuss a time when your integrity was challenged. How did you handle it? 
· Tell me about a business situation when you felt honesty was inappropriate. Why? What did you do? 
· Give a specific example of a policy you conformed to with which you did not agree. Why? 

INTERPERSONAL SKILLS
· Give an example of when you had to work with someone who was difficult to get along with. How/why was this person difficult? How did you handle it? How did the relationship progress? 
· Describe a situation where you found yourself dealing with someone who didn’t like you. How did you handle it? 
· Describe a recent unpopular decision you made. How was it received? How did you handle it? 
· Describe a situation where you had a conflict with another individual, and how you dealt with it. What was the outcome? How did you feel about it? 

LEADERSHIP
· Tell me about a team project when you had to take the lead or take charge of the project? What did you do? How did you do it? What was the result? 
· Describe a leadership role of yours. Why did you commit your time to it? How did you feel about it? 
· What is the toughest group that you have had to get cooperation from? What were the obstacles? How did you handle the situation? What were the reactions of the group members? What was the end result? 

PLANNING AND ORGANIZATION / TIME MANAGEMENT
· Describe a situation that required you to do a number of things at the same time. How did you handle it? What was the result? 
· How do you prioritize projects and tasks when scheduling your time? Give me some examples. 
· Tell me about a project that you planned. How did your organize and schedule the tasks? Tell me about your action plan. 

TEAMWORK
· Describe a situation where others you were working with on a project disagreed with your ideas. What did you do? 
· Tell me about a time when you worked with a classmate or colleague who was not doing their share of the work. How did you handle it? 
· Describe a situation in which you had to arrive at a compromise or help others to compromise. What was your role? What steps did you take? What was the result? 
· Tell me about a time when you had to work on a team that did not get along. What happened? What role did you take? What was the result? 
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