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Clerical Administrative Supervisor Interview Questions And Answers

Clerical Administrative Supervisor Interview Questions And
Answers Guide.

Question - 1:
How do you think your colleagues at your last job would describe you?

Ans:

While your CV will say alot about your work history As Clerical Administrative Supervisor, the interviewer will most likely look for greater detail with questions
such as this. Be positive about previous experience, highlighting your own strengths.

View All Answers

Question - 2:
Tell me about atime you failed?

Ans:

Everyone hasfailed, so don't play dumb or claim you've never messed up As Clerical Administrative Supervisor. Think of atime when awork-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 - 3:
What can you offer me that another person can't?

Ans:

Thisis when you talk about your record of getting things done. Go into specifics from your resume and portfolio; show an employer your value and how you'd be an
asset.

Y ou have to say, "I'm the best person for the job As Clerical Administrative Supervisor. | know there are other candidates who could fill this position, but my passion
for excellence sets me apart from the pack. | am committed to always producing the best results. For example..."

View All Answers

Question - 4:
When were you most satisfied in your job As Clerical Administrative Supervisor?

Ans:

I'm a people person. | was always happiest and most satisfied when | was interacting with community residents, making sure | was able to meet their needs and giving
them the best possible comfort in a tough situation. It was my favorite part of the job, and it showed. Part of the reason I'm interested in thisjob isthat | know I'd have
even more interaction with the public, on an even more critical level.

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 you if it is required and you do not do it.

View All Answers

Question - 6:
How many basketballs would fit in thisroom?
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Ans:
One. You did not ask what is the maximum number of basketballs you can fit in the room.
View All Answers

Question - 7:
If you have seven white socks and nine black socksin adrawer, how many socks do you have to pull out blindly in order to ensure that you have a matching pair?

Ans:

if the first one is one color (say, white), and the second one is the other color (black), then the third one, no matter what the color, will make a matching pair.
(Sometimes you're not supposed to think that hard.)

View All Answers

Question - 8:

Suppose there are three light switches outside aroom. Insideisasingle light bulb, controlled by one of the three switches. Y ou need to determine which switch
operates the bulb. Y ou can turn the switches on and off as many times as you wish (they are al off to begin with), but may only enter the room once. Thereis 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 afew minutes.

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

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

View All Answers

Question - 9:
If you were an animal, which one would you want to be?

Ans:

Seemingly random personality-test type questions like these come up in interviews generally because hiring managers want to see how you can think on your feet.
There's no wrong answer here, but you'll immediately gain bonus points if your answer helps you share your strengths or personality or connect with the hiring
manager. Pro tip: Come up with a stalling tactic to buy yourself some thinking time, such as saying, "Now, that is a great question. | think | would haveto say... "

View All Answers

Question - 10:
What can you tell me about team work as part of the job As Clerical Administrative Supervisor?
Ans:

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

View All Answers

Question - 11:
What do you like to do outside of work?
Ans:

Interviewers ask persona questions in an interview to "see if candidates will fit in with the culture [and] give them the opportunity to open up and display their
persondlity, t0o,". In other words, if someone asks about your hobbies outside of work, it's totally OK to open up and share what really makes you tick. (Do keep it
semi-professional, though: Saying you like to have afew beers at the local hot spot on Saturday night is fine. Telling them that Monday is usually arough day for you
because you're always hungover is not.)

View All Answers

Question - 12:
What's atime you disagreed with a decision that was made at work?

Ans:

Everyone disagrees with the boss from time to time, but in asking this interview question As Clerical Administrative Supervisor, hiring managers want to know that
you can do so in a productive, professional way. "Y ou don't want to tell the story about the time when you disagreed but your boss was being ajerk and you just gave
in to keep the peace. And you don't want to tell the one where you realized you were wrong,”. Tell the one where your actions made a positive difference on the
outcome of the situation, whether it was a work-related outcome or a more effective and productive working relationship.

View All Answers

Question - 13:
Why are manhole covers round?

Ans:

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

The pipes below are also round, so fitting them might be easier, as might be making them. So many manhole covers are round because they don't need to be rotated.
There are no corners to deal with. Also, a round manhole cover won't fall into a hole because it was rotated the wrong way, so it's safer. Looking at this, it seems
corners are aproblem. Y ou can't cut yourself on around manhole cover. And because it's round, it can be more easily transported. One person can rall it.
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Question - 14:
Why do you feel you will excel at rhisjob?

Ans:

This question presents an excellent opportunity for you to discuss your education, qualifications and personal traits. Y ou might say something like "I studied property
management as well as behavior during my college years and | have two years experiencein real estate.

| can gauge the homes or apartments in which clients will be interested based solely upon the needs of their families. Finally, my organizational skills will alow me
to schedule appointments or showings confidently and arrive for them punctually.” This shows your interviewer that you have all of the skills necessary to become
successful not only for yourself, but also for your employer.

View All Answers

Question - 15:
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 - 16:
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 agood idea to mention any other computer skills you have, such as a high typing rate, website creation, and more.

View All Answers

Question - 17:
Explain an idea that you have had and have then implemented in practice?
Ans:

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

View All Answers

Question - 18:
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 - 19:
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 - 20:
How would you rate your communication and interpersonal skills for thisjob As Clerical Administrative Supervisor?

Ans:

These areimportant 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
presencein their lives.

View All Answers

Question - 21:
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 hew 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's just not in my nature. If | know something is possible, | have to keep trying until | get it.

View All Answers
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Question - 22:
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
airlinefield.

View All Answers

Question - 23:
What do you know about the company?
Ans:

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

View All Answers

Question - 24:
What do you think we could do better or differently?

Ans:

This is 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.

View All Answers

Question - 25:
What is your biggest achievement?
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 - 26:
What is your greatest weakness As Clerical Administrative Supervisor? What are you doing to improve it?

Ans:

| believe my biggest weakness As Clerical Administrative Supervisor iswanting to help anyone | can help. What | mean is| am willing to take on task that are not my
job. I 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.

View All Answers

Question - 27:
What kind of salary do you need As Clerical Administrative Supervisor?

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 awide range.

View All Answers

Question - 28:
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. Y ou are more likely to be hired if you are willing to work
any time you are needed. However, saying that you are willing and then complaining about the hours once you start working is arecipe for disaster.

View All Answers

Question - 29:
Give an example of atime you successfully worked As Clerical Administrative Supervisor on ateam?
Ans:

On the whole | 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 |
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 - 30:
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How do you evaluate your ability to handle conflict?

Ans:

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

View All Answers

Question - 31:
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.

View All Answers

Question - 32:
What's your salary history?
Ans:

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

View All Answers

Question - 33:
What have you done to improve your skills over the past year As Clerical Administrative Supervisor?

Ans:

You'll want to be prepare with some very specific examples of what you've done over the last year and what you're currently doing to improve your professional
knowledge and skill set aswell as anything else you're doing the shows self improvement.

View All Answers

Question - 34:
Do you know anyone that works with our company?

Ans:

Sometimes companies have palicies relating to the hiring of individuals related to current company employees. If you are related to anyone working for the company
make sure you're aware of company policies before you enter the interview. If you have a friend or acquaintance working for the company make sure have good
relationship with thisindividua before mentioning them.

View All Answers

Question - 35:
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 thejob itself.

View All Answers

Question - 36:
What qualities do you look for in aboss?

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 - 37:
Tell me about the most fun you have had on the job?
Ans:

When answering this question, discuss situations where you completed tasks benefitting your previous employers.
View All Answers

Question - 38:
Explain what are your weaknesses As Clerical Administrative Supervisor?

Ans:

Red flags: Thisisthe peanut butter to the previous question's jelly. Again, everyone should expect it, so it'sabad sign if someone seems totally unprepared, or gives a
stock answer like, "I'm a perfectionist." Also, of course, candidates crazy enough to blurt out some horrible personality trait should go in the red flagged pile.
Good answer: Candidates should talk about a real weakness they've been working on improving. For instance, they're not good at public speaking, but they've been
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taking a course to help them improve. Or maybe they feel that they're easily distracted when working online, but have installed software that hel ps them stay on task.
Answers like these show a desire for improvement, self awareness and discipline.

View All Answers

Question - 39:
What can you offer us that someone else can not?

Ans:

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

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

View All Answers

Question - 40:
Top 11 Questions to Verify Experience and Credentials As Clerical Administrative Supervisor:

Ans:

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

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

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

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

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

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

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

7. Areyou dligible for rehire at job x?

8. What tools are necessary for performing job x?

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

10. What was the focus of your thesis?

11. When did you leave company x?

View All Answers

Question - 41:
How much are you willing to sacrifice to be successful at work As Clerical Administrative Supervisor?
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 - 42:
What is your typical way of dealing with conflict? Give me an example?
Ans:

Firgt, 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
plansin place.

View All Answers

Question - 43:
What do you aspire to be?
Ans:

Discuss your aspirations for the near, immediate and long term. Y ou want to show them you are thinking of making an impact now as well as the future.
View All Answers

Question - 44:
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 - 45:
How do you feel about giving back to the community?

Ans:

Describe your charitable activities to showcase that community work is important to you. If you haven't done one yet, go to www.globalguideline.com - charitable
work isagreat way to learn about other people and it's an important part of society - GET INVOLVED!

View All Answers

Question - 46:
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Describe your academic achievements?

Ans:

Think of atime 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
intelligence and discipline, it could be the fact that you double majored. Where have you shined?

View All Answers

Question - 47:
Do you value recognition or pay more? Why?

Ans:

Either preference is fine, but just remember you have to be able to explain why. If you say recognition, then back that up by describing how achievement really
carries weight with you and how you like to feel valued in the work that you do because it validates that you're helping your teammates / customers and so forth. If
you choose money, you can also explain that is important to you as validation and you can highlight how money is important to you because of your goals (financial
security, providing for your family, and so forth). The key isto be authentic with your answer. However, if you say you value pay more because you're greedy - know
that doesn't align usually to most company's values/vision.

View All Answers

Question - 48:
How important is the vision of the company to you?

Ans:

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

View All Answers

Question - 49:
What role do you see technology playing in thisrole?

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

View All Answers

Question - 50:
Would you describe yourself as more analytical or interpersonal ?

Ans:

If you answer either, just make sure you explain why. For example, "I would consider myself to be more analytical because I'm good at examining a data set and then
understanding how to interpret it in a business environment.” or "1'm more of interpersonal person because | enjoy working and collaborating with my teammates and
clients’

View All Answers

Question - 51:
What qualities do you believe are important to have as a manager?
Ans:

Great managers tend to empower their employees to be successful through strong coaching. They understand how to manage relationships - thisis commonly referred
to emotional intelligence. They have to be able to handle both client and staff situations that require them to be calm under pressure to clearly think of solutions to
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 - 52:
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 school. It should be rewarding because
of the hard work and crestive process that you've put into it.

View All Answers

Question - 53:
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 - 54:
How do you prioritize your work initiatives As Clerical Administrative Supervisor?
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.
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Question - 55:
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 - 56:
What are your thoughts about working from home?
Ans:

This is a new policy some companies are adopting. If the company you are interviewing for alows for it, then you should be thankful for the flexibility and
convenience yet state that working from home is a privilege that you would honor. The key point you want to make is that you would still be able to focus and be just
as productive working at home.

View All Answers

Question - 57:
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 - 58:
What are you most proud of ?
Ans:

Y ou should be proud of al your achievements As Clerical Administrative Supervisor! We just don't have time to hear them all as interviewers most likely. Focuson 1
really good achievement that showcases characteristics like the following: Integrity, competitiveness, resourcefulness, intelligence, persistence, and so forth.

View All Answers

Question - 59:
Do you think aleader should be feared or liked?
Ans:

Liked. Y ou want to work harder for people that inspire and motivate you. Fear only lasts for so long.
View All Answers

Question - 60:
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
astory about how you were exceptional .

View All Answers

Question - 61:
What's the last book you read?
Ans:

Try to talk about a book related to the industry, for example, if you're applying for arole related to business, cite a business book.
View All Answers

Question - 62:
What do you like to do for fun?
Ans:

Be open to sharing hobbies and activities that you enjoy. Make sure you're genuine about it and don't list off things you don't really like because if they ask you a
follow up question it'll be harder for you to answer.

View All Answers

Question - 63:
If | wereto 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 isfair then it should suit the responsibilities!
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Question - 64:

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 - 65:

If selected for this position As Clerical Administrative Supervisor, can you describe your strategy for the first 90 days?
Ans:

This depends on the job role. Make sure you break it down into

View All Answers

Question - 66:
What is the difference between a big ego and a healthy ego?
Ans:

"Ego" should be replaced by confidence. It's good to be confident as it shows that you know what you're doing. However, a big ego is when confidence spirals out of
control and you become arrogant.

View All Answers

Question - 67:
Can you perform Internet research? Please describe to me your stepsin doing so?
Ans:

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

Question - 68:
What is the most important quality a supervisor should have?
Ans:

The ability to inspire/ lead ateam towards one common vision.
View All Answers

Question - 69:
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 retaiate. 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 - 70:
Why did you select the University ?
Ans:

Discuss the academic program, the extracurricular program(s), the school spirit, the quality of your peers, and the professors.
View All Answers

Question - 71:

What motivates you the most?

Ans:

Isit money?Isit career development? Isit recognition? Is it a sense of achievement? Is it to impress your peers? Isit for fame?

View All Answers

Question - 72:
Describe some problems you encountered in your most recent position As Clerical Administrative Supervisor and how you resolved them?
Ans:

Discuss your work experiences. The key isto show you're calm under pressure and can handle sensitive situations with a clear train of thought.
View All Answers

Question - 73:
What specific steps do you utilize in solving workplace problems?
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Ans:

Analyze the problem As Clerical Administrative Supervisor. Discuss possible remedies and resulting outcomes. Decide on the remedy and track results. Re-visit
problem if it's not resolved.

View All Answers

Question - 74:
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 - 75:
How do you keep others informed on work issues?

Ans:

Possible methods:
Talking to them, emailing them, sharing best practices in meetings

View All Answers

Question - 76:
How do you ensure al of your work gets accomplished in a productive manner?
Ans:

Thekey 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 - 77:
What was the biggest professional risk you have taken and what was the outcome?
Ans:

First discuss how you weighed the pros and cons of the risk and the results you'd believe you could achieve. Then discuss the action plan you put into place for it and
outline that step by step. Then discuss the outcome and if it wasn't optimal talk about what you would do differently in hindsight.

View All Answers

Question - 78:
Tell me about the last time you had to work with someone inside or outside of your department to accomplish agoal ?

Ans:

Show that you were communicative with that person and that you were able to collaborate effectively in sharing ideas and work tasks. They want to see that you can
be ateam player.

View All Answers

Question - 79:

What do you expect from thisjob As Clerical Administrative Supervisor?

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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