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Management Assistant Interview Questions And Answers

Management Assistant Interview Questions And Answers
Guide.

Question - 1:
What critical component of this position As Management Assistant makes the work challenging?
Ans:

Heading information: This should include job title, pay grade or range, reporting relationship (by position, not individual), hours or shifts, and the likelihood of
overtime or weekend work.

Summary objective of the job: List the general responsibilities and descriptions of key tasks and their purpose, relationships with customers, coworkers, and others,
and the results expected of incumbent employees.

Qudlifications: State the education, experience, training, and technical skills necessary for entry into thisjob.

Specia demands: This should include any extraordinary conditions applicable to the job As Management Assistant (for example, heavy lifting, exposure to
temperature extremes, prolonged standing, or travel).

Job duties and responsibilities: Only two features of job responsibility are important: identifying tasks that comprise about 90 to 95 percent of the work done and
listing tasks in order of the time consumed (or, sometimes, in order of importance).

View All Answers

Question - 2:
What five words would be describe you as Management Assistant?

Ans:

The hiring manager reguests this of you because she wants to know more about your individua personality. This list can reveal alot to her about who you are and
how you might fit into the workplace. Y our answer also gives the manager an indication of your self-perception, which is a good indicator of the type of employee
you will be.

View All Answers

Question - 3:
Your client is upset with you for a mistake you made, how do you react?
Ans:

Acknowledge their pain - empathize with them. Then apologize and offer a solution to fix the mistake.
View All Answers

Question - 4:
How have you made an impact on your team in the past?
Ans:

| would explain and show to him or her best way possible and if they have a better way then | will encourage him or her to let me know then we can see if it works or
not As Management Assistant.

View All Answers

Question - 5:
Tell me about atime when you successfully handled a situation?
Ans:

For this question, the interviewer wants to know what you do in a situation that doesn't have a clear answer. This will help the interviewer know how you respond to
unforeseen challenges.

View All Answers

Question - 6:
Tell me about atime when you had to give someone difficult feedback As Management Assistant?

Ans:
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By asking this question, your interviewer hopes to learn whether you can communicate effectively, address issues in the workplace and motivate others during
difficult times. Giving negative feedback requires honesty, thoughtfulness and tact. Answering this question well can help show an interviewer that you would be a
good fit for amanagerial position or a position that involves working closely with others.

View All Answers

Question - 7:
Top 11 Questions to Verify Experience and Credentials As Management Assistant:

Ans:

Sometimes people want ajob alittle too bad - and they may fudge their credentials and experience a bit.

If you've run into this problem, are worried about it, or have credentials and experience that are absolutely essential, you may need to ask afew verification questions.
If you are a candidate, you should review your resume and make sure you know all the key points, and that nothing has been misconstrued.
1. What grades did you get in college?

2. What were your responsibilities when you worked in job x?

3. How many people were on your team at your last job?

4. What will your previous manager/supervisor say when | ask where you needed to improve?

5. What was your beginning and ending salary at job x?

6. What were your beginning and ending titles at job x?

7. Areyou eligible for rehire at job x?

8. What tools are necessary for performing job x?

9. Describe to me how you would perform [x typical job task].

10. What was the focus of your thesis?

11. When did you leave company x?

View All Answers

Question - 8:
What is your dream job?

Ans:

Thereis almost no good answer to this question, so don't be specific. If you tell the interviewer that the job you're applying for with his’her company is the perfect job
you may loose credibility if you don't sound believable (which you probably won't if you're not telling the truth.) If you give the interviewer some other job the
interviewer may get concerned that you'll get dissatisfied with the position if you're hired. Again, don't be specific. A good response could be, "A job where my work
ethic and abilities are recognized and | can make a meaningful difference to the organization.”

View All Answers

Question - 9:
What can you offer us that someone el se can not?

Ans:

Bad Answer: Going negative - if the candidate starts trash talking other candidates, it's a sure sign of a bad attitude. Also, if they can't provide a solid answer, it may
show that they lack thorough knowledge of the skills the job requires, and an understanding of where they fitin.

Good answer: The candidate can name specific skills, abilities or understandings they have that apply directly to the job that other candidates are unlikely to have, or
arein short supply.

View All Answers

Question - 10:
Why are you interested in working As Management Assistant for [insert company name here]?
Ans:

Bad Answer: They don't have a good reason, or provide a generic answer, "I think it represents a great opportunity.”
Good answer: One that shows they've done research on the company, and are truly excited about specific things they can do at the job. This not only shows
enthusiasm for the work and basic preparation skills, gives you clues about the cultural fit.

View All Answers

Question - 11:
What would your previous employer say is your greatest strength?
Ans:

Be prepared for this question. If you have to sit and think about it it's going to appear as if you're not sure or that you've never identified your own value in the work
place - not good. You don't have to have a complex response. Keep it simple and honest. For example, several possibilities could be Leadership, Problem solving
ability, Initiative, Energy, Work ethic, Innovative, etc., etc.

View All Answers

Question - 12:
What is your greatest strength As Management Assistant?
Ans:

Thisisyour time to shine. Just remember the interviewer is looking for work related strengths As Management Assistant. Mention a number of them such as being a
good mativator, problem solver, performing well under pressure, being loyal, having a positive attitude, eager to learn, taking initiative, and attention to detail.
Whichever you go for, be prepared to give examples that illustrate this particular skill.

View All Answers

Question - 13:
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Would you like doing repetitive work?

Ans:

Why not, | am not only doing a repetitive work but also earning but also getting a good salary by the company As Management Assistant. And second thing is that
nothing isinteresting in the life till we are not interested.

View All Answers

Question - 14:
Tell us about atypical day at work. How doesit start? What do you do?

Ans:

At the beginning of each day, | inspect the work site to make sure that it is hazard-free. Once the work site is secured, | verify that al tools and equipment are
adequate in supply. As soon as the work orders are delivered, | provide workers with security guidelines and carry out drills. During the workday, it is my duty to
monitor workers to ensure that they are working according to the enforced safety policies and that any problems or accidents are quickly addressed.

View All Answers

Question - 15:
Can you tell me alittle about yourself?

Ans:

This question seems simple, so many people fail to prepare for it, but it's crucial. Here's the deal: Don't give your complete employment (or personal) history As
Management Assistant. Instead give a pitch-one that's concise and compelling and that shows exactly why you're the right fit for the job. Start off with the 2-3
specific accomplishments or experiences that you most want the interviewer to know about, then wrap up talking about how that prior experience has positioned you
for this specific role.

View All Answers

Question - 16:
What has been your biggest professional disappointment?

Ans:

When discussing a professional disappointment, make sure to discuss a scenario you could not control. Be positive about the experience and accept personal
responsibility where applicable.

View All Answers

Question - 17:
What is your biggest weakness As Management Assistant?
Ans:

No one likes to answer this question because it requires a very delicate balance. You simply can't lie and say you don't have one; you can't trick the interviewer by
offering up a personal weakness As Management Assistant that is really a strength (“Sometimes, | work too much and don't maintain a work-life balance."); and you
shouldn't be so honest that you throw yourself under the bus ("I'm not a morning person so I'm working on getting to the office on time.")

View All Answers

Question - 18:
What's your dream job?
Ans:

Along similar lines, the interviewer wants to uncover whether this position As Management Assistant isreally in line with your ultimate career goals. While "an GGL
star" might get you afew laughs, a better bet isto talk about your goals and ambitions-and why this job will get you closer to them.

View All Answers

Question - 19:
What type of salary are you looking for?
Ans:

This can be a very tricky question as the individual asking it is probably digging for something other than a simple answer to the question. We recommend that you
don't immediately respond to the question directly. Instead, say something like, "That a difficult question. What is range for this position?' More often than not the
interviewer will tell you. If the interviewer insists on direct answer you may want say that it depends on the details of the job - then give awide salary range.

View All Answers

Question - 20:
How do you evaluate success As Management Assistant?
Ans:

| evaluate success As Management Assistant in different ways. At work, it is meeting the goals set by my supervisors and my fellow workers. It is my understanding,
from talking to other employees, that the Global Guideline company is recognized for not only rewarding success but giving employees opportunity to grow aswell.

View All Answers

Question - 21:
Why do you want this job As Management Assistant?

Ans:
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This question typically follows on from the previous one. Here is where your research will come in handy. Y ou may want to say that you want to work for a company
that is Globa Guideline, (market leader, innovator, provides a vital service, whatever it may be). Put some thought into this beforehand, be specific, and link the
company's values and mission statement to your own goals and career plans.

View All Answers

Question - 22:
How have you achieved your success?

Ans:
Discuss stories of how you've progressed over the years to achieve success. People relate best to stories.

View All Answers

Question - 23:
How do you feel about this company's vision?

Ans:

First find out where the company envisions itself in 3-5 years. If you can't find the vision of the company, that's probably a big question mark on the company itself.
Once you do, identify how those company's visions align to your personal values and goals and then articulate how tightly correlated that is to the interviewer. For
example - this company wants to be the #1 provider of green technology in the world and | feel strongly about that vision because we've got a chance to collectively
impact the world to become a greener society and save our clients at the same time!

View All Answers

Question - 24:
What differentiates you from the competition?

Ans:

Think about what you bring to the table that you truly believe is unique - the easiest way to do is to think of your own persona stories that demonstrate your work
ethic, skills, and dedication. Most people have some or all of those skills, but the unique stories are what make people stand out in interviews.

View All Answers

Question - 25:
What do you know about our competition?

Ans:

Make sure you do your research on their competitors. You can find this by going to yahoo finance and click on their competitors (if they are public). From there
research the news on them and go to their websites to understand their positioning on solutions and vision. Y ou can also research local regional companies that are
their competition (if it's a smaller private company on aregional scale) by simply typing in similar product offerings in the Google search followed by the city. Make
sure you know their competitor's vision, products, culture, and how they are differentiated against their competition (and if they're not, how they could be)

View All Answers

Question - 26:
What other companies are you interviewing at?

Ans:

Be open and share if you are indeed interviewing elsewhere, but do it in a humble way. This way you don't seem arrogant and the interviewer knows your skills are
valued by other companies. This also tends to make them want you more as they know they are competing for your services.

View All Answers

Question - 27:
What was the most difficult employee situation you found yourself As Management Assistant? How did you overcome the problem?

Ans:

One of employees was conflicting with other and colleague who was prove his was wrong hi denied and was invite union to defend him but we have prove his wrong
and | was facing disciplinary action.
View All Answers

Question - 28:
If someone had to say something negative to you, what would they say?

Ans:

Again, be honest about sharing a story here about someone who may not have gotten along with you in the office here and explain how you were able to fix that
relationship or change your attitude/action to be a better person / coworker.

View All Answers

Question - 29:
Why are you interested in this type of job As Management Assistant?
Ans:

Y ou're looking for someone who enjoys working with the elderly, or a caring, sociable, and nurturing person.
View All Answers
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Question - 30:
What are your salary requirements As Management Assistant?

Ans:

The #1 rule of answering this question is doing your research on what you should be paid by using site like Global Guideline. Y ou'll likely come up with arange, and
we recommend stating the highest number in that range that applies, based on your experience, education, and skills. Then, make sure the hiring manager knows that
you're flexible. Y ou're communicating that you know your skills are valuable, but that you want the job and are willing to negotiate.

View All Answers

Question - 31:
What role do you see technology playing in thisrole?

Ans:
Technology isimportant to almost every job today but it's not meant to be abused. | believe it'simportant to increase productivity and not for personal use.

View All Answers

Question - 32:

Suppose there are three light switches outside aroom. Inside is asingle light bulb, controlled by one of the three switches. Y ou need to determine which switch
operates the bulb. Y ou can turn the switches on and off as many times as you wish (they are al off to begin with), but may only enter the room once. Thereisno one
there to help you. The door to the room is closed, and there are no windows, so you cannot see inside. How can you discover which switch operates the bulb?

Ans:

Do the following steps:

* 1. Turn ON two switches, and leave one OFF.

* 2. Wait afew minutes.

* 3. Turn one switch from ON to OFF. Oneisnow ON and two are OFF

* 4, Enter the room. - If the light is ON, it is controlled by the switch you left ON. - If the light bulb is OFF, touch it. If it iswarm it is controlled by the switch you
turned ON and OFF. If it is cold, it is controlled by the switch you never turned on.

View All Answers

Question - 33:
What is your greatest failure As Management Assistant, and what did you learn from it?
Ans:

When | was in college, | took an art class to supplement my curriculum. | didn't take it very seriously, and assumed that, compared to my Engineering classes, it
would be awalk in the park. My failing grades at midterm showed me otherwise. I'd even jeopardized my scholarship status. | knew | had to get my act together. |
spent the rest of the semester making up for it, ended up getting a decent grade in the class. | learned that no matter what I'm doing, | should strive to do it to the best
of my ability. Otherwise, it's not worth doing at all.

View All Answers

Question - 34:
How important is the vision of the company to you?

Ans:

It should be very important if you want along standing career. Remember, you're investing your time, energy and earnings potential into a company so you want to
make sureit's a sustainably successful company that will grow with you over the long haul.

View All Answers

Question - 35:
What type of personalities do you work best with and why?

Ans:
Think of which personalities you work best with (do you like outgoing, collaborative, personable working relationships and so forth?)
View All Answers

Question - 36:
Why are manhole covers round?

Ans:

Thisis aclassic brainteaser, which was reportedly first asked by a Microsoft interviewer. Here's how to ""solve"" this brainteaser (remember to speak and reason out
loud while solving this brainteaser): Why are manhole covers round? Could there be a structural reason? Why aren't manhole covers square? It would make it harder
to fit with acover. You'd have to rotate it exactly the right way.

The pipes below are also round, so fitting them might be easier, as might be making them. So many manhole covers are round because they don't need to be rotated.
There are no corners to deal with. Also, a round manhole cover won't fall into a hole because it was rotated the wrong way, so it's safer. Looking at this, it seems
corners are aproblem. Y ou can't cut yourself on around manhole cover. And because it's round, it can be more easily transported. One person can rall it.

View All Answers

Question - 37:
What qualities do you believe are important to have as a manager?
Ans:

Great managers tend to empower their employees to be successful through strong coaching. They understand how to manage relationships - thisis commonly referred
to emotional intelligence. They have to be able to handle both client and staff situations that require them to be calm under pressure to clearly think of solutions to
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complex problems. Most importantly they must be able to articulate the vision to the team and inspire them to work together to collectively achieve that goal

View All Answers

Question - 38:
What can you tell me about team work as part of the job As Management Assistant?

Ans:

There is usually a team of staff nurses working in cooperation with each other. A team of nurses has to get along well and coordinate their actions, usually by
dividing their responsibilities into sectors or specific activities. They help each other perform tasks requiring more than one person.

View All Answers

Question - 39:

What did you major in and why?

Ans:

Tell them your major and the motivations behind why you chose it and how it's helped to prep your of this potential job.

View All Answers

Question - 40:
What skills do you bring to the table?

Ans:

Think of your skill sets with regards to: analytical skills, interpersonal skills, communication skills, computer skills, presentation skills, management skills, sales
skills and so forth.

View All Answers

Question - 41:
What types of situations do you consider "unfixable"?

Ans:
Most situations are "fixable" - the ones that are not are typically related to business ethics (someone is cheating the company, someone is stealing, etc)

View All Answers

Question - 42:
How have you shown yourself to be aleader?

Ans:

Think about atime where you've rallied agroup of people around a cause/ idea/ initiative and successfully implemented it. It could be a small or large project but the
key is you want to demonstrate how you were able to lead others to work for acommon cause.

View All Answers

Question - 43:
How would your friends describe you?

Ans:

My friends would probably say that I'm extremely persistent - I've never been afraid to keep going back until | get what | want. When | worked as a program
developer, recruiting keynote speakers for a major tech conference, | got one rejection after another - this was just the nature of the job. But | really wanted the big
players - so | wouldn't take no for an answer. | kept going back to them every time there was a new company on board, or some new value proposition. Eventually,
many of them actually said "yes" - the program turned out to be so great that we doubled our attendees from the year before. A lot of people might have given up after
thefirst rejection, but it's just not in my nature. If | know something is possible, | have to keep trying until | get it.

View All Answers

Question - 44:
Have you got any questions?

Ans:

This is your final opportunity to persuade the interviewer that you are the right candidate for the job. Now is not the time to ask questions about holidays, pay or
pensions - al these things can be asked later when you get an offer of employment. Now is the time to ask about any reservations that the interviewer may have about
your suitability for therole. Y ou will then give yourself one last chance to persuade the interviewer that you are the right candidate for the job.

Example Thank you. | think we have covered everything. Before we finish the interview | would like to take the opportunity to ask if you have any reservations
about my suitability for this role?

View All Answers

Question - 45:
Explain me about atime when you reached a goal within atight deadline?

Ans:

| work well under pressure to meet deadlines without jeopardizing the quality of my work. | have always worked in a fast pace environment where we are constantly
under pressure to achieve best results within atime frame.

View All Answers
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Question - 46:
Describe to me the position As Management Assistant you're applying for?

Ans:

Thisisa"homework" question, too, but it also gives some clues as to the perspective the person brings to the table. The best preparation you can do is to read the job
description and repeat it to yourself in your own words so that you can do this smoothly at the interview.

View All Answers

Question - 47:
Explain an idea that you have had and have then implemented in practice?

Ans:

Often an interview guide will outline the so-called 'STAR' approach for answering such questions; Structure the answer as a situation, task, action, and result: what
the context was, what you needed to achieve, what you did, and what the outcome was as aresult of your actions.

View All Answers

Question - 48:
Do you have any questions for me?

Ans:

Good interview questions to ask interviewers at the end of the job interview include questions on the company growth or expansion, questions on personal
development and training and questions on company values, staff retention and company achievements.

View All Answers

Question - 49:
What would your first 30, 60, or 90 days look like in this role As Management Assistant?

Ans:

Start by explaining what you'd need to do to get ramped up. What information would you need? What parts of the company would you need to familiarize yourself
with? What other employees would you want to sit down with? Next, choose a couple of areas where you think you can make meaningful contributions right away.
(e.g., "I think agreat starter project would be diving into your email marketing campaigns and setting up atracking system for them.") Sure, if you get the job, you (or
your new employer) might decide there's a better starting place, but having an answer prepared will show the interviewer where you can add immediate impact-and
that you're excited to get started.
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Question - 50:
Give me an example of an emergency situation that you faced. How did you handle it?

Ans:

There was a time when one of my employers faced the quitting of a manager in another country. | was asked to go fill in for him while they found a replacement and
stay to train that person. | would be at least 30 days. | quickly accepted because | knew that my department couldn't function without me.

View All Answers

Question - 51:
How do you plan to go by an example for your subordinates?

Ans:
Sticking to the rules by yourself, working hard and not mind participating on basic tasks is a good answer.
View All Answers

Question - 52:
How many square feet of pizza are eaten in the United States each month?

Ans:

This is a classic guesstimate question where you need to think aloud. And so first off you round the U.S. population to 300 million people (it's actually about 315
million but rounding will be much easier and your interviewer will not score you lower for rounding). Then estimate how many people eat pizza. A decent educated
guess is two out of every three people, or 200 million. Now let's say the average pizza-eating person eats pizza twice a month, and eats two slices at atime. That's
four slices a month. If the average slice of pizzais perhaps six inches at the base and 10 inches long, then the slice is 30 sguare inches of pizza. So, four pizza dlices
would be 120 square inches (30 times 4).

Since one square foot equals 144 square inches (12 times 12), let's assume that each person who eats pizza eats one square foot per month. Since there are 200 million
pizza-eating Americans, 200 million square feet of pizza are consumed in the U.S. each month. To summarize: 300 million people in America, 200 million eat pizza,
average slice of pizzais six inches at the base and 10 inches long or 30 square inches, average American eats four slices of pizza a month, four pieces times 30 square
inches equals 120 sguare inches (one square foot is 144 square inches), so let's assume one square foot per person, and thus one square foot times 200 million people
equals 200 million sguare feet of pizzaamonth.

View All Answers

Question - 53:
What is your greatest weakness As Management Assistant? What are you doing to improve it?

Ans:

| believe my biggest weakness As Management Assistant is wanting to help anyone | can help. What | mean is | am willing to take on task that are not my job. | want
tolearn al I can. However, that has helped me get promoted or even asked to help in times of need in other department. | have been know as the "go to person” when
help is needed.
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Question - 54:
What's your salary history?
Ans:

When you are interviewing for a new job, it is common practice for the company to ask you about your salary history. | typically want to know what the candidate's
base salary is, if they receive any bonus, the average bonus amount, and any additional compensation or perks, such as 500k matching, stock grants or stock options,
paid time off and how much they are required to pay towards their medical premiums.
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Question - 55:
What's atime you exercised |eadership?

Ans:

Depending on what's more important for the the role, you'll want to choose an example that showcases your project management skills (spearheading a project from
end to end, juggling multiple moving parts) or one that shows your ability to confidently and effectively rally a team. And remember: "The best stories include
enough detail to be believable and memorable,”. Show how you were aleader in this situation and how it represents your overall leadership experience and potential .
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Question - 56:
What do you know about the company?
Ans:

Any candidate can read and regurgitate the company's "About" page. So, when interviewers ask this, they aren't necessarily trying to gauge whether you understand
the mission-they want to know whether you care about it. Start with one line that shows you understand the company's goals, using a couple key words and phrases
from the website, but then go on to make it personal. Say, "I'm personally drawn to this mission because...” or "I really believe in this approach because...” and share a
personal example or two.

View All Answers

Question - 57:
How would you motivate your team members to produce the best possible results?

Ans:
Trying to create competitive atmosphere, trying to motivate the team as awhole, organizing team building activities, building good relationships amongst people.

View All Answers

Question - 58:
How do you evaluate your ability to handle conflict?

Ans:

| pride myself on being a good problem solver. Through my previous job and management positions | have faced numerous conflicts in different situations, and my
experiences have helped me to hone my issue resolution skills. | believe that it isimportant to get to and address the root of the issue, in a respectable manner.

View All Answers

Question - 59:
Do you think you have enough experience As Management Assistant?

Ans:

If you do not have the experience they need, you need to show the employer that you have the skills, qualities and knowledge that will make you equal to people with
experience but not necessary the skills. It is also good to add how quick you can pick up the routine of anew job role.

View All Answers

Question - 60:
How do you keep each member of the team involved and motivated?

Ans:

Many managers mistakenly think that money is the prime motivator for their employees. However, according to surveys by several different companies, money is
consistently ranked five or lower by most employees. So if money is not the best way to motivate your team, what is?

Employees' three most important issues according to employees are:

* Respect

* A sense of accomplishment

* Recognition

View All Answers

Question - 61:
Give me an example of when you competed hard and won?

Ans:
Y ou can reference many different areas here when discussing a story of where you won in competition: Work experience (ideal), sports, clubs, classes, projects.

View All Answers
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Question - 62:
How have you changed in the last five years?

Ans:

All in anutshell. But | think I've attained a level of personal comfort in many ways and athough | will change even more in the next 5-6 years I'm content with the
past 6 and what has come of them.
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Question - 63:
What type of work environment do you prefer?
Ans:

Ideally one that's similar to the environment of the company you're applying to. Be specific.
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