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 Be prepared. Be clear. Be consistent.  
   
 

Interviewing Candidates 
 
Consider using the following agenda to guide the interviews.  Remember that the 
students you interview may have little to no experience working, or with interviewing; 
be thoughtful in how you set the tone for the interview, describe the job, and ask 
questions.      

 
A. Department/Office Overview   

• Introduce self and any other interviewers. 
• Give a description of the department structure, purpose, and day-to-day 

routine. 
• Give a general description of why the work-study position is important to the 

department and its mission. 
• Explain what to expect during the remainder of the interview (e.g., “We’ll ask 

questions to learn more about your experience and skills, then you can ask us 
questions. We’ll be done by 2:30pm” 

 
B. Ease into the Interview 

• Ask 1-2 questions about their UMass experience:  What year are you at UMass? 
Have you decided on a major (why that one) or what subjects interest you?  

• Out of all the positions available at the University, why did you choose to apply to 
this one? 

• What do you know about this department/office? 
 
C. Job-Specific Questions

To get a much better understanding of a candidate’s skill-level, strengths, and work-
style, focus on asking open-ended questions versus close-ended questions (yes/no). 
Asking questions that begin with What, How, When will prompt the candidate to 
elaborate on their responses and share more information. 
 
To gain additional insight about the candidate’s background, ask Behavioral 
Interview Questions. Formulate questions based on how the candidate acted in a 
specific situation. This will help you gauge how the candidate reacts to certain 
situations and contexts that are similar to the job they are applying to.    
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Examples of interview questions: 

1. By providing examples, convince me that you can adapt to a wide variety of 
people, situations and environments. 

2. Describe a situation where others you were working with on a project 
disagreed with your ideas. What did you do? 

3. Describe how you have used/handled _______ in the past. (office 
photocopiers, Excel workbooks, Zoom, confidential information, etc.) 

4. Describe a situation in which you found that your work was not up to your 
supervisor's expectations. How did that interaction go and what did you do 
next as a result? 

5. Compare and contrast the times when you did work which was above the 
standard with times your work was below the standard. 

6. Describe a situation that required a number of things to be done at the same 
time. How did you handle it? What was the result? 

7. Give us some examples of how you plan and prioritize your homework 
assignments for the week and the semester. 

8. Give me a specific example of something you did that helped build team-
work in a work group? 

9. Give me an example of a time you had to interact with an upset customer. 
How did you handle the interaction? 

10. Describe a specific problem you solved in a previous job. How did you approach 
the problem? What was the outcome? 

11. Describe a time where you were hesitant to ask for help from a 
supervisor/colleague/peer. How did you approach the situation?    
 

12. What is the best criticism/feedback for improvement you've ever received? 
 

13. Give an example of what irritates you in a workplace (people, the work, etc.) 
and how you deal with it? 
 

14. What about the work and/or the people did you enjoy the most in your previous 
jobs? 

 
 

D. Wrap-Up 
• What questions do you have for us?  
• End with describing the next steps and timeline in hiring process. 

 
 


