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Give background 
on your 

company 

Ask a series of 
questions 

rel ated to the 
job 

Ask the 
candidate if they 

have any 
questions 

Wrap up and 
explain next 

steps 

 

Interview Do’s and Don’ts 

Federal and state law prohibits discrimination based on race, color, religion, gender, gender identity, 
gender expression, sexual orientation, age, national origin, and citizenship status. When collecting 
information on a potential candidate, employers should take care to avoid asking questions or 
discussing topics that might imply the company's selection decisions are made on a discriminatory 
basis. 

 
Prohibited Questions: 
Direct or indirect questions about a job applicant's age, gender, sexual orientation, birthplace, 
ancestry, height, weight, marital, pregnancy, or parental status, childcare arrangements, religion, 
financial status, salary history, arrest history, etc., rarely have bearing on the individual's ability to 
perform a job and should be strictly avoided. Interviewers also must avoid asking questions about 
health, medical conditions, medication, previous or current workers' compensation claims, criminal 
records, history of addiction, and reasons for military discharge. 

 
Examples of Appropriate Questions 
If you do need to gather personal information, be sure it is related directly to the position the 
employee is being hired for and consistent with a business necessity. 

 
Work Eligibility 

• Are you eligible to work in the United States? 
• Where do you reside? 
• Are you over the age of 18? 

Reasonable Accommodations 
If a candidate’s disability is evident and obvious: 

• Can you perform the essential functions of the job with or without reasonable 
accommodation? 

• Is there anything that would limit your ability to perform the essential functions of the job as 
described to you? If so, what accommodation can be provided that would enable you to 
perform those functions? 

 
Criminal Record 
As a best practice, the EEOC recommends that employers not ask about convictions on job 
applications. If and when they do make such inquiries, the inquiries should be limited to 
convictions for which exclusion would be job related for the position in question and consistent 
with business necessity. 

The Interview Process 
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Candidate’s Name: 
 

Position Title: 
 

Date of Interview: 
 

Time of interview: 
 

Job Description or Overview: 
 

 

Interview Preparation 

• Review job description and job responsibilities 
• With more than one interviewer, determine who will ask which questions? Who will 

open/close? 
• Review candidate’s application / resume and fill out provided box below 

Notes from Resume 
 

Prominent Skills: 

Related Work Experience: 

Red Flags - Areas to Probe: 

 

Welcome the Candidate 
 

• Thank the candidate for coming and for their interest in the position. 
• Introduce yourself and tell a little bit about your position/what you do. 
• Be careful with the small talk – Avoid conversations that may lead to inquires based on the 

candidate’s protected class. Remember, the interview begins when contact is first made with a 
potential candidate. 
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Interview Questions and Rating 

Choose 10 questions from the Sample Interview Question categories below or create your own. Rate 
each response using the scale provided below each question. 

 

Question: 
 

 
Notes: 

 

Very strong 
evidence skill is 

not present 

Strong evidence 
skill is not 

present 

Some evidence 
skill is present 

Strong evidence 
skill is present 

Very strong 
evidence skill is 

present 

Insufficient 
evidence to 

assess 

1-2 3-4 5-6 7-8 9-10 N/A 

 
 

Question: 
 

 
Notes: 

 

Very strong 
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skill is not 
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skill is present 
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skill is present 

Very strong 
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assess 

1-2 3-4 5-6 7-8 9-10 N/A 

 

Question: 
 

 
Notes: 
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skill is not 

present 

Some evidence 
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Very strong 
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Insufficient 
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1-2 3-4 5-6 7-8 9-10 N/A 
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Notes: 
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Total Score 

This scale is based on 10 questions. (Adjust, as necessary depending on number of questions 
asked.) 

 
[100 - 90] 
Great Fit 

[89 - 80] 
Very Good 

[79 - 70] 
Acceptable 

[69 - 60] 
Possible 

[59 - 0] 
Unacceptable 

 
 
Additional Comments and Next Steps: 

 
 
 
 
 
 
 
 

 
 
 

 

 

 

 

 

 

This SAMPLE form is meant as a starting point for documentation by Helpside’s clients. As such, Helpside has not created 
it to apply to a client’s particular circumstances. Thus, the content should not be regarded as legal advice and not be relied 
upon as such. In relation to any particular problem, clients are advised to seek specific advice. Finally, please note that 
relevant laws may change after publication of this form. 
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Sample Interview Questions 

Opening Questions 

• Tell us a bit about yourself. 
• After learning about this opportunity, what made you take the next step and apply for 

the job? 

• Tell us a bit about your work background, and then give us a description of how you 
think it relates to our current opening. 

• What would you have liked to do more of in your last position? What held you back? 

• What 3 things are most important to you in a position? 

 
Adaptable (Flexible; able to incorporate different views) 

• Describe a situation in which you embraced a new system, process, technology, or 
idea at work that was a major departure from the old way of doing things. 

• Tell me about the biggest change that you had to deal with. How did you adapt to 
that change? 

• 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. 

• When you have difficulty persuading someone to agree with your point of view, what 
do you do? Give an example. 

Ambition 
• When you disagree with your manager, what do you do? Give an example. 
• What sorts of things have you done to become better qualified for your career? 

• When you have a lot of work to do, how do you get it all done? Give an example. (Find 
out if it was poor planning that caused the backlog.) 

 
Collaborator (Open-minded, affable, and organized) 

• Give me an example of when you had to work with someone who was difficult to get 
along with. How did you handle interactions with that person? 

• Tell me about one of your favorite experiences working with a team. What was 
your contribution? 

• Describe the best partner or supervisor with whom you've worked. What part of their 
managing style appealed to you? 

Employee Development 

• Tell about a training program that you have developed or enhanced. 
• Give an example of a time when you felt you were able to build motivation in your co- 

workers or subordinates at work. 
• How do you go about establishing rapport with a customer? What have you done to 

gain the confidence of customers? Give an example. 
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Time Management 

• Tell me about a project you planned. How did you organize and schedule the tasks? 

• Describe a time when you felt stressed or overwhelmed. How did you handle it? 

• How do you determine what amount of time is reasonable for a task? 

• There is a phrase that says, "Let's not let perfect kill good." What does this statement 
mean to you? Do you have an example of when you applied this principle in the past? 

• Tell me about a time when you simplified a process or streamlined operations 
at work? 

• How do you schedule your time? Set priorities? How do you handle doing twenty 
things at once? 

• How do you determine priorities in scheduling your time? Give an example. 
• Describe how you develop the goals and plan for a project team. 
• Have you ever been overloaded with work? How do you keep track of work so that it 

gets done on time? 

 
Communication 

• Tell me about a time when you had to communicate an uncomfortable message to 
your manager or your client. How do you handle it? 

• Tell me about a time when your active listening skills really paid off. 
• Describe a situation where you felt you had not communicated well. How did you 

correct the situation? 

• Tell me about a recent experience presenting a new project, preparing a speech, or 
pitching an idea. How did you prepare? What obstacles did you face? How did you 
handle them? 

• Describe a time when you were able to effectively communicate a difficult or 
unpleasant idea to a superior. 

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

• Describe a project or idea that was implemented primarily because of your efforts. 
What was your role? What was the outcome? 

 
Problem Solver 

• Tell me about the toughest work problem you had a hand in solving. How did you do 
it? What was the proposed solution? 

• Have you ever had anyone who worked with you do or say something that was 
inaccurate or misleading? How did you handle it? 

• Tell me about a time when you had a negative experience with a coworker, client or 
customer who complained about you. How did you fix the issue to improve the 
relationship and resolve the situation? 
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Results Driven 

• Describe a situation where you had to lean on data to inform a decision. 
• How would you define "success" for someone in your chosen career? 

• Tell me about an important goal that you set in the past. How did you achieve it? Why 
did you choose this goal? 

 
Integrity / Interpersonal Skills 

 
• Think of a situation where you distrusted a co-worker/supervisor, resulting in 

tension between you. What steps did you take to improve the relationship? 

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

• Tell me about the most difficult or frustrating individual that you have ever had to 
work with, and how you managed to work with them. 

• Describe a recent unpopular decision you made and what the result was 

Closing Questions 

• Describe what you see as your strengths and weaknesses related to this job or 
position? 

• If we offer you this position, what contributions would you expect to make during the 
first 3 months on the job? 

• Now that you have learned about our company and the position you are applying for, 
what hesitation or reluctance would you have in accepting this job if we offered it to 
you? 

• Tell us anything else you would like us to know about you that will aid us in making 
our decision. 

• What questions would you like to ask me? 

• Why should we hire you? 

• If we hired you, when would you be available to start? 


