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1.
What computer software systems you have worked with and describe the work you did with them?

· PAL/ABMS/ORACLE
· SCO/SPB

· CLAS

· Microsoft Office Software (Word, EXCEL, or PowerPoint)
· Other

                  Score: _______ (10 points)

2.
Please explain why you are interested in this position and elaborate on your how your education, experience and/or knowledge of personnel rules have prepared you for this position.

· Explaining and/or interpreting policies, procedures, and/or regulations.

· Professional writing such as issue papers, memos, justifications, reports, desk audits, correspondence, duty statements, and manuals.

· Human resources experience in exams, C&P, transactions, labor relations, etc.

· Education particularly in human resources or organizational development

· Analysis, research, program evaluation, recommendation and implementation

                  Score: _______ (10 points)
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3. What are your strongest traits that would make you successful in this position?
· Take initiative and work consistently throughout the day

· Good logic/reasoning and ability to resolve situations

· Stay focused and meet deadlines

· Multitask, prioritize

· Manage a very busy work environment

               Score:________ (10 points)

4. Existing policy does not cover all areas of Classification and Pay where decisions are made.

a) Tell us about a time when you had to make a decision in the absence of written policy.

b) Describe the steps that you took to develop your decision.

· Consult with control agencies

· Consult with management

· Review related existing policy

· Examine past precedence

· Develop and implement new policy

· Completed staff work–gather & analyze data, identify alternatives, propose a recommendation, develop an implementation plan, and measure effectiveness

               Score:________ (10 points)

5. What are the steps to completed staff work?  Provide examples of projects that you have worked on that required completed staff work and describe the work you performed on that project.
· Recognize/define problem (how many, where, what characterizes group, conditions faced)
· Write problem statement, know what you are working on and management’s view and identify key results using measurable objectives and numbers (objectives specify in measurable terms some future condition that is desired

· Gather Info/Data by locating and identifying internal resources

· Organize Info/Data
· Analyze Info/Data by evaluating source usefulness and conducting statistical analysis, such as calculate averages and other types of calculations

· Generate Alternative Solutions (brain storm)

· Select Recommended Solution and Preferred Alternative by identify the best alternative given the constraints you are operating under
· Develop an implementation plan of what needs to get done, when these tasks are taking place and who will do each task—Gnatt Chart

Score: _________ (10 points)

6.
Please describe your experience conducting informal/formal training and/or presentations.

· Experience presenting information to a group or individuals

· Experience conducting formal classroom training

· Experience developing training material and utilizing presentation materials (charts, PowerPoint, etc.)

· Experience training other trainers

Score: _______ (10 points)

7.
Good writing and verbal skills are essential to this position.  Describe your writing and verbal communication skills, and give us examples of each that demonstrates your effectiveness in these areas.
· Professional writing experience such as:

· Issue papers/memos and/or justifications

· Desk audits, employee complaints or grievances

· Manual sections – policy/procedures

· Essential Functions duty statements

· Correspondence to control agencies

· Verbal experiences such as:

· Remain calm and professional

· Clarify situation by getting details

· Reiterate their comments for understanding

· Research the appropriate response and get back to person quickly with answer

Score:________ (10 points)
8. This position works independently on assigned projects with competing deadlines.  How do you deal with competing deadlines and what factors do you consider when setting priorities?

· Prioritize workload

· Importance

· Complexity

· Available resources

· Impact

· Due dates

· Management expectations

· Consult with management for direction

· Ask for assistance from co-workers

· Negotiate new or different due dates with management and/or customers

Score:  ________ (10 points)
9. Describe a situation where you had a conflict with a coworker or customer.  What was the outcome of the situation and explain how the outcome was established?
· Analyze what caused the conflict

· Perform active listening

· Make eye contact and engage in listening

· Do not develop rebuttal before the other person is finished communicating

· Identify own filters/refrain judgment
· Listen for other person filters/watch body language
· Paraphrase what the other person is saying and give feedback
· Respond appropriately

· Considered the other person’s perspective and empathize

· Consider own contribution to the situation

· Consider win/win resolution

· Develop Brain Storming Ideas
· Negotiate, Compromise and/or Refine Alternatives
· Agree to Best Solution for the Agency
· Consult with management for mediation or make them aware of issue and resolution
· Let go of issue once discussed whether resolved or not
Score:  ________ (10 points)

Overall Interview Competencies (10 Points Total Available):
Points




Competencies


Articulate (Well Spoken, Clear, Concise Responses)



Analytical Skills (Analyzed Questions, Utilized Step of 



Analysis in Responding to Questions, and Responded to 


all Elements of Questions)



Personality Traits (Pleasant, Understands Importance of 


Customer Service, Calm Demeanor, Conscientious, Flexible, 

Handle Stressful Situations Well, Takes Initiative and 
Open 


/Agreeable)



Work Ethic (Do What it Takes to Get Job Done, Understands the 

Importance of Job, Good Attendance/Dependable, Exhibit 


Professional Behavior, Accountable for Self/Work, and Team 

player)


Work History (Shows Stability In Career Movement, Shows 


History of Upward Mobility/Progression and Shows Development 

of Skill Levels)
Comments Regarding the Final 10 Points:
