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Legal Secretary Interview Questions And Answers

Legal Secretary Interview Questions And Answers Guide.

Question - 1:
Tell me about atime you failed?

Ans:

Everyone has failed, so don't play dumb or claim you've never messed up As Legal Secretary. Think of atime when a work-related situation didn't turn out quite as
you had hoped. An interviewer is interested in seeing how you took responsibility for your failure, what you learned from it, and how you would prevent similar
failures from happening again.

View All Answers

Question - 2:
What kind of work interests you the most?

Ans:
Y ou can talk about what you're passionate about. What motivates you. What excites you.

View All Answers

Question - 3:
How long do you want to work for usif we hire you?
Ans:

Here being specific is probably not the best approach. You may consider responding, "I hope a very long time." Or "As long as we're both happy with my
performance."

View All Answers

Question - 4:
How do you measure success?

Ans:

There may be several good answers. Some include: you're able to set redistic, yet aggressive goals that push you and you're able to achieve them, you go the extra
mile on al projects, client satisfaction is high, your bossis elated at your performance on all projects, etc.

View All Answers

Question - 5:
Do you ever take work home with you?

Ans:

Here are two great sample answers that might help get you started:

* | am an extremely organized person, so | tend to be able to get my work done at work. However, if the need arose | would not be against taking work home. | try
not to make it a habit, since | do value my freetime. | do realize though that the work we do is important, and sometimes you have to do what needs to be done.

* | do not shy away from taking work home with me. | know that meeting deadlines and doing outstanding work sometimes means taking a bit of it home. | do not
have a problem doing that when the need arises.

* Make sure to give an honest answer. Lying about taking work home may turn out badly for youif it is required and you do not do it.

View All Answers

Question - 6:
What kind of work interests you the least As Legal Secretary?
Ans:

What bores you? What fails to challenge you? What fails to excite you?
View All Answers

Question - 7:
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What makes you right for this position?

Ans:

This question can be tricky because you need to show your worth As Legal Secretary without sounding cocky or arrogant. Research the business ahead of time and
become familiar with its mission and values. Take the time to figure out how your personal qualities fit the needs of the business and use that fit to provide your
answer.

View All Answers

Question - 8:
What is your greatest achievement outside of work As Legal Secretary?
Ans:

Thisis agreat opportunity for you to discuss how you've given back to the community, how you've achieved in a competitive extracurricular activity (think sports or
clubs), how you've mentored others, and so forth.

View All Answers

Question - 9:
Think about the changes you have seen and tell me how you handle change?
Ans:

You can cite persona life changes, work place changes, career changes, technology change, industry change. The key is to discuss how seeing or experiencing that
change has helped your development. For example, the recent changes in socia media has broadened my horizons and helped me learn new forms of efficient
marketing.

View All Answers

Question - 10:
What is your personal mission statement?
Ans:

Isit to conquer the world? Is it to become a CEO? Is it to give back to the community? Is it to inspire others? Define your statement by stating a clear vision of how
you want to make an impact on the world with your work.

View All Answers

Question - 11:
Tell me about a decision you made recently and how you reached it As Legal Secretary?
Ans:

Thekey isto show that you put alot of thought (weighing out the pros and cons) but were able to be decisive. Be sure to explain your logic in arriving at the decision.
View All Answers

Question - 12:
What do you think about Teamwork?
Ans:

| enjoy teamwork and am used to shift work. | think | would adapt well to the role. | am looking for new challenges As Legal Secretary and | know | would learn a
lot as cabin crew, not just about people and places, but skills likefirst aid too, how can | help otherswith in my limits.

View All Answers

Question - 13:
Tell me about atime when you were forced to make an unpopular decision?

Ans:

Not every decision is popular. In fact, aimost every decision is bound to make someone unhappy at some point. The key is to demonstrate how it impacted others
positively and why you choseiit.

View All Answers

Question - 14:
What education or training have you had that makes you fit for this profession As Legal Secretary?

Ans:

This would be the first question asked in any interview. Therefore, it isimportant that you give a proper reply to the question regarding your education. Y ou should
have all the documents and certificates pertaining to your education and/or training, although time may not allow the interviewer to review all of them.

View All Answers

Question - 15:
What did you like least about your last (or current) job As Legal Secretary?

Ans:

Don't vent or focus on the negative with brutally honest answers such as "My boss was a jerk," or "The company culture was too politically correct," or "They just
weren't giving me the opportunity to take my career to the next level." Instead, keep the emphasis on the positive, even though there are sure to be things you weren't
happy about.
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Question - 16:

How much are you willing to sacrifice to be successful at work AsLegal Secretary?

Ans:

With anything comes sacrifice. The questions is how much of it are you willing to sacrifice with regards to work life balance, stress, etc?

View All Answers

Question - 17:
What is your greatest professional achievement?
Ans:

Nothing says "hire me" better than a track record of achieving amazing results in past jobs As Legal Secretary, so don't be shy when answering this interview
question! A great way to do so is by using the S-T-A-R method: Set up the situation and the task that you were required to complete to provide the interviewer with
background context (e.g., "In my last job asa Legal Secretary, it was my role to manage the invoicing process"), but spend the bulk of your time describing what you
actually did (the action) and what you achieved (the result). For example, "In one month, | streamlined the process, which saved my group 10 man-hours each month
and reduced errors on invoices by 25%."

View All Answers

Question - 18:
Describe your work ethic?

Ans:

While discussing this, be sure to stress specific examples of what you bring to the company. Good qualities include resolve to fulfill job responsibilities, optimism,
and adesire to be as efficient as possible while at work.

View All Answers

Question - 19:
If you were interviewing someone for this position As Legal Secretary, what traits would you look for?

Ans:

This is where the interviewer tries to turn the tables on you. Answer confidently by stating 3 specific traits that are applicable to that job role. For example, a
consulting job would likely look for someone who can think outside of the box.
After answering, ask them, "Am | spot on here and if not, what traits would you look for?"

View All Answers

Question - 20:
Why did you leave your last job As Legal Secretary?

Ans:

Regardless of why you left your last job make sure to stay positive. Always smile and focus on the positive reason such you were seeking the opportunity to expand
your career opportunities, your interest in working with a new firm that provided greater opportunity, you desired to work in a new location, etc. Don't reference
previous job problems or differences with management that caused you to leave. If you stay positive, your answer may help you. If you're negative, you will likely
decrease your chances of getting the job for which you're interviewing.

View All Answers

Question - 21:
How did you become interested in this field/industry?
Ans:

Describe how you've come to develop a passion or interest in this industry and use variables like "culture, people, vision, career development, and the work itself" to
define your choice

View All Answers

Question - 22:
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 - 23:
What motivates you at the work place?
Ans:

Keep your answer simple, direct and positive. Some good answers may be the ability to achieve, recognition or challenging assignments.
View All Answers
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Question - 24:
Describe atime when you anticipated potential problems and developed preventive measures?
Ans:

Thekey hereisto show that you were proactive. How did you find out about the potential problems? How did you address it quickly?
View All Answers

Question - 25:
If you could do it al over again, how would you plan your academic studies differently?

Ans:

Whatever you do, just don't act bitter. A lot of times we wish we could change the past, but focus on the positive reasons and results of the decisions you aready
made.

View All Answers

Question - 26:
How would your references describe you?

Ans:
Think of three major characteristics that demonstrate your best qualities related to work and then have quick stories to describe why.
View All Answers

Question - 27:
Why do you want to work in thisindustry As Legal Secretary?

Ans:

Make sure you research the industry first. Then find at least 3 core things about that industry that you're passionate about (for example: how their solutions impact
clients, their culture, the leadership, etc)

View All Answers

Question - 28:
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 - 29:
Why are you leaving the present company?
Ans:

According to me we can not grow in the field without taking more responsibilities and risks and also we can't enhance our team leading capabilities, managerial skills
without expose to wide range of people.

View All Answers

Question - 30:
Why are you the best fit for thisjob AsLega Secretary?

Ans:

Analyze the job responsibilities and match those to your skills sets. Then discuss how your experience and skills sets can truly create the best impact to the company
in that specific job role. Impact could mean marketing impressions, sales, cutting costs, making products more efficiently, creating better customer service,
engineering new designs that create customer excitement, etc.

View All Answers

Question - 31:
What have you done to prepare yourself to be a supervisor?

Ans:

1. Learn from current supervisors (best practices)

2. Mentor others

3. Be exceptionally good at your current job so that it builds your credibility
4. Have ahigh emotiona 1Q

View All Answers

Question - 32:
How would you impact the company?

Ans:

Consider first the role that you're applying for and then think of 3 ways where you could potentially impact the company's bottom line and top line. Then consider
how you impact the company in a creative manner (how do you help productivity, the development of new products, marketing etc - of course this part is specific to
therole you're applying for)
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Question - 33:
How do you take "No" for an answer?

Ans:

Y ou want to be persistent enough to understand why someone is saying no so that you could potentially convince them otherwise with a sound reason. However, if
they are still saying "no" to you, then you need to humbly accept their position and move on.

View All Answers

Question - 34:
How do you handle conflicts with people you supervise?
Ans:

At first place, you try to avoid conflictsif you can. But once it happens and there's no way to avoid it, you try to understand the point of view of the other person and
find the solution good for everyone. But you always keep the authority of your position.

View All Answers

Question - 35:
What is your biggest fear?
Ans:

Don't try to sugarcoat the answer by listing something ambitious as a fear, unless you truly mean it (for example: | fear being a great leader) - Share your real fears
but discuss how you would overcome them.

View All Answers

Question - 36:
Describe what a bad work environment would look like to you As Legal Secretary?

Ans:

There could be a multitude of things to discuss here: Business ethics (wrongdoing), inconsiderate teammates, non-supportive management, a product that does not do
what you're promising customers and so forth.

View All Answers

Question - 37:

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 - 38:
Describe to me atime where you had to make a hard decision As Legal Secretary?

Ans:

Hard decisions are hard for a reason. It could dramatically effect the company. It could affect other workers. So if you have a story about how you made a hard
decision and had a good outcome, share that. If you have one where the outcome wasn't great, explain how you would have changed the way you approached the
decision to show you learned how to improve.

View All Answers

Question - 39:
In what areas do you think you will need guidance?
Ans:

Think about what you need to learn going into the job. Skill sets, industry knowledge, relationship building, team dynamics. Which areas are ones you're lacking?
View All Answers

Question - 40:
Did the salary we offer attract you to thisjob?
Ans:

The interviewer could be asking you this question for a number of reasons. Obviously, the salary is an important factor to your interest in thisjob, but it should not be
the overriding reason for your interest. A good answer to this question is, "The salary was very attractive, but the job itself is what was most attractive to me."

View All Answers

Question - 41:
How do you deal with conflict in the workplace As Legal Secretary?
Ans:

When people work together, conflict is often unavoidable because of differences in work goals and personal styles. Follow these guidelines for handling conflict in
the workplace.
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* 1. Talk with the other person.

* 2. Focus on behavior and events, not on personalities.
* 3. Listen carefully.

* 4. |dentify points of agreement and disagreement.

* . Prioritize the aress of conflict.

* 6. Develop a plan to work on each conflict.

* 7. Follow through on your plan.

* 8. Build on your success.

View All Answers

Question - 42:
What does your professional network look like?
Ans:

If you have a professional network, discuss it detail (# of contacts, people you know, their positions and what you've learned from them or how you've worked with
them). If you don't have one, discuss how you would develop one (career fairs, networking events for that industry, through your existing friends, etc)

View All Answers

Question - 43:
Tell me about atime when you were held accountable for a problem that you hadn't caused?

Ans:

If someone puts the blame on you (incorrectly), the best thing you can do is NOT to retdiate. Y ou want to make it known that you were not to blame (explain al the
facts) and then focus on fixing the problem in the best way possible.

View All Answers

Question - 44:
What's been your biggest success to date?
Ans:

Talk about a story / experience about how you achieved success and be sure to share details on the results and outcome. Have it highlight a strong characteristic such
as leadership, work ethic and so forth.

View All Answers

Question - 45:
What are three positive characteristics you wish you had?
Ans:

The key here is to be honest about your wish list but then to describe how you plan on developing or growing those characteristics so that it becomes a reality. For
example, | wish | had a stronger work ethic and | am reading a book right now about how to instill a better discipline around getting work done efficiently.

View All Answers

Question - 46:
How do you prioritize your work initiatives As Legal Secretary?
Ans:

Discuss how you prioritize your work initiatives based on the company initiatives. For example, if you're in customer service discuss how you're focused on
providing the best customer experience.

View All Answers

Question - 47:
How important is a positive attitude to you?
Ans:

Incredibly important. | believe a positive attitude is the foundation of being successful - it's contagious in the workplace, with our customers, and ultimately it's the
difference maker.

View All Answers

Question - 48:
Why did you choose your major in college or tech school ?
Ans:

People usually choose their major based on their passions or the career path they want to head towards.
View All Answers

Question - 49:
What can you tell me about team work as part of the job As Legal Secretary?

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.
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Question - 50:
What are your lifelong dreams?

Ans:

If your dreams don't relate to the job closely, make sure you highlight aspects of the job that will help develop the skills that will help you with your dreams. Ideally,
you want your dreams to relate strongly to the career path you're interviewing for though.

View All Answers

Question - 51:
How long do you envision yourself staying with this company?
Ans:

Understand that companiesinvest alot of money into hiring the right staff. Y ou want to emphasize that you arein it for the long run and you want to develop a career
there and that it's not just a"5 month stepping stone" type of ajob. Y ou should be thinking how you're going to grow with that company. After al, don't you want to
invest your energy and time with a company that is going to continue to be successful and one that will help you grow?

View All Answers

Question - 52:
What have you done to reduce costs, increase revenue, or save time?
Ans:

Even if your only experience is an internship, you have likely created or streamlined a process that has contributed to the earning potentia or efficiency of the
practice. Choose at |east one suitable example and explain how you got the idea, how you implemented the plan, and the benefits to the practice.

View All Answers

Question - 53:
Do you like to start personal relationships with other employees?
Ans:

Well, the right answer is yes and no. Good personal relations can improve the overall performance of ateam. But on the other hand, you should not let your emotions
to affect your decisionsin work.

View All Answers

Question - 54:
What were the responsibilities of your last position As Legal Secretary?
Ans:

If you want to show your ambition, you can discuss how you haven't reached all of your goals yet and in that sense aren't satisfied. However, if you want to discuss
satisfaction from your job discuss an experience in which you achieved something.

View All Answers

Question - 55:

How long will it take for you to make a significant contribution?

Ans:

First define significant contribution - once you do that - lay out a timeline plan in which you think you can achieve that.

View All Answers

Question - 56:
How do you act when you encounter competition?
Ans:

This question is designed to see if you can rise the occasion. Y ou want to discuss how you are the type to battle competition strongly and then you need to cite an
exampleif possible of your past work experience where you were able to do so.

View All Answers

Question - 57:

How do you ensure all of your work gets accomplished in a productive manner?

Ans:

The key isto prioritize what's important in your work and to stay organized to accomplish the tasks. A strong work ethic also helps.

View All Answers

Question - 58:
If you had to choose one, would you consider yourself a big-picture person or a detail-oriented person?
Ans:

Both are important. Y ou need to stress that. However, if you could only choose one, ask yourself As Legal Secretary - do you like to be "in the weeds" with your
work, or do you want to be the one painting the vision?
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Question - 59:
What would you like to have accomplished by the end of your career?

Ans:

Think of 3 major achievements that you'd like to accomplish in your job when al is said and done - and think BIG. You want to show you expect to be a mgjor
contributor at the company. It could be creating a revolutionary new product, it could be implementing a new effective way of marketing, etc.
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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 mativate your team, what is?

Employees' three most important issues according to employees are:

* Respect

* A sense of accomplishment

* Recognition

View All Answers

Question - 61:
What's the most rewarding work you've ever done and why?

Ans:

Companies love it when you discuss how you've made an impact on your teammates, clients, or partners in the business or in schooal. It should be rewarding because
of the hard work and creative process that you've put into it.
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Question - 62:
What would you do if our competitor offered you aposition As Legal Secretary?

Ans:
| would weigh the offer and consider it, however, this company and thisrole is my first choice.

View All Answers

Question - 63:
What do you think we could do better or differently?

Ans:

Thisis a common one at startups. Hiring managers want to know that you not only have some background on the company, but that you're able to think critically
about it and come to the table with new ideas. So, come with new ideas! What new features would you love to see? How could the company increase conversions?
How could customer service be improved? You don't need to have the company's four-year strategy figured out, but do share your thoughts, and more importantly,
show how your interests and expertise would lend themselves to the job.
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Question - 64:
Does your boss know you're here today?

Ans:

Usually, you probably haven't told your boss for obvious reasons. So it's ok to say that they do not. You don't want to upset the balance at your current job after all
and nothing is guaranteed in an interview. The interviewer should understand this stance.
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Question - 65:
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 - 66:
Describe atypical work week for this position As Legal Secretary?

Ans:

Interviewers expect a candidate for employment to discuss what they do while they are working in detail. Before you answer, consider the position As Legal
Secretary you are applying for and how your current or past positions relate to it. The more you can connect your past experience with the job opening, the more
successful you will be at answering the questions.

View All Answers

Copyright © https://Intervi enQuesti onsAnswers. org Page 10/ 13


https://interviewquestionsanswers.org/
https://interviewquestionsanswers.org/_Legal-Secretary_id35201
https://interviewquestionsanswers.org/__If-you-had-to-choose-one-would-you-consider-yourself-a-big-picture-person-or-a-detail-oriented-perso_id335_cid35201
https://interviewquestionsanswers.org/__What-would-you-like-to-have-accomplished-by-the-end-of-your-career_id306_cid35201
https://interviewquestionsanswers.org/__How-do-you-keep-each-member-of-the-team-involved-and-motivated_id144_cid35201
https://interviewquestionsanswers.org/__Whats-the-most-rewarding-work-youve-ever-done-and-why_id307_cid35201
https://interviewquestionsanswers.org/__What-would-you-do-if-our-competitor-offered-you-a-position--_id326_cid35201
https://interviewquestionsanswers.org/__What-do-you-think-we-could-do-better-or-differently_id127_cid35201
https://interviewquestionsanswers.org/__Does-your-boss-know-youre-here-today_id370_cid35201
https://interviewquestionsanswers.org/__How-do-you-plan-to-go-by-an-example-for-your-subordinates_id115_cid35201
https://interviewquestionsanswers.org/__Describe-a-typical-work-week-for-this-position--_id100_cid35201
https://interviewquestionsanswers.org/

Legal Secretary Interview Questions And Answers

L

Question - 67:
How do you handle stressful situations?

Ans:
By remaining calm, weighing out all my options and executing a plan to get the situation resolve .
View All Answers

Question - 68:
How would you observe the level of motivation of your subordinates?

Ans:

Choosing the right metrics and comparing productivity of everyone on daily basis is a good answer, doesn't matter in which company you apply for a supervisory
role.

View All Answers

Question - 69:
What does quality work mean to you?

Ans:
Quality work to be is about doing work to the require or set standard, which is very important when it comes to warehouse operations.
View All Answers

Question - 70:
What do you expect to be earning in 5 years As Legal Secretary?

Ans:
Discuss how you expect yourself to be excellent at your job. Thus, it would be reasonable to expect pay that is based on the merit of your work.
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Question - 71:
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 - 72:
What are your salary expectations As Legal Secretary?

Ans:

This question is like a loaded gun, tricky and dangerous if you're not sure what you are doing. It's not uncommon for people to end up talking salary before really
selling their skills, but knowledge is power as this is a negotiation after all. Again, this is an area where doing your research will be helpful as you will have an
understanding of average salary.

One approach is asking the interviewer about the salary range, but to avoid the question entirely, you can respond that money isn't a key factor and you're goal is to
advance in your career. However, if you have a minimum figure in mind and you believe you're able to get it, you may find it worth trying.
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Question - 73:
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 square feet of pizzaamonth.
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Question - 74:
What is your greatest weakness As Legal Secretary? What are you doing to improve it?

Ans:

| believe my biggest weakness As Legal Secretary is wanting to help anyone | can help. What | mean is | am willing to take on task that are not my job. | want to
learn al | 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 - 75:
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. Eventualy,
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
the first rejection, but it'sjust not in my nature. If | know something is possible, | have to keep trying until | get it.
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Question - 76:
Do you work well under pressure?

Ans:

Y es.. When it comes down to the wire, the best thing | can to remain focused, have some flexibility, and understand priorities.. Giving them attention in the order they
are needed.
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Question - 77:
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 the role. 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 thisrole?

View All Answers

Question - 78:

How good are you at problem solving?

Ans:

Describe the problem first and then discuss how you were able to fix it.
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