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The Position/Department
1. What will be the top priorities of the person in this position? 

2. What are the day-to-day responsibilities and expectations of this position? 

3. What are the key skills you are looking for? What are the key personality characteristics?

4. Can you describe a typical day for someone in this position?
5. Who are my key coworkers and associates?
6. How is this department perceived within the organization? 

Being/Advancing as an Employee

1. How will I be introduced to the company/position?  Is there a formal orientation process?

2. Does the organization support ongoing training and education for employees to stay current in their fields? 

3. What are the traits and skills of people who are most successful in this organization? 

4. Is there a formal process for advancement within the company? 

5. Are lateral or rotational job moves available? 

6. What is the organization’s policy on transfers to other divisions or other offices? 

Supervision/Evaluation

1. How will my leadership responsibilities and performance be measured, and by whom? How often? 

2. What is my supervisor’s style of management and oversight of staff? 

3. If selected for this position, what will I need to accomplish in the first 12 months to receive an outstanding performance review?
4. In what ways does this company recognize outstanding performance?
The Company/Organization

1. I noticed _____ on the company’s website.  Will you say more about that?

2. Who in the company best personifies the culture of the company and why?

3. How would you describe the company’s corporate culture? 

4. Can you describe the company’s management philosophy? How is this department managed?
5. How long have the senior administrators been in their positions?
6. What do you think is the greatest opportunity facing the organization in the near future? The biggest threat? 

Questions for Interviewer
1. What is your favorite thing about working here?
2. What attracted you to this organization?
3. What/Who was most helpful to you when you first started?
Closing/Finishing Up

1. What is your timeline for filling this position?

2. What is the next step in the process?  Who will contact me?  When?

3. If I don’t hear from you by a certain time, may I call you?

4. Do you need any other information from me (extra résumés, references, etc.)?
Questions for Potential Employers








