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MPA OA2

Interview Questions
1. Why are you interested in this position?
CRITERIA: done homework, knows about the position, the program and/or has knowledge about Evergreen, likes working in teams, interested in higher education.

2. You’ve seen the job description, tell us about your experience and qualification for this position.
CRITERIA: evidence of varied general clerical experience; evidence of experience in tracking, filing, database management, event planning, etc. 

3. This position involves performing multiple tasks with differing deadlines and priorities.  What experience have you had that illustrates your abilities and strategies to meet multiple deadlines and handle competing priorities?  
CRITERIA: Evidence of knowledge of strategies to deal with multiple priorities and ability to manage time and prioritize work.

4. This is a ½ time job, with the probability that there will be many weeks with more than half-time work.  In addition, this job supports three different people and may also deal with requests for support or referrals from both faculty and staff.  What experience have you had that illustrates your abilities and strategies for managing workload, completing tasks and supporting multiple people?
CRITERIA: 
5. There are jobs where it doesn’t matter what hours you work during the week and jobs where it matters that you meet time commitments set in advance and set a schedule in advance.  In this job, meeting time and schedule commitments matter.  What experience have you had that illustrates your abilities and strategies for meeting time and schedule commitments?
CRITERIA:  evidence of coming to work on time, consistently good patterns of attendance, desire to work a set schedule, etc.
6. The college staff, faculty and students represent diverse cultural, ethic and economic backgrounds.  Tell us about your experience working with individuals whose ethnicity and beliefs differ from your own.  What skills and strengths enable you to work successfully with individuals who may be different from you (class, gender, race, ability)? 
CRITERIA: Values diversity, awareness and ownership of issues, evidence of ability to and interest in working respectfully in a diverse environment.

7. We use computers for a variety of office functions – correspondence, e-mail, data entry, scheduling, web site maintenance, etc.  Tell us about the computer applications you are familiar with and the type of work you accomplished using applications.  
CRITERIA: Comfort with technology; experience with variety of applications; ability to use word processing, e-mail, Internet use.

8. Do you have any skills or abilities we not yet discussed that make you particularly suited to this position?  

CRITERIA:
9. Do you have any questions of us?
10. Exercise: proof a MPA document for accuracy.
