
RESPONDING TO ''DO YOU HAVE AI{Y OUESTIONS?''

If you answer, "No, I think you've covered everything", you are making a big mistake.
Most interviewers judge your interest, intell igence, and personality style by the
questions you ask. Questions give you the opportunity to: 1) Show your interest in the
job. 2) Learn more about the conipany, its products, services and history. 3) Learn
further details about the job, the work environment and what the interviewer thinks
are the most desirable attributes to fill the position. 4) Learn about the characteristics
of the boss and other people in the department. 5) Get to know and become friends
with the interviewer and increase your chances of getting a second interview or an
offer. Don't cut the interview and yourself short! Ask away!

NOTE: Avoid asking questions about money,--benefits, and time off. If you reaily need
to know, it is best to wait until after the second interview to ask if they happen to
have a brochure about their policies and benefits. The objective of most questions is
to show how you care about doing a good job. Ask not what this company can do for
you but what you can do for this company!

C o m p a n y  C l u e s t i o n s :
1 )  How long  has  the  company

b u s i n e s s ?
2)  How many  emp loyees?
3)  What  p roduc ts /se rv i ces  a re  invo lved?
4)  How has business been recent ly?
5)  Are there other  locat ions or  branches?
6)  What  k ind of  growth has the company

experienced over the last two years?
7)  Have there been lay of fs  over  the past

f ive years? Are more lay offs possible?
8)  How has Houston 's  economy ef fected th is

b u s i n e s s ?
9)  What  depar tments have been ef fected the

most  favorably  or  unfavorabiy?

, I o h  C o n  t e n t  O  u  e s t i o n s .
1)  What  does the___ consis t  o f? ( typ ing,

accoun t ing ,  da ta  en t ry ,  budge t  ana lys is )
2 )  What  pe rcen t  o f  the  day  o r  week  i s

typ ica l l y  needed  to  take  ca re  o f  the
? ( typing, budget work,  data entry,

a c c o u n t i n g ,  c o l d  c a l l i n g ,  c o l l e c t i o n s ,
f i l ing,  research,  analys is  work)

3)  Is  the jqb fast  paced,  moderate,  s low or  a
comb ina t ion  o f  these  th ings?

4 )  H o w  m u c h  o v e r t i m e  i s  e x p e c t e d ?  I s
over t ime  compensa ted?

5)  Would be a par t  o f  the job? ( le t ter
c o m p o s i t i o n ,  r e p o r t  c o m p i l a t i o n  a n d
ana lys is ,  budge t  work ,  p rob lem so lv ing ,
d e c i s i o n  m a k i n g ,  p e r s o n a l  c u s t o m e r
c o n t a c t ,  l i a i s o n  r e p r e s e n t a t i o n ,  c o s I
accoun  t i  ng ,  research ,  co  l l cc t ions ,  e tc .  )

6 )  Cou ld  you  g ive  me examp lcs  o f  the
t h a t  i s  i n v o l v e d .  ( p r o b l e m  s o l v i n g ,
dcc is ion  mak ing ,  research ,  e tc )

7 )  What  k ind  o f  pe rsona l  work  o r  e r rands
might  the boss or  others need f rom th is
p e r s o n ?

8)  How wou ld  o ther  emp loyees ,  o thc r  than
the  boss ,  need  to  u t i l i ze  th i s  pa r t i cu la r
p e r s o n ?

9)  What  have others found to be the most
cha l leng ing  aspec t  o f  th i s  j ob?  The  mos t
d i f f icu l t?  The most  ted ious? Thc most
en joyab le?  The  leas t  i n te res t ing?  The
mos t  t ime  consuming?

1O)What  k ind  o f  o f f i ce  equ ipment ,  compute r
so f tware  and  hardware ,  i s  used  in  th i s
j o b ? .

1 l )What  k ind  o f  on  the  job  t ra in ing ,  i f  any ,
is  involved.

C l u g s t i o n s  T o  D e t e r m i n e  W h a t  T  h  e
F  m  p l  o y e r  W a  n  t s  M o s t

1 )  What  th ings  have  been  apprec ia ted  the
most  about  the people that  have donc th is
job well  in the past?

2)  What  are some pet  peeves or  t rouble spots
tha t  o thers  had  tha t  you  wou ld  l i ke  to
a v o i d  o r  i m p r o v e  u p o n  w i t h  t h e  n e x t
person  h i red?

3)  What  happened  to  the  las t  two  peop ic  in
th is  job?

4)  What  top  th ree  charac te r i s t i cs  a re  you
hoping to f ind in  the person you h i re.

N  o  t  e  :  As  you  lea rn  abou t  the  key  a t t r i bu tes

d e s i r e d ,  g i v e  e x a m p l e s  o f  h o w  Y o u
h a v c  t h o s e  w o n d e r f u l  c h a r a c t c r i s t i c s !
S e l l  y o u r s e l f !

b e e n  i n



O r r e s t i o n s  T o  S h o w  A n  I n t e r e s t  I n  T h e

I n t e r v i e w e r
1 )  H o w  l o n g  h a v e  y o u b e e n  w i  t h  t h e

c o m p a n y ?
2)  Where d id you work before?
3) Where did you start out at this company.
4)  What  have you l iked about  work ing here?
5)  What  k ind  o f  changes  have  you  seen

since you have been here?

Q u e s t i o n s  A b o u t  T h e  B o s s  A n d  O t h e r s
1)  What  a re  the  persona l i t y  t ra i t s  o f  the

people I wi l l  be working with?
2)  Are  the re  any  d i f f i cu l t i es  I  shou ld  be

aware of?
3)  How- pat ient  or  impat ient  have you found

the boss and staff to be with breaking in
new emp loyees .

4) Does the boss need a "mind reader" or does
he tend to give detai led instruct ions.

5 )  What  pe rsona l i t y  and  work  s ty les  have
worked best with the boss and department
s  t  a f f?

6) Is the boss noted for being -_? (easy
go ing ,  a  per fec t ion is t ,  h igh  energy ,  l a id
b a c k ,  d i s o r g a n i z e d ,  f r i e n d l y ,  a l o o f ,
moody,  fast  paced,  methodical ,  organized,
a delegator ,  fear fu l  o f  de legat ing,  d i rect
and out  spoken,  quiet ,  in t imidat ing,  shy,
etc.) In what ways?

Q u e s t i o n s  A b o u t  W o r k  E n v i r o n m e n t
1) Would i t  be possible to take a tour of the

company and see the area I  would be
assigned to? I f  not . . .

2)  How is  the new person's  work s tat ion set
up? Is  the work area a bul l  pen,  cubica l ,
private off ice, or a shared area with one
or  more other  people?

3)  Is  i t  a  smoking or  non-smoking of f ice?
4)  I s  i t  a  fas t  paced ,  modera te ,  o r  s low

e n v i r o n m e n t ?
5)  Does  everyone  ge t  a long

some t rouble spots?
or  are there

O u e s t i o n s  A b o u t  T h e  F u t u r e  G r o w t h  O f
The  . Iob

1)  What  have  top  per fo rmers  in  th i s  job
exper ienced in  added responsib i l i t ies and
growth opportunit ies? (I t  is wise to avoid
asking " 'Where could I  be promoted?" I t
can be interpreted as too pushy.)

2 )  H o w  a r e  p e r f o r m a n c e  e v a l u a t i o n s  o r
rev icws made for  th is  posi t ion?

3)  When are evaluat ions made?
4 )  I f  p e r f o r m a n c e  i s  g o o d ,  a r e  m e r i t

i nc reases  inc luded  w i th  these  rcv iews?

O u e s t i o n s  a  h o r r t  Y o r r r  C h a n c e s  F  o r  T h e
. I o h

1 )  H o w  m a n y  c a n d i d a t e s  d o  y o u  p l a n  t o
in tc rv iew fo r  th i s  pos i t i on?

2)  How many have you a l rcady seen?
3)  I s  anyone  be ing  se r ious ly  cons idc rcd?
4)  When do you hope to make a decis ion or

b r i n g  a p p l i c a n t s  b a c k  f o r  a  s e c o n d
i n t e r v i e w ?

5) Do you ant ic ipate that  I  wi l l  be in  the
runn ing  fo r  th i s  pos i t i on?

In  c los ing :  C lear l y  express  a  des i re  fo r  the
p o s i t i o n  a n d  r e c a p  w h a t  y o u  c a n
contr ibute to  the company.


