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1. When did (name) work for your company? Could you confirm starting and ending employment dates? When & why did s/he leave the company? 

2. What was her/his position? Can you describe the job responsibilities? 

3. Did (name) supervise other employees? How effectively? If I spoke to those employees, how do you think they would describe (name's) management style? 

4. What have been the candidate’s greatest contributions to the organization? 

5. What was (name's) biggest accomplishment while working for your company? 

6. How does the individual demonstrate honesty and integrity? 

7. How would you describe the candidate’s values and ethics? 

8. Did s/he get along well with management and co-workers?   Can you describe this person's experience working as a member of a team? 

9. Did you evaluate (name's) performance? Can you speak to his/her strong and weak points? What was noted as needing improvement during this performance review? 

10. Did (name) miss a lot of work? Was s/he frequently late? Were there any issues you are aware of that impacted her/his job performance? 

11. How did (name) handle conflict? How about pressure? Stress? 

12. How does s/he handle change? 

13. Would you feel comfortable having this candidate make presentations to your board of trustees, students, political officials, and the media? 

14. Would you rehire (name) if the opportunity arose? 

15. Is there anything I haven't asked that you would like to share with me? 

Questions to Ask the Supervisor
1. If reference was a supervisor, what kind of an employee was the candidate? How did he or she perform? What was it like to manager him/her? 

2. How did this individual's performance compare to other employees with similar job duties? 

3. How much direction/oversight does the candidate need? 

4. Does s/he know when to seek guidance? 

5. Describe a situation when you had to give the candidate bad news or disagree with his or her ideas. 

6. How does s/he respond to criticism? 

7. How does s/he handle new challenges of any sort?
  
Questions to Ask Peers
1. How would you describe the individual's overall performance? 

2. What kind of job is best suited for this individual's abilities? 

3. Does the candidate respect institutional boundaries or politics? 

4. What do/did you count on the candidate for? 

5. How sensitive is s/he to people from another culture? 

6. What happens when the candidate doesn’t get his or her way? 

7. How would you rate the candidate’s interpersonal skills? 

  
Questions to Ask Subordinates
1. How does s/he motivate people? 

2. How much direction/oversight does the candidate provide? 

3. How would you describe the individual's leadership, managerial or supervisory skills? 

4. What types of people work well with the candidate?  What types of people do not? 

5. How would s/he go about conveying to subordinates who’s in charge, especially in a setting where there’s been a lot of turnover and change? 

6. How does the candidate deliver bad news? 

7. What sort of people does the candidate hire?  Rate of success? 

8. How comfortable is s/he working in a diverse environment? 

9. Has the candidate ever fired anyone?  How was that handled? 

10. What is his or her willingness to go to bat for people? 

11. How would subordinates rank his or her fairness as a boss? 

12. Give an example of how s/he handled a difficult, sensitive, personnel problem. 

