Search Process Guidelines

SAMPLE QUESTIONS FOR CANDIDATE (TELEPHONE and ON-CAMPUS) INTERVIEWS AND REFERENCE CHECKS XE "interviews" 
Questions  XE "references" should be designed to provide an equal opportunity for each candidate to supply you with the information needed to make the best selection.  All interview (telephone, reference, on-campus) questions must be approved by the Diversity/Affirmative Action Officer.

While the nature of each discipline will determine the questions XE "questions" 

 XE "questions:appropriate questions"  to be asked, XE "questions to be asked"  some general guidelines include:  


(
Develop a question for each of the criteria to be used in evaluating the suitability of the candidate for the position.

(
Keep questions XE "questions" 

 XE "questions:appropriate questions"  open-ended so that the candidate can use the opportunity to tell you of relevant experiences and ideas you may not have anticipated.  Although initial questions XE "questions:appropriate questions"  should be planned to insure that all issues are covered, feel free to add follow up questions XE "questions:appropriate questions"  to clarify or expand the ideas raised by the candidate or referee.  This will make for a more natural conversation, demonstrate interest and allow the candidate to provide mire specific detail.

Be sure to include the question “What would you like to know?”

Previous  (paid/unpaid) experiences:

1.
How does the job for which you are applying relate to what you have done in the past?

2.
Describe your responsibilities at your previous job(s) which prepare you for this job.

3.
What experiences have you had that helped prepare you to do the work required for this job?

4.
Describe how you have developed your skills.

5.
What aspects of your present/previous job did you like/dislike?

6.
What do you consider the most rewarding/challenging aspects of your last/present position?
Teaching
7.
 How would you describe your teaching style?

8.
What are your major objectives in teaching  (course name)?

9.
What were the most favorable comments your students have made about you and the courses you have taught?


10.
What have you done to improve your teaching effectiveness?

11.
What do you think would be adequate preparation for an undergraduate student in your discipline?  Why?


12.
What course are you most excited about teaching and why?


13.
How will your scholarly/research program involve undergraduate students?


14.
How do you go about motivating students?

15.
Describe your views on the role of student advising by faculty?

16.
Describe your ideal student-teacher relationship.  In what ways is this ideal?

17.
What is your theoretical orientation or philosophy relative to your discipline?

18.
Describe your current understanding of the retention and tenure process.

Teaching/Diversity related questions XE "questions" 

 XE "questions:appropriate questions" .

19.
How do you think you could enhance minority (female) student retention and graduation rate (in this major) (at this university)?

20.
How do you see yourself contributing to the enhancement of student awareness of and appreciation for diverse cultures?

21.
What experiences have you had working with minority students?


22.
What experiences have you had advising/working with students?


23.
How important do you consider the role of faculty member as student advisor? 

24.
How can a faculty member be an effective part of an effort to attract and retain underrepresented students in (this field)?

25.
Describe the teacher you believe to have been the best you had as an undergraduate.  On what basis did you make your selection?

26.
What issues do you think a university that includes enhanced diversity of the student and employee population in its mission, needs to deal with?

Scholarship/Research

27.
What had been your most significant contribution to scholarship contribution in your field over the next 10 to 20 years?

28.
What are your future research/scholarship plans?


29.
What are you working on now that would continue at this university?


30.
What facilities (support) do you need to pursue your scholarship/research?


31.
What funding sources do you anticipate applying for and for which projects?


32.
Have you performed your past research independently or as part of a team?

Questions related to the ability to perform job tasks

33.
 XE "questions" 

 XE "questions:appropriate questions" Do you have any time constraints that might interfere with your performing your assigned tasks?  What accommodations would allow you to fulfill your job?

34.
Is there any reason why you would not be able to perform the essential duties of this job?

35.
What barriers do you see that might prevent you from performing the essential duties of this job as effectively as you would like to?

36.
Are there any physical accommodations that the university would need to make to help you perform your job?

Education
37.
Why did you select your particular course of study?

38.
Tell us about your dissertation topic and why you selected it?  What did you learn from it?

39.
What courses did you get the most/least out of?  Why?


40.
What was your favorite/least-favorite/most useful course?

41.
How do you think your studies/activities would be helpful in performing this job?

42.
What trends have you discerned in your discipline?

43.
Where do you think your discipline will be in 5, 10 years?  What role do you see yourself playing in those changes?

Knowledge of the Job
44.
Based on the job description XE "job description" , what do you see as the most important aspects of the job?


45.
What attributes do you have to accomplish them?


46.
What strengths do you feel you can bring to this University/department/job?


47.
What aspects of the job would inspire you to make an extra effort?


48.
What aspects of this job appeal most to you?  Why?

49.
What areas of your professional development do you think most need improvement?

Problem Solving
50.
Describe a typical problem that might arise in your job, and describe how you would deal with it.


51.
What was the most difficult task or responsibility you have had to carry out?


52.
What present job frustrations do you want to avoid in a new job?


53.
How do you keep up with changes in your field/profession?

54.
What has been the biggest professional challenge you have confronted with and how did you handle it?

55.  
Tell us about a time when you were not pleased with your performance.  What did you do about it?

56. 
Give us an example of a disappointment you had to handle in the past year.  How did you cope with it?

57. 
Tell us about a time when you were able to treat a negative experience as a learning opportunity.

58.
Tell us about a time you received constructive feedback from your supervisor or a coworker that you took to heart and did something about.

59.
Tell us about something new or different that you did in your department that improved service, productivity, quality, teamwork or performance.  

Planning/Goal Setting

60.
Tell me about your current top priorities.  How did you determine that they should be your top priorities?

61.
Give us an example of an important goal you have had and about your success in achieving it.

62.
Tell us about something you did in your last/current position of which you are particularly proud.

Interaction with Others
63.
In your present/previous job, how much work was done on your own?  As part of a team?


64.
Do you prefer to work alone or as part of a team/group?


65.
What does collegiality mean to you?

66.
Tell us about your views on community service and the role, if any, it plays in higher education.

67.
Give us an example of a time where you had a disagreement with one of your peers, but were able to find common ground and solve the problem

68.
Describe a time when you had to give candid feedback to one of your peers.

69.
Describe a time when you had to give candid feedback to one of your peers.

70.
Tell us about a time when you had to resolve a difference of opinion with a coworker, student, or supervisor.  How do you feel you showed respect for that person?

Service

71. 
Tell us about a collaborative effort you headed or were involved in between your institution and the community.

72.
Tell us about a time when you did your best to resolve a student or coworker concern and the individual was still not satisfied.

73.
At times, we are all required to deal with difficult people.  An even more demanding factor is to be of service to a difficult person.  Describe a time you were successful in dealing with this type of difficult situation.

Ethics

74.
Tell us about a specific time when you had to handle a difficult problem that challenged fairness or ethical issues.

75.
Give us an example of a specific occasion in which you conformed to a policy with which you did not agree.
76.
At time we are all faced with the situation of having to tell a customer, employee, boss, or someone else No, because we don’t believe that YES would be the right answer, even though it would be the easy answer.  Tell me about a time you faced this kind of situation.

77.
Discuss a time when your integrity was challenged.

78.
Tell us about a time when you experience a loss for doing what is right.
Attitudes about Jobs


79.
What interest you about this position?


80.
What do you think it takes for a person to be successful in this job?


81.
In what areas of your work do you find the greatest satisfaction?


82.
What aspects of your present job do you like most/least?


83.
How do you approach a task that you dislike?  How well do you think you do such tasks?

84.
Based on what you know about the profession of college teaching, what do you find most and least attractive about the field?

85.
What steps would you take to handle those parts of the job that are less interesting?
