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Project Administration Officer Interview Questions And
Answers Guide.

Question - 1:
Can you tell me a little 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
Project Administration Officer. 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 - 2:
Do you work well within a team?

Ans:
Some people are thrown when they are asked this Project Administration Officer question when they are applying for a position to work alone. Every company works
as a team, so you are a good team player, give an example of when you have worked well within a team.
View All Answers

Question - 3:
How do you evaluate success As Project Administration Officer?

Ans:
I evaluate success As Project Administration Officer 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 as well.
View All Answers

Question - 4:
How well do you know our company?

Ans:
Well, a developed company that is gradually building their reputation in the competitive world.
View All Answers

Question - 5:
What's your management style?

Ans:
The best managers are strong but flexible, and that's exactly what you want to show off in your answer. (Think something like, "While every situation and every team
member requires a bit of a different strategy, I tend to approach my employee relationships as a coach...") Then, share a couple of your best managerial moments, like
when you grew your team from five to 15 or coached an underperforming employee to become the company's top employee.
View All Answers

Question - 6:
Why are you leaving last job?

Ans:
Although this would seem like a simple question, it can easily become tricky. You shouldn't mention salary being a factor at this point As Project Administration
Officer. If you're currently employed, your response can focus on developing and expanding your career and even yourself. If you're current employer is downsizing,
remain positive and brief. If your employer fired you, prepare a solid reason. Under no circumstance should you discuss any drama or negativity, always remain
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positive.
View All Answers

Question - 7:
Do you work well on a team? How would you define teamwork?

Ans:
I would define team work as getting the job done As Project Administration Officer whether that means if I have to do more then the guy next to me as long as the
work gets finished.
View All Answers

Question - 8:
How do you deal with conflict in the workplace As Project Administration Officer?

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.
* 6. Develop a plan to work on each conflict.
* 7. Follow through on your plan.
* 8. Build on your success.
View All Answers

Question - 9:
If hired, how do you intend on making a difference with our company?

Ans:
Dedicate myself to learn everything about the new company that I can, look for ways and ideas that could improve, processes, safety, removing obstacles from the
associates, I want to advance within the company.
View All Answers

Question - 10:
What was the most difficult employee situation you found yourself As Project Administration Officer? 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 I was facing disciplinary action.
View All Answers

Question - 11:
Why are you interested in this type of job As Project Administration Officer?

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

Question - 12:
Why were you fired?

Ans:
OK, if you get the admittedly much tougher follow-up question as to why you were let go (and the truth isn't exactly pretty), your best bet is to be honest (the
job-seeking world is small, after all). But it doesn't have to be a deal-breaker. Share how you've grown and how you approach your job and life now as a result. If you
can position the learning experience as an advantage for this next job, even better.
View All Answers

Question - 13:
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 - 14:
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
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are needed.
View All Answers

Question - 15:
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 a result of your actions.
View All Answers

Question - 16:
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 - all 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. You will then give yourself one last chance to persuade the interviewer that you are the right candidate for the job.
Example  Thank you. I think we have covered everything. Before we finish the interview I would like to take the opportunity to ask if you have any reservations
about my suitability for this role?
View All Answers

Question - 17:
How much do you expect to get paid As Project Administration Officer?

Ans:
For this be prepared and research salary to find out what similar positions are paying in your area before you go to the interview. Try to find this information out
before giving your salary expectations. You can and should provide a range instead of an exact number. But again, don't say any numbers you're not comfortable with
because if the employer offers you a salary at the lowest end of your range, you don't have much to negotiate with when it comes to getting a higher salary.
View All Answers

Question - 18:
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 - 19:
How would you rate your communication and interpersonal skills for this job As Project Administration Officer?

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 - 20:
What is your greatest weakness As Project Administration Officer? What are you doing to improve it?

Ans:
I believe my biggest weakness As Project Administration Officer is wanting to help anyone I can help. What I mean is I am willing to take on task that are not my
job. I want to learn all I can. However, that has helped me get promoted or even asked to help in times of need in other department. I have been know as the "go to
person" when help is needed.
View All Answers

Question - 21:
What kind of salary do you need As Project Administration Officer?

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 - 22:
What schedule do you hope to work? Are you willing to work extra hours?

Ans:
Be honest. If you really want the job and are willing to work any schedule needed, say so. If, however, you have no intention of working late hours or weekends,
simply let the interviewer know the hours that you are available to work. The same applies to extra hours. You are more likely to be hired if you are willing to work
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any time you are needed. However, saying that you are willing and then complaining about the hours once you start working is a recipe for disaster.
View All Answers

Question - 23:
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 - 24:
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 - 25:
Where do you see yourself professionally five years from now As Project Administration Officer?

Ans:
Demonstrate both loyalty and ambition in the answer to this question. After sharing your personal ambition, it may be a good time to ask the interviewer if your
ambitions match those of the company.
View All Answers

Question - 26:
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 - 27:
Why should the we hire you as this position As Project Administration Officer?

Ans:
This is the part where you link your skills, experience, education and your personality to the job itself. This is why you need to be utterly familiar with the job
description as well as the company culture. Remember though, it's best to back them up with actual examples of say, how you are a good team player.
View All Answers

Question - 28:
Give an example of a time you successfully worked As Project Administration Officer 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.
View All Answers

Question - 29:
What features of your previous jobs have you disliked?

Ans:
It's easy to talk about what you liked about your job in an interview, but you need to be careful when responding to questions about the downsides of your last
position. When you're asked at a job interview about what you didn't like about your previous job, try not to be too negative. You don't want the interviewer to think
that you'll speak negatively about this job or the company should you eventually decide to move on after they have hired you.
View All Answers

Question - 30:
What was the most important task you ever had?

Ans:
There are two common answers to this question that do little to impress recruiters:
* 'I got a 2.1'
* 'I passed my driving test'
No matter how proud you are of these achievements, they don't say anything exciting about you. When you're going for a graduate job, having a degree is hardly
going to make you stand out from the crowd and neither is having a driving licence, which is a requirement of many jobs.
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Question - 31:
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
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 - 32:
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 a wide salary range.
View All Answers

Question - 33:
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 - 34:
What is your dream job?

Ans:
There is 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 I can make a meaningful difference to the organization."
View All Answers

Question - 35:
What qualities do you look for in a boss?

Ans:
Remain optimistic and do not be too specific. Good attributes include moral character, honesty, and intelligence since managers usually believe they possess these
qualities.
View All Answers

Question - 36:
If you have multiple projects on your plate, how do you handle completing them on time?

Ans:
Prioritize based on business importance. Set clear timelines for each so that you know which ones to knock out first. Get your teammates to help if necessary.
View All Answers

Question - 37:
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 - 38:
Tell me about a difficult decision you've made in the last year As Project Administration Officer?

Ans:
We all have difficult decisions in our lives. Show how you were able to arrive at it and then how you decisively acted.
View All Answers

Question - 39:
Tell me about a time when you had to make a decision without all the information you needed. How did you handle it As Project Administration Officer? Why? Were
you happy with the outcome?
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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

Question - 40:
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 - 41:
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 - 42:
What are ideas or initiatives you've led and what was the outcome?

Ans:
Describe your most unique ideas and initiatives that had the best results for the company. Make sure you highlight your creativity, your results, your diligence and
your ability to execute.
View All Answers

Question - 43:
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.
View All Answers

Question - 44:
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 I 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 - 45:
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 - 46:
What classes did you enjoy most in college and why?

Ans:
Think back to the classes that either resonated with your passion or truly helped you to develop skills that you believe will help you in your career. Talk about those.
View All Answers

Question - 47:
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
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Question - 48:
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 - 49:
How would you define success?

Ans:
Success is defined differently for everybody. Just make sure the parameters are defined by you with regards to work life balance, financial gain, career growth,
achievements, creating meaningful work / products and so forth. If you can clearly articulate what it means to you that is a strong answer.
View All Answers

Question - 50:
How well do you multi-task?

Ans:
Multi-tasking is an important part of most jobs. You want to show that you're good at it but not overwhelmed with it. So discuss just a few things you can multi-task
well on - for example: "I'm good at multi tasking between work email and working on projects As Project Administration Officer and the reason it because I'm good
at prioritizing my work emails.
View All Answers

Question - 51:
What other jobs are you applying for As Project Administration Officer?

Ans:
If you're applying with other similar companies in a similar or the same industry, it's actually okay to state that as it shows you're valued and wanted.
View All Answers

Question - 52:
Give me a few examples of how you're results oriented?

Ans:
Make you give an example where you discuss details and metrics. For example, I was a tutor in my last job and mentored 5 students on their SAT test taking skills
and raised their scores by 15% on average after a 3 month teaching stint.
View All Answers

Question - 53:
What have you done to improve yourself in the last year As Project Administration Officer?

Ans:
Discuss how you've improved yourself through work experiences, books you've read, classes, club(s) / extracurricular activities and describe the process on how it's
happened. For example: I've improved my presentation skills tremendously because I've had to do 2 presentations this year for my communications class.
View All Answers

Question - 54:
What would you do if our competitor offered you a position As Project Administration Officer?

Ans:
I would weigh the offer and consider it, however, this company and this role is my first choice.
View All Answers

Question - 55:
What attracted you to this company As Project Administration Officer?

Ans:
You could discuss the company's vision, culture and solutions/services as reasons for wanting to join it.
View All Answers

Question - 56:
What were the responsibilities of your last position As Project Administration Officer?

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 - 57:
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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 - 58:
What do you like to do?

Ans:
Discuss your passions As Project Administration Officer. Ideally if it's work related that's fantastic! If not, talk about your academic / extracurricular passions and
WHY you enjoy them. For example: I love playing sports because of the team work aspect - it's fun winning together! (This example shows you're a team player)
View All Answers

Question - 59:
What negative thing would your last boss say about you?

Ans:
"He/She wouldn't say anything bad, but he/she may point out I could improve in a certain area, and I've taken steps to become better at those skills"
View All Answers

Question - 60:
What is your greatest fear?

Ans:
We all have fears. It's okay to discuss them. Just don't dive too deeply into them. Discuss how you would work to overcome your fears. You don't want to seem weak.
You want to acknowledge it's out there but that you'll be able to work through it.
View All Answers

Question - 61:
What is your greatest achievement outside of work As Project Administration Officer?

Ans:
This is a great 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 - 62:
What are the qualities of a good leader As Project Administration Officer? A bad leader?

Ans:
A good leader provides constructive criticism, motivates and inspires, coaches the mentee to be successful with their set of skills, and encourages them to push
themselves. A bad leader only cares about his/her own interests and does not look out for the success of his/her staff.
View All Answers

Question - 63:
How would you feel about working for someone who knows less than you As Project Administration Officer?

Ans:
The reality is, the majority of the time someone is in a management/leadership position is because of their experience and past success. So they probably possess at
least a unique set of knowledge from you. So you'll want to learn from them as much as possible. If it's not the case, then discuss how you would look for mentors in
different departments to help your personal career development.
View All Answers

Question - 64:
What would you do if you won the lottery?

Ans:
The interviewer is asking this question to find out what your true passion is. Ideally it aligns to the type of work you're interviewing for. If not, tie it back in terms of
how it relates to the job, for example, "I believe I'll learn the necessary skills in this job to pursue my passion later on in life."
View All Answers

Question - 65:
If I were to give you this salary you requested but let you write your job description for the next year, what would it say?

Ans:
It should say the same thing - after all - if you think this salary is fair then it should suit the responsibilities!
View All Answers

Question - 66:
Do you have good manners? What types of people need to be treated with good manners?
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Ans:
You should have good manners. Everyone should be treated with courtesy and respect.
View All Answers

Question - 67:
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 - 68:
What do you expect from this job As Project Administration Officer?

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