Format of interview

· Welcome

· Introductions

· Thank you for your interest in our post

· Explanation regarding Admin All Areas (Pool of people recruited to work on temporary assignments throughout the Council as and when required.  Work and hours vary and we will call people as and when each assignment comes in.)

· Where the vacancy is (this depends on where the work is – throughout the Council)
· Explain format of interview – questions.  Note-taking

· Any q’s they would like to ask us

· When they will know the decisions (By end of the week)
· Thank you 

	Questions for the post of Admin All Areas: Level B
Panel – 

Name of applicant -

	Who 


	Question 
	Notes

	1
	Can you give a summary of your office experience?

(Hint: Other than experience, also looking for accuracy, filing, record keeping, distribution, photocopying, post opening / sorting, managing people, deputising, responsibility)


	

	2
	The post involves communicating with a wide range of people, for example, in writing, over the telephone and by e-mail – what factors do you consider are important when communicating?

(Hint: Listening, questioning, empathy, ensuring clarity, remaining professional, responding appropriately, checking understanding, summarising, remaining calm with difficult customers, networking, building effective working relationships)

What experience do you have of working with the public?


	

	3
	What do you think makes an effective team? 

(Hint: Sharing knowledge & information, working towards common goal, communication, willingness to share tasks, effective delegation of work, utilising strengths, identifying areas for development)


	

	4
	Tell us about your experience of using computers?

(Hint: Good knowledge of Word, Excel & Powerpoint, in-house systems, email, intranet/internet, data-entry)


	

	5
	We are an extremely busy team, processing large amounts of work for various deadlines, what techniques do you use to manage both your own time and workload?  

(Hint: Diary, to-do lists, post-it notes, email/manual calendar, priority-ordering tasks, delegation)

What would you do if you were unable to complete a task before the given deadline?

(Hint: negotiate extension, delegate some of the task to others, reorder other tasks)


	

	6
	What experience do you have of undertaking numerical calculations and what do you consider important?

(Experience hint: Calculator, spreadsheets, financial computer systems, processing invoices, designing financial spreadsheets, awareness of budgets) 

(Important Hint: Accuracy, attention to detail, asking others if uncertain, ensuring others have the necessary skills)


	

	7
	The Admin All Areas work involves taking on a variety of roles and responsibilities.  How would you apply yourself to this work?

(Hint: Flexible attitude, enjoys variety, willing to undertake different tasks, positive about change)


	

	8
	Describe an occasion where you have dealt with a complex or difficult situation?

How did you resolve it?

(Hint: Calm approach, logical thinking, decision-making, involvement of others, communication, initiative, appropriate resolution)


	

	9
	As a member of a team or working with customers how would you ensure that equality was promoted in your everyday work? 


	

	
	End of our questions – do you have any questions that you would like to ask us?


	


