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Administrative Assistance Interview Questions And Answers
Guide.

Question - 1:
How does your present position differ from past ones?

Ans:
Describe the difference with regards to responsibilities, culture, team, career opportunity, and the work itself.
View All Answers

Question - 2:
What is the most irritating thing you've experienced about your co-workers?

Ans:
This question is designed to find out if you get along well on team, with other and whether or not you'll be a fit with the interviewer's organization. It's a trap. Think
real hard but fail to come up anything that irritated you about your co-workers. A short positive response is best.
View All Answers

Question - 3:
Explain me about a problem or disagreement you had with previous supervisor?

Ans:
This question is trap. It is meant to see whether or not you'll speak poorly of an employer. No one wants to hire someone who's going to speak poorly of them down
the road. Stay upbeat and positive - and most of all don't say anything negative about a previous employer.
View All Answers

Question - 4:
Why are you interested in working As Administrative Assistance 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 - 5:
Explain me what do you know about our company?

Ans:
Bad Answer: They don't know much about the company. If a candidate is serious and enthusiastic, they should have done some basic research.
Good answer: An answer that shows they've really done their homework and know what the company does, any important current events that involve the company,
and the work culture.
View All Answers

Question - 6:
Tell me about a time when you had to make a decision without all the information you needed. How did you handle it As Administrative Assistance? Why? Were you
happy with the outcome?

Ans:
In many scenarios, you will not have all the information needed. The key is to make the best possible decision based on what you deem to be a sufficient amount of
information.
View All Answers
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Question - 7:
Why was there a gap in your employment As Administrative Assistance?

Ans:
If you were unemployed for a period of time, be direct and to the point about what you've been up to (and hopefully, that's a litany of impressive volunteer and other
mind-enriching activities, like blogging or taking classes). Then, steer the conversation toward how you will do the job and contribute to the organization: "I decided
to take a break at the time, but today I'm ready to contribute to this organization in the following ways."
View All Answers

Question - 8:
How would your boss and co-workers describe you?

Ans:
First of all, be honest (remember, if you get this job, the hiring manager will be calling your former bosses and co-workers!). Then, try to pull out strengths and traits
you haven't discussed in other aspects of the interview As Administrative Assistance, such as your strong work ethic or your willingness to pitch in on other projects
when needed.
View All Answers

Question - 9:
What do you see yourself doing within the first 30 days of this job?

Ans:
Typically the first 30 days are designed for you to learn as much as possible As Administrative Assistance. Work hard to get to know your teammates, how they work
together, and how you can make the biggest impact.
View All Answers

Question - 10:
Why did you leave your last job As Administrative Assistance?

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 - 11:
How do you measure success?

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

Question - 12:
What do you consider ethical spending on an expense account?

Ans:
It depends on the role - but the better way to answer this is to ask the interviewer what their expectations are with regards to what the role can expense and then
simply state that you'll stay within those parameters
View All Answers

Question - 13:
What are your greatest professional strengths As Administrative Assistance?

Ans:
When answering this question, we recommends being accurate (share your true strengths, not those you think the interviewer wants to hear); relevant (choose your
strengths that are most targeted to this particular position As Administrative Assistance); and specific (for example, instead of "people skills," choose "persuasive
communication" or "relationship building"). Then, follow up with an example of how you've demonstrated these traits in a professional setting.
View All Answers

Question - 14:
What is your typical way of dealing with conflict? Give me an example?

Ans:
First, find out what the root of the problem is. Second, determine the best steps to remediation with the best possible outcome. Third, take action to put remediation
plans in place.
View All Answers

Question - 15:
Tell me about a time when you were forced to make an unpopular decision?
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Ans:
Not every decision is popular. In fact, almost every decision is bound to make someone unhappy at some point. The key is to demonstrate how it impacted others
positively and why you chose it.
View All Answers

Question - 16:
What do you expect from this job As Administrative Assistance?

Ans:
Talk about the potential career development, your career aspirations, your work relationships and the learning you'll receive.
View All Answers

Question - 17:
Tell me about a time you had to fire a friend?

Ans:
Hopefully you've never had to do this, but if you did, talk about how hard it was personally to fire anyone but that you did it objectively.
View All Answers

Question - 18:
Where do you see yourself in five years? Ten years?

Ans:
Bad Answer: A generic or uninspired answer. Also, answers that show that this career/company is just a temporary stop for them. 
Good answer: One that shows the candidate has thought about this question, has plans, and that those plans align with the job and a career path that is possible in the
company. You want to see that this candidate is a good long term investment.
View All Answers

Question - 19:
How do you believe you would benefit our organization?

Ans:
This is a great question that provides you the opportunity to put your best foot forward, to tell the interviewer why he or she should consider hiring you for the job.
Make sure you're well prepared for this question as you won't likely get a second chance to really shine.
View All Answers

Question - 20:
What kind of work interests you the least As Administrative Assistance?

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

Question - 21:
Where do you see your career in five years As Administrative Assistance?

Ans:
I would like to retire from this company. I would like to make a difference in the company whether in the company or any other position or area of the company As
Administrative Assistance.
View All Answers

Question - 22:
Give me a specific example of a time when you had to conform to a policy with which you did not agree?

Ans:
You want to first understand why the policy was put into effect. From there, if you truly disagree with it, explain your position to your management. If they don't
change it, then you must accept their decision and continue to work or the alternative decision would be to find a new job.
View All Answers

Question - 23:
How do you prioritize your work?

Ans:
Depends on the situation... I like to label certain tasks as either A B or C...A being the one that requires immediate attention, and C which are tasks that aren't urgent
but eventually need to get done... I like to focus my work As Administrative Assistance on the things that need to get done, and done quickly... While balancing the
other work alongside our first priorities.
View All Answers

Question - 24:
Top 17 Behavioral Interview Questions As Administrative Assistance:
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Ans:
Behavioral interviews As Administrative Assistance where popularized by industrial psychologists in the 1970s, and have been used at big companies like AT&T.
The idea behind them is that past responses to situations are the best predictor of how candidates will respond in the future. 
1. Tell me about a time you faced a conflict while working as part of a team.
2. Talk about a goal you set for yourself. What did you do to make sure you met the goal?
3. Give an example of a time when you had to work with someone with a very different personality from yours. 
4. Talk about an instance where you wish you'd handled a situation differently with a team member. 
5. What's the most difficult problem you have had to solve As Administrative Assistance?
6. Give an example of how you handled a situation where you needed information from a colleague who wasn't responsive. 
7. Talk about a time when you had problems building a relationship with a key team member. What did you do?
8. Tell me about an instance when it was important to make a great impression on a client. What did you do?
9. Tell me about a situation where you had to work with a difficult client.
10. Tell me about a situation where you disappointed a client, and how you tried to fix it.
11. Talk about a time when you had to strategize to meet all your obligations. 
12. Talk about a time when you failed at something. How did you react? 
13. Talk about a time you took on a leadership role.
14. Tell me about a long-term project you oversaw. How did you keep it focused and on schedule? 
15. Talk about a time when you were under a lot of stress. What caused it, and how did you manage?
16. Do you prefer to work alone or with others As Administrative Assistance? 
17. Tell me about a time when you were overwhelmed by the amount of work on your agenda. How did you handle it?
View All Answers

Question - 25:
What is it about this position As Administrative Assistance that attracts you the most?

Ans:
Use your knowledge of the job description to demonstrate how you are a suitable match for the role.
View All Answers

Question - 26:
How do you continue learning on a daily basis? Why is continuous improvement necessary As Administrative Assistance?

Ans:
You can learn on the job, through books and magazines, through social networks, blogs, seminars, mentors and so on. Continuous improvement is important because
the one thing in life that is constant is change. And you have to continue to push yourself day in and day out to be the best.
View All Answers

Question - 27:
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 - 28:
Who was your favorite manager and why?

Ans:
Describe the attributes you liked about your favorite manager, typically attributes discussed are: Great at coaching, inspiring, motivating, empowering, trusting,
delegating, leading, etc.
View All Answers

Question - 29:
What do you already know about our company?

Ans:
Good reputation of a large home grown company that has various departments and product.
View All Answers

Question - 30:
How meticulous are you with details?

Ans:
Being detailed is important for many types of job roles. Typically you want to highlight how you've done that in previous roles. Example: "Being meticulous is
important to me. In my last job, I had to count the money in the register as a cashier to make sure it matched to the receipts down to the last penny." This was to
ensure there wasn't any "wrongdoing" at the company by any of the cashiers and I was always accurate in my reports.
View All Answers

Question - 31:
Describe your academic achievements?

Ans:
Think of a time where you really stood out and shined within college. It could be a leadership role in a project, it could be your great grades that demonstrate your
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intelligence and discipline, it could be the fact that you double majored. Where have you shined?
View All Answers

Question - 32:
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 - 33:
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 - 34:
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
the role you're applying for)
View All Answers

Question - 35:
Why should we select you not others?

Ans:
Here you need to give strong reasons to your interviewer to select you not others. Sell yourself to your interviewer in interview in every possible best way. You may
say like I think I am really qualified for the position. I am a hard worker and a fast learner, and though I may not have all of the qualifications that you need, I know I
can learn the job and do it well."
View All Answers

Question - 36:
What types of books or magazines do you typically read?

Ans:
Describe both your personal and professional favorites. If you happen to like professional books / magazines that relate to the industry of the company you're
applying for - that's definitely worth highlighting.
View All Answers

Question - 37:
Tell me an occasion when you needed to persuade someone to do something?

Ans:
Interpersonal relationships are a very important part of being a successful care assistant. This question is seeking a solid example of how you have used powers of
persuasion to achieve a positive outcome in a professional task or situation. The answer should include specific details.
View All Answers

Question - 38:
What is the most important lesson / skill you've learned from school?

Ans:
Think of lessons learned in extra curricular activities, in clubs, in classes that had a profound impact on your personal development. For example, I had to lead a team
of 5 people on a school project and learned to get people with drastically different personalities to work together as a team to achieve our objective.
View All Answers

Question - 39:
How articulate are you in expressing your ideas?

Ans:
One of the best ways to answer this question is clearly articulate three points that demonstrate how articulate you are (and in a sense show that in a live setting) - for
example: "I would say I'm articulate because one, I typically gather my thoughts before speaking, two, I organize my thoughts well, and three I'm concise when
making a point.
View All Answers

Question - 40:
How well do you know this industry?
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Ans:
Two things businesses need to pay attention to in their industries are what their competition is doing and the customers. You may not always agree with your
competitors but it is important to be aware of what changes they are making. Very well. I have been in the industry for over 6 years.
View All Answers

Question - 41:
Describe what a bad work environment would look like to you As Administrative Assistance?

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 - 42:
How would you describe your approach to Administrative Assistance?

Ans:
In more general terms, a question such as this gives a candidate the opportunity to talk about their professional philosophy and skills. While the question is general in
nature, the best answers are usually quite specific, picking one or two points and exemplifying them with instances from personal history.
View All Answers

Question - 43:
Why do you want to work in this industry As Administrative Assistance?

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 - 44:
Where do you see yourself in 5 years with your career?

Ans:
Be sure to paint a clear picture of your career vision that demonstrates your aspirations and goals that are realistic. This could emphasize increased responsibility, the
ability to manage people and so forth
View All Answers

Question - 45:
What do you think of your previous boss?

Ans:
Do not belittle or talk badly of your last boss - it will come off as being petty. Instead, talk about the positive lessons you were able to learn from your last boss.
View All Answers

Question - 46:
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 - this is 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
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 - 47:
Can you perform Internet research? Please describe to me your steps in doing so?

Ans:
Internet research can entail Google searches, industry sites, news articles, social networks and company websites.
View All Answers

Question - 48:
What is your ideal working environment?

Ans:
Describe your ideal working environment. Do you like flexibility with work hours? Do you like working in a cubicle or independently? Do you like to be micro
managed or empowered? Do you like to work on your own or in a team? Do you like being driven by metrics in your role? How much responsibility do you want?
View All Answers

Question - 49:
Explain an idea that you have had and have then implemented in practice?
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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 a result of your actions.
View All Answers

Question - 50:
What do you expect to be earning in 5 years As Administrative Assistance?

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.
View All Answers

Question - 51:
What are your salary expectations As Administrative Assistance?

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.
View All Answers

Question - 52:
Do you think you have enough experience As Administrative Assistance?

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 a new job role.
View All Answers

Question - 53:
Explain me about your experience working in this field As Administrative Assistance?

Ans:
I am dedicated, hardworking and great team player for the common goal of the company I work with. I am fast learner and quickly adopt to fast pace and dynamic
area. I am well organized, detail oriented and punctual person.
View All Answers

Question - 54:
How do you act when you encounter competition?

Ans:
This question is designed to see if you can rise the occasion. You want to discuss how you are the type to battle competition strongly and then you need to cite an
example if possible of your past work experience where you were able to do so.
View All Answers

Question - 55:
Why do you want to work As Administrative Assistance for this organisation?

Ans:
Being unfamiliar with the organisation will spoil your chances with 75% of interviewers, according to one survey, so take this chance to show you have done your
preparation and know the company inside and out. You will now have the chance to demonstrate that you've done your research, so reply mentioning all the positive
things you have found out about the organisation and its sector etc. This means you'll have an enjoyable work environment and stability of employment etc -
everything that brings out the best in you.
View All Answers

Question - 56:
What do you know about this department?

Ans:
One good way to find out about the department is to try to "informally" interview the existing employees over coffee (outside of the office) if possible. It's hard if you
don't have any connections there, but if you do a great way to learn about it. Other than that, it's often hard to learn about the department so you can turn the table
back on them by asking questions to learn about it.
View All Answers

Question - 57:
Tell me the difference between good and exceptional?

Ans:
Good gets the job done on time and is high quality. Exceptional is a game changer - it stands out, it's creative, it's above and beyond expectations. Tell the interviewer
a story about how you were exceptional.
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Question - 58:
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. I was asked to go fill in for him while they found a replacement and
stay to train that person. I would be at least 30 days. I quickly accepted because I knew that my department couldn't function without me.
View All Answers

Question - 59:
Give me an example of when you competed hard and won?

Ans:
You 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

Question - 60:
What types of personalities do you work with best?

Ans:
In the past, I have found it difficult to work with others who see themselves as better than others, who can take criticism, and who refuse to work with others. I have
found it challenging to work with them b/c I am a team oriented person who feels the importance of working together over the needs of the individual especially in a
learning environment.
View All Answers

Question - 61:
There's no right or wrong answer, but if you could be anywhere in the world right now, where would you be?

Ans:
Just be honest about where you'd like to be - you never know - you may end up bonding with the interviewer with the location. However, you want to stress that you
want to work out of the location that you're interviewing for.
View All Answers

Question - 62:
How good are you at problem solving?

Ans:
Describe the problem first and then discuss how you were able to fix it.
View All Answers

Question - 63:
If you had to choose one, would you consider yourself a big-picture person or a detail-oriented person?

Ans:
Both are important. You need to stress that. However, if you could only choose one, ask yourself As Administrative Assistance - do you like to be "in the weeds" with
your work, or do you want to be the one painting the vision?
View All Answers

Question - 64:
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 - 65:
What do you think is your greatest weakness?

Ans:
Don't say anything that could eliminate you from consideration for the job. For instance, "I'm slow in adapting to change" is not a wise answer, since change is par for
the course in most work environments. Avoid calling attention to any weakness that's one of the critical qualities the hiring manager is looking for. And don't try the
old "I'm a workaholic," or "I'm a perfectionist.
View All Answers

Question - 66:
What were the responsibilities of your last position As Administrative Assistance?

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.

Copyright © https://InterviewQuestionsAnswers.org Page 10/12

https://interviewquestionsanswers.org/
https://interviewquestionsanswers.org/_Administrative-Assistance_id40237
https://interviewquestionsanswers.org/__Tell-me-the-difference-between-good-and-exceptional_id354_cid40237
https://interviewquestionsanswers.org/__Give-me-an-example-of-an-emergency-situation-that-you-faced-How-did-you-handle-it_id112_cid40237
https://interviewquestionsanswers.org/__Give-me-an-example-of-when-you-competed-hard-and-won_id305_cid40237
https://interviewquestionsanswers.org/__What-types-of-personalities-do-you-work-with-best_id134_cid40237
https://interviewquestionsanswers.org/__Theres-no-right-or-wrong-answer-but-if-you-could-be-anywhere-in-the-world-right-now-where-would-you-_id356_cid40237
https://interviewquestionsanswers.org/__How-good-are-you-at-problem-solving_id309_cid40237
https://interviewquestionsanswers.org/__If-you-had-to-choose-one-would-you-consider-yourself-a-big-picture-person-or-a-detail-oriented-perso_id335_cid40237
https://interviewquestionsanswers.org/__What-does-quality-work-mean-to-you_id128_cid40237
https://interviewquestionsanswers.org/__What-do-you-think-is-your-greatest-weakness_id126_cid40237
https://interviewquestionsanswers.org/


Administrative Assistance Interview Questions And Answers

Interview Questions Answers.ORG

View All Answers

Question - 67:
How have you changed in the last five years?

Ans:
All in a nutshell. But I think I've attained a level of personal comfort in many ways and although I will change even more in the next 5-6 years I'm content with the
past 6 and what has come of them.
View All Answers

Question - 68:
When was the last time something upset you at work? What did you do?

Ans:
Almost everyone has an emotional moment related to work at some point - you're not alone. The key is to learn why you reacted that way and to focus not on the
problem but HOW to resolve it. Another key component is to be aware of your emotional response so that you can learn to control it in the future in a calm way.
View All Answers

Question - 69:
How would you go about establishing your credibility quickly As Administrative Assistance with the team?

Ans:
Fully understand my responsibilities, work hard and exceed expectations, learn as much as possible, help others as much as possible, understand what my teammates'
goals and needs are, be on time, and gain a mentor.
View All Answers

Question - 70:
Why are you leaving your current job?

Ans:
This is a toughie, but one you can be sure you'll be asked. Definitely keep things positive-you have nothing to gain by being negative about your past employers.
Instead, frame things in a way that shows that you're eager to take on new opportunities and that the role you're interviewing for is a better fit for you than your
current or last position. For example, "I'd really love to be part of product development from beginning to end, and I know I'd have that opportunity here." And if you
were let go? Keep it simple: "Unfortunately, I was let go," is a totally OK answer.
View All Answers

Question - 71:
What does "thinking outside the box" mean to you?

Ans:
It means not doing things exactly the same way as everyone else. You've got to challenge the status quo and bring something new to the business.
View All Answers

Question - 72:
What kind of salary do you need As Administrative Assistance?

Ans:
This is a loaded question and a nasty little game that you will probably lose if you answer first. So, do not answer it. Instead, say something like, that's a tough
question. Can you tell me the range for this position? In most cases, the interviewer, taken off guard, will tell you. If not, say that it can depend on the details of the
job. Then give a wide range.
View All Answers

Question - 73:
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.
View All Answers

Question - 74:
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
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