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Front Office Clerk Interview Questions And Answers Guide.

Question - 1:
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 - 2:
Can you describe your ideal boss/supervisor?

Ans:
During the interview As Front Office Clerk process employers will want to find out how you respond to supervision. They want to know whether you have any
problems with authority, If you can work well as part of a group (see previous question) and if you take instructions well etc.
Never ever ever, criticize a past supervisor or boss. This is a red flag for airlines and your prospective employer will likely assume you are a difficult employee,
unable to work in a team or take intruction and side with your former employer.
View All Answers

Question - 3:
Tell me about a problem that you've solved in a unique or unusual way. What was the outcome? Were you happy or satisfied with it?

Ans:
In this question the interviewer is basically looking for a real life example of how you used creativity to solve a problem.
View All Answers

Question - 4:
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 - 5:
How do you propose to compensate for your lack of experience?

Ans:
The first thing you should do is discuss experience you have the interviewer is unfamiliar with. Once that is detailed, tell the person conducting the interview that you
are able to learn new tasks and information in a reasonable period of time and possess a strong work ethic. However, only state this if you can live up to these
expectations.
View All Answers

Question - 6:
If you were given more initiatives than you could handle, what would you do?

Ans:
First prioritize the important activities that impact the business most. Then discuss the issue of having too many initiatives with the boss so that it can be offloaded.
Work harder to get the initiatives done.
View All Answers

Question - 7:
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You are not given the tools you need to be successful. How would you change that As Front Office Clerk?

Ans:
State a business case to your manager / leader as to why you need the tools and make the request for them.
View All Answers

Question - 8:
Do you ever take work home with you?

Ans:
Here are two great sample answers that might help get you started:
* I am an extremely organized person, so I tend to be able to get my work done at work. However, if the need arose I would not be against taking work home. I try
not to make it a habit, since I do value my free time. I do realize though that the work we do is important, and sometimes you have to do what needs to be done.
* I do not shy away from taking work home with me. I know that meeting deadlines and doing outstanding work sometimes means taking a bit of it home. I 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 you if it is required and you do not do it.
View All Answers

Question - 9:
What has disappointed you about a previous job?

Ans:
Again, this question could get you in trouble so tread carefully. Some good answers might be that your previous job didn't provide any room for growth, that you
were laid off due to a mandatory reduction in staff, that they closed their office in your state and required you to relocate, etc. Make sure not to mention anything
negative about the people you worked with, the company in general or the job itself.
View All Answers

Question - 10:
Have you ever been caught stealing, or better yet, have you ever stole anything?

Ans:
I guess everyone takes a pen or paper or little things like that. But other than that, NO. I have never stole from my employers or better yet As Front Office Clerk, from
anyone.
View All Answers

Question - 11:
Do you consider yourself successful?

Ans:
You should always answer yes to this question. Briefly explain why without going on and on. If you communicate that you're more successful than you really are you
may come off as arrogant or unrealistic. A goof explanation is that you have set professional goals and that you have met some of these goals and are on track to meet
more in the near future.
View All Answers

Question - 12:
Why did you leave your last job As Front Office Clerk?

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 - 13:
What do you think about Teamwork?

Ans:
I enjoy teamwork and am used to shift work. I think I would adapt well to the role. I  am looking for new challenges As Front Office Clerk and I know I would learn a
lot as cabin crew, not just  about people and places, but skills like first aid too, how can I help others with in my  limits.
View All Answers

Question - 14:
Tell me about a time when you had to think strategically?

Ans:
There was a time when I was told I had to get rid of 20% of my people. I had to determine which persons I needed the most by determining who could do what. I had
to put aside personal feelings so that I could keep a working crew to handle he same workload with less people.
View All Answers

Question - 15:
What experience do you have As Front Office Clerk?
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Ans:
The employer would want to know that not only you can do the job but you can make the difference and bring significant contribution - Simple as that.
No doubt that this is your time to perform and present yourself - You have to introduce/sell yourself to the interviewer. Prepare your answer based on your
qualification, professional experience and what you've already achieved in your previous jobs. This is your time to express why you think that your professional
abilities fit into the job and its requirements.
Top 10 employment experience you'd want to review:
* Companies you worked for with dates
* The positions you've held
* Key projects and responsibilities
* Achievements
* Coursework & continues education
* Expertise
* Tools you used (software, hardware)
* Knowledge of languages
* Engagement with customers and key industry leaders
* Team work you were involved (and your contribution)
View All Answers

Question - 16:
Tell me about a time when you were forced to make an unpopular decision?

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 - 17:
Are you currently looking at other job opportunities?

Ans:
Just answer this question honestly. Sometime an employer wants to know if there are other companies you're considering so that they can determine how serious you
are about the industry, they're company and find out if you're in demand. Don't spend a lot of time on this question; just try to stay focused on the job you're
interviewing for.
View All Answers

Question - 18:
What position do you prefer on a team working on a project?

Ans:
Do not claim to be comfortable with a specific role if you in are in fact not comfortable with it. However, if you have no problem working in certain roles or
situations, be sure to discuss this with the interviewer.
View All Answers

Question - 19:
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 a desire to be as efficient as possible while at work.
View All Answers

Question - 20:
If you were hiring a person for this job As Front Office Clerk, what would you look for?

Ans:
Discuss qualities you possess required to successfully complete the job duties.
View All Answers

Question - 21:
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 - 22:
What type of extracurricular activities are you a part of?

Ans:
Discuss the clubs / activities you were in, share a personal story about why you enjoyed it and then describe how it's helped shape you to be who you are today. For
example, I enjoyed rock climbing because it taught me the value of practicing hard at a sport to become skilled in it. I bring this same diligence to my work approach
today as well.
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Question - 23:
What role do you see technology playing in this role?

Ans:
Technology is important to almost every job today but it's not meant to be abused. I believe it's important to increase productivity and not for personal use.
View All Answers

Question - 24:
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. You can also research local regional companies that are
their competition (if it's a smaller private company on a regional 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 - 25:
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 - 26:
What do you know about this company?

Ans:
Research the company on Google by searching recent news (to remain current on them) and their website. Make sure you understand their products / services, vision,
competitive differentiators, and work culture.
View All Answers

Question - 27:
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 - 28:
What challenges are you looking for in this position?

Ans:
A typical interview question to determine what you are looking for your in next job, and whether you would be a good fit for the position being hired for, is "What
challenges are you looking for in a position As Front Office Clerk?" The best way to answer questions about the challenges you are seeking is to discuss how you
would like to be able to effectively utilize your skills and experience if you were hired for the job. You can also mention that you are motivated by challenges, have
the ability to effectively meet challenges, and have the flexibility and skills necessary to handle a challenging job. You can continue by describing specific examples
of challenges you have met and goals you have achieved in the past.
View All Answers

Question - 29:
How have you shown yourself to be a leader?

Ans:
Think about a time where you've rallied a group 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 a common cause.
View All Answers

Question - 30:
How do you deal with conflict in the workplace As Front Office Clerk?

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.
* 1. Talk with the other person.
* 2. Focus on behavior and events, not on personalities.
* 3. Listen carefully.
* 4. Identify points of agreement and disagreement.
* 5. Prioritize the areas of conflict.
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* 6. Develop a plan to work on each conflict.
* 7. Follow through on your plan.
* 8. Build on your success.
View All Answers

Question - 31:
How do you feel about technology at the workplace in general?

Ans:
It's a great enabler for us to collaborate better as a team, for us to reach customers more efficiently and frequently and I believe it can help any company become more
efficient, leaner, and more productive.
View All Answers

Question - 32:
What do you consider to be your weaknesses?

Ans:
What your interviewer is really trying to do with this question-beyond identifying any major red flags-is to gauge your self-awareness and honesty. So, "I can't meet a
deadline to save my life As Front Office Clerk" is not an option-but neither is "Nothing! I'm perfect!" Strike a balance by thinking of something that you struggle with
but that you're working to improve. For example, maybe you've never been strong at public speaking, but you've recently volunteered to run meetings to help you be
more comfortable when addressing a crowd.
View All Answers

Question - 33:
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 - 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:
What is it about this position As Front Office Clerk 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 - 36:
What do you feel you deserve to be paid?

Ans:
Do your research before answering this question - first, consider what the market average is for this job. You can find that by searching on Google (title followed by
salary) and globalguideline.com and other websites. Then, consider this - based on your work experience and previous results, are you above average, if yes, by what
% increase from your pay today from your perspective? Also - make sure if you aim high you can back it up with facts and your previous results so that you can make
a strong case.
View All Answers

Question - 37:
Do you like being around people?

Ans:
People skills are a necessity for medical assistants. When answering this question, be sure to show that you enjoy interacting and working with others and that you
also derive great enjoyment from helping others. This will show that you are a team player and that you would be a valuable team member As Front Office Clerk.
View All Answers

Question - 38:
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, I wish I had a stronger work ethic and I am reading a book right now about how to instill a better discipline around getting work done efficiently.
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Question - 39:
Why are you interested in this type of job As Front Office Clerk?

Ans:
You're looking for someone who enjoys working with the elderly, or a caring, sociable, and nurturing person.
View All Answers

Question - 40:
Suppose there are three light switches outside a room. Inside is a single light bulb, controlled by one of the three switches. You need to determine which switch
operates the bulb. You can turn the switches on and off as many times as you wish (they are all off to begin with), but may only enter the room once. There is no 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 a few minutes. 
* 3. Turn one switch from ON to OFF. One is now 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 is warm 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 - 41:
Tell me something about your family background?

Ans:
First, always feel proud while discussing about your family background. Just simple share the details with the things that how they influenced you to work in an
airline field.
View All Answers

Question - 42:
What's the least rewarding work you've ever done and why?

Ans:
Describe work you've done that you feel doesn't take advantage of your full potential. For example, "I once had to make paper copies for my job and I feel it didn't
take full advantage of my skills. However, it did teach me to be humble in my work and to appreciate a good opportunity when it arose to use my skills"
View All Answers

Question - 43:
What would your first 30, 60, or 90 days look like in this role As Front Office Clerk?

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 a great starter project would be diving into your email marketing campaigns and setting up a tracking 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.
View All Answers

Question - 44:
What problems have you encountered at work?

Ans:
Wow, do we have problems! Where do I begin? Well, most of the problems are internal, just people not working well with each other. I have one person on our team
who is a real problem, but it seems like management is afraid to do anything about it. So we all end up having to do extra work to cover for this person, who just
doesn't work. We all say that he's retired in place. I think he's just holding on until retirement in a couple years. But he's a real problem. I complain about it--a lot--but
nothing ever seems to get done. I've even written negative reviews about the person, hoping he will get canned, but it doesn't happen. I can't wait for him to retire.
View All Answers

Question - 45:
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 - 46:
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. I typically want to know what the candidate's
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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.
View All Answers

Question - 47:
Explain an occasion when you had to adapt in the face of a difficult situation?

Ans:
One of the most useful interview tactics is to remain positive about your work and achievements. This question lets the candidate draw on their own personal history
to show how they have been positive and successful in the face of difficulties. Choose a specific occasion to describe, rather than dealing with generic platitudes.
View All Answers

Question - 48:
What are your salary expectations As Front Office Clerk?

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 - 49:
Do you have good computer skills?

Ans:
It is becoming increasingly important for medical assistants to be knowledgeable about computers. If you are a long-time computer user with experience with
different software applications, mention it. It is also a good idea to mention any other computer skills you have, such as a high typing rate, website creation, and more.
View All Answers

Question - 50:
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 - 51:
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.
View All Answers

Question - 52:
What's a time you exercised leadership?

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 a leader in this situation and how it represents your overall leadership experience and potential.
View All Answers

Question - 53:
How would you rate your communication and interpersonal skills for this job As Front Office Clerk?

Ans:
These are important for support workers. But they differ from the communication skills of a CEO or a desktop support technician. Communication must be adapted to
the special ways and needs of the clients. Workers must be able to not only understand and help their clients, but must project empathy and be a warm, humane
presence in their lives.
View All Answers

Question - 54:
What are three positive things your last boss would say about you?

Ans:
It's time to pull out your old performance appraisals and boss's quotes. This is a great way to brag about yourself through someone else's words: 
"My boss has told me that I am the best designer he has ever had. He knows he can rely on me, and he likes my sense of humor."
View All Answers
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Question - 55:
Give an example of a time you successfully worked As Front Office Clerk on a team?

Ans:
On the whole I prefer to stick to doing what I'm told rather than setting myself up to fail by doing things off my own bat. But there was this one time when I
suggested to my boss at the pizza parlor that she try offering an 'all you can eat' deal to students to boost trade on Mondays. She thought it was an interesting idea but
nothing ever came of it.
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Question - 56:
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 - 57:
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 - 58:
Do you think you have enough experience As Front Office Clerk?

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 - 59:
Do you work well under pressure?

Ans:
Yes.. When it comes down to the wire, the best thing I can to remain focused, have some flexibility, and understand priorities.. Giving them attention in the order they
are needed.
View All Answers

Question - 60:
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 a team. But on the other hand, you should not let your emotions
to affect your decisions in work.
View All Answers

Question - 61:
Explain me about your experience working in this field As Front Office Clerk?

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 - 62:
How do you think I rate as an interviewer?

Ans:
I think you did fine. I'm sure you've conducted a lot of interviews, and it's probably second nature for you now. Thanks for taking the time to meet with me today. I'm
sure you have a lot of things you have to juggle every day.
I'd say you rate at least ten out of ten. The questions you asked seemed spot on. I can tell you guys are working hard to find the perfect applicant for the job. I'm glad I
could meet with you.
View All Answers
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