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The purpose of the Manager Foundation Interview Question and Assessment Guide is 
to assist in creating an interview that:  
 

1. Is tailored to the job and comprises behavioral questions that effectively evaluate the 
job competencies and requirements;  

2. You can take into the interview with you and;  
3. Gives you a consistent way to evaluate and compare candidates. 

 
 

Why do you need the Manager Foundation                                        

Interview Question and Assessment Guide? 
 

- Interviewing job candidates is difficult; 
- Generic interview questions don’t effectively evaluate the skills and 

competencies of candidates. 
 

What will the Manager Foundation                                                      

Interview Question and Assessment Guide do for you? 
 

Use this pack to select the most relevant behavioral questions to help you effectively 
evaluate the skills and competencies of job candidates. 

 

How will the Manager Foundation                                                          

Interview Question and Assessment Guide help you? 
 

This resource contains everything that you need to: 
 

- Create a customized interview; 
- Select the most relevant behavioral questions that will effectively evaluate skills 

and competencies; 
- Run a consistent interview process every time; 
- Accurately record candidate responses; 
- Evaluate job candidates against each other and; 
- Make better hiring decisions. 

 
 

 
  

The Manager Foundation 

Interview Question and 

Assessment Guide 

www.managerfoundation.com 

“Managing Made Easy” 

file:///C:/Users/Chantel/Documents/Chantel/Keith%20Tatley/Manager%20Foundation%20Modules/HIRE101/Resources/Final%20Drafts/www.managerfoundation.com
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1. Preparation 

 1.1 Job Description Template 

 1.2 Job Competency Guide 

 1.3 Interview Checklist 

2. Testing and Comparing  Job Candidates 

 Creating an Interview 

 2.1 What Interview Questions to Choose and How to Evaluate and Compare Interview 
Answers 

 Types of Interview Questions 

 2.2 Behavioral Interview Question and Assessment Guide 

 2.3 Interview Questions to Avoid Bad Hires 

 2.4 Interview Questions for Culture Fit 

 2.5 First Interview Questions 

 2.6 How to Choose, Evaluate and Compare Interview Answers 

 Other Tools for Testing and Comparing Job Candidates 

 2.7 Values Assessment 

 2.8 How to use psychometric testing to evaluate job candidates. Get the solution here: 
(http://bit.ly/1umJsDu) 

3. Making a Hiring Decision 

 3.1 Reference Check Template 

4. Engaging and Retaining New Hires  

 4.1 New Employee Onboarding for Performance. Get the solution here: 
(http://bit.ly/1zsQuux)  

 4.2 How to Sell Your Company to New Hires (http://bit.ly/1GHfwEb) 

 PS… 
 

 Want the Complete Power Interview Pack? Get it here:  (http://bit.ly/1OHDIPw)  

 Don’t have the full Hiring for Performance Program? Get it here:            
(http://bit.ly/1GI3gF5) 

 

You are here 

Hiring for Performance Index 

http://bit.ly/1umJsDu
http://bit.ly/1zsQuux
http://bit.ly/1GHfwEb
http://bit.ly/1OHDIPw
http://bit.ly/1GI3gF5
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"The secret of my success is that we have 

gone to exceptional lengths to hire the best 
people in the world."  

 

- Steve Jobs 
  

 

Note: 
 

 
This is part of the "Hiring for Performance" HIRE101 system - if you like this and find it 
helpful then you should use the system:    
 
http://managerfoundation.com/training/hire101 

 
 

The Benefits of Hiring for Performance: 
 

 
- Avoid poor hiring decisions; 
- Remove guesswork from the hiring process; 
- Get better at defining job requirements; 
- Consistently evaluate candidates; 
- Truly test candidate skills against job requirements and; 
- Improve organizational performance by having the right person in the right job 
 

But there is a wrong and a right way to run a recruitment process. Common problems 
of ineffective hiring include: 
 

- Poor staff performance and productivity; 
- Low staff engagement; 
- High staff turnover and; 
- Wasted time and money. 

 

 

 

“People, Performance, Profits” 

www.managerfoundation.com 

 

 

About The Hiring for Performance – HIRE101 - System 

http://managerfoundation.com/training/hire101
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Behavior Based Interviewing 
 

- Behavioral interviewing is the best way to predict how well candidates will 

perform on the job.  

- Behavioral based interviewing tests how the interviewee acted in specific past 

situations. This works because how you behaved in the past is a good indicator of 

how you will behave in the future. Plus, how candidates use their skills in real-life 

situations is a good indication of their potential.  

- Behavioral interviewing is based on the STAR approach. Interview questions 

should address: 

 Situation: the tasks that needed to be done; 

 Target: the objectives - what needed to be achieved; 

 Actions: what the candidate did and; 

 Results: the outcome (what happened). 
 

 

Practical Example: 
 

A Typical Interview Question: 
 

"Have you had experience managing budgets in the past?" and the typical answer 
would be, "Yes I have," which doesn’t give you any indication of whether or not the 
candidate did so competently.  
 

Versus… 
 

A More Effective Behavior Based Question: 
 

"Can you tell me about a time when you had to manage a budget and what you 
did?" Answer, "I had a 10% reduction in my cost budget of $2.5m and I achieved this 
by having a brainstorming meeting with my team, to identify non-value added 
spend".  
 
The behavior based question is by far more valuable to you as an interviewer and 
gives greater insight about the candidate’s competencies. 
 

 

“Managing Made Easy” 

 

 

Behavioral Interviewing 
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The Mission of Manager Foundation is to Make Work a Better 
Place: 

 

The mission of Manager Foundation is to make work a better place: 
 

 Helping employees to find job satisfaction; 

 Helping managers with a difficult job and; 

 Improving employee performance through better engagement. 
 
We do this by providing management systems, resources and training for managers 
that focus on: 
 

 Proven time saving techniques; 

 Motivating employees by tapping into employees internal motivators which 
improves performance and;  

 Support & resources for managers. 
 

 

Make Managing Easy: 
 

 
Sign up for the free “Make Managing Easy” email series and find out about how 
the Management Sweetspot can: 
 

 Make the lives of Managers easier; 

 Make employees happier and; 

 Make companies more profitable 
 

www.ManagerFoundation.com/signup 
 

 

www.managerfoundation.com 

“People, Performance, Profits” 

 

 

About Manager Foundation 

http://www.managerfoundation.com/inspiring-quotes


Page 7                                                                                   © Manager Foundation 2015 

 

 

 

 

 

 

 

  

 

Become a Manager Foundation Super User: 
 

 

Help Us to Spread the Message:  
 

Work, isn't working if:  
 

 Staff are unhappy at work; 

 Managers are stressed and; 

 Company profits suffer.  
 

The vision is to work towards a place where: 
 

 Employees are engaged and get job satisfaction from intrinsic motivators; 

 Managers have effective, time-efficient ways to manage staff and; 

 Companies are productive and profitable.  
 

If this is a vision that you feel is worth spreading then please help me to spread the 
message because I can't do it on my own.  
 

Join: http://managerfoundation.com/super-users/ to become part of the community 
and find out more. 
 

 

 

About Manager Foundation (Continued…) 

www.managerfoundation.com 

“Managing Made Easy” 

http://managerfoundation.com/super-users/
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- Select your questions prior to the interview; 
 

- Use the Manager Foundation Interview Question Resources on the following pages 
as a guide; 
 

- Review the list of key competencies circling the ones that are most relevant to the 
job/ role you are interviewing for. (You should have already determined these when 
you made the job description - if not, do this now). Refer to the attached Manager 
Foundation Competency Worksheet to assist you; 
 

- Aim for a maximum of 10 questions (This is a lot to cover in a single one-hour 
interview.) 

 

 

 

Behavioral 
Interview 

Questions 

 
 

 Behavioral interviewing is the best way to predict 
how well candidates will perform on the job. 
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- Use the Manager Foundation Job Competency Guide on pages 59-65 as a 

reference for identifying the key competencies required for the role/ job you are 
interviewing for; 

- Refer to the question categories that follow. Select the best behavioural interview 
questions to test and evaluate the required competencies; 

- Write the names of each candidate that you will be interviewing in the columns 
provided on each question page that you select. This allows you to evaluate and 
compare candidates against each other; 

 

- Ensure that each candidate talks directly about their past experience; 
 

- Use their response to dig deeper into behaviors, decisions and motivation; 
 

- Ask open-ended questions - avoid questions that will prompt a simple “Yes” or “No” 
answer. Instead, use open-ended questions that will encourage the candidate to 
give more detailed explanation and insight; 
 

- Ask probing questions - use probes to follow-up on your questions to get more 
information. Probes to use: 
 

 Who?  
 What?  
 Where?  
 When?  
 How?  
 Why? 

 

 
 

TIP: Rather than writing lengthy notes make the interview process more 

efficient and save time by using ticks, crosses or coloured dots marks to mark 
off the competency indicators displayed by each candidate for each question. 
You can even give a candidate two ticks for a really great reply. Refer to the 
example template below for guidance. 

  

 

 

Instructions for Selecting Behavioral Questions 

www.managerfoundation.com 
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Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This 

Competency:

* DISC styles traditionally best suited to this competency:

* DISC styles well suited to this competency:

* DISC styles to take extra caution with:

Candidate name

Competency Indicators:

1

2

3

4

5

6

7

8

9

10

Overall Evaluation: 5/10 6/10 8/10 6/10 7/10

© Manager Foundation 2015

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) 

indicators. Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection 

isn't about choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category: Accuracy 
 

 

Key Competencies:  
 

Listening, Analysis/ Reasoning, Attention to Detail, Researching 
Information, Accountability and Dependability 
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Question Category: Accuracy 
 

Key Competencies:  
 

Listening, Analysis/ Reasoning, Attention to Detail, Researching Information,                                     
Accountability and Dependability 

Accuracy 1

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency:
* DISC styles traditionally best suited to this competency: C Styles

* DISC styles well suited to this competency: D Styles and S Styles

* DISC styles to take extra caution with: I Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the 

task - deriving satisfaction from the challenge 

involved and from achieving the result? Were they 

persistent, trying alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they 

sufficiently methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution 

and (b) Did they come up with a better lateral 

solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise 

speed vs quality?

7. Quality (Care and Attention): Did the candidate 

take the necessary care and attention to achieve the 

correct level of quality? (Note: there is often a 

compromise between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their 

knowledge and autonomously compensate for this 

(by consulting others or technical journals)?

9. Communication: Did the candidate ask questions 

to clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the 

candidate own their inputs as well as their outputs 

or did they make excuses?

Overall Evaluation:

© Manager Foundation 2015

Accuracy: Working accurately with information and data. Working to high standards.

Recall a specific task that required you to follow instructions accurately. How did you make sure that the job was done 

right?    

Listening, Analysis/ Reasoning, Attention to Detail, Researching Information, Accountability and Dependability

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Accuracy 2

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency: * DISC styles traditionally best suited to this competency: C Styles

* DISC styles well suited to this competency: D Styles and S Styles

* DISC styles to take extra caution with: I Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the 

task - deriving satisfaction from the challenge 

involved and from achieving the result? Were they 

persistent, trying alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they 

sufficiently methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution 

and (b) Did they come up with a better lateral 

solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise 

speed vs quality?

7. Quality (Care and Attention): Did the candidate 

take the necessary care and attention to achieve the 

correct level of quality? (Note: there is often a 

compromise between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their 

knowledge and autonomously compensate for this 

(by consulting others or technical journals)?

9. Communication: Did the candidate ask questions 

to clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the 

candidate own their inputs as well as their outputs 

or did they make excuses?

Overall Evaluation:

© Manager Foundation 2015

Accuracy: Working accurately with information and data. Working to high standards.

Tell me about a time when you needed to accurately create and maintain data. How did you make sure that the data was 

accurate from start to finish?      

Listening, Analysis/ Reasoning, Attention to Detail, Researching Information, Accountability and Dependability

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 

Question Category: Accuracy 
 

Key Competencies:  
 

Listening, Analysis/ Reasoning, Attention to Detail, Researching Information,                                     
Accountability and Dependability 
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  Question Category: Accuracy 
 

Key Competencies:  
 

Listening, Analysis/ Reasoning, Attention to Detail, Researching Information,                                     
Accountability and Dependability 

Accuracy 3

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency:
* DISC styles traditionally best suited to this competency: C Styles

* DISC styles well suited to this competency: D Styles and S Styles

* DISC styles to take extra caution with: I Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate 

undertook make sense in terms of achieving the 

objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the 

task - deriving satisfaction from the challenge 

involved and from achieving the result? Were they 

persistent, trying alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they 

sufficiently methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of 

the problem and environment? (a) Did they show 

good strategic thinking to come up with a valid 

solution and (b) Did they come up with a better 

lateral solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise 

speed vs quality?

7. Quality (Care and Attention): Did the candidate 

take the necessary care and attention to achieve 

the correct level of quality? (Note: there is often a 

compromise between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their 

knowledge and autonomously compensate for this 

(by consulting others or technical journals)?

9. Communication: Did the candidate ask 

questions to clarify what needed to be done? Did 

they listen carefully to instructions? Did they 

obtain buy-in in advance and keep stakeholders 

informed?

10. Ownership and Accountability: Did the 

candidate own their inputs as well as their outputs 

or did they make excuses?

Overall Evaluation:

© Manager Foundation 2015

Accuracy: Working accurately with information and data. Working to high standards.

Recall a task that required you to focus in an environment that was distracting. How did you do it?

Listening, Analysis/ Reasoning, Attention to Detail, Researching Information, Accountability and Dependability

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category: Selling/ 
Presenting/ Persuading 

 

 

Key Competencies:  
 

Speaking, Writing, Presenting Information, Effective Information 
Sharing, Influencing/ Persuading Others, Relationship Building, 

Ethics and Integrity 
 



Page 18                                                                                   © Manager Foundation 2015 

 

  

  

Question Category: Selling/ Presenting/ Persuading 
 

Key Competencies:  
 

Speaking, Writing, Presenting Information, Effective Information Sharing, Influencing/ Persuading 
Others, Relationship Building, Ethics and Integrity 

 
Persuasion 1

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency:
* DISC styles traditionally best suited to this competency: D Styles and I Styles

* DISC styles well suited to this competency: S Styles

* DISC styles to take extra caution with: C Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate 

undertook make sense in terms of achieving the 

objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the 

task - deriving satisfaction from the challenge 

involved and from achieving the result? Were they 

persistent, trying alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they 

sufficiently methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of 

the problem and environment? (a) Did they show 

good strategic thinking to come up with a valid 

solution and (b) Did they come up with a better 

lateral solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise 

speed vs quality?

7. Quality (Care and Attention): Did the candidate 

take the necessary care and attention to achieve 

the correct level of quality? (Note: there is often a 

compromise between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their 

knowledge and autonomously compensate for this 

(by consulting others or technical journals)?

9. Communication: Did the candidate ask 

questions to clarify what needed to be done? Did 

they listen carefully to instructions? Did they obtain 

buy-in in advance and keep stakeholders 

informed?

10. Ownership and Accountability: Did the 

candidate own their inputs as well as their outputs 

or did they make excuses?

Overall Evaluation:

© Manager Foundation 2015

Persuasion: Selling, presenting, persuading and convincing people. 

Recall a time when you had to share new information with others. How did you make sure that your peers understood it?

Speaking, Writing, Presenting Information, Effective Information Sharing, Influencing/ Persuading Others, Relationship 

Building, Ethics and Integrity

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category: Selling/ Presenting/ Persuading 
 

Key Competencies:  
 

Speaking, Writing, Presenting Information, Effective Information Sharing, Influencing/ Persuading 
Others, Relationship Building, Ethics and Integrity 

 
Persuasion 2

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency:
* DISC styles traditionally best suited to this competency: D Styles and I Styles

* DISC styles well suited to this competency: S Styles

* DISC styles to take extra caution with: C Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the 

task - deriving satisfaction from the challenge 

involved and from achieving the result? Were they 

persistent, trying alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they 

sufficiently methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of 

the problem and environment? (a) Did they show 

good strategic thinking to come up with a valid 

solution and (b) Did they come up with a better 

lateral solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise 

speed vs quality?

7. Quality (Care and Attention): Did the candidate 

take the necessary care and attention to achieve 

the correct level of quality? (Note: there is often a 

compromise between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their 

knowledge and autonomously compensate for this 

(by consulting others or technical journals)?

9. Communication: Did the candidate ask questions 

to clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the 

candidate own their inputs as well as their outputs 

or did they make excuses?

Overall Evaluation:

© Manager Foundation 2015

Persuasion: Selling, presenting, persuading and convincing people. 

Describe a time when you had to make a presentation in front of a group. How did you ensure that your presentation was 

effective?

Speaking, Writing, Presenting Information, Effective Information Sharing, Influencing/ Persuading Others, Relationship 

Building, Ethics and Integrity

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category: Selling/ Presenting/ Persuading 
 

Key Competencies:  
 

Speaking, Writing, Presenting Information, Effective Information Sharing, Influencing/ Persuading 
Others, Relationship Building, Ethics and Integrity 

 
Persuasion 3

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency:
* DISC styles traditionally best suited to this competency: D Styles and I Styles

* DISC styles well suited to this competency: S Styles

* DISC styles to take extra caution with: C Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the 

task - deriving satisfaction from the challenge 

involved and from achieving the result? Were they 

persistent, trying alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they 

sufficiently methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution 

and (b) Did they come up with a better lateral 

solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise 

speed vs quality?

7. Quality (Care and Attention): Did the candidate 

take the necessary care and attention to achieve the 

correct level of quality? (Note: there is often a 

compromise between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their 

knowledge and autonomously compensate for this 

(by consulting others or technical journals)?

9. Communication: Did the candidate ask questions 

to clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the 

candidate own their inputs as well as their outputs 

or did they make excuses?

Overall Evaluation:

© Manager Foundation 2015

Persuasion: Selling, presenting, persuading and convincing people. 

What are the different tools you use to ensure good communication? Can you tell us about a time when one of them 

worked particularly well?

Speaking, Writing, Presenting Information, Effective Information Sharing, Influencing/ Persuading Others, Relationship 

Building, Ethics and Integrity

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category: Selling/ Presenting/ Persuading 
 

Key Competencies:  
 

Speaking, Writing, Presenting Information, Effective Information Sharing, Influencing/ Persuading 
Others, Relationship Building, Ethics and Integrity 

 

Persuasion 4

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency:
* DISC styles traditionally best suited to this competency: D Styles and I Styles

* DISC styles well suited to this competency: S Styles

* DISC styles to take extra caution with: C Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate 

undertook make sense in terms of achieving the 

objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the 

task - deriving satisfaction from the challenge 

involved and from achieving the result? Were they 

persistent, trying alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they 

sufficiently methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of 

the problem and environment? (a) Did they show 

good strategic thinking to come up with a valid 

solution and (b) Did they come up with a better 

lateral solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise 

speed vs quality?

7. Quality (Care and Attention): Did the candidate 

take the necessary care and attention to achieve 

the correct level of quality? (Note: there is often a 

compromise between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their 

knowledge and autonomously compensate for this 

(by consulting others or technical journals)?

9. Communication: Did the candidate ask 

questions to clarify what needed to be done? Did 

they listen carefully to instructions? Did they obtain 

buy-in in advance and keep stakeholders 

informed?

10. Ownership and Accountability: Did the 

candidate own their inputs as well as their outputs 

or did they make excuses?

Overall Evaluation:

© Manager Foundation 2015

Persuasion: Selling, presenting, persuading and convincing people. 

Describe a time when you had to personalize a presentation to a specific audience.

Speaking, Writing, Presenting Information, Effective Information Sharing, Influencing/ Persuading Others, Relationship 

Building, Ethics and Integrity

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category: Selling/ Presenting/ Persuading 
 

Key Competencies:  
 

Speaking, Writing, Presenting Information, Effective Information Sharing, Influencing/ Persuading 
Others, Relationship Building, Ethics and Integrity 

 
Persuasion 5

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency:
* DISC styles traditionally best suited to this competency: D Styles and I Styles

* DISC styles well suited to this competency: S Styles

* DISC styles to take extra caution with: C Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the 

task - deriving satisfaction from the challenge 

involved and from achieving the result? Were they 

persistent, trying alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they 

sufficiently methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution 

and (b) Did they come up with a better lateral 

solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise 

speed vs quality?

7. Quality (Care and Attention): Did the candidate 

take the necessary care and attention to achieve the 

correct level of quality? (Note: there is often a 

compromise between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their 

knowledge and autonomously compensate for this 

(by consulting others or technical journals)?

9. Communication: Did the candidate ask questions 

to clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the 

candidate own their inputs as well as their outputs 

or did they make excuses?

Overall Evaluation:

© Manager Foundation 2015

Persuasion: Selling, presenting, persuading and convincing people. 

Tell me about a presentation where you successfully persuaded others to your point of view.

Speaking, Writing, Presenting Information, Effective Information Sharing, Influencing/ Persuading Others, Relationship 

Building, Ethics and Integrity

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category: Selling/ Presenting/ Persuading 
 

Key Competencies:  
 

Speaking, Writing, Presenting Information, Effective Information Sharing, Influencing/ Persuading 
Others, Relationship Building, Ethics and Integrity 

 
Persuasion 6

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency:
* DISC styles traditionally best suited to this competency: D Styles and I Styles

* DISC styles well suited to this competency: S Styles

* DISC styles to take extra caution with: C Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the 

task - deriving satisfaction from the challenge 

involved and from achieving the result? Were they 

persistent, trying alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution 

and (b) Did they come up with a better lateral 

solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise 

speed vs quality?

7. Quality (Care and Attention): Did the candidate 

take the necessary care and attention to achieve the 

correct level of quality? (Note: there is often a 

compromise between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their 

knowledge and autonomously compensate for this 

(by consulting others or technical journals)?

9. Communication: Did the candidate ask questions 

to clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the 

candidate own their inputs as well as their outputs 

or did they make excuses?

Overall Evaluation:

© Manager Foundation 2015

Persuasion: Selling, presenting, persuading and convincing people. 

What are your methods for addressing concerns and objections? Tell me about a time when they worked particularly well.

Speaking, Writing, Presenting Information, Effective Information Sharing, Influencing/ Persuading Others, Relationship 

Building, Ethics and Integrity

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category: Selling/ Presenting/ Persuading 
 

Key Competencies:  
 

Speaking, Writing, Presenting Information, Effective Information Sharing, Influencing/ Persuading 
Others, Relationship Building, Ethics and Integrity 

 
Persuasion 7

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency:
* DISC styles traditionally best suited to this competency: D Styles and I Styles

* DISC styles well suited to this competency: S Styles

* DISC styles to take extra caution with: C Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the 

task - deriving satisfaction from the challenge 

involved and from achieving the result? Were they 

persistent, trying alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution 

and (b) Did they come up with a better lateral 

solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise 

speed vs quality?

7. Quality (Care and Attention): Did the candidate 

take the necessary care and attention to achieve the 

correct level of quality? (Note: there is often a 

compromise between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their 

knowledge and autonomously compensate for this 

(by consulting others or technical journals)?

9. Communication: Did the candidate ask questions 

to clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the 

candidate own their inputs as well as their outputs 

or did they make excuses?

Overall Evaluation:

© Manager Foundation 2015

Persuasion: Selling, presenting, persuading and convincing people. 

What is your greatest sales-related achievement to date? What steps led to the final outcome?

Speaking, Writing, Presenting Information, Effective Information Sharing, Influencing/ Persuading Others, Relationship 

Building, Ethics and Integrity

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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  Question Category: Selling/ Presenting/ Persuading 
 

Key Competencies:  
 

Speaking, Writing, Presenting Information, Effective Information Sharing, Influencing/ Persuading 
Others, Relationship Building, Ethics and Integrity 

 
Persuasion 8

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency:
* DISC styles traditionally best suited to this competency: D Styles and I Styles

* DISC styles well suited to this competency: S Styles

* DISC styles to take extra caution with: C Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate 

undertook make sense in terms of achieving the 

objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the 

task - deriving satisfaction from the challenge 

involved and from achieving the result? Were they 

persistent, trying alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they 

sufficiently methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of 

the problem and environment? (a) Did they show 

good strategic thinking to come up with a valid 

solution and (b) Did they come up with a better 

lateral solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise 

speed vs quality?

7. Quality (Care and Attention): Did the candidate 

take the necessary care and attention to achieve 

the correct level of quality? (Note: there is often a 

compromise between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their 

knowledge and autonomously compensate for this 

(by consulting others or technical journals)?

9. Communication: Did the candidate ask 

questions to clarify what needed to be done? Did 

they listen carefully to instructions? Did they obtain 

buy-in in advance and keep stakeholders 

informed?

10. Ownership and Accountability: Did the 

candidate own their inputs as well as their outputs 

or did they make excuses?

Overall Evaluation:

© Manager Foundation 2015

Persuasion: Selling, presenting, persuading and convincing people. 

Can you describe a time when you had to make a difficult sale? Why was it difficult and what did you do?

Speaking, Writing, Presenting Information, Effective Information Sharing, Influencing/ Persuading Others, Relationship 

Building, Ethics and Integrity

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category: Selling/ Presenting/ Persuading 
 

Key Competencies:  
 

Speaking, Writing, Presenting Information, Effective Information Sharing, Influencing/ Persuading 
Others, Relationship Building, Ethics and Integrity 

 
Persuasion 9

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency:
* DISC styles traditionally best suited to this competency: D Styles and I Styles

* DISC styles well suited to this competency: S Styles

* DISC styles to take extra caution with: C Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the 

task - deriving satisfaction from the challenge 

involved and from achieving the result? Were they 

persistent, trying alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution 

and (b) Did they come up with a better lateral 

solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise 

speed vs quality?

7. Quality (Care and Attention): Did the candidate 

take the necessary care and attention to achieve the 

correct level of quality? (Note: there is often a 

compromise between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their 

knowledge and autonomously compensate for this 

(by consulting others or technical journals)?

9. Communication: Did the candidate ask questions 

to clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the 

candidate own their inputs as well as their outputs 

or did they make excuses?

Overall Evaluation:

© Manager Foundation 2015

Persuasion: Selling, presenting, persuading and convincing people. 

Can you describe a time when you had to make a (tough) sales quota? What did you do to achieve your target?

Speaking, Writing, Presenting Information, Effective Information Sharing, Influencing/ Persuading Others, Relationship 

Building, Ethics and Integrity

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category: Selling/ Presenting/ Persuading 
 

Key Competencies:  
 

Speaking, Writing, Presenting Information, Effective Information Sharing, Influencing/ Persuading 
Others, Relationship Building, Ethics and Integrity 

 
Persuasion 10

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency:
* DISC styles traditionally best suited to this competency: D Styles and I Styles

* DISC styles well suited to this competency: S Styles

* DISC styles to take extra caution with: C Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the 

task - deriving satisfaction from the challenge 

involved and from achieving the result? Were they 

persistent, trying alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they 

sufficiently methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution 

and (b) Did they come up with a better lateral 

solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise 

speed vs quality?

7. Quality (Care and Attention): Did the candidate 

take the necessary care and attention to achieve the 

correct level of quality? (Note: there is often a 

compromise between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their 

knowledge and autonomously compensate for this 

(by consulting others or technical journals)?

9. Communication: Did the candidate ask questions 

to clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the 

candidate own their inputs as well as their outputs 

or did they make excuses?

Overall Evaluation:

© Manager Foundation 2015

Persuasion: Selling, presenting, persuading and convincing people. 

Describe a situation where your strengths as a salesperson were key to closing the sale.

Speaking, Writing, Presenting Information, Effective Information Sharing, Influencing/ Persuading Others, Relationship 

Building, Ethics and Integrity

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category: Negotiation/ 
Conflict Management 

 

 

Key Competencies:  
 

Speaking, Listening, Negotiating Agreements, Relationship 
Building, Mediating Disputes, Tact, Stress Tolerance, Ethics and 

Integrity, Proactivity, Teamwork, Valuing Diversity 
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Question Category: Negotiation/ Conflict Management 
 

Key Competencies:  
 

Speaking, Listening, Negotiating Agreements, Relationship Building, Mediating Disputes, Tact, 
Stress Tolerance, Ethics and Integrity, Proactivity, Teamwork, Valuing Diversity  

 

Conflict 1

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency: * DISC styles traditionally best suited to this competency: D Styles and C Styles are best suited to negotiations

  I Styles and S Styles are best suited to conflict management

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the 

task - deriving satisfaction from the challenge 

involved and from achieving the result? Were they 

persistent, trying alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution and 

(b) Did they come up with a better lateral solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise 

speed vs quality?

7. Quality (Care and Attention): Did the candidate 

take the necessary care and attention to achieve the 

correct level of quality? (Note: there is often a 

compromise between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their knowledge 

and autonomously compensate for this (by consulting 

others or technical journals)?

9. Communication: Did the candidate ask questions to 

clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the candidate 

own their inputs as well as their outputs or did they 

make excuses?

11. Teamwork: Did the candidate leverage the 

strengths and input of the whole team to achieve the 

end result?

Overall Evaluation:

© Manager Foundation 2015

Conflict: Negotiation, conflict management, cross functional working, consultative working

Have you been in a situation where you've been a mediator between two sides of a conflict? How did you manage to 

communicate effectively between the two opposing parties and see their point of view?

Speaking, Listening, Negotiating Agreements, Relationship Building, Mediating Disputes, Tact, Stress Tolerance, Ethics and 

Integrity, Proactivity, Teamwork, Valuing Diversity

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category: Negotiation/ Conflict Management 
 

Key Competencies:  
 

Speaking, Listening, Negotiating Agreements, Relationship Building, Mediating Disputes, Tact, 
Stress Tolerance, Ethics and Integrity, Proactivity, Teamwork, Valuing Diversity  

 

Conflict 2

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency: * DISC styles traditionally best suited to this competency: D Styles and C Styles are best suited to negotiations

  I Styles and S Styles are best suited to conflict management

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the 

task - deriving satisfaction from the challenge involved 

and from achieving the result? Were they persistent, 

trying alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution and 

(b) Did they come up with a better lateral solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise 

speed vs quality?

7. Quality (Care and Attention): Did the candidate 

take the necessary care and attention to achieve the 

correct level of quality? (Note: there is often a 

compromise between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their knowledge 

and autonomously compensate for this (by consulting 

others or technical journals)?

9. Communication: Did the candidate ask questions to 

clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the candidate 

own their inputs as well as their outputs or did they 

make excuses?

11. Teamwork: Did the candidate leverage the 

strengths and input of the whole team to achieve the 

end result?

Overall Evaluation:

© Manager Foundation 2015

Conflict: Negotiation, conflict management, cross functional working, consultative working

Tell me about a conflict in which both sides won because of your help.

Speaking, Listening, Negotiating Agreements, Relationship Building, Mediating Disputes, Tact, Stress Tolerance, Ethics and 

Integrity, Proactivity, Teamwork, Valuing Diversity

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category: Negotiation/ Conflict Management 
 

Key Competencies:  
 

Speaking, Listening, Negotiating Agreements, Relationship Building, Mediating Disputes, Tact, 
Stress Tolerance, Ethics and Integrity, Proactivity, Teamwork, Valuing Diversity  

 

Conflict 3

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency: * DISC styles traditionally best suited to this competency: D Styles and C Styles are best suited to negotiations

  I Styles and S Styles are best suited to conflict management

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the 

task - deriving satisfaction from the challenge involved 

and from achieving the result? Were they persistent, 

trying alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution and 

(b) Did they come up with a better lateral solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise 

speed vs quality?

7. Quality (Care and Attention): Did the candidate 

take the necessary care and attention to achieve the 

correct level of quality? (Note: there is often a 

compromise between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their knowledge 

and autonomously compensate for this (by consulting 

others or technical journals)?

9. Communication: Did the candidate ask questions to 

clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the candidate 

own their inputs as well as their outputs or did they 

make excuses?

11. Teamwork: Did the candidate leverage the 

strengths and input of the whole team to achieve the 

end result?

Overall Evaluation:

© Manager Foundation 2015

Conflict: Negotiation, conflict management, cross functional working, consultative working

Recall a solution you made to a challenging disagreement. How did you do it?

Speaking, Listening, Negotiating Agreements, Relationship Building, Mediating Disputes, Tact, Stress Tolerance, Ethics and 

Integrity, Proactivity, Teamwork, Valuing Diversity

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category:         
Customer Service 

 

 

Key Competencies:  
 

Customer Focus, Speaking, Listening, Relationship Building, 
Ethics and Integrity, Attention to Detail 
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Question Category: Customer Service 
 

Key Competencies:  
 

Customer Focus, Speaking, Listening, Relationship Building, Ethics and Integrity, Attention to Detail 

 

Customer 1

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency: * DISC styles traditionally best suited to this competency: S Styles and I Styles

* DISC styles to take extra caution with: D Styles and C Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the 

task - deriving satisfaction from the challenge 

involved and from achieving the result? Were they 

persistent, trying alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution 

and (b) Did they come up with a better lateral 

solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise 

speed vs quality?

7. Quality (Care and Attention): Did the candidate 

take the necessary care and attention to achieve the 

correct level of quality? (Note: there is often a 

compromise between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their 

knowledge and autonomously compensate for this 

(by consulting others or technical journals)?

9. Communication: Did the candidate ask questions 

to clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the 

candidate own their inputs as well as their outputs or 

did they make excuses?

11. Teamwork: Did the candidate leverage the 

strengths and input of the whole team to achieve the 

end result?

Overall Evaluation:

© Manager Foundation 2015

Customer Service

Describe the time when you've been particularly proud of the service you brought to a client.

Customer Focus, Speaking, Listening, Relationship Building, Ethics and Integrity, Attention to Detail

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category: Customer Service 
 

Key Competencies:  
 

Customer Focus, Speaking, Listening, Relationship Building, Ethics and Integrity, Attention to Detail 

 

Customer 2

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency: * DISC styles traditionally best suited to this competency: S Styles and I Styles

* DISC styles to take extra caution with: D Styles and C Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the 

task - deriving satisfaction from the challenge 

involved and from achieving the result? Were they 

persistent, trying alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution 

and (b) Did they come up with a better lateral 

solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise 

speed vs quality?

7. Quality (Care and Attention): Did the candidate 

take the necessary care and attention to achieve the 

correct level of quality? (Note: there is often a 

compromise between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their 

knowledge and autonomously compensate for this 

(by consulting others or technical journals)?

9. Communication: Did the candidate ask questions 

to clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the 

candidate own their inputs as well as their outputs or 

did they make excuses?

11. Teamwork: Did the candidate leverage the 

strengths and input of the whole team to achieve the 

end result?

Overall Evaluation:

© Manager Foundation 2015

Customer Service

Share a situation when you put the clients needs first even if it's at your expense? What was the result?

Customer Focus, Speaking, Listening, Relationship Building, Ethics and Integrity, Attention to Detail

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category: Customer Service 
 

Key Competencies:  
 

Customer Focus, Speaking, Listening, Relationship Building, Ethics and Integrity, Attention to Detail 

 

Customer 3

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency:
* DISC styles traditionally best suited to this competency: S Styles and I Styles

* DISC styles to take extra caution with: D Styles and C Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the 

task - deriving satisfaction from the challenge 

involved and from achieving the result? Were they 

persistent, trying alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution 

and (b) Did they come up with a better lateral 

solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise 

speed vs quality?

7. Quality (Care and Attention): Did the candidate 

take the necessary care and attention to achieve the 

correct level of quality? (Note: there is often a 

compromise between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their 

knowledge and autonomously compensate for this 

(by consulting others or technical journals)?

9. Communication: Did the candidate ask questions 

to clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the 

candidate own their inputs as well as their outputs or 

did they make excuses?

11. Teamwork: Did the candidate leverage the 

strengths and input of the whole team to achieve the 

end result?

Overall Evaluation:

© Manager Foundation 2015

Customer Service

How do you show respect for your clients? Name some of the methods you use.

Customer Focus, Speaking, Listening, Relationship Building, Ethics and Integrity, Attention to Detail

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category: Strategy          
 

 

Key Competencies:  
 

Analysis/ Reasoning, Creative/ Innovative Thinking, Decision 
Making and Judgment, Mathematical Reasoning, Problem 

Solving, Researching Information, Attention to Detail, Results 
Focus and Initiative, Planning and Organizing, Effective 
Information Sharing, Presenting Information, Teamwork 
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Question Category: Strategy 
 

Key Competencies:  
 

Analysis/ Reasoning, Creative/ Innovative Thinking, Decision Making and Judgment, Mathematical 
Reasoning, Problem Solving, Researching Information, Attention to Detail, Results Focus and 

Initiative, Planning and Organizing, Effective Information Sharing, Presenting Information, Teamwork 

 

Strategy 1

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency: * DISC styles traditionally best suited to this competency: D Styles and C Styles

* DISC styles well suited to this competency: I Styles add value in terms of creative, "out the box" thinking

* DISC styles to take extra caution with: S Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the task 

- deriving satisfaction from the challenge involved and 

from achieving the result? Were they persistent, trying 

alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution and 

(b) Did they come up with a better lateral solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise speed 

vs quality?

7. Quality (Care and Attention): Did the candidate take 

the necessary care and attention to achieve the correct 

level of quality? (Note: there is often a compromise 

between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their knowledge 

and autonomously compensate for this (by consulting 

others or technical journals)?

9. Communication: Did the candidate ask questions to 

clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the candidate 

own their inputs as well as their outputs or did they 

make excuses?

11. Teamwork: Did the candidate leverage the 

strengths and input of the whole team to achieve the 

end result?

Overall Evaluation:

© Manager Foundation 2015

Strategy: Making strategy, analysing data to see trends & insights, solving problems

Share a time when you had to take into account all relevant information, including information that was not valuable to 

others, to make a better decision.

Analysis/ Reasoning, Creative/ Innovative Thinking, Decision Making and Judgment, Mathematical Reasoning, Problem 

Solving, Researching Information, Attention to Detail, Results Focus and Initiative, Planning and Organizing, Effective 

Information Sharing, Presenting Information, Teamwork

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category: Strategy 
 

Key Competencies:  
 

Analysis/ Reasoning, Creative/ Innovative Thinking, Decision Making and Judgment, Mathematical 
Reasoning, Problem Solving, Researching Information, Attention to Detail, Results Focus and 

Initiative, Planning and Organizing, Effective Information Sharing, Presenting Information, Teamwork 

 

Strategy 2

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency: * DISC styles traditionally best suited to this competency: D Styles and C Styles

* DISC styles well suited to this competency: I Styles add value in terms of creative, "out the box" thinking

* DISC styles to take extra caution with: S Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the task 

- deriving satisfaction from the challenge involved and 

from achieving the result? Were they persistent, trying 

alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution and 

(b) Did they come up with a better lateral solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise speed 

vs quality?

7. Quality (Care and Attention): Did the candidate take 

the necessary care and attention to achieve the correct 

level of quality? (Note: there is often a compromise 

between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their knowledge 

and autonomously compensate for this (by consulting 

others or technical journals)?

9. Communication: Did the candidate ask questions to 

clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the candidate 

own their inputs as well as their outputs or did they 

make excuses?

11. Teamwork: Did the candidate leverage the 

strengths and input of the whole team to achieve the 

end result?

Overall Evaluation:

© Manager Foundation 2015

Strategy: Making strategy, analysing data to see trends & insights, solving problems

Think of a major decision that you had to make. What were the options available; and how did you decide between them?

Analysis/ Reasoning, Creative/ Innovative Thinking, Decision Making and Judgment, Mathematical Reasoning, Problem 

Solving, Researching Information, Attention to Detail, Results Focus and Initiative, Planning and Organizing, Effective 

Information Sharing, Presenting Information, Teamwork

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category: Strategy 
 

Key Competencies:  
 

Analysis/ Reasoning, Creative/ Innovative Thinking, Decision Making and Judgment, Mathematical 
Reasoning, Problem Solving, Researching Information, Attention to Detail, Results Focus and 

Initiative, Planning and Organizing, Effective Information Sharing, Presenting Information, Teamwork 

 

Strategy 3

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency: * DISC styles traditionally best suited to this competency: D Styles and C Styles

* DISC styles well suited to this competency: I Styles add value in terms of creative, "out the box" thinking

* DISC styles to take extra caution with: S Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the task 

- deriving satisfaction from the challenge involved and 

from achieving the result? Were they persistent, trying 

alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution and 

(b) Did they come up with a better lateral solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise speed 

vs quality?

7. Quality (Care and Attention): Did the candidate take 

the necessary care and attention to achieve the correct 

level of quality? (Note: there is often a compromise 

between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their knowledge 

and autonomously compensate for this (by consulting 

others or technical journals)?

9. Communication: Did the candidate ask questions to 

clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the candidate 

own their inputs as well as their outputs or did they 

make excuses?

11. Teamwork: Did the candidate leverage the 

strengths and input of the whole team to achieve the 

end result?

Overall Evaluation:

© Manager Foundation 2015

Strategy: Making strategy, analysing data to see trends & insights, solving problems

Describe a time when you simplified and made a complex matter more easily understandable to aid in the decision making 

process.

Analysis/ Reasoning, Creative/ Innovative Thinking, Decision Making and Judgment, Mathematical Reasoning, Problem 

Solving, Researching Information, Attention to Detail, Results Focus and Initiative, Planning and Organizing, Effective 

Information Sharing, Presenting Information, Teamwork

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category: Strategy 
 

Key Competencies:  
 

Analysis/ Reasoning, Creative/ Innovative Thinking, Decision Making and Judgment, Mathematical 
Reasoning, Problem Solving, Researching Information, Attention to Detail, Results Focus and 

Initiative, Planning and Organizing, Effective Information Sharing, Presenting Information, Teamwork 

 

Strategy 4

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency: * DISC styles traditionally best suited to this competency: D Styles and C Styles

* DISC styles well suited to this competency: I Styles add value in terms of creative, "out the box" thinking

* DISC styles to take extra caution with: S Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the task 

- deriving satisfaction from the challenge involved and 

from achieving the result? Were they persistent, trying 

alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution and 

(b) Did they come up with a better lateral solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise speed 

vs quality?

7. Quality (Care and Attention): Did the candidate take 

the necessary care and attention to achieve the correct 

level of quality? (Note: there is often a compromise 

between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their knowledge 

and autonomously compensate for this (by consulting 

others or technical journals)?

9. Communication: Did the candidate ask questions to 

clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the candidate 

own their inputs as well as their outputs or did they 

make excuses?

11. Teamwork: Did the candidate leverage the 

strengths and input of the whole team to achieve the 

end result?

Overall Evaluation:

© Manager Foundation 2015

Strategy: Making strategy, analysing data to see trends & insights, solving problems

Tell me about a time when you assessed/evaluated a new technology for existing applications.

Analysis/ Reasoning, Creative/ Innovative Thinking, Decision Making and Judgment, Mathematical Reasoning, Problem 

Solving, Researching Information, Attention to Detail, Results Focus and Initiative, Planning and Organizing, Effective 

Information Sharing, Presenting Information, Teamwork

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category: Strategy 
 

Key Competencies:  
 

Analysis/ Reasoning, Creative/ Innovative Thinking, Decision Making and Judgment, Mathematical 
Reasoning, Problem Solving, Researching Information, Attention to Detail, Results Focus and 

Initiative, Planning and Organizing, Effective Information Sharing, Presenting Information, Teamwork 

 

Strategy 5

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency: * DISC styles traditionally best suited to this competency: D Styles and C Styles

* DISC styles well suited to this competency: I Styles add value in terms of creative, "out the box" thinking

* DISC styles to take extra caution with: S Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the task 

- deriving satisfaction from the challenge involved and 

from achieving the result? Were they persistent, trying 

alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution and 

(b) Did they come up with a better lateral solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise speed 

vs quality?

7. Quality (Care and Attention): Did the candidate take 

the necessary care and attention to achieve the correct 

level of quality? (Note: there is often a compromise 

between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their knowledge 

and autonomously compensate for this (by consulting 

others or technical journals)?

9. Communication: Did the candidate ask questions to 

clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the candidate 

own their inputs as well as their outputs or did they 

make excuses?

11. Teamwork: Did the candidate leverage the 

strengths and input of the whole team to achieve the 

end result?

Overall Evaluation:

© Manager Foundation 2015

Strategy: Making strategy, analysing data to see trends & insights, solving problems

Recall a strategy you made that required input from others. Who were the people who helped you; and how did you 

manage their contribution?

Analysis/ Reasoning, Creative/ Innovative Thinking, Decision Making and Judgment, Mathematical Reasoning, Problem 

Solving, Researching Information, Attention to Detail, Results Focus and Initiative, Planning and Organizing, Effective 

Information Sharing, Presenting Information, Teamwork

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 



Page 42                                                                                   © Manager Foundation 2015 

 

 

 

 

 

 

 

 

  

Question Category: Strategy 
 

Key Competencies:  
 

Analysis/ Reasoning, Creative/ Innovative Thinking, Decision Making and Judgment, Mathematical 
Reasoning, Problem Solving, Researching Information, Attention to Detail, Results Focus and 

Initiative, Planning and Organizing, Effective Information Sharing, Presenting Information, Teamwork 

 

Strategy 6

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency: * DISC styles traditionally best suited to this competency: D Styles and C Styles

* DISC styles well suited to this competency: I Styles add value in terms of creative, "out the box" thinking

* DISC styles to take extra caution with: S Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the task 

- deriving satisfaction from the challenge involved and 

from achieving the result? Were they persistent, trying 

alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution and 

(b) Did they come up with a better lateral solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise speed 

vs quality?

7. Quality (Care and Attention): Did the candidate take 

the necessary care and attention to achieve the correct 

level of quality? (Note: there is often a compromise 

between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their knowledge 

and autonomously compensate for this (by consulting 

others or technical journals)?

9. Communication: Did the candidate ask questions to 

clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the candidate 

own their inputs as well as their outputs or did they 

make excuses?

11. Teamwork: Did the candidate leverage the 

strengths and input of the whole team to achieve the 

end result?

Overall Evaluation:

© Manager Foundation 2015

Strategy: Making strategy, analysing data to see trends & insights, solving problems

Tell us about a new solution you have developed to solve an old problem. How did it go?

Analysis/ Reasoning, Creative/ Innovative Thinking, Decision Making and Judgment, Mathematical Reasoning, Problem 

Solving, Researching Information, Attention to Detail, Results Focus and Initiative, Planning and Organizing, Effective 

Information Sharing, Presenting Information, Teamwork

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category: Strategy 
 

Key Competencies:  
 

Analysis/ Reasoning, Creative/ Innovative Thinking, Decision Making and Judgment, Mathematical 
Reasoning, Problem Solving, Researching Information, Attention to Detail, Results Focus and 

Initiative, Planning and Organizing, Effective Information Sharing, Presenting Information, Teamwork 

 

Strategy 7

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency: * DISC styles traditionally best suited to this competency: D Styles and C Styles

* DISC styles well suited to this competency: I Styles add value in terms of creative, "out the box" thinking

* DISC styles to take extra caution with: S Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the task 

- deriving satisfaction from the challenge involved and 

from achieving the result? Were they persistent, trying 

alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution and 

(b) Did they come up with a better lateral solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise speed 

vs quality?

7. Quality (Care and Attention): Did the candidate take 

the necessary care and attention to achieve the correct 

level of quality? (Note: there is often a compromise 

between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their knowledge 

and autonomously compensate for this (by consulting 

others or technical journals)?

9. Communication: Did the candidate ask questions to 

clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the candidate 

own their inputs as well as their outputs or did they 

make excuses?

11. Teamwork: Did the candidate leverage the 

strengths and input of the whole team to achieve the 

end result?

Overall Evaluation:

© Manager Foundation 2015

Strategy: Making strategy, analysing data to see trends & insights, solving problems

Name tools/methods that you use to disseminate/communicate strategy to help coordinate resources and people. Which 

have been most successful?

Analysis/ Reasoning, Creative/ Innovative Thinking, Decision Making and Judgment, Mathematical Reasoning, Problem 

Solving, Researching Information, Attention to Detail, Results Focus and Initiative, Planning and Organizing, Effective 

Information Sharing, Presenting Information, Teamwork

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category: Business        
Process Improvement 

 

 

Key Competencies:  
 

Creative and Innovative Thinking, Effective Information Sharing, 
Presenting Information, Teamwork, Influencing Others, Results 

Focus and Initiative, Planning and Organizing 
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Question Category: Business Process Improvement 
 

Key Competencies:  
 

Creative and Innovative Thinking, Effective Information Sharing, Presenting Information, 
Teamwork, Influencing Others, Results Focus and Initiative, Planning and Organizing 

 
Process 1

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency: * DISC styles traditionally best suited to this competency: C styles and D Styles

  S Styles are best suited to the people aspect of processes and the change management thereof

* DISC styles to take extra caution with: I Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the task 

- deriving satisfaction from the challenge involved and 

from achieving the result? Were they persistent, trying 

alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution and 

(b) Did they come up with a better lateral solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise speed 

vs quality?

7. Quality (Care and Attention): Did the candidate take 

the necessary care and attention to achieve the correct 

level of quality? (Note: there is often a compromise 

between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their knowledge 

and autonomously compensate for this (by consulting 

others or technical journals)?

9. Communication: Did the candidate ask questions to 

clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the candidate 

own their inputs as well as their outputs or did they 

make excuses?

11. Teamwork: Did the candidate leverage the 

strengths and input of the whole team to achieve the 

end result?

Overall Evaluation:

© Manager Foundation 2015

Business Process Improvement: making policies & procedures

How do you advance standing systems on a regular basis?

Creative and Innovative Thinking, Effective Information Sharing, Presenting Information, Teamwork, Influencing Others, 

Results Focus and Initiative, Planning and Organizing

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category: Business Process Improvement 
 

Key Competencies:  
 

Creative and Innovative Thinking, Effective Information Sharing, Presenting Information, 
Teamwork, Influencing Others, Results Focus and Initiative, Planning and Organizing 

 
Process 2

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency: * DISC styles traditionally best suited to this competency: C styles and D Styles

  S Styles are best suited to the people aspect of processes and the change management thereof

* DISC styles to take extra caution with: I Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the task 

- deriving satisfaction from the challenge involved and 

from achieving the result? Were they persistent, trying 

alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution and 

(b) Did they come up with a better lateral solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise speed 

vs quality?

7. Quality (Care and Attention): Did the candidate take 

the necessary care and attention to achieve the correct 

level of quality? (Note: there is often a compromise 

between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their knowledge 

and autonomously compensate for this (by consulting 

others or technical journals)?

9. Communication: Did the candidate ask questions to 

clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the candidate 

own their inputs as well as their outputs or did they 

make excuses?

11. Teamwork: Did the candidate leverage the 

strengths and input of the whole team to achieve the 

end result?

Overall Evaluation:

© Manager Foundation 2015

Business Process Improvement: making policies & procedures

Recall a vision you created for the team/business. How did you present it to those involved?

Creative and Innovative Thinking, Effective Information Sharing, Presenting Information, Teamwork, Influencing Others, 

Results Focus and Initiative, Planning and Organizing

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 



Page 47                                                                                   © Manager Foundation 2015 

 

  

  

Question Category: Business Process Improvement 
 

Key Competencies:  
 

Creative and Innovative Thinking, Effective Information Sharing, Presenting Information, 
Teamwork, Influencing Others, Results Focus and Initiative, Planning and Organizing 

 
Process 3

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency: * DISC styles traditionally best suited to this competency: C styles and D Styles

  S Styles are best suited to the people aspect of processes and the change management thereof

* DISC styles to take extra caution with: I Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the task 

- deriving satisfaction from the challenge involved and 

from achieving the result? Were they persistent, trying 

alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution and 

(b) Did they come up with a better lateral solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise speed 

vs quality?

7. Quality (Care and Attention): Did the candidate take 

the necessary care and attention to achieve the correct 

level of quality? (Note: there is often a compromise 

between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their knowledge 

and autonomously compensate for this (by consulting 

others or technical journals)?

9. Communication: Did the candidate ask questions to 

clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the candidate 

own their inputs as well as their outputs or did they 

make excuses?

11. Teamwork: Did the candidate leverage the 

strengths and input of the whole team to achieve the 

end result?

Overall Evaluation:

© Manager Foundation 2015

Business Process Improvement: making policies & procedures

Describe a policy or systematic procedure you created. How did you ensure that it was effective?

Creative and Innovative Thinking, Effective Information Sharing, Presenting Information, Teamwork, Influencing Others, 

Results Focus and Initiative, Planning and Organizing

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category: Business Process Improvement 
 

Key Competencies:  
 

Creative and Innovative Thinking, Effective Information Sharing, Presenting Information, 
Teamwork, Influencing Others, Results Focus and Initiative, Planning and Organizing 

 
Process 4

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency: * DISC styles traditionally best suited to this competency: C styles and D Styles

  S Styles are best suited to the people aspect of processes and the change management thereof

* DISC styles to take extra caution with: I Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the task 

- deriving satisfaction from the challenge involved and 

from achieving the result? Were they persistent, trying 

alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution and 

(b) Did they come up with a better lateral solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise speed 

vs quality?

7. Quality (Care and Attention): Did the candidate take 

the necessary care and attention to achieve the correct 

level of quality? (Note: there is often a compromise 

between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their knowledge 

and autonomously compensate for this (by consulting 

others or technical journals)?

9. Communication: Did the candidate ask questions to 

clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the candidate 

own their inputs as well as their outputs or did they 

make excuses?

11. Teamwork: Did the candidate leverage the 

strengths and input of the whole team to achieve the 

end result?

Overall Evaluation:

© Manager Foundation 2015

Business Process Improvement: making policies & procedures

How did you ensure that policy and the desired process standards were achieved?

Creative and Innovative Thinking, Effective Information Sharing, Presenting Information, Teamwork, Influencing Others, 

Results Focus and Initiative, Planning and Organizing

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category: Priority 
Management/ Deadlines 

 

 

Key Competencies:  
 

Results Focus and Initiative, Self-Management, Stress Tolerance, 
Proactivity, Accountability and Dependability, Adaptability and 

Flexibility, Attention to Detail 



Page 50                                                                                   © Manager Foundation 2015 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Question Category: Priority Management and Deadlines 
 

Key Competencies:  
 

Results Focus and Initiative, Self-Management, Stress Tolerance, Proactivity, Accountability and 
Dependability, Adaptability and Flexibility, Attention to Detail 

 

Deadlines 1

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency: * DISC styles traditionally best suited to this competency: C styles are best suited to priority management 

  D styles are best suited to meeting deadlines

* DISC styles to take extra caution with: I's and S's

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the task 

- deriving satisfaction from the challenge involved and 

from achieving the result? Were they persistent, trying 

alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution and 

(b) Did they come up with a better lateral solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise speed 

vs quality?

7. Quality (Care and Attention): Did the candidate take 

the necessary care and attention to achieve the correct 

level of quality? (Note: there is often a compromise 

between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their knowledge 

and autonomously compensate for this (by consulting 

others or technical journals)?

9. Communication: Did the candidate ask questions to 

clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the candidate 

own their inputs as well as their outputs or did they 

make excuses?

11. Teamwork: Did the candidate leverage the 

strengths and input of the whole team to achieve the 

end result?

Overall Evaluation:

© Manager Foundation 2015

Priority Management and Deadlines: Own time & priority management, working to deadlines

Tell us about a time when you successfully managed different projects simultaneously. How did you do it?

Results Focus and Initiative, Self-Management, Stress Tolerance, Proactivity, Accountability and Dependability, 

Adaptability and Flexibility, Attention to Detail

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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  Question Category: Priority Management and Deadlines 
 

Key Competencies:  
 

Results Focus and Initiative, Self-Management, Stress Tolerance, Proactivity, Accountability and 
Dependability, Adaptability and Flexibility, Attention to Detail 

 

Deadlines 2

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency: * DISC styles traditionally best suited to this competency: C styles are best suited to priority management 

  D styles are best suited to meeting deadlines

* DISC styles to take extra caution with: I's and S's

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate show 

that they were intrinsically motivated for the task - 

deriving satisfaction from the challenge involved and 

from achieving the result? Were they persistent, trying 

alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution and 

(b) Did they come up with a better lateral solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise speed 

vs quality?

7. Quality (Care and Attention): Did the candidate take 

the necessary care and attention to achieve the correct 

level of quality? (Note: there is often a compromise 

between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their knowledge 

and autonomously compensate for this (by consulting 

others or technical journals)?

9. Communication: Did the candidate ask questions to 

clarify what needed to be done? Did they listen carefully 

to instructions? Did they obtain buy-in in advance and 

keep stakeholders informed?

10. Ownership and Accountability: Did the candidate 

own their inputs as well as their outputs or did they 

make excuses?

11. Teamwork: Did the candidate leverage the strengths 

and input of the whole team to achieve the end result?

Overall Evaluation:

© Manager Foundation 2015

Priority Management and Deadlines: Own time & priority management, working to deadlines

Describe a situation when you failed to meet a deadline. What are the things that you should have done differently?

Results Focus and Initiative, Self-Management, Stress Tolerance, Proactivity, Accountability and Dependability, 

Adaptability and Flexibility, Attention to Detail

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category:  
Project Management 

 

 

Key Competencies:  
 

Managing Projects or Programs, Attention to Detail, Results Focus 
and Initiative, Leadership, Planning and Organizing, Staff 

Management 
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Question Category: Project Management 
 

Key Competencies:  
 

Managing Projects or Programs, Attention to Detail, Results Focus and Initiative, Leadership, 
Planning and Organizing, Staff Management 

 

Project 1

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency: * DISC styles traditionally best suited to this competency: C Styles and D Styles

* DISC styles to take extra caution with: I Styles and S Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate show 

that they were intrinsically motivated for the task - 

deriving satisfaction from the challenge involved and 

from achieving the result? Were they persistent, trying 

alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution and 

(b) Did they come up with a better lateral solution?

6. Deadline: Did the candidate achieve the desired result  

on time? Did they appropriately prioritise speed vs 

quality?

7. Quality (Care and Attention): Did the candidate take 

the necessary care and attention to achieve the correct 

level of quality? (Note: there is often a compromise 

between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their knowledge 

and autonomously compensate for this (by consulting 

others or technical journals)?

9. Communication: Did the candidate ask questions to 

clarify what needed to be done? Did they listen carefully 

to instructions? Did they obtain buy-in in advance and 

keep stakeholders informed?

10. Ownership and Accountability: Did the candidate 

own their inputs as well as their outputs or did they 

make excuses?

11. Teamwork: Did the candidate leverage the strengths 

and input of the whole team to achieve the end result?

Overall Evaluation:

© Manager Foundation 2015

Project Management

How do you follow through on details and projects? Tell us how you measure your success in this area.

Managing Projects or Programs, Attention to Detail, Results Focus and Initiative, Leadership, Planning and Organizing, 

Staff Management

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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  Question Category: Project Management 
 

Key Competencies:  
 

Managing Projects or Programs, Attention to Detail, Results Focus and Initiative, Leadership, 
Planning and Organizing, Staff Management 

 

Project 2

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency: * DISC styles traditionally best suited to this competency: C Styles and D Styles

* DISC styles to take extra caution with: I Styles and S Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the 

task - deriving satisfaction from the challenge involved 

and from achieving the result? Were they persistent, 

trying alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution and 

(b) Did they come up with a better lateral solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise 

speed vs quality?

7. Quality (Care and Attention): Did the candidate 

take the necessary care and attention to achieve the 

correct level of quality? (Note: there is often a 

compromise between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their knowledge 

and autonomously compensate for this (by consulting 

others or technical journals)?

9. Communication: Did the candidate ask questions to 

clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the candidate 

own their inputs as well as their outputs or did they 

make excuses?

11. Teamwork: Did the candidate leverage the 

strengths and input of the whole team to achieve the 

end result?

Overall Evaluation:

© Manager Foundation 2015

Project Management

Describe a time when you had to manage a difficult project. What steps did you take to ensure that the project was 

completed successfully?

Managing Projects or Programs, Attention to Detail, Results Focus and Initiative, Leadership, Planning and Organizing, 

Staff Management

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category: Project Management 

 

Key Competencies:  
 

Managing Projects or Programs, Attention to Detail, Results Focus and Initiative, Leadership, 
Planning and Organizing, Staff Management 

 

Project 3

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency: * DISC styles traditionally best suited to this competency: C Styles and D Styles

* DISC styles to take extra caution with: I Styles and S Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the 

task - deriving satisfaction from the challenge 

involved and from achieving the result? Were they 

persistent, trying alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution and 

(b) Did they come up with a better lateral solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise 

speed vs quality?

7. Quality (Care and Attention): Did the candidate 

take the necessary care and attention to achieve the 

correct level of quality? (Note: there is often a 

compromise between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their knowledge 

and autonomously compensate for this (by consulting 

others or technical journals)?

9. Communication: Did the candidate ask questions to 

clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the candidate 

own their inputs as well as their outputs or did they 

make excuses?

11. Teamwork: Did the candidate leverage the 

strengths and input of the whole team to achieve the 

end result?

Overall Evaluation:

© Manager Foundation 2015

Project Management

Describe a time when you had to meet a strict project deadline. What did you do to make sure the project was completed 

to schedule?

Managing Projects or Programs, Attention to Detail, Results Focus and Initiative, Leadership, Planning and Organizing, 

Staff Management

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category: Project Management 
 

Key Competencies:  
 

Managing Projects or Programs, Attention to Detail, Results Focus and Initiative, Leadership, 
Planning and Organizing, Staff Management 

 

Project 4

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency: * DISC styles traditionally best suited to this competency: C Styles and D Styles

* DISC styles to take extra caution with: I Styles and S Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the 

task - deriving satisfaction from the challenge 

involved and from achieving the result? Were they 

persistent, trying alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution 

and (b) Did they come up with a better lateral 

solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise 

speed vs quality?

7. Quality (Care and Attention): Did the candidate 

take the necessary care and attention to achieve the 

correct level of quality? (Note: there is often a 

compromise between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their 

knowledge and autonomously compensate for this 

(by consulting others or technical journals)?

9. Communication: Did the candidate ask questions 

to clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the 

candidate own their inputs as well as their outputs or 

did they make excuses?

11. Teamwork: Did the candidate leverage the 

strengths and input of the whole team to achieve the 

end result?

Overall Evaluation:

© Manager Foundation 2015

Project Management

Describe a time when you had to obtain the buy-in from stakeholders for a project.

Managing Projects or Programs, Attention to Detail, Results Focus and Initiative, Leadership, Planning and Organizing, 

Staff Management

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category: Project Management 

 

Key Competencies:  
 

Managing Projects or Programs, Attention to Detail, Results Focus and Initiative, Leadership, 
Planning and Organizing, Staff Management 

 

Project 5

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency: * DISC styles traditionally best suited to this competency: C Styles and D Styles

* DISC styles to take extra caution with: I Styles and S Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the 

task - deriving satisfaction from the challenge 

involved and from achieving the result? Were they 

persistent, trying alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution 

and (b) Did they come up with a better lateral 

solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise 

speed vs quality?

7. Quality (Care and Attention): Did the candidate 

take the necessary care and attention to achieve the 

correct level of quality? (Note: there is often a 

compromise between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their 

knowledge and autonomously compensate for this 

(by consulting others or technical journals)?

9. Communication: Did the candidate ask questions 

to clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the 

candidate own their inputs as well as their outputs or 

did they make excuses?

11. Teamwork: Did the candidate leverage the 

strengths and input of the whole team to achieve the 

end result?

Overall Evaluation:

© Manager Foundation 2015

Project Management

Describe a project that had to be completed with a tight budget/ scarce resources. How did you manage the project 

finances and still meet the project deadline?

Managing Projects or Programs, Attention to Detail, Results Focus and Initiative, Leadership, Planning and Organizing, 

Staff Management

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category:  
General Staff Management 

 
 

Key Competencies:  
 

Staff Management, Coaching and mentoring, Influencing Others, 
Relationship Building, Teamwork, Leadership, Strategic Vision, 

Interviewing/ Hiring Staff, Decision Making and Judgment,            
Effective Information Sharing 
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Question Category: General Staff Management 
 

Key Competencies:  
 

Staff Management, Coaching and mentoring, Influencing Others, Relationship Building, Teamwork, 
Leadership, Strategic Vision, Interviewing/ Hiring Staff, Decision Making and Judgment,            

Effective Information Sharing  
 

Managing 1

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency: * DISC styles traditionally best suited to this competency: D Styles and I Styles

* DISC styles to take extra caution with: C Styles and S Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the 

task - deriving satisfaction from the challenge involved 

and from achieving the result? Were they persistent, 

trying alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution and 

(b) Did they come up with a better lateral solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise 

speed vs quality?

7. Quality (Care and Attention): Did the candidate 

take the necessary care and attention to achieve the 

correct level of quality? (Note: there is often a 

compromise between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their knowledge 

and autonomously compensate for this (by consulting 

others or technical journals)?

9. Communication: Did the candidate ask questions to 

clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the candidate 

own their inputs as well as their outputs or did they 

make excuses?

11. Teamwork: Did the candidate leverage the 

strengths and input of the whole team to achieve the 

end result?

Overall Evaluation:

© Manager Foundation 2015

General Staff Management. All managers with any employees reporting into them

Tell us about a time when you allocated work to a staff member.

Staff Management, Coaching and mentoring, Influencing Others, Relationship Building, Teamwork, Leadership, Strategic 

Vision, Interviewing/ Hiring Staff, Decision Making and Judgment, Effective Information Sharing

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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  Question Category: General Staff Management 
 

Key Competencies:  
 

Staff Management, Coaching and mentoring, Influencing Others, Relationship Building, Teamwork, 
Leadership, Strategic Vision, Interviewing/ Hiring Staff, Decision Making and Judgment,            

Effective Information Sharing  
 

Managing 2

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency: * DISC styles traditionally best suited to this competency: D Styles and I Styles

* DISC styles to take extra caution with: C Styles and S Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the 

task - deriving satisfaction from the challenge involved 

and from achieving the result? Were they persistent, 

trying alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution and 

(b) Did they come up with a better lateral solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise 

speed vs quality?

7. Quality (Care and Attention): Did the candidate 

take the necessary care and attention to achieve the 

correct level of quality? (Note: there is often a 

compromise between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their knowledge 

and autonomously compensate for this (by consulting 

others or technical journals)?

9. Communication: Did the candidate ask questions to 

clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the candidate 

own their inputs as well as their outputs or did they 

make excuses?

11. Teamwork: Did the candidate leverage the 

strengths and input of the whole team to achieve the 

end result?

Overall Evaluation:

© Manager Foundation 2015

General Staff Management. All managers with any employees reporting into them

What do you do when you discuss staff performance?

Staff Management, Coaching and mentoring, Influencing Others, Relationship Building, Teamwork, Leadership, Strategic 

Vision, Interviewing/ Hiring Staff, Decision Making and Judgment, Effective Information Sharing

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category: General Staff Management 
 

Key Competencies:  
 

Staff Management, Coaching and mentoring, Influencing Others, Relationship Building, Teamwork, 
Leadership, Strategic Vision, Interviewing/ Hiring Staff, Decision Making and Judgment,            

Effective Information Sharing  
 

Managing 3

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency: * DISC styles traditionally best suited to this competency: D Styles and I Styles

* DISC styles to take extra caution with: C Styles and S Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the 

task - deriving satisfaction from the challenge involved 

and from achieving the result? Were they persistent, 

trying alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution and 

(b) Did they come up with a better lateral solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise 

speed vs quality?

7. Quality (Care and Attention): Did the candidate 

take the necessary care and attention to achieve the 

correct level of quality? (Note: there is often a 

compromise between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their knowledge 

and autonomously compensate for this (by consulting 

others or technical journals)?

9. Communication: Did the candidate ask questions to 

clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the candidate 

own their inputs as well as their outputs or did they 

make excuses?

11. Teamwork: Did the candidate leverage the 

strengths and input of the whole team to achieve the 

end result?

Overall Evaluation:

© Manager Foundation 2015

General Staff Management. All managers with any employees reporting into them

Tell us about when you've had a below standard performer on your team. What did you do?

Staff Management, Coaching and mentoring, Influencing Others, Relationship Building, Teamwork, Leadership, Strategic 

Vision, Interviewing/ Hiring Staff, Decision Making and Judgment, Effective Information Sharing

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category: General Staff Management 
 

Key Competencies:  
 

Staff Management, Coaching and mentoring, Influencing Others, Relationship Building, Teamwork, 
Leadership, Strategic Vision, Interviewing/ Hiring Staff, Decision Making and Judgment,            

Effective Information Sharing  
 

Managing 4

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency: * DISC styles traditionally best suited to this competency: D Styles and I Styles

* DISC styles to take extra caution with: C Styles and S Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the 

task - deriving satisfaction from the challenge 

involved and from achieving the result? Were they 

persistent, trying alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution 

and (b) Did they come up with a better lateral 

solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise 

speed vs quality?

7. Quality (Care and Attention): Did the candidate 

take the necessary care and attention to achieve the 

correct level of quality? (Note: there is often a 

compromise between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their 

knowledge and autonomously compensate for this 

(by consulting others or technical journals)?

9. Communication: Did the candidate ask questions 

to clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the 

candidate own their inputs as well as their outputs or 

did they make excuses?

11. Teamwork: Did the candidate leverage the 

strengths and input of the whole team to achieve the 

end result?

Overall Evaluation:

© Manager Foundation 2015

General Staff Management. All managers with any employees reporting into them

Tell us about a time when you hired staff. What did you do to select people and how did this work out?

Staff Management, Coaching and mentoring, Influencing Others, Relationship Building, Teamwork, Leadership, Strategic 

Vision, Interviewing/ Hiring Staff, Decision Making and Judgment, Effective Information Sharing

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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  Question Category:  
Finance Skills 

 
 

Key Competencies:  
 

Mathematical Reasoning, Attention to Detail, Fiscal Accountability, 
Decision Making and Judgment, Researching Information, 

Analysis/ Reasoning, Strategic Vision, Planning and Organizing,   
Presenting Information 
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Question Category: Finance Skills 
Key Competencies:  

 

Mathematical Reasoning, Attention to Detail, Fiscal Accountability, Decision Making and Judgment, 
Researching Information, Analysis/ Reasoning, Strategic Vision, Planning and Organizing,   

Presenting Information 

 
Finance 1

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency: * DISC styles traditionally best suited to this competency: C Styles

* DISC styles well suited to this competency: D Styles

* DISC styles to take extra caution with: I Styles and S Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the task 

- deriving satisfaction from the challenge involved and 

from achieving the result? Were they persistent, trying 

alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution and 

(b) Did they come up with a better lateral solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise speed 

vs quality?

7. Quality (Care and Attention): Did the candidate 

take the necessary care and attention to achieve the 

correct level of quality? (Note: there is often a 

compromise between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their knowledge 

and autonomously compensate for this (by consulting 

others or technical journals)?

9. Communication: Did the candidate ask questions to 

clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the candidate 

own their inputs as well as their outputs or did they 

make excuses?

11. Teamwork: Did the candidate leverage the 

strengths and input of the whole team to achieve the 

end result?

Overall Evaluation:

© Manager Foundation 2015

Finance Skills - Making and managing budgets, reporting etc.

Can you tell me about a time when you've managed a budget in the past.

Mathematical Reasoning, Attention to Detail, Fiscal Accountability, Decision Making and Judgment, Researching 

Information, Analysis/ Reasoning, Strategic Vision, Planning and Organizing, Presenting Information

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category: Finance Skills 
Key Competencies:  

 

Mathematical Reasoning, Attention to Detail, Fiscal Accountability, Decision Making and Judgment, 
Researching Information, Analysis/ Reasoning, Strategic Vision, Planning and Organizing,   

Presenting Information 

 
Finance 2

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency: * DISC styles traditionally best suited to this competency: C Styles

* DISC styles well suited to this competency: D Styles

* DISC styles to take extra caution with: I Styles and S Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the task 

- deriving satisfaction from the challenge involved and 

from achieving the result? Were they persistent, trying 

alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution and 

(b) Did they come up with a better lateral solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise speed 

vs quality?

7. Quality (Care and Attention): Did the candidate take 

the necessary care and attention to achieve the correct 

level of quality? (Note: there is often a compromise 

between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their knowledge 

and autonomously compensate for this (by consulting 

others or technical journals)?

9. Communication: Did the candidate ask questions to 

clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the candidate 

own their inputs as well as their outputs or did they 

make excuses?

11. Teamwork: Did the candidate leverage the 

strengths and input of the whole team to achieve the 

end result?

Overall Evaluation:

© Manager Foundation 2015

Finance Skills - Making and managing budgets, reporting etc.

Can you tell me about a time when you've had to achieve a difficult budget.

Mathematical Reasoning, Attention to Detail, Fiscal Accountability, Decision Making and Judgment, Researching 

Information, Analysis/ Reasoning, Strategic Vision, Planning and Organizing, Presenting Information

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category: Finance Skills 
Key Competencies:  

 

Mathematical Reasoning, Attention to Detail, Fiscal Accountability, Decision Making and Judgment, 
Researching Information, Analysis/ Reasoning, Strategic Vision, Planning and Organizing,   

Presenting Information 

 
Finance 3

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency: * DISC styles traditionally best suited to this competency: C Styles

* DISC styles well suited to this competency: D Styles

* DISC styles to take extra caution with: I Styles and S Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the task 

- deriving satisfaction from the challenge involved and 

from achieving the result? Were they persistent, trying 

alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution and 

(b) Did they come up with a better lateral solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise speed 

vs quality?

7. Quality (Care and Attention): Did the candidate take 

the necessary care and attention to achieve the correct 

level of quality? (Note: there is often a compromise 

between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their knowledge 

and autonomously compensate for this (by consulting 

others or technical journals)?

9. Communication: Did the candidate ask questions to 

clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the candidate 

own their inputs as well as their outputs or did they 

make excuses?

11. Teamwork: Did the candidate leverage the 

strengths and input of the whole team to achieve the 

end result?

Overall Evaluation:

© Manager Foundation 2015

Finance Skills - Making and managing budgets, reporting etc.

How do you share or present your financial reports?

Mathematical Reasoning, Attention to Detail, Fiscal Accountability, Decision Making and Judgment, Researching 

Information, Analysis/ Reasoning, Strategic Vision, Planning and Organizing, Presenting Information

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category:  
Technical Skills 

 
 

Interview Questions to Test Technical Skills and 

Knowledge Relevant to Specific Roles 
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Question Category: Technical Skills 
 

Interview Questions to Test Technical Skills and Knowledge Relevant to Specific Roles 

Technical Skills 1

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate 

undertook make sense in terms of achieving the 

objective?

3. Motivation and Persistence: Did the 

candidate show that they were intrinsically 

motivated for the task - deriving satisfaction 

from the challenge involved and from achieving 

the result? Were they persistent, trying 

alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they 

sufficiently methodical in execution?

5. Problem Solving and Strategic Thinking: Did 

the candidate demonstrate a good understanding 

of the problem and environment? (a) Did they 

show good strategic thinking to come up with a 

valid solution and (b) Did they come up with a 

better lateral solution?

6. Deadline: Did the candidate achieve the 

desired result  on time? Did they appropriately 

prioritise speed vs quality?

7. Quality (Care and Attention): Did the 

candidate take the necessary care and attention 

to achieve the correct level of quality? (Note: 

there is often a compromise between speed and 

quality)

8. Technical Knowledge: Did the candidate 

display adequate technical knowledge or skills? 

Did the candidate recognise the limitations of 

their knowledge and autonomously compensate 

for this (by consulting others or technical 

journals)?

9. Communication: Did the candidate ask 

questions to clarify what needed to be done? Did 

they listen carefully to instructions? Did they 

obtain buy-in in advance and keep stakeholders 

informed?

10. Ownership and Accountability: Did the 

candidate own their inputs as well as their 

outputs or did they make excuses?

Overall Evaluation:

© Manager Foundation 2015

Technical Skills

Can you explain a time when you had to deal with a particularly difficult technical issue? What made it tricky, what did you 

do and what was the outcome?

Technical Skills and Knowledge Relevant to Specific Roles. 

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category: Technical Skills 
 

Interview Questions to Test Technical Skills and Knowledge Relevant to Specific Roles 

Technical Skills 2

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate 

undertook make sense in terms of achieving the 

objective?

3. Motivation and Persistence: Did the 

candidate show that they were intrinsically 

motivated for the task - deriving satisfaction from 

the challenge involved and from achieving the 

result? Were they persistent, trying alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they 

sufficiently methodical in execution?

5. Problem Solving and Strategic Thinking: Did 

the candidate demonstrate a good understanding 

of the problem and environment? (a) Did they 

show good strategic thinking to come up with a 

valid solution and (b) Did they come up with a 

better lateral solution?

6. Deadline: Did the candidate achieve the 

desired result  on time? Did they appropriately 

prioritise speed vs quality?

7. Quality (Care and Attention): Did the 

candidate take the necessary care and attention 

to achieve the correct level of quality? (Note: 

there is often a compromise between speed and 

quality)

8. Technical Knowledge: Did the candidate 

display adequate technical knowledge or skills? 

Did the candidate recognise the limitations of 

their knowledge and autonomously compensate 

for this (by consulting others or technical 

journals)?

9. Communication: Did the candidate ask 

questions to clarify what needed to be done? Did 

they listen carefully to instructions? Did they 

obtain buy-in in advance and keep stakeholders 

informed?

10. Ownership and Accountability: Did the 

candidate own their inputs as well as their 

outputs or did they make excuses?

Overall Evaluation:

© Manager Foundation 2015

Technical Skills

How do you keep your technical skills and or knowledge current and well rehearsed?

Technical Skills and Knowledge Relevant to Specific Roles. 

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category: Technical Skills 
 

Interview Questions to Test Technical Skills and Knowledge Relevant to Specific Roles 

Technical Skills 3

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate 

undertook make sense in terms of achieving the 

objective?

3. Motivation and Persistence: Did the 

candidate show that they were intrinsically 

motivated for the task - deriving satisfaction from 

the challenge involved and from achieving the 

result? Were they persistent, trying alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they 

sufficiently methodical in execution?

5. Problem Solving and Strategic Thinking: Did 

the candidate demonstrate a good understanding 

of the problem and environment? (a) Did they 

show good strategic thinking to come up with a 

valid solution and (b) Did they come up with a 

better lateral solution?

6. Deadline: Did the candidate achieve the 

desired result  on time? Did they appropriately 

prioritise speed vs quality?

7. Quality (Care and Attention): Did the 

candidate take the necessary care and attention 

to achieve the correct level of quality? (Note: 

there is often a compromise between speed and 

quality)

8. Technical Knowledge: Did the candidate 

display adequate technical knowledge or skills? 

Did the candidate recognise the limitations of 

their knowledge and autonomously compensate 

for this (by consulting others or technical 

journals)?

9. Communication: Did the candidate ask 

questions to clarify what needed to be done? Did 

they listen carefully to instructions? Did they 

obtain buy-in in advance and keep stakeholders 

informed?

10. Ownership and Accountability: Did the 

candidate own their inputs as well as their 

outputs or did they make excuses?

Overall Evaluation:

© Manager Foundation 2015

Technical Skills

How do you solve technical problems? Explain by using a past example.

Technical Skills and Knowledge Relevant to Specific Roles. 

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Question Category:  
Administration Skills 

 
 

Key Competencies:  
 

Attention to Detail, Planning and Organizing, Results Focus and 
Initiative, Accountability and Dependability, Speaking. Writing, 

Listening, Ethics and Integrity, Proactivity, Problem Solving 
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  Question Category: Administration Skills 
Key Competencies:  

 

Attention to Detail, Planning and Organizing, Results Focus and Initiative, Accountability and Dependability, 
Speaking. Writing, Listening, Ethics and Integrity, Proactivity, Problem Solving 

Admin 1

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency: * DISC styles traditionally best suited to this competency: S Styles

* DISC styles well suited to this competency: C Styles

* DISC styles to take extra caution with: D Styles and I Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the task 

- deriving satisfaction from the challenge involved and 

from achieving the result? Were they persistent, trying 

alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution and 

(b) Did they come up with a better lateral solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise speed 

vs quality?

7. Quality (Care and Attention): Did the candidate 

take the necessary care and attention to achieve the 

correct level of quality? (Note: there is often a 

compromise between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their knowledge 

and autonomously compensate for this (by consulting 

others or technical journals)?

9. Communication: Did the candidate ask questions to 

clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the candidate 

own their inputs as well as their outputs or did they 

make excuses?

11. Teamwork: Did the candidate leverage the 

strengths and input of the whole team to achieve the 

end result?

Overall Evaluation:

© Manager Foundation 2015

Administration

Describe a time when you had to make a series of complex travel arrangements.

Attention to Detail, Planning and Organizing, Results Focus and Initiative, Accountability and Dependability, Speaking. 

Writing, Listening, Ethics and Integrity, Proactivity, Problem Solving

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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  Question Category: Administration Skills 
Key Competencies:  

 

Attention to Detail, Planning and Organizing, Results Focus and Initiative, Accountability and Dependability, 
Speaking. Writing, Listening, Ethics and Integrity, Proactivity, Problem Solving 

Admin 2

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency: * DISC styles traditionally best suited to this competency: S Styles

* DISC styles well suited to this competency: C Styles

* DISC styles to take extra caution with: D Styles and I Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the task 

- deriving satisfaction from the challenge involved and 

from achieving the result? Were they persistent, trying 

alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution and 

(b) Did they come up with a better lateral solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise speed 

vs quality?

7. Quality (Care and Attention): Did the candidate take 

the necessary care and attention to achieve the correct 

level of quality? (Note: there is often a compromise 

between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their knowledge 

and autonomously compensate for this (by consulting 

others or technical journals)?

9. Communication: Did the candidate ask questions to 

clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the candidate 

own their inputs as well as their outputs or did they 

make excuses?

11. Teamwork: Did the candidate leverage the 

strengths and input of the whole team to achieve the 

end result?

Overall Evaluation:

© Manager Foundation 2015

Administration

Describe a time when you had to plan a big event.

Attention to Detail, Planning and Organizing, Results Focus and Initiative, Accountability and Dependability, Speaking. 

Writing, Listening, Ethics and Integrity, Proactivity, Problem Solving

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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  Question Category: Administration Skills 
Key Competencies:  

 

Attention to Detail, Planning and Organizing, Results Focus and Initiative, Accountability and Dependability, 
Speaking. Writing, Listening, Ethics and Integrity, Proactivity, Problem Solving 

Admin 3

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency: * DISC styles traditionally best suited to this competency: S Styles

* DISC styles well suited to this competency: C Styles

* DISC styles to take extra caution with: D Styles and I Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the task 

- deriving satisfaction from the challenge involved and 

from achieving the result? Were they persistent, trying 

alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution and 

(b) Did they come up with a better lateral solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise speed 

vs quality?

7. Quality (Care and Attention): Did the candidate take 

the necessary care and attention to achieve the correct 

level of quality? (Note: there is often a compromise 

between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their knowledge 

and autonomously compensate for this (by consulting 

others or technical journals)?

9. Communication: Did the candidate ask questions to 

clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the candidate 

own their inputs as well as their outputs or did they 

make excuses?

11. Teamwork: Did the candidate leverage the 

strengths and input of the whole team to achieve the 

end result?

Overall Evaluation:

© Manager Foundation 2015

Administration

Describe a time when you helped your department to run more efficiently. What did you do and how did this add value?

Attention to Detail, Planning and Organizing, Results Focus and Initiative, Accountability and Dependability, Speaking. 

Writing, Listening, Ethics and Integrity, Proactivity, Problem Solving

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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  Question Category: Administration Skills 
Key Competencies:  

 

Attention to Detail, Planning and Organizing, Results Focus and Initiative, Accountability and Dependability, 
Speaking. Writing, Listening, Ethics and Integrity, Proactivity, Problem Solving 

Admin 4

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency: * DISC styles traditionally best suited to this competency: S Styles

* DISC styles well suited to this competency: C Styles

* DISC styles to take extra caution with: D Styles and I Styles

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the task 

- deriving satisfaction from the challenge involved and 

from achieving the result? Were they persistent, trying 

alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution and 

(b) Did they come up with a better lateral solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise speed 

vs quality?

7. Quality (Care and Attention): Did the candidate take 

the necessary care and attention to achieve the correct 

level of quality? (Note: there is often a compromise 

between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their knowledge 

and autonomously compensate for this (by consulting 

others or technical journals)?

9. Communication: Did the candidate ask questions to 

clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the candidate 

own their inputs as well as their outputs or did they 

make excuses?

11. Teamwork: Did the candidate leverage the 

strengths and input of the whole team to achieve the 

end result?

Overall Evaluation:

© Manager Foundation 2015

Administration

Tell me about a time you helped to save time in meetings or make them more efficient.

Attention to Detail, Planning and Organizing, Results Focus and Initiative, Accountability and Dependability, Speaking. 

Writing, Listening, Ethics and Integrity, Proactivity, Problem Solving

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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Besides the list of standard competencies, there may be 
some job specific skills not listed. If there are any other 

skills important to the job then also test these using 
behavioral questions. Use the blank question template 

below to record these (print as man as you require). 
Don't forget to test technical skills. 

 

Job Specific 
Interview 

Questions 
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Job  Specific Interview Questions

Interview Question, Evaluation and Comparison

Question Category:

Question:

Key Competencies:

Ideal DISC Profile for This Competency: * DISC styles traditionally best suited to this competency:

* DISC styles to take extra caution with: 

Candidate name

Competency Indicators:

1. Result: Did the candidate achieve the desired 

outcome?

2. Actions: Did the actions the candidate undertook 

make sense in terms of achieving the objective?

3. Motivation and Persistence: Did the candidate 

show that they were intrinsically motivated for the task 

- deriving satisfaction from the challenge involved and 

from achieving the result? Were they persistent, trying 

alternatives?

4. Planning and Organizing: Did the candidate do 

planning where necessary and were they sufficiently 

methodical in execution?

5. Problem Solving and Strategic Thinking: Did the 

candidate demonstrate a good understanding of the 

problem and environment? (a) Did they show good 

strategic thinking to come up with a valid solution and 

(b) Did they come up with a better lateral solution?

6. Deadline: Did the candidate achieve the desired 

result  on time? Did they appropriately prioritise speed 

vs quality?

7. Quality (Care and Attention): Did the candidate take 

the necessary care and attention to achieve the correct 

level of quality? (Note: there is often a compromise 

between speed and quality)

8. Technical Knowledge: Did the candidate display 

adequate technical knowledge or skills? Did the 

candidate recognise the limitations of their knowledge 

and autonomously compensate for this (by consulting 

others or technical journals)?

9. Communication: Did the candidate ask questions to 

clarify what needed to be done? Did they listen 

carefully to instructions? Did they obtain buy-in in 

advance and keep stakeholders informed?

10. Ownership and Accountability: Did the candidate 

own their inputs as well as their outputs or did they 

make excuses?

11. Teamwork: Did the candidate leverage the 

strengths and input of the whole team to achieve the 

end result?

Overall Evaluation:

© Manager Foundation 2015

Job Specific Interview Questions

Use the following characteristics to evaluate candidates. Score positive (as positive) and negative (as negative) indicators. 

Weight your score for stronger answers. Not relevant to the role? Leave it out because employee selection isn't about 

choosing the best person, employee selection is about choosing the most appropriate person. 
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The Manager Foundation Job 

Competency Guide 
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What are Job Competencies? 
 

 

They are skills, attributes and behaviors that are required in order to be able to 
effectively do the job. Therefore they vary according to the job. 

 

 

WHY are Job Competencies Important? 
 

 

It is important to know what an individual must be capable of doing in order to be 
effective in their job. For example if you are hiring an accountant, they need to be able 

to work accurately with figures. They may also need to be able to communicate 
financial results to other people. The first step to having someone perform well in a job 

is to ensure they have the necessary competencies. 

 

What Happens if Someone Doesn’t Possess the Required Job 

Competencies? 
 

 

They will not be able to do a proper job until they are able to learn the required 
competencies. 

 

 

How Should the Job Competency Worksheet be Used? 
 
 

 

 The guide should be used as a reference to help you determine what the required 
job competencies are for a particular job role. This should be done when a new 
job role is created and periodically when job roles are reviewed because things 
change over time. These competencies are then used to ensure that the person 
in the job has the necessary capabilities to perform well in their position. If an 
incumbent does not have the required competencies they must be trained, the job 
must be altered or the person must be moved to another role; 

 List the required competencies on the job description. Use The Manager 
Foundation Job Description Template as a guide. You can download a copy from 
the Hiring Resource Page on The Manager Foundation website; 

 In order to ensure that your interview and assessment process properly tests that 
the candidate has the required competencies we have listed the most common 
job competencies as they pertain to each Manager Foundation Interview 
Question Resource Category. Refer to The Manager Foundation Performance 
Interview Pack to view the interview questions for each question category.   

 
Note: job competency varies by type of skill and degree of skill: All pilots must be 
able to fly an aeroplane but a stunt pilot requires more skill. No person is able to do 
everything and therefore it is important to focus on the most relevant competencies. 
Once the competencies are determined they are put into the Job Specification/ 
Description. 

  

The Manager Foundation Job 

Competency Guide 
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Question Resource Category: Accuracy 
Working accurately with information and data. Working to high standards. 
 

 

Key Competencies: 

 

Description: 

Listening Understands and learns from what others say. 

Analysis/Reasoning Examines data to grasp issues, draw conclusions, and solve problems. 

Attention to Detail Diligently attends to details and pursues quality in accomplishing tasks. 

Researching Information Identifies, collects, and organizes data for analysis and decision-making. 

Accountability & Dependability Takes personal responsibility for the quality and timeliness of work, and achieves results 

with little oversight. 

 
Question Resource Category: Selling/ Presenting/ Persuading 
Selling/ Presenting/ Persuading. Convincing others. Writing well. 
 

 

Key Competencies: 

 

Description: 

Speaking Conveys ideas and facts orally using language the audience will best understand. 

Writing Conveys ideas and facts in writing using language the reader will best understand. 

Presenting Information Formally delivers information to groups. 

Effective Information Sharing Ability to customize communications to show purpose, planning, and precision.  

Influencing/ Persuading Others Influences others to be excited and committed to an idea, solution,  product or service. 

Relationship Building Builds constructive working relationships characterized by a high level of acceptance, 

cooperation, and mutual respect. 

Ethics & Integrity Earns others’ trust and respect through consistent honesty and professionalism in all 

interactions. 

 
  

 

Note:  Competencies are grouped together under categories. Each competency includes 

a title and general definition. In addition, we’ve suggested a question resource that you 
can use to evaluate each competency.   Refer to The Manager Foundation Power 
Interview Pack to select behavioral questions that will evaluate candidates against the 
required competencies.  You can download a copy from the Hiring Resource Page on The 
manager Foundation website.  
 

This list is useful as a reference, but is not all-inclusive.  The competency descriptions are 
intended to be tailored to individual positions. 
 

The Manager Foundation Job 

Competency Worksheet 
 

“Managing Made Easy” 
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Question Resource Category: Negotiation/ Conflict Management 

Negotiation and Conflict Management. Cross functional working, consultative 
working. 
 

 

Key Competencies: 

 

Description: 

Speaking Conveys ideas and facts orally using language the audience will best understand. 

Listening Understands and learns from what others say. 

Negotiating Agreements Reaches deals or compromises. 

Relationship Building Builds constructive working relationships characterized by a high level of acceptance, 

cooperation, and mutual respect. 

Mediating Disputes Helps others resolve complex or sensitive disagreements and conflicts. 

Tact Diplomatically handles challenging or tense interpersonal situations. 

Stress Tolerance Maintains composure in highly stressful or adverse situations. 

Ethics & Integrity Earns others’ trust and respect through consistent honesty and professionalism in all 

interactions. 

Proactivity Anticipate and adjust to change - ability to look for patterns and trends from diverse 

perspectives and adjust behavior to accommodate change. 

Teamwork Promotes cooperation and commitment within a team to achieve goals and deliverables. 

Valuing Diversity Helps create a work environment that embraces and appreciates diversity. 

 

Question Resource Category: Customer Service 

Customer Service. 
 

 

Key Competencies: 

 

Description: 

Customer Focus Builds and maintains customer satisfaction with the products and services offered by the 

organization. 

Speaking Conveys ideas and facts orally using language the audience will best understand. 

Listening Understands and learns from what others say. 

Relationship Building Builds constructive working relationships characterized by a high level of acceptance, 

cooperation, and mutual respect. 

Ethics & Integrity Earns others’ trust and respect through consistent honesty and professionalism in all 

interactions. 

Attention to Detail Diligently attends to details and pursues quality in accomplishing tasks. 

 

The Manager Foundation Job 

Competency Guide 
 

“People, Performance, Profits” 
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Question Resource Category: Strategy 

Making strategy, analyzing data to see trends and insights, solving problems. 
 

 

Key Competencies: 

 

Description: 

Analysis/Reasoning Examines data to grasp issues, draw conclusions, and solve problems. 

Creative & Innovative Thinking Develops fresh ideas that provide solutions to all types of workplace challenges. 

Decision Making & Judgment Makes timely, informed decisions that take into account the facts, goals, constraints, risks. 

Mathematical Reasoning Uses mathematical techniques to calculate data or solve practical problems. 

Problem Solving Resolves difficult or complicated challenges. 

Researching Information Identifies, collects, and organizes data for analysis and decision-making. 

Attention to Detail Diligently attends to details and pursues quality in accomplishing tasks. 

Results Focus & Initiative Focuses on results and desired outcomes and how best to achieve them. Gets the job 

done. 

Planning & Organizing Coordinates ideas and resources to achieve goals. 

Effective Information Sharing Ability to customize communications to show purpose, planning, and precision.  

Presenting Information Formally delivers information to groups. 

 

Teamwork Promotes cooperation and commitment within a team to achieve goals and deliverables. 

 

Question Resource Category: Business Process Improvement 
Business process improvement. Making policies and procedures. 
 

 

Key Competencies: 

 

Description: 

Creative & Innovative Thinking Develops fresh ideas that provide solutions to all types of workplace challenges. 

Effective Information Sharing Ability to customize communications to show purpose, planning, and precision.  

Presenting Information Formally delivers information to groups. 

 

Teamwork Promotes cooperation and commitment within a team to achieve goals and deliverables. 

Influencing Others Influences others to be excited and committed to furthering the organization’s objectives. 

Results Focus & Initiative Focuses on results and desired outcomes and how best to achieve them. Gets the job 

done. 

Planning & Organizing Coordinates ideas and resources to achieve goals. 

 

The Manager Foundation Job 

Competency Guide 
 

“Managing Made Easy” 
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Question Resource Category: Priority Management and Deadlines 

Own time and priority management. Working to deadlines. 
 

 

Key Competencies: 

 

Description: 

Results Focus & Initiative Focuses on results and desired outcomes and how best to achieve them. Gets the job 

done. 

Self - Management Manages own time, priorities, and resources to achieve goals. 

Stress Tolerance Maintains composure in highly stressful or adverse situations. 

Proactivity Anticipate and adjust to change - ability to look for patterns and trends from diverse 

perspectives and adjust behavior to accommodate change. 

Accountability & Dependability Takes personal responsibility for the quality and timeliness of work, and achieves results 

with little oversight. 

Adaptability & 

Flexibility 

Adapts to changing business needs, conditions, and work responsibilities. 

Attention to Detail Diligently attends to details and pursues quality in accomplishing tasks. 

 

Question Resource Category: Project Management 
 

 

Key Competencies: 

 

Description: 

Managing Projects or Programs Structures and directs others’ work on projects or programs. 

Attention to Detail Diligently attends to details and pursues quality in accomplishing tasks. 

Results Focus & Initiative Focuses on results and desired outcomes and how best to achieve them. Gets the job 

done. 

Leadership Promotes organizational mission and goals, and shows the way to achieve them. 

Planning & Organizing Coordinates ideas and resources to achieve goals. 

Staff Management Manages staff in ways that improve their ability to succeed on the job. 

 

  

The Manager Foundation Job 

Competency Guide 
 

“People, Performance, Profits” 
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Question Resource Category: General Staff Management 

General staff management – any managers with employees reporting to them. 
 

 

Key Competencies: 

 

Description: 

Staff Management Manages staff in ways that improve their ability to succeed on the job. 

Coaching & Mentoring Enables co-workers to grow and succeed through feedback, instruction, and 

encouragement. 

Influencing Others Influences others to be excited and committed to furthering the organization’s objectives. 

Relationship Building Builds constructive working relationships characterized by a high level of acceptance, 

cooperation, and mutual respect. 

Teamwork Promotes cooperation and commitment within a team to achieve goals and deliverables. 

Leadership Promotes organizational mission and goals, and shows the way to achieve them. 

Strategic Vision Sees the big, long-range picture. 

Interviewing/ Hiring Staff Applies a formal recruitment process and effectively evaluates job candidates in order to 

make the best hiring decision. 

Decision Making & Judgment Makes timely, informed decisions that take into account the facts, goals, constraints, risks. 

Effective Information Sharing Ability to customize communications to show purpose, planning, and precision. Give both 

positive and negative feedback. Resolve issues. 

 

Question Resource Category: Finance 

Making and managing budgets and reporting. 
 

 

Key Competencies: 

 

Description: 

Mathematical Reasoning Uses mathematical techniques to calculate data or solve practical problems. 

Attention to Detail Diligently attends to details and pursues quality in accomplishing tasks. 

Fiscal Accountability Follows fiscal guidelines, regulations, principles, and standards when committing fiscal 

resources or processing financial transactions. 

Decision Making & Judgment Makes timely, informed decisions that take into account the facts, goals, constraints, risks. 

Researching Information Identifies, collects, and organizes data for analysis and decision-making. 

Analysis/Reasoning Examines data to grasp issues, draw conclusions, and solve problems. 

Strategic Vision Sees the big, long-range picture. 

Planning & Organizing Coordinates ideas and resources to achieve goals. 

Presenting Information Formally delivers information to groups. 

 

  

The Manager Foundation Job 

Competency Guide 
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Question Resource Category: Administration 

 

 

 

 

 

  

 

Key Competencies: 

 

Description: 

Attention to Detail Diligently attends to details and pursues quality in accomplishing tasks. 

Planning & Organizing Coordinates ideas and resources to achieve goals. 

Results Focus & Initiative Focuses on results and desired outcomes and how best to achieve them. Gets the job 

done. 

Accountability & Dependability Takes personal responsibility for the quality and timeliness of work, and achieves results 

with little oversight. 

Speaking Conveys ideas and facts orally using language the audience will best understand. 

Writing Conveys ideas and facts in writing using language the reader will best understand. 

Listening Understands and learns from what others say. 

Ethics & Integrity Earns others’ trust and respect through consistent honesty and professionalism in all 

interactions. 

Proactivity Anticipate and adjust to change - ability to look for patterns and trends from diverse 

perspectives and adjust behavior to accommodate change. 

Problem Solving Resolves difficult or complicated challenges. 

The Manager Foundation Job 

Competency Guide 
 

“People, Performance, Profits” 
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1. Preparation 

 1.1 Job Description Template 

 1.2 Job Competency Guide 

 1.3 Interview Checklist 

2. Testing and Comparing  Job Candidates 

 Creating an Interview 

 2.1 What Interview Questions to Choose and How to Evaluate and Compare Interview 
Answers 

 Types of Interview Questions 

 2.2 Behavioral Interview Question and Assessment Guide 

 2.3 Interview Questions to Avoid Bad Hires 

 2.4 Interview Questions for Culture Fit 

 2.5 First Interview Questions 

 2.6 How to Choose, Evaluate and Compare Interview Answers 

 Other Tools for Testing and Comparing Job Candidates 

 2.7 Values Assessment 

 2.8 How to use psychometric testing to evaluate job candidates. Get the solution here: 
(http://bit.ly/1umJsDu) 

3. Making a Hiring Decision 

 3.1 Reference Check Template 

4. Other Hiring Solutions  

 4.1 New Employee Onboarding for Performance. Get the solution here: 
(http://bit.ly/1zsQuux)  

 4.2 How to Sell Your Company to New Hires 

 PS… 
 

 Want the Complete Power Interview Pack? Get it here:  (http://bit.ly/1OHDIPw)  

 Don’t have the full Hiring for Performance Program? Get it here:            
(http://bit.ly/1GI3gF5) 

 

You are here 

Hiring for Performance Index 

http://bit.ly/1umJsDu
http://bit.ly/1zsQuux
http://bit.ly/1OHDIPw
http://bit.ly/1GI3gF5
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Copyright and Licence Agreement: 
 

 

These materials are licences for the use of the license holder only. They may be amended 
as wished but if you do so you must credit the original source. The licence holder is the 
person who received the document as part of a purchased module/training course or as a 
promotional download.  
 
If you are not a licence holder and wish to get your own copy then see the Manager 
Foundation website www.managerfoundation.com for more information. 
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