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Introduction 

This guide provides an overview of the interviewing process at Kansas State University. It 
contains information, resources, tools, and best practices which can be used by anyone 
involved with interviewing candidates.  

The interviewing process described in this guide will be broken into 3 major components 
(prepare, conduct, and evaluate) with special focus on common interview bias and errors. 
The purpose of this guide is to help you understand your role and the key components of 
effective and objective interviewing.  

To get the most of this guide, it should be read well in advance by search committees, 
interview panels, search chairs, hiring managers, and anyone involved or interacting with 
candidates during their interview. 
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1. Prepare: How to set the interview up for success

• Finalize logistics. Schedule an appropriate interview length and space that is 
comfortable and distraction-free, i.e., quiet, climate controlled, accommodating, etc.

• Create the schedule itinerary. A schedule itinerary will benefit both the candidates 
and the interviewers. It is essential that the interview keeps to schedule and 
interviewers understand how much time they have. In addition, candidates appreciate 
knowing where they will be, for how long, and who they are talking to.
See Appendix A: Schedule Itinerary Examples

• Select or develop interview questions. Follow the guidelines under “Interview 
question best practices” and “Do’s and Don’ts for developing interview 
questions”. "Nice to know" questions are not permitted! Lawsuits may result from 
applicants who are rejected on the basis of irrelevant questions asked by interviewers. 
For each interview question, develop structured probes (follow-up questions) that will 
elicit more detailed responses.
See Appendix B: Competencies and Interview Questions

• Prepare the interview guide. Interview guides are essential to creating a structured 
interview process and decreasing bias. Follow the guidelines under “Interview guide 
best practices”. Everyone participating in the interviews should have an interview 
guide.
See Appendix C: Sample Interview Guide from PageUp

• Incorporate a weighted rating scale to evaluate responses. A weighted rating scale 
after each interview question to rate a candidate’s individual response is a strategy to 
support the validity and objectivity of an interviewer’s evaluation of the candidate. When 
the rating scale is weighted, an interviewer is able to sum up their ratings for an overall 
rating score and objectively identify top candidates.

• Review and be familiar with the position. Before the interview, review the position 
carefully and be familiar with the major duties, responsibilities, the essential knowledge, 
skills, and abilities, as well as the job-specific selection criteria established by the hiring 
manager prior to recruitment. A solid understanding will reduce bias if the interviewers 
maintain consistency and objectivity in their evaluations.

• Review and be familiar with the interview questions. The interviewer(s) need to 
make sure they understand what they’re asking and why. They also need to understand 
the system of evaluating responses to each question. If they don’t understand the 
purpose of the question or how to evaluate it, they will have a difficult time evaluating a 
candidate’s responses objectively and asking effective probes (follow-up questions).

• Review and be familiar with the candidates’ materials. This will assist with the flow 
of conversation and how you ask your interview questions (EX: “Your CV indicates 
you’ve done extensive research on ____. How do you see your research fitting in with 
the department?”).

• Discuss common interviewer bias and errors. Common biases should be discussed 
prior to screening applications then again before interviews begin. It’s appropriate for 
the interviewers to discuss bias and errors as a group and create a plan on how to 
address those issues if they come up. To reduce the impact of bias, interviews should 
follow best practices, actively check their personal biases, as well as feel empowered to 
speak up at perceived bias expressed by others.



Revised 5/15/2019 Page | 3 

Interview question best practices 

Competencies are measurable knowledge, skills, abilities (KSA) and other requirements 
needed for someone to perform a job successfully. Competencies may be learned through 
experience and related to motivation and attitude (e.g., communicates effectively, manages 
conflict, drives engagement, etc.). Competencies can also be job specific and learned through 
training or education (e.g., teaching, research, trades skills, etc.). 

Interview questions are strengthened when they are specifically designed to assess 
candidates for the particular competencies necessary to perform a job successfully. 

When competencies are combined with behavioral interview questions, interviewers ask 
candidates questions that focus on their past performance, behaviors, and experiences in 
specific circumstances relating to a particular competency, which they need to provide 
concrete examples. As a result, interviewers are able to gather information about what 
candidates have done in the past to predict how they might perform in the future.  

Try to avoid using situational interview questions, if possible. These types of hypothetical 
questions elicit responses that reflect a candidate’s hypothetical knowledge but not necessarily 
their actual ability. If you do use this type of question, it is critical for you to ask appropriate 
structured probes (follow-up questions) where a candidate would need to provide supporting 
evidence to their original response. 

See Appendix B: Competencies and Interview Questions 

Competency Situational Interview Question Behavioral Interview Question 

Communicates 
effectively 

How would you rate your 
communication skills? 

Tell me about a time when you had to 
communicate the same information to 
different audiences and had to vary 
your style for each. 

Manages 
conflict 

How would you approach handling 
a conflict situation? 

Describe a time you mediated a high-
tension situation. 

Drives 
engagement 

How would you adjust your style 
for the underprepared student? 

Describe a time when you adjusted your 
style to the less motivated or 
underprepared student versus the 
strongly motivated, well-prepared 
student? 

Teaching 
How would you create an 
inclusive classroom environment? 

Describe your experience in creating an 
inclusive environment in the classroom 

Research 
How would you approach a 
research project you felt was 
going to be unsuccessful? 

Tell me about an unsuccessful research 
project you have been involved in. 

Trade skill 
example 

How would you troubleshoot 
[equipment] when it is broken? 

Describe a situation when you had to 
use [equipment] but it did not work as 
expected. 

The benefits of competency-based interviews 

 A professional, structured interview process

 Legally defensible criteria in regards to justification and final candidate selection

 Thoroughness and equality in evaluating candidates

 Clear decision points

 Competent, successful candidates
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Do’s and Don’ts for developing interview questions 

 DO design your Interview questions to specifically assess candidates for the particular
competencies necessary to perform a job successfully. These competencies should be 
identified by the hiring manager and shared with the search chair and committee prior 
to advertising the job. 

 DO ask behavioral interview questions that are open-ended, asks for examples of past
(work) experiences, and begin with phrases like "describe" or "tell me about". These 
questions will yield more insight into a candidate’s qualifications and ability to be 
successful in the job compared to closed-ended questions.  

 DO remember the purpose of your questions is to obtain a balanced picture of the
candidates’ qualifications and job motivation without prompting them to produce 
responses they think you want to hear. 

 DO keep your questions simple. Don’t ask more than one question at a time.

 DO ask structured probes (follow-up questions) after the main interview question and
candidate response to gain additional insight. 

 DO use a standardized format for your interview questions, i.e., an interview guide.

 DON’T ask hypothetical questions which illicit candidate responses that reflect a
candidate’s hypothetical knowledge but not necessarily their actual ability 

 DON’T ask closed-ended questions that can be answered in one word.

 DON’T ask “loaded” questions that force a candidate to choose between two
undesirable alternatives. Loaded questions can produce unnecessary anxiety and a 
negative reaction to the interview experience. 

 DON’T ask leading questions that hint at the desired response from the candidate (Ex:
“We need someone with strong conflict resolution skills. Please describe a time you 
mediated a high-tension situation.”). 

 DON’T ask candidates different questions. Each candidate needs to be asked the
same exact interview questions in the same exact order. The only variable 
questions are the structured probes (follow-up questions) which will differ depending on 
how a candidate responds to the main interview question. 

 DON’T ask unlawful and inappropriate interview questions. Questions that reveal age,
race, national origin, gender, religion, marital status, and sexual orientation are off-
limits. State and federal laws exist to ensure individuals do not experience 
discrimination based on certain protected categories, such as national origin, 
citizenship, age, race, gender, marital status, pregnancy status, military discharge 
status, disabilities, arrest and conviction record. For specific examples, see the 
Unlawful & inappropriate interview questions section below. 
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Unlawful & inappropriate interview questions 

Subject Legal questions Illegal questions (DO NOT ASK) 

Nationality 
(birthplace, 
ancestry or 
national origin) 

Are you authorized to work in the 

United States? (applicable if your 

position does not offer sponsorship) 

Are you a U.S. citizen?  

Where were you/parents born? 

What is your “native tongue”?  

That’s an unusual name, what 

does it mean?  

Age Are you over the age of 18? 

How old are you? 

When did you graduate from 

college? 

Marital/family 
status, children, 
or pregnancy 

Would you be able to work a 8-5 p.m. 

schedule? (If asked of all applicants, 

and a specific work schedule is a 

business necessity) 

This job requires overtime 

occasionally. Would you be able and 

willing to work overtime as 

necessary? Are you available to work 

weekends?(You need to ask every 

candidate this question if asked) 

What is your marital status?  

Do you plan to have a 

family/children? 

How many kids do you have?  

What are your child care 

arrangements?  

What does your husband/wife do? 

Religion/religious 
days observed 

Can you work on weekends? (If 

asked of all applicants, and weekend 

work is a business necessity). 

What is your religious affiliation? 
What religious holidays do you 
celebrate? 
What church do you go to? 

Affiliations 

Do you belong to any professional, 

trade groups, or other organizations 

you consider relevant to your ability 

to perform this job? 

To what clubs or social 
organizations do you belong? 

Military 
What type of training or education did 

you receive in the military? 
In what branch of the Armed 
Forces did you serve? 

Disabilities, health 
or medical history 

Are you able to perform the essential 

functions of this job with or without 

reasonable accommodations? (This 

question is okay if the interviewer 

thoroughly described the job). 

Have you had any recent or past 
illnesses or operations?  
When did you lose your eyesight? 
Are you able to use your legs at 
all? 
Do you have any pre-existing 
health conditions? 

Criminal/arrest 
records 

N/A 

Have you ever been arrested? 
Have you ever spent a night in 
jail? 
Have you ever been caught 
driving drunk? 

Other illegal 
questions 

N/A 

Have you ever brought a lawsuit 
against an employer? 
Have you ever filed for Workers’ 
Compensation?  
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Interview guide best practices 

Interview guides are essential to creating a structured interview process and decreasing bias. A 
guide can assist interviewers to stick to structure and maintain consistency with the questions, 
remind interviewers to ask probes, take notes, and rate candidate responses. A well-designed 
interview guide should contain the following components: 

 Position title

 Interviewer’s first and last name

 Candidate’s first and last name

 Date and/or time of the interview

 Specific competencies and related interview questions with space underneath each
question for taking notes

 Reminders to ask probes [optional]

 Rating scale to evaluate the candidate’s responses (ex: “Does not meet requirements”
to “Far exceeds requirements”)

 Rating scale explanation

 Recommendation (i.e., “Acceptable” and “Not Acceptable”)

See Appendix C: Sample Interview Guide from PageUp

Rating scales 

The incorporation of a weighted rating scale to rate a candidate’s individual response is a 
strategy that supports the validity and objectivity of an interviewer’s overall candidate 
evaluation. When the rating scale is weighted, an interviewer is able to sum up their ratings for 
an overall rating score and objectively identify top candidates.  

This strategy works best when each question’s rating scale is discussed prior to interviews. In 
the example below, interviewers would need to have a clear definition of what “Meets 
requirements” means in terms of acceptable communication. “Meets requirements” is the target 
baseline for successful job-performance. When interviewers understand the same baseline 
definitions, their rating objectivity improves while potential biased rating is reduced.  

1 - 2 = Fails to demonstrate capacity for successful job-performance (Less Than 
Acceptable) 
3 = Demonstrates capacity required for successful job-performance (Acceptable) 
4 - 5 = Demonstrates capacity that exceeds the requirements for successful job 
performance (Exceptional) 

When rating candidates against each criteria, remember: 

o 3 is "Meets requirements" and should be the target rating for candidates
o 4 - 5 may mean the candidate can hit the ground running
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2. Conduct: How to effectively interview

 Use your interview guide. Interview guides are essential to creating a structured
interview process and decreasing bias.

 Be consistent and follow structure. The same exact interview questions need to
be asked in the same exact order for each candidate. Structured probes (follow-up
questions) can vary depending on a candidate’s response.

 Take notes. Stay engaged and address or acknowledge what the candidate is saying
but don’t forget to record your observations during the course of the interview. Key facts
and bullet-point observations will keep recollections fresh. Interview notes will need to
be collected, scanned, and uploaded to the applicant tracking system (PageUp).

 Ask fair questions. No trick or “nice-to-know” questions. All questions need to directly
relate to the competencies and ability to perform the job. Do not ask different questions
for different candidates.

 Stay neutral. Listen attentively but avoid too much small talk and approving responses.
Stick to the structure of the interview and establish an appropriately formal tone. Avoid
leading.

 Remember the 80/20 rule. The 80/20 rule is a good principle to apply when
interviewing. When conducting an interview, the candidate should be doing about 80%
of the talking, leaving you with 20% of the time to frame questions, probe for more
information, and provide a realistic view of the role.

 Evaluate carefully. Be careful of rushing to judgment. As you progress from the initial
questions through the various follow-ups, your assessment of the candidate’s
responses may shift positively or negatively. Remember to be objective and aware of
implicit bias that may be impacting your evaluations. Leave enough time after the
interview to review your notes and observations.

Do’s and Don’ts of interview guides and taking notes 
Everyone participating in the interviews must use an interview guide with predetermined 
questions and take notes. Do not go “off-script” and never rely on your memory. Memory 
alone is an unreliable system to make decisions, specifically because memories are 
interpretations of the past – not hard facts - and influenced by current knowledge and 
expectations. If you conduct an interview with biased expectations and don’t take notes, your 
memory recall will likely support the biased expectations. The bias may have been 
unintentional, but the impact will be detrimental. 

 DO follow the structure of your interview guide.

 DO use short-hand or bullet-points on key facts.

 DO balance note taking with maintaining eye contact and engaging in conversation.

 DO consider your own tendencies/biases and avoid unnecessary judgment in your
notes. 

 DON’T waste time writing it down if it doesn’t matter to the job.

 DON’T rate a candidate’s responses until they have left the interview (but rate the
responses for yourself as soon as possible after the interview). 

 DON’T rely on your memory – always take notes.
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Interviewing steps 

Set the stage 
Interviews can be quite intimidating for candidates, especially when they are interviewed by 
large search committees and interview panels. You can minimize some of these nerves by 
introducing yourself and the committee as well as setting expectations or context. This can 
include asking the candidate if they need anything before the interview begins so they are 
comfortable, etc.  

 [Candidate’s name], we appreciate you taking the time to interview with us.

 As you answer these questions, we would appreciate any examples you can provide of
experiences you’ve had that best demonstrate your capacity and potential.

 Do you have any questions or need water before we start?

 We will be asking competency-based questions during your interview. Please let us
know if you need us to repeat a question.

Ask an opening question 
In addition to setting the stage, you may use an opening question to establish rapport with the 
candidate and put them at ease. Remember to budget your time. Leave enough time to 
question the candidate and gain insight into their abilities to perform the job. Below are 
examples of opening questions to consider: 

 Tell us about yourself and why you’re interested in this position.

 What things are most important to you in a position?

 After learning about this opportunity, what made you take the next step and apply for
the job?

Prepare for the post-interview debrief

Conduct your individual initial evaluation

Close the interview

Gain more insight using structured probes

Ask a main interview question

Ask an opening question

Set the stage
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Interview questions and structured probes: (A.T.O.L.A.) 
After each main interview question, interviewers have the opportunity to dig deeper into the 
candidate’s responses and gain more insight into their strengths or experiences by using 
structured probes (follow-up questions). Structured probes focus on asking for specific 
explanations about the candidate's behavior, experience or skills which should allow the 
interviewer greater insight into the candidate’s ability to perform in the position. The preferred 
method of structured probes is called the “A.T.O.L.A.” approach. 

A.T.O.L.A. What you’re listening for Structured probe examples 

A-ctions Specific action steps 
How did you approach it?  
How did you do it? 
Can you provide more detail? 

T-hinking

Rationale and 
consideration of 
alternatives 

Why did you choose to do it that way? 
Do you think that was the most effective method? 
How did you come up with that approach? 

O-utcome How they followed up 
What was the result?  
What was the impact? 
How did others react when you did that? 

L-earning If they understand 

What did you take away from this? 
What is the relevance? 
What would you have done better? 
Why do you think others reacted that way? 

A-pplication Ability to learn and adapt
Describe a time when you used those lessons in 
a different situation?  
How would you teach others to perform that task? 

Examples of using structured probes 

Question: Describe a time you mediated a high-tension situation. 
Probe: Why did you choose to do it that way? 
Probe: How did others react to your mediation? 

Question: What are the most important characteristics of a good instructor? 
Probe: Give an example of when you demonstrated those characteristics. 
Probe: What impact do you think those characteristics have on a classroom? 

Question: Describe your experience in creating an inclusive environment in the classroom. 
Probe: How did you choose which elements should be included? 
Probe: What is the relevance of incorporating those elements? 

Question: How would you adjust your style to the less motivated or underprepared student 
versus the strongly motivated, well-prepared student? 

Probe: Can you provide a specific situation of when your approach didn’t work? 
Probe: What were the biggest lessons you took away from that situation? 
Probe: How would you mentor a junior faculty member or peer to handle similar situations? 

Question: How would you troubleshoot [equipment] when it is not working? 
Probe: If it still isn’t working, what would your next steps be? 
Probe: How did you learn to troubleshoot [equipment]? Provide specific examples. 
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Close the interview 
 

 Candidates are interviewing and evaluating you as well. Talk to them about the team, 
university, department, salary, benefits, growth opportunities, professional 
development, perks, and why Kansas State University is a great place to work.  

 Give the candidate an opportunity to ask you questions. Spend time answering their 
questions. Make the interview a genuine conversation. 

 Communicate the next step. Inform the candidate approximately when the decision will 
be made or a general timeline. Let them know how they will be notified. 

 Close on a positive note. Thank the candidate for their time and interest in the role. 
 

Conduct your individual initial evaluation 
 
After each interview is concluded, interviewers should individually write down their final 
thoughts and evaluate on the predetermined selection criteria. This reduces bias as you are 
more likely to recall information immediately after the interview, and are less likely to be 
influenced by group-think.  
 

 Take 10-15 minutes to ensure you have an overall perspective. 

 Consider your own tendencies/biases. 

 List strengths and opportunities/challenges. 

 Make a recommendation (i.e., “Acceptable” and “Not Acceptable”). 

 Keep an open mind and evaluate the broader context. 

 Account for ambiguities and consider what isn’t said. 

 Pay attention to past and present behaviors. 

 Look for patters and themes and don’t ignore the obvious. 

 Review your notes and evaluations and ensure they are clearly relevant to the job. 
 

See Appendix D: Interview Evaluation Forms 
 

Prepare for the post-interview debrief 
 

Following all interviews, the chair (or an appointee) will lead the post-interview debrief 
discussion on candidates’ qualifications, strengths, challenges, and recommendations. There 
are two ways to prepare to keep the discussion focused and objective: 
 

1. Interviewers can submit their individual evaluation forms to the chair (or appointee) prior 
to the post-interview debrief. Then the chair (or appointee) will create a summarized list 
of the strengths challenges, and tally the recommendations. 
 

2. The chair (or appointee) can send interviewers an electronic survey asking for 
strengths, challenges, and recommendations. Then electronically summarize the 
results. The survey results will need to be uploaded to the applicant tracking system 
(PageUp). 

 
Interviewers should also prepare by doing another review of the job requirements, 
responsibilities, the selection criteria, their notes, and candidate material prior to the post-
discussion debrief.  
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3. Evaluate: How to objectively assess for talent 

 Participate in discussions. Remember everyone has a voice in the discussion and 
are encouraged to actively participate in making the final hiring recommendation. 
Compare candidates on the same criteria and provide appropriate justification for 
judgements using your notes. 

 Be ready to address bias. Discussions need to maintain a commitment to minimizing 
bias. Remember the common interview bias and errors. 

 Draft a final summary evaluation and recommendations. The chair (or appointee) 
will lead the discussion and draft a final summary evaluation for each candidate during 
the post-interview debrief. This part of the process is simplified if the chair (or 
appointee) prepared a draft summary prior to the post-interview debrief. 

o The documents should include the strengths, challenges, and final 
recommendations (i.e., “Acceptable” and “Not acceptable”). 

o The “Acceptable” recommendations should be justified in great detail. 
Remember, more than one candidate can be recommended. 
 

See Appendix D: Interview Evaluation Forms 
 

 Provide the final summary evaluation and recommendations to the hiring 
manager. It is not the search committee’s role to decide who should be hired. It is the 
role of the hiring manager to make the final decision on which candidate is selected for 
the position and to proceed with the offer. 

 Collect all interview materials: The standard expectation is for ALL interview guides, 
notes, evaluations, and survey results (if applicable) to be collected and uploaded to the 
applicant tracking system (PageUp) immediately after the interview debrief.  

 Follow-up with candidates: Be timely with your communication, even if the candidate 
is not selected as a finalist.  
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Common interview bias and error 

 

Type Definition Example 

Halo/Horn Effect 

When the interviewer allows 
either a positive (halo) or 
negative (horn) attribute about a 
candidate to overshadow all 
other aspects. 

An interviewer is charmed by the 
candidate’s charisma and confidence. 
They feel like the candidate’s personality 
makes them great for the leadership role 
even though the candidate does not have 
the necessary supervisory or leadership 
experience. 

Anchoring Bias 

When the interviewer relies too 
heavily on the very first piece of 
information either offered by a 
candidate or about a role without 
evaluating other factors. 

“Lena was such a great director; we need 
to find another Lena if we want to stay on 
track.” In this scenario, Lena is the anchor. 
Every candidate will be compared to 
Lena’s skills, abilities, and 
accomplishments. 

Contrast Bias 

When an interviewer compares 
candidates to each other or 
compares all candidates to a 
single candidate.  

Even though the candidate demonstrated 
their ability to perform the job well, the 
interviewer was drastically more critical of 
them because they weren’t as charming or 
energetic as the other candidates. 

Stereotyping 

Assuming a candidate has 
specific traits or will perform a 
certain way because they are a 
member of a group or based on 
other characteristics such as 
appearance, race, gender, age, 
etc. 

An interviewer assumes the female 
candidate won’t be able to perform the 
duty of frequently lifting packages 
weighing 50 pounds. 

Generalization 
Bias 

When interviewers assume 
candidates’ mannerisms in the 
interview are part of their 
everyday behavior.  

An interviewer questions a candidate’s 
ability to perform well in a role that 
requires delivering presentations to 
stakeholders because of the candidate’s 
frequent stutters and nervousness during 
the interview. 

Nonverbal Bias 

When an interviewer is 
influenced by body language, 
style, or other nonverbal 
behavior unrelated to job 
performance. 

An interviewer questions a candidate’s 
ability to perform in a leadership role 
because of the candidate’s gentle 
handshake and quiet, or introverted, 
demeanor. 

Similar to Me 
Bias 

When the interviewer favorably 
rates a candidate due to their 
personal or professional 
similarities but overlooks 
unfavorable aspects about the 
candidate. 

An interviewer believes the candidate is 
qualified because they went through the 
same quality Ph.D. program, even though 
the candidate does not have enough 
research or teaching experience required 
for the position. 

Inconsistent 
Questions 

When the interviewer asks 
different questions of each 
candidate it leads to candidates 
being assessed by different 
standards as well as a skewed 
assessment of who would best 
perform the job. 

An interview team doesn’t prepare 
interview questions and instead decide 
they have enough experience to just “wing 
it”. They come up with questions on the 
spot or selectively pick questions from a 
list depending on the candidate. 
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Do’s and Don’ts for addressing bias in the interview process 
 
 

PREPARE 

 DO draft competency-based interview 
questions 

 DO use an interview guide 

 DO establish a weighted rating scale of 
evaluating candidate responses 

 DO review the job, candidate materials, 
and the interview questions and guide 
prior to the interview 

 DO discuss interviewer bias and common 
errors as a group 

 DO come up with a plan of how 
interviewer bias and errors will be 
addressed during the interview and 
discussions 

 DON’T  draft “nice to 
know” interview questions 

 DON’T draft interview 
questions that don’t 
assess for particular 
competencies related to 
the job 

 DON’T assume 
interviewers understand 
rating scale baselines 
without defining them 

CONDUCT 

 DO follow the structure of an interview 
guide 

 DO ask competency-based interview 
questions 

 DO take notes on key facts 

 DO ask the same interview questions in 
the same order 

 DO be mindful of your own bias when 
evaluating a candidate 

 DO fill out your initial evaluation 
individually 

 DO ask structured probes to gain more 
insight on the candidate and avoid 
assumptions 

 DON’T rely on your 
memory to recall the 
candidates’ responses 

 DON’T take notes on 
items that do not relate 
directly to the job 

 DON’T ask different 
questions for different 
candidates 

 DON’T fill out your initial 
evaluations as a group 

EVALUATE 

 DO address bias or potentially 
discriminatory comments if they occur in 
discussions 

 DO perform a “blind” vote on 
recommendations for hire 

 DO provide clear and appropriate 
justifications for recommendations 

 DON’T be quiet if you 
hear bias or potentially 
discriminatory comments 
occur in discussions 

 DON’T evaluate 
candidates on items that 
are discriminatory or 
unrelated to the job 
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Appendix A: 

Schedule Itinerary Examples 

The following examples demonstrate best practices in schedule itinerary 
formatting. Key components include: appropriate K-State branding 

(watermark), position title, date, candidate name and phone number, host 
name and phone number, timeslots, events, and locations. Additional 
items to consider: names and titles of the people the candidate will be 

interacting with, their flight information if applicable, and directions. The 
schedule itinerary is important for keeping to the interview schedule.  
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Position Title 

Interview Schedule 
Date 

 
 

Candidate Name 
Phone Number 

 
 

Host: Host Name, Phone Number 

 
 Time Event Location  
 
 12:45pm Arrival XXXX 
  [Host Name] will meet you in the lobby 

  
 1:00pm-2:00pm Interview with search committee XXXX 
  Name, Title 
  Name, Title 
  Name, Title 
 
 2:00pm-2:30pm College tour  
  
 2:30pm-3:00pm Meet and greet with department faculty and staff XXXX 
 
 3:00pm-3:15pm Break XXXX 
 
 3:15pm-3:45pm Meet and greet with leadership XXXX 
  Name, Title 
  Name, Title 
 
 
 
 
 
 
 

 

 

 

 

Chair Name, Search Committee Chairperson 

Department Name 

Kansas State University | Department Address | Manhattan, KS  66506 

785.532.XXXX | e-mail@ksu.edu 
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Position Title 

Candidate name, Phone number 
 
 
 

Day 1 - Date Host contact: Name, Phone number 

 Flight details American Airlines 
  Flight ####: Milwaukee (MKE), 10:12am - Chicago/O’Hare (ORD), 11:12am  

Flight ####: Chicago/O’Hare (ORD), 1:30pm - Manhattan (MHK), 3:14pm 

 Travel to Hotel Take shuttle service to Bluemont Hotel 

 4:00pm Hotel check-in, confirmation #00000 
   

Day 2 - Date 

 6:30am-7:40am Hotel complimentary breakfast on your own 

 7:40am-7:50am Arrival 
  Wait in the lobby for pickup from [Host Name] 

 8:00am - 8:30am Welcome        Location 

 8:30am - 9:15am Interview with search committee     Location 

 9:15am - 10:00am College tour        Location 

 10:00am - 10:15am Break 

 10:15am - 10:45am Meet and greet with faculty and staff    Location 

 10:45am - 11:00am Break 

 11:00am -11:30am Meet and greet with students     Location 

 11:30am-1:00pm Lunch         Location 

 1:00pm-1:30pm Presentation setup       Location 

 1:30pm-2:30pm Open forum presentation      Location 

 2:45pm-3:45pm Community tour 
  [Host name] will provide transportation   

 3:45pm-5:30pm Break at Bluemont Hotel 

 5:30pm Dinner with the Dean      Location 
  Wait in the lobby for pickup from the Dean 

 

Day 3 - Date 

 Travel to Hotel Take Bluemont Hotel Shuttle service to MHK Airport 

 Flight details American Airlines 
  Flight ####: Manhattan (MHK), 5:50am - Chicago/O’Hare (ORD), 7:40am 

Flight ####: Chicago/O’Hare (ORD), 8:50am - Milwaukee (MKE), 9:41am 
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Appendix B: 

Competencies and Interview Questions 

The following resource contains a list of competencies, their definitions, 
and related interview questions for faculty and staff positions. When 

deciding which interview questions to include, use the competencies that 
were identified prior to recruitment as your standard. Do not use 

competencies or their related interview questions if they were not identified 
prior to recruitment. 
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Competency Definition and Questions 

Action Oriented Taking on new opportunities and tough challenges with a sense of urgency, high 
energy, and enthusiasm. 

 Tell me about a time you had to take over someone else's challenging 
project. 

 Explain what you did when faced with a difficult and urgent problem. 

 Tell me about a time when you acted too hastily and had to deal with the 
consequences. 

 Give me an example of how you identified a new opportunity worth 
pursuing. 

 Describe a project or issue you were eager to address, yet first needed 
others buy-in. 

 Tell me about a situation that required an enormous amount of energy and 
effort. 

 Describe a tough situation when you demonstrated a can-do attitude. 

 Tell me about a time you were the first person to take action on something. 

 Tell me about a time you had to decide between more planning or taking 
immediate action. 

 Describe a time when you seized an opportunity and moved forward with it 
yourself. 

 

Attracts Top Talent Attracting and selecting the best talent to meet current and future business needs. 

 Describe a time when you assessed an applicant one way and others saw 
the applicant differently. 

 Tell me about a time you were responsible for picking team members. 

 Tell me about the most difficult position you have had to fill. 

 Tell me about a time you had to decide what kind of talent needed to be 
brought into the team. 

 Tell me about a time when your first impression was incorrect and you 
changed your mind after you got to know the person. 

 Tell me about a time when you hired someone from outside the 
organization when others thought an internal candidate should have been 
given the job. 

 Describe a time when you assessed someone one way and others saw the 
person differently. 

 Describe a time you had to choose between someone who wasn't a great 
fit but had long-term potential, and someone who was a good fit for the 
current job only. 

 Tell me about a time you had to choose between two individuals you 
thought were equally qualified. 

 Talk about a time you significantly misjudged or misread someone you 
hired from outside the organization. 

 Tell me about a time when your ability to read people worked really well 
when hiring or selecting someone. 
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Balance 
Stakeholders 

Anticipating and balancing the needs of multiple stakeholders. 

 Tell me about a time you had to change a process or procedure to make it 
fair for everyone. 

 Describe a time when you could have worked with external stakeholders 
better. 

 Tell me about a time multiple stakeholders disagreed on a course of action 
and you had to find middle ground. 

 Tell me about the most difficult stakeholder you have had to manage. 

 Describe a time when you had to factor competing stakeholder 
perspectives into a decision. 

 Tell me about a time when you had to work with external stakeholders to 
get organization results. 

 Tell me about a time you did not gather enough input from all the 
stakeholders during a project. 

 Give me an example of when you needed to manage expectations of 
stakeholders whose views were different from your own. 

 Describe a time when you had to make a high-stakes decision that took 
into account different stakeholder needs. 

 Tell me about a time when you anticipated stakeholder needs and 
concerns. 

 International efforts, presently, are spread across campus rather than 
centralized. What are your views on this model? 

 

Being Resilient: 

 

Rebounding from setbacks and adversity when facing difficult situations. 

 Tell me about a time when someone or something caught you by surprise 
and caused your goals to be blocked. 

 Describe a crisis you had to handle. 

 Tell me about a time you were under pressure to back down, but stood 
firm. 

 Tell me about a time when you became defensive or irritated and were 
able to successfully regain your focus. 

 Tell me about a time when you absolutely knew you were right but 
someone in power overruled you. 

 Describe how you dealt with a hardship assignment or situation (for 
example, layoffs, legal/regulatory battles, labor disputes). 

 Tell me about a time when a project or initiative seemed like it was going to 
fail. 

 Give an example of how you rebounded from of a negative work 
experience. 

 Give me an example of how you handled an emergency situation. 

 Tell me about a time when you felt under extreme pressure, but managed 
to carry on. 

 

Builds Effective 
Teams 

Building strong-identity teams that apply their diverse skills and perspectives to 
achieve common goals. 

 Tell me about a time you worked with a high-performing group or team. 

 Tell me about a time you were in charge of a team that didn't have the 
talent to get the job done. 

 Tell me about a time you were in charge of a team and needed to get them 
focused around common goals. 
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 Tell me about a time you encountered a team member who was dragging 
down the effectiveness of the team 

 Describe a team experience when the members didn't work well together. 

 Tell me about a time when you had to revitalize a stagnant team. 

 Give me an example of when your team accomplished something 
exceptional and it was up to you to reward the group. 

 Describe a time you led a cross-functional team. 

 Tell me about a time you had to prioritize the teams goals over your own 
personal goals. 

 Describe a time you had to put together a team from scratch to accomplish 
an organizational goal. 

 

Builds Network Effectively building formal and informal relationship networks inside and outside 
the organization. 

 Tell me about a time you used your network to gain knowledge for one of 
your projects. 

 Tell me about a time when you built strong relationships that stemmed 
from a difficult situation. 

 Describe a time when you used your network to exchange ideas, 
resources, and know-how. 

 Give me an example of a time when having a strong network inside the 
organization worked well for you. 

 Tell me about a situation when you used your connections to shape an 
initiative. 

 Describe a time you were able to prevent a problem or conflict by reaching 
out to your network. 

 Tell me about a time you needed to connect people in order to accomplish 
a goal. 

 Tell me about a time you removed barriers to get others to build 
relationships across organizational boundaries. 

 Tell me about a time when you benefited from a partnership with someone 
outside the organization. 

 Give me an example of connecting two people who previously didn't know 
each other. 

 

Business Insight 
Applying knowledge of business and the marketplace to advance the 
organization’s goals. 

 Describe how your knowledge of business has been developed. 

 Tell me about a failing business or organization and why you think it is 
struggling. 

 Tell me about the most successful business or university you have worked 
for and why it was a success. 

 Tell me about a successful business or university and why you think it is 
successful. 

 Tell me about a time your knowledge of marketplace trends influenced a 
decision you made. 

 Describe how you keep current on products and services that are provided 
by your organizations competitors. 

 What are three trends in your current industry? 

 Tell me about three advantages that your most recent organizations 
competitors have. 

 Explain how you keep yourself current on best practices and trends. 
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 Describe a time you made a decision that had a positive impact on the 
organization as a whole. 

 

Collaborates 
Building partnerships and working collaboratively with others to meet shared 
objectives. 

 Describe a time when a person or group did not get their share of credit. 

 Describe a time when the only way to achieve your individual goals was to 
ask for help from others. 

 Tell me about a time you succeeded in an initiative by collaborating with 
others. 

 Tell me about a time when you built strong relationships where none 
previously existed. 

 Describe a time when you were praised individually when others also 
contributed. 

 Describe a time you had to build partnerships to achieve a shared 
objective. 

 Tell me about a challenging situation when you worked to earn trust and 
credibility within your team. 

 Describe a time you worked with multiple groups or people who had 
different interests. 

 Tell me about a successful experience you've had implementing something 
across organizational boundaries. 

 Describe a time when you ensured that a system or process enabled 
teamwork across organizational boundaries. 

 

Communicates 
Effectively 

Developing and delivering multi-mode communications that convey a clear 
understanding of the unique needs of different audiences. 

 Tell me about a time you had to shut off a person in the audience or during 
a meeting who was talking too much or asking too many questions. 

 Tell me about a time when others were missing the key points in a 
discussion and you helped get things back on track. 

 Describe a time you had to convey the same message through different 
methods of communication (for example, e-mail and presentation, or an in-
person meeting and a phone call). 

 Tell me about a time when you had to communicate something important 
to someone who did not understand your industry or functions language 
very well. 

 Tell me about a time when someone said you weren't listening but you 
thought you were. 

 Tell me about a time you were involved in a task that required you to 
communicate clearly and quickly. 

 Describe the best presentation you've ever given. 

 Describe a time you were comfortable with what you communicated and 
felt you connected with your audience. 

 Tell me about a time when you had to communicate the same information 
to different audiences and had to vary your style for each. 

 Describe a situation when you were leading a group who didn't know much 
about the task. 

 

  



 

Revised 5/15/2019  Page | 23 

Courage Stepping up to address difficult issues, saying what needs to be said. 

 Tell me about a time when you stepped in to defend someone (other than 
a direct report) whom you felt was being unfairly treated. 

 Tell me about a time when you disagreed with someone more senior, and 
offered a solution that actually worked better. 

 Describe an example of when you volunteered for a risky or challenging 
task that nobody else wanted to do. 

 Tell me about a time when you criticized the status quo despite some risks. 

 Tell me about a time when you challenged someone on an ethical or 
performance issue. 

 Tell me about a time you held back on something you later wished you had 
said. 

 Describe a time when you challenged someone in a position of authority. 

 Tell me about a time when you were investigating something and had to 
report back negative news to higher management. 

 Describe a time when you challenged an idea or approach. 

 Tell me about a time you accepted an assignment where the odds of 
success were against you. 

 

Cultivates 
Innovation 

Creating new and better ways for the organization to be successful. 

 Tell me about a time when you identified an opportunity to innovate during 
the early stages of a project or process. 

 Tell me about a time when you brought another person’s or group’s idea to 
successful completion. 

 Tell me about the most unusual idea you've had that worked. 

 Describe a time when you facilitated idea generating or brainstorming with 
others. 

 Tell me about a time you took a risk on a new product or solution and it 
paid off. 

 Tell me about a time when you managed something from the idea stage to 
market or application. 

 Tell me about a time when you came up with some new ideas to solve an 
old problem. 

 Describe your most creative contribution to the organization. 

 Describe a time when you sized up an idea for its value in the market or 
organization. 

 Tell me about a time when you participated in a failed attempt to innovate. 
 

Customer Focus Building strong customer relationships and delivering customer-centric solutions. 

 Describe a time you obtained up-to-date information from a customer, and 
what you did with it. 

 Tell me about a time when you almost lost a customer and had to turn the 
situation around. 

 Tell me about a time when you had to deal with what you thought were 
unreasonable customer requests. 

 Describe a time when you found a customer problem especially difficult to 
deal with. 

 Tell me about a time you created a new service, process, or product based 
on customer feedback. 
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 Tell me about a time when you went the extra mile for a challenging 
customer. 

 Tell me about a time when you changed your approach to customers 
based on their input. 

 Tell me about a time you were confronted with an internal or external 
customer problem. 

 Describe a situation where new insights about a customer paid off. 

 Tell me about a time when you exceeded a customer’s expectations. 
 

Decision Quality Making good and timely decisions that keep the organization moving forward. 

 Tell me about a hasty decision you made and later regretted. 

 Give me an example of a difficult problem you worked on and walk me 
through your decision-making process. 

 Tell me about a time when you irritated people with your speed of making 
decisions. 

 Describe a time you received useful feedback on a decision you made. 

 Tell me about a time when you turned out to be right and others were 
wrong. 

 Describe a time when you had to make a decision without all the 
information you wanted or needed. 

 Describe a time you had to make a quick decision and gather a lot of 
information in a short time frame. 

 Tell me about a time when you made a significant decision but doubted 
yourself afterward. 

 Describe a time when you made a major decision and were really pleased 
with the outcome. 

 Tell me about a quick decision you made that turned out to be a good one. 

 Give an example of when you last made a quick and definitive decision. 

 When making a decision in conjunction with others, how have you sought 
their opinions? Give an example of a recent group-based decision process. 

 Give an example of a decision that you made and how you communicated 
it. 

 What was the last professional decision you faced? How long did it take for 
you to make your decision about what to do? 

 What methods have you used to ensure that a decision you have made 
was an effective decision? Give a recent example of using those methods 
to ensure a quality decision. 

 On which decision did you deliberate the longest? Tell me about it? 

 When making a decision that affects others either inside or outside your 
work group, what methods do you use to communicate that decision to 
others? 

 

Demonstrates  
Self-Awareness 

Using a combination of feedback and reflection to gain productive insight into 
personal strengths and weaknesses. 

 Tell me about sharing one of your weaknesses with someone else. 

 Tell me about a time when you had to admit to your boss that you weren't 
very good at something. 

 Tell me about a time you made a change after receiving positive feedback. 

 Tell me about a time when your understanding of your strengths or 
weaknesses was helpful to you. 
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 Describe when or where you learned the most about your strengths and 
weaknesses. 

 Tell me about a time a performance review did not go as well for you as 
you had expected. 

 Talk about a time you received significant negative feedback. 

 Describe a time you were given positive feedback. 

 Tell me about a time you asked someone to give you feedback. 

 Tell me about a time when you were surprised or confused about how 
someone viewed you. 

 

Develops Talent Developing people to meet both their career goals and the organization’s goals. 

 Describe a time when you coached or mentored people younger and less 
experienced than you were. 

 Give me an example of how you determine the most appropriate 
development path for someone. 

 Describe a time when your efforts in developing someone worked out 
positively. 

 Tell me about a time you created a development process to align with 
organizational goals and priorities. 

 Tell me about a time when your efforts in developing someone didn't work 
out as you had expected. 

 Describe a situation when you knew you should be developing others but 
didn't have the time. 

 Tell me about a person you helped do something they didn't think they 
were capable of. 

 Tell me about a time when you were involved in what you think was a good 
development process. 

 Tell me about a significant challenge you provided for someone else. 

 Tell me about a time when you worked with an inexperienced person and 
started them down a road of accelerated development. 

 

Directs Work Providing direction, delegating, and removing obstacles to get work done. 

 Tell me about a time your team wasn't successful because of an obstacle 
preventing progress. 

 Give me an example of how you divided up elements of a project or 
assignment for others to work on. 

 When you were in a leadership position, tell me how you organized the 
work load, set objectives, and checked in with people. 

 Describe a time when you delegated too much and it got you in trouble. 

 Describe a time when you delegated a task that only you had worked on or 
knew how to do. 

 Tell me about a time when you resisted the temptation to get involved in 
something you had asked someone else to do. 

 Describe a time when you restored focus to a group that was confused or 
going in different directions. 

 Tell me about a time when you involved others in a goal-setting process. 

 Describe a time when you had to remove a barrier in order for a team to 
continue work. 

 Give me an example of how you keep things on track in your group when 
everyone is very busy and facing a tight deadline. 
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Drive Results Consistently achieving results, even under tough circumstances. 

 Talk about a time you were assigned to a fix-it or turnaround assignment. 

 Tell me about a time you stepped in during a project to help the team 
achieve its goals. 

 Tell me about a time when you got results that far exceeded others 
expectations. 

 Describe a time when you drove yourself harder than you were driving 
your people. 

 Tell me about a time when you got results when others tried and failed. 

 Tell me about a time when you just had to give up and move on to 
something else. 

 Tell me about a time you got results that far exceeded your own 
expectations. 

 Describe a time you championed a cause that others had abandoned. 

 Tell me about a time you got results even though some major factor 
changed, such as a budget cut, competitor move, or market shift. 

 Describe a time when you pushed harder for results than others around 
you. 

 

Drives Engagement Creating a climate where people are motivated to do their best to help the 
organization achieve its objective. 

 Tell me about a time you were on a dispirited team and helped to raise 
spirits. 

 Give me an example of how you created an environment where others 
could offer input. 

 Give me an example of motivating a team who felt detached from the 
larger organization. 

 Describe a specific time when you empowered others. 

 Tell me about a time your team should have felt empowered but didn't. 

 Give me an example of when knowing what made someone tick was 
critical. 

 Explain how you've been able to get people to feel their work matters. 

 Tell me about a time you had to make a decision between taking quick 
action and inviting others for input. 

 Give me an example that illustrates how you appeal to very different 
people when managing a work project. 

 Tell me about a time you had to energize a group of disengaged people. 
 

Drives Vision and 
Purpose 

Painting a compelling picture of the vision and strategy that motivates others to 
action. 

 Tell me about an occasion when you gained buy-in for your vision. 

 Tell me about a time when you had to champion an organizations vision 
that you didn't fully agree with. 

 Tell me about a time you managed a group/unit that was headed one way 
and you felt they should be going another. 

 Tell me about a time when you had to figure out how to get your vision 
across to remote locations without going there. 

 Tell me about a time you communicated a new direction for a group or 
business. 
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 Tell me about a time when you made changes to your workgroups purpose 
or direction to fit the organizations vision. 

 Tell me about a time when you inspired people to stay with the team or 
organization by sharing your sense of purpose or vision. 

 Tell me about a situation when you were leading an unenthusiastic group 
and needed to energize them. 

 Tell me about a time when a vision message you delivered was rejected. 

 Describe a time when you worked with a group to develop their mission 
and vision. 

 How do you keep yourself current on best practices? What skills do you 
possess that would enable you to effectively lead, and communicate with, 
such a diverse organization? 

 Please comment on your leadership and management styles as it relates 
to this position. 

 

Ensures 
Accountability 

Holding self and others accountable to meet commitments. 

 Describe a time you tried to improve the effectiveness of a team or 
workgroup. 

 Describe a time when a member of a team you were leading made a 
mistake. 

 Tell me about a time you had to communicate and manage new 
responsibilities when there was a significant shift in goals midway through 
a project. 

 Tell me about a time when you and your team struggled because you were 
not clear about who was responsible for a task or project. 

 Describe a time you had to set stretch goals and articulate how success 
would be measured. 

 Give me an example of how you explained to a direct report or team 
member what it was you wanted. 

 Tell me about a time when you monitored and managed others work on a 
complex task. 

 Describe your approach to monitoring the progress of team members and 
holding them accountable. 

 Recall a time you made a mistake while working with others and had to 
make it right. 

 Give me an example of a time you were unable to follow through on a 
commitment. 

 

Funding 
 

 Have you participated in any sponsored research? 

 What are your plans for securing funding to support your research? 

 Describe any experiences you might have had related to grant writing as a 
faculty member. 

 How would you convince a funding body that they should fund your 
research rather than one of the other hundreds of proposals they receive? 

 How does your work align with contemporary trends or funding priorities? 

 If your funding applications are unsuccessful, what alternatives do you 
have in mind? 
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Financial Acumen Interpreting and applying understanding of key financial indicators to make better 
business decisions. 

 Give me an example of when you made a decision informed by patterns 
you saw in financial data. 

 Tell me about a time you changed your mind about a direction after 
reviewing financial reports. 

 Tell me about a time you used financial analysis to evaluate a new strategy 
or business direction. 

 Tell me about a time you made a decision based on findings from financial 
data. 

 Describe a time you received feedback on a financial decision you made. 

 Give me an example of the financial impact of one of your decisions. 

 Tell me about a time you had to weigh the short- and long-term financial 
consequences of a new initiative. 

 Tell me about a time your knowledge of key financial indicators resulted in 
a good decision. 

 Tell me about a lesson you learned from working with financial data. 

 Tell me about a time you used your financial acumen to make the case for 
a new idea or strategy. 

 Given the current budgetary climate, what specific ideas do you have for 
seeking external funding for OIP? 

 Given budgetary constraints, what collaboration between existing 
programs can you see to address some of the budget and staffing issues 
in OIP? 

 In this time of considerable financial strain on KSU, how do you see 
supporting the efforts of _______? 

 

Global Perspective Taking a broad view when approaching issues using a global lens. 

 Tell me about an opportunity you seized to localize a global product or 
service. 

 Tell me about a global trend that will impact how your university or industry 
conducts business. 

 Tell me about a time when a tactic you used wasn't appropriate in a given 
country or culture. 

 Tell me about a time you took a broad, global view of a business 
challenge. 

 Tell me about a time when the local approach to business proved more 
effective than the university typical approach. 

 Describe a time you had to do something different, unusual, or out of the 
ordinary for an international customer. 

 Tell me about a time you anticipated the impact of a global trend. 

 Describe a time you were able to build cooperation between two parties in 
an international setting. 

 Tell me about a surprising success you had because of your ability to work 
well with someone or some people from another country. 

 Describe a time when your organizations existing way of doing business 
wasn't going to work for a new region. 

 How will you be an advocate for internationalization on campus? 
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Instills Trust Gaining the confidence and trust of others through honesty, integrity, and 
authenticity. 

 What conflicts of interest have you experienced or could you experience in 
your present role? How have you/would you resolve these? 

 When have you taken a stand against a group on what you felt to be a 
matter of principle? 

 Describe a time someone told you something in confidence, but you felt 
you needed to tell someone else. 

 Describe a time when you decided to give someone the benefit of the 
doubt. 

 Tell me about a time when you publicly admitted a mistake or failure. 

 Give me an example of how you gained others; confidence when you 
worked with them for the first time. 

 Give an example of when you chose to be true to your own values rather 
than do what was told or expected. 

 Tell me about a time when you were asked to do something you thought 
was unethical. 

 Describe how you handled a situation where you were unable to follow 
through on a commitment. 

 Describe a time when it was challenging for you to practice what you 
preached. 

 Tell me about a time you were asked to disclose something that someone 
asked you to keep secret. 

 Describe a time you started up and ran with an idea/project, no matter 
what got in your way. 

 

Interpersonal Savvy Relating openly and comfortably with diverse groups of people. 

 Tell me about a time when you built strong relationships where none 
previously existed. 

 Tell me about a time when you got to know a new coworker (or 
classmate*). 

 Tell me about a time you changed your approach in a group situation, such 
as a meeting, presentation, or debate, based on the interpersonal 
dynamics in the room. 

 Give me an example of how you built rapport when you met a new contact. 

 Describe a situation where you facilitated or encouraged a climate of trust 
and respect between coworkers. 

 Tell me about a time when you worked with someone who was difficult to 
get along with. 

 Describe a situation that illustrates how you made yourself approachable 
and friendly to people who were more junior in the organization. 

 Tell me about a time when you changed your interpersonal style 
midstream because something wasn't working. 

 Describe a time when you used your diverse professional network to help 
you meet the responsibilities of your job. 

 Describe a time you needed to use diplomacy and tact to maintain 
relationships in a tension-filled situation. 
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Manages Ambiguity Operating effectively, even when things are not certain or the way forward is not 
clear. 

 Tell me about a time when you had to make a decision and the information 
available was inadequate. 

 Give me an example of how your work habits changed when you didn't 
know exactly what to do. 

 Tell me about a time when you had a problem and you didn't know what to 
do. 

 Give an example of when you entered a job or situation and had to make 
decisions immediately, without time to get your bearings. 

 Tell me about a time when a crisis made what you had been doing 
obsolete or ineffective. 

 Tell me about a time when it was difficult to make sense of the situation or 
need. 

 Tell me about a time when you had to act on something important before 
you had time to come up with a clear answer or solution. 

 Describe a project/assignment where the outcome or process was unclear. 

 Tell me about a time when you had to change something significant in your 
work environment. 

 Tell me about a time when someone asked you to try something 
completely new to you. 

 

Manages 
Complexity 

Making sense of complex, high quantity, and sometimes contradictory information 
to effectively solve problems. 

 Describe a time you faced conflicting data about a problem and you 
weren't sure how to approach it. 

 Tell me about a time you found a work problem to be significantly more 
complex than you initially thought. 

 Tell me about a time when your chosen solution didn't work, and you had 
to rethink the problem from scratch. 

 Tell me about how you analyzed information and options to solve a 
persistent problem. 

 Tell me about a time you came up with a process or procedure to solve a 
problem. 

 Give me an example of your typical problem-solving approach. 

 Describe a time you were faced with a complex problem and had to get to 
the essence in a short time period. 

 Tell me about a time when you selected a solution that worked in the past, 
but it didn't work this time. 

 Tell me about a time you had to solve a problem twice, when the first 
solution wasn't right. 

 Tell me about a time when you didn't spend as much time as you should 
have examining the data and root causes of a problem. 

 

Manages Conflict Handling conflict situations effectively, with a minimum of noise. 

 Tell me about a time when you handled a disagreement or conflict well. 

 Tell me about a situation where you had to push for an unpopular change. 

 Tell me about a time you had to tell somebody something they didn't like or 
didn't want to hear 
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 Tell me about a time you saw a conflict coming and were able to avoid 
unnecessary disruption or interference 

 Tell me about a time someone made you uncomfortable or irritated and it 
resulted in a disagreement. 

 Tell me about a time when you restored harmony with someone you 
disagreed with and had distanced yourself from 

 Tell me about a time you had difficulty getting two people or groups to 
agree. 

 Describe a time you mediated a high-tension situation 

 Tell me about a time when you avoided a conflict. 

 Tell me about a time when something went from a harmonious to a 
conflict-ridden situation. 

 How do you resolve conflict? Could you give specific examples of how you 
have dealt with colleagues and subordinates when there are divergent 
viewpoints? 

 

Nimble Learning Actively learning through experimentation when tackling new problems, using both 
successes and failures as learning fodder. 

 Tell me about a time you did something in a different way following 
reflection on a previous experience.  

 Tell me about a time when you took a risk and quickly applied what you 
learned 

 Describe an experimental approach you took to solve a problem.  

 Tell me about a time you analyzed a failure in order to promote team 
learning.  

 Tell me about a time when you had to learn something new very quickly. 

 Describe a time when you convinced colleagues to keep experimenting 
until a viable solution was found. 

 Tell me about a time when you were energized to find the ideal solution. 

 Tell me about a time you learned from your success. 

 Describe a time when you had to try multiple times in order to find the right 
solution. 

 Describe a time when a mistake or failure directly led to a successful 
solution. 

 

Optimizes Work 
Processes 

Knowing the most effective and efficient processes to get things done, with a 
focus on continuous improvement. 

 Tell me about a time you were faced with processes, systems, or 
workgroups that were delivering poor quality. 

 Tell me about a time when you modified a process someone else 
designed. 

 Give me an example of a work process or procedure that you implemented 
across geographical locations. 

 Tell me about a time when you re-engineered a process you originally 
designed. 

 Describe a time when you found yourself caught in an inefficient process 
and had to figure out a better way. 

 Tell me about a time you were part of a major quality improvement effort. 

 Tell me about a time when your attempt at improving quality worked out 
really well. 

 Describe the impact of a work or process improvement you made. 
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 Tell me about a time you critiqued other people’s workflow processes and 
found a better way. 

 Describe a time you revised a process for virtual employees. 

 What interests you in this position? What can you contribute during the 
interim assignment? 
 

Organizational 
Savvy 

Maneuvering comfortably through complex policy, process, and people-related 
organizational dynamics. 

 Tell me about a time you worked with multiple groups or people who had 
different ways of operating. 

 Tell me about a time when people more senior than you didn't agree on 
what you should be doing. 

 Tell me about a time when your knowledge of how to maneuver through an 
organization worked really well for you. 

 Tell me about a time when you gained approval for something by being 
politically sensitive. 

 Tell me about a time when you had to deal with policies you felt were 
unnecessary. 

 Tell me about a time when you helped mediate a power struggle between 
two people or two groups. 

 Tell me about a time you got something approved that impacted a larger 
part of the organization. 

 Describe a time you had to deliver bad news to a group or management. 

 Describe a time you helped someone new to the organization understand 
the way things really work around there. 

 Tell me about a successful experience you've had implementing something 
across organization boundaries. 

 

Persuades Using compelling arguments to gain the support and commitment of others. 

 Tell me about a time when you brought two reluctant groups or individuals 
together. 

 Tell me about a time when you served as a mediator either formally or 
informally. 

 Describe a situation you were in where you had to be diplomatic and 
forceful, but not make many concessions. 

 Describe a time you changed your mind after hearing the other side of an 
argument. 

 Describe a time you had to consider another person’s feelings without 
backing down on your own view. 

 Describe a time you were involved in settling a disagreement and 
successfully maintained relationships. 

 Tell me about a time you got approval for a new or revised 
policy/practice/procedure. 

 Describe a time when you needed to share a compelling argument to get 
others to agree to an idea or proposal. 

 Tell me about a time you had to reach agreement with other parties when 
there was little trust. 

 Tell me about a time you disagreed with someone and brought them 
around to your way of thinking. 

 Give me an example of a time when you were unable to persuade 
someone to your point of view. 



 

Revised 5/15/2019  Page | 33 

 Describe your most satisfying (or disappointing) experience in presenting 
to and gaining the support of top management for an idea or proposal. 

 Tell me about a time when you needed to persuade others to commit to a 
course of action. 

 

Plans and Aligns Planning and prioritizing work to meet commitments aligned with organizational 
goals. 

 Describe a time you established objectives and a plan that aligned with 
organizational priorities. 

 Give me an example of a project you managed where setting milestones 
and measuring progress was critical. 

 Tell me about a time you had to change plans during a project/task you 
were doing to prioritize something unexpected. 

 Describe a time you were setting goals and needed to plan for 
uncertainties or problems. 

 Describe a time when a project plan was so high level or general that it 
was difficult to execute. 

 Tell me about a time when you divided a plan into phases and detailed 
tasks to organize and accomplish the objectives. 

 Tell me about a time when you stumbled because you didn't anticipate a 
roadblock/obstacle. 

 Tell me about a time when you planned and organized a complex task or 
project from start to finish. 

 Tell me about a time when your lack of planning got you in trouble. 

 Tell me about a time when you ran out of time and had to choose what to 
finish. 

 

Research 
 

 What has been your greatest frustration or disappointment in your 
research, and why do you feel this way? 

 In your academic career, what subjects have challenged you the most and 
why? 

 What are your plans for securing funding to support your research? 

 What do you think are the most important characteristics and abilities a 
person must have to become a successful faculty member? 

 What pedagogical trends or changes do you see on the horizon in your 
discipline? 

 How do you see your research fitting in with the departments? 

 Who are the major scholars in your field, and how does your work compare 
to theirs? 

 To what degree do you see integrating undergraduate and graduate 
students into your research program? 

 What specific research agenda will you pursue if you are selected? 

 What is your research plan for the next three years? 

 What are the limitations of your research? Use this as an opportunity to 
discuss where your research may be headed. 

 How would you describe the value of your research to a layperson? 

 What journals best suit your work? 

 Tell us about an unsuccessful research project you have been involved in. 
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Resourcefulness Securing and deploying resources effectively and efficiently. 

 Tell me about a time you had to project funding and resources to 
accomplish a set of goals. 

 Tell me about a time you were prevented from doing something because 
you couldn't get others to share their resources with you. 

 Tell me about a time you obtained fewer resources than you had planned 
or hoped for. 

 Describe a time when understanding the organizations culture aided in 
securing or deploying needed resources. 

 Give me an example of a time when you were faced with a challenge due 
to a change in resource requirements. 

 Tell me about a time when organization politics prevented you from 
securing resources you needed. 

 Describe the most complex allocation of resources problem you have ever 
faced. 

 Tell me about a time when you were given a project you'd never done 
before. 

 Tell me about a time you had to start something from scratch. 

 Describe a time someone asked you for help to figure out resources for a 
project. 

 

Self-Development Actively seeking new ways to grow and be challenged using both formal and 
informal development channels. 

 Tell me how you identified and were able to work around a personal 
weakness. 

 When seeking to develop a specific skill in the past, what tactics or action 
steps did you include in your development plan? 

 Give me an example of what you are currently working on for personal or 
professional improvement. 

 Describe something you've learned or developed from other people (a 
boss, peer, and colleague). 

 Describe the most developmental work experience you've had. 

 Describe what you have done to improve your career options. 

 Describe a situation where a prior strength actually turned out to be a 
weakness in another setting and how you addressed this. 

 Tell me about a time you took a job or assignment that required new or 
different skills. 

 Give me an example of when you compensated for one of your 
weaknesses with other skills you have. 

 Describe actions you took that contributed to your personal or professional 
development. 

 

Situational 
Adaptability 

Adapting approach and demeanor in real time to match the shifting demands of 
different situations. 

 Tell me about a time when you were a newcomer to a group or 
organization and how were you successful in your collaborations with 
colleagues? 

 Describe a time when you watched people closely to see how they were 
reacting to you. 
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 Give me an example of a situation where you had to adjust your style to 
get something done.  

 Tell me about a time when you were not sure why people were acting a 
certain way toward you. 

 Tell me about a time your role in a group wasn't effective, so you changed 
the way you worked with them. 

 Describe a time when you adapted your styles due to the people around 
you. 

 Tell me about a time when you realized a style you had used in the past 
wasn't working anymore. 

 Tell me about a time when you changed your style and approach 
midstream and went a different direction to get something done. 

 Describe a time when you changed your approach based on feedback. 

 Tell me about a time when you were advised to adapt your style in certain 
situations 

 

Strategic Mindset Seeing ahead to future possibilities and translating them into breakthrough 
strategies. 

 Tell me about a time when your strategic vision or big-picture thinking was 
an asset. 

 Give me an example of exploring various scenarios and possibilities when 
charting a course for the future. 

 Give me an example of working with a team in charge of creating a new 
vision and strategy. 

 Tell me about a time you were implementing a strategy and had to revise it 
or change direction due to changes in the competitive landscape. 

 Tell me about a time when it was difficult to anticipate issues that had an 
impact on your strategy. 

 Describe a time you had to develop a strategy that would create value for 
your organization or customers. 

 Tell me about a time when you developed a viable competitive strategy, 
but due to forces outside your control, the strategy could not be fully 
implemented as planned. 

 Describe some possibilities you imagine for the future of your industry or 
organization. 

 Describe a time when you were part of an organization or group and 
thought the strategy was lacking or inadequate. 

 Tell me about a time when anticipated future trends impacted your 
strategic plans and decisions. 

 What are some strategies for internationalizing KSU? 

 Tell me about a time when anticipated future trends impacted your 
recruitment strategy and decisions. 

 

Student 
Engagement 

 

 How would you encourage students to major in 
__________________________________? 

 How would you motivate students? 

 How do you engage students to learn and explore even in an introductory 
or survey course for non-majors? 

 Starting with your last position, tell us about any of your student-related 
achievements that were recognized by your superiors, coworkers, 
students, or others. 
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 What experiences have you had working with students outside the 
classroom [e.g., advising, tutoring, sponsoring student groups, etc.]? 

 Give us examples of your ability to work effectively with a variety of 
students. 

 How do you feel about mentoring, advising, and sponsoring student 
activities? 

 Do you believe you should build rapport with students? If so, how? 

 How would you respond to a student who is foundering? 

 Describe a successful experience in dealing with a diverse group of 
students and what you learned from it. 

 How do you help graduate students get started on a research project? 

 What is your experience with underprepared students? 
 

Teaching 
 

 Describe your experience in creating an inclusive environment in the 
classroom. 

 Describe a successful experience in dealing with a diverse group of 
students and what you learned from it. 

 Describe a particular situation where you engaged students to learn and 
explore from an introductory or survey course for non-majors? 

 Give an example of a time when you incorporated campus-wide 
discussions into your courses that are not necessarily specific to your 
discipline [e.g., diversity, globalism, sustainability, etc.]? 

 Tell me about a time you motivated student and what the results were. 

 Tell us how your research has influenced your teaching. 

 What textbook would you use in a particular course, and why this particular 
resource? 

 What are your views of assessment, and how do you incorporate 
assessment into your teaching plan? 

 How do you structure your course? 

 What specific applications of technology have you used in the classroom? 

 What do you think of interdisciplinary studies? 

 How do you define good teaching? 

 What do you think of service-learning, and have you ever used it in your 
classes? 

 Describe your philosophy about teaching and learning. 

 Why are you interested in teaching Kansas State University? 

 In what ways have you been able to bring the insights of your research to 
your courses at the undergraduate level? 

 What has been your greatest frustration or disappointment in teaching, and 
why do you feel this way? 

 How do you incorporate campus-wide discussions into your courses that 
are not necessarily specific to your discipline [e.g., diversity, globalism, 
sustainability, etc.]? 

 What courses have you created or proposed in the past five years? 

 What experience have you had with team-teaching? What is your opinion 
of it? 

 What are the most important characteristics of a good instructor? 

 What courses would you prefer to teach if you were given complete 
latitude in designing them? 

 What are some of the things you have done particularly well in your 
teaching career or in which you have achieved the greatest success? 



 

Revised 5/15/2019  Page | 37 

 What elements do you incorporate into your teaching that address diverse 
learning styles? 

 What do you particularly enjoy about teaching? 

 Why do you feel your teaching style will work to best serve our student 
population? 

 How do you adjust your style to the less motivated or underprepared 
student versus the strongly motivated, well-prepared student? 

 Which professors have most influenced your teaching style, and why? 

 What are your greatest strengths as an instructor? 
 

Tech Savvy Anticipating and adopting innovations in business-building digital and technology 
applications. 

 Tell me about a time when you were an early adopter of a new technology. 

 Describe a time when you taught someone else a new technology. 

 Give me an example of a new technology you proposed that had a positive 
impact on the organization. 

 Give me an example of a new technology that caused major issues for 
customers. 

 Give me an example of how you enhanced your performance with a new 
technology. 

 Tell me about the biggest technological challenge you have ever had to 
overcome. 

 Describe a time when picking up a new technology worked really well for 
you. 

 Tell me about a time you resisted new technology. 

 Tell me about a time when you implemented a new technology. 

 Tell me about a time when not picking up a new technology caused 
difficulty for you. 

 

Values Differences Recognizing the value that different perspectives and cultures bring to an 
organization. 

 Tell me about a time when you overcame a stereotype you had formed. 

 Tell me about a time when you or someone else felt unwelcome or 
uncomfortable in a group. 

 Describe a situation when you worked with individuals from different 
cultures. 

 Describe a time when you needed to build a relationship with someone 
very different from you. 

 Tell me about a time when managing differences backfired and produced a 
worse outcome. 

 Tell me about a time you led a team that was diverse for one or more 
reasons; for example, culturally or generationally. 

 Tell me about a time when you were uncomfortable with someone else's 
culture or when someone else's culture was imposed upon you. 

 Tell me about a time when you were surrounded by people who were 
culturally diverse or different from you. 

 Tell me about a time when you managed a diverse group and the 
differences proved very challenging. 

 Tell me about a time when you fell into the trap of stereotyping someone. 

 How would you facilitate international opportunities for our students, 
faculty, and programs? 
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 How would you enhance multicultural and global diversity at KSU? 

 Tell us about a time when you served as a university advocate 
championing diversity as a critical component of social, academic, and 
intellectual life on campus. 

 What have you done to further your knowledge/understanding about 
diversity in recruitment? How have you demonstrated your learning? 
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Appendix C: 

Sample Interview Guide from PageUp 

The following is an interview guide that can be built within PageUp from the 
job requisition.  

 
How to build an Interview Guide as a Search Chair: 
 

1. On your dashboard, click on Search Committee review (Jobs requiring panel 
review).  

2. Click on Edit job from the list of My search committee jobs. 
 
 

3. When the job requisition opens, click the Documents tab at the top.  
 
 

4. Click on Select drop down and select Interview Guide. This will cause a pop-up 
window to appear. Make sure your pop-up blockers are turned off. 

5. On the pop-up window click on Create a new interview guide for this job.  
Then click Next. 

6. Name your guide then select 
Interview type and template. 

7. Once you have added all of 
your desired questions from 
the competency library, click 
save.  

8. You will have the ability to Edit, 
View, or Remove the Interview 
Guide in the Documents tab.  

 



Interview guide number: 241
Admissions Representative

NAME OF CANDIDATE:

DATE OF INTERVIEW:

INTERVIEWED BY:

TIPS FOR INTERVIEWING SUCCESS:

• Prepare:  Even if you are an experienced interviewer, resist the temptation to “wing it”. Give appropriate consideration to the items you want to
focus on and the specific questions you want to ask. Take time to familiarize yourself with the job-related competencies so you can evaluate the
candidate’s responses with these in mind.  Review the job duties and responsibilities, in addition to the candidate's application materials
(resume, etc.) prior to the interview. 

• Budget your time:  Consider the time available to conduct the interview relative to the number of items you want to evaluate. Generally, it is
recommended to evaluate no more than five to seven competencies in a one-hour session.

• Stay neutral:  Listen attentively but avoid small talk and approving responses. Stick to the structure of the interview and establish an
appropriately formal tone.

• Take notes:  Stay engaged with what the candidate is saying but don’t forget to record your observations during the course of the interview. Key
facts and bullet-point observations will keep recollections fresh.

• Be consistent:  Ask the same questions in the same sequence for each candidate for a particular position.  Those conducting interviews
should ask questions that are relevant to the knowledge, skills, abilities, and experience required for the position.  Ask follow up questions to
probe general, vague or incomplete answers.  Make sure you have enough information regarding the candidate's skills and experience.

• Evaluate carefully:  Be careful of rushing to judgment. As you progress from the initial questions through the various follow-ups, your
assessment of the candidate’s responses may shift positively or negatively. Also, leave enough time after the interview to take stock of your
observations and review the ratings.  It is important to stay objective and be aware of potential biases that may influence your perceptions during
the interview.

• Avoid asking questions about ... race, national origin, gender, age, status as a veteran, sexual orientation, pregnancy or marital status,
handicap or disability, military discharge, religion, arrest records.

• 80/20 Rule:  The 80/20 rule is a good principle to apply when interviewing. When conducting an interview, the candidate should be doing about
80% of the talking, leaving you with 20% of the time to frame questions, probe for more information and insight, and where appropriate, promote
the position so it is attractive to the candidate.

• Explain the interview process:  Interviews can be quite intimidating for candidates.  They may feel nervous at the prospect of being
interviewed.  You can minimize some of these nerves by "setting the stage" for the candidate.  Ask warm-up questions to establish rapport and set
context for the interview.



 

 

SETTING THE STAGE: Sample opening

 

• "(Candidate's name), we really appreciate you taking time to talk to us and the interest you have expressed in the position.  We are looking
forward to learning more about you."

• “During the interview, I will be asking questions about your experiences”

• “I am particularly interested in how you did what you did and why you did it that way.”

• “Please take your time in answering. I will be taking notes so I accurately record your experiences.”

• "As you answer these questions, please think about situations that best demonstrate your capacity and potential."

• “Do you have any questions?”

 

 

STRUCTURED PROBES: Follow-up questions

 

Structured probes, or follow-up questions, are important to gain more insight into a candidate’s strength or experience on a particular item.
Following each core interview question, ask each of these follow-up probes:

 

Actions: “How did you approach it? How did you do it?” (Listen for specific actions steps)

Thinking: “Explain your thinking – why you selected that approach. Why did you choose to do it that way?” (Listen for rationale and
consideration of alternatives.)

Outcome: “What was the result? What was the impact?”

Learning: “What did you take away from this? What is the relevance?” (Listen for principles or rules of thumb.)

Application: “Describe a time when you used those lessons in a different situation?”

 

As the candidate responds to these follow-up questions, listen for indicators that confirms whether the candidate is skilled, unskilled, or overuse a
particular job-related competency.  A five-point scale will allow you to rate the candidate on the competency.

 

OPENING QUESTION: 

Tell me about yourself and why you are interested in this position?: 

 

 

 

 

 

 



Competency questions

Action Oriented (2)

1. Tell me about a time you were the first person to take action on something.

What was the situation?:

What action did the applicant take?:

What was the result of the action?:

Interviewer comments:

How does this applicant rate for Action Oriented (2)?:

Does not meet
requirements

Falls short of
requirements

Meets requirements Exceeds requirements Far exceeds requirements

Communicates Effectively (7)

1. Describe a time you were comfortable with what you communicated and felt you connected with your audience.

What was the situation?:

What action did the applicant take?:

What was the result of the action?:

Interviewer comments:

How does this applicant rate for Communicates Effectively (7)?:

Does not meet
requirements

Falls short of
requirements

Meets requirements Exceeds requirements Far exceeds requirements

Interpersonal Savvy (20)



1. Tell me about a time when you built strong relationships where none previously existed.

What was the situation?:

What action did the applicant take?:

What was the result of the action?:

Interviewer comments:

How does this applicant rate for Interpersonal Savvy (20)?:

Does not meet
requirements

Falls short of
requirements

Meets requirements Exceeds requirements Far exceeds requirements



Thank the candidate again for their time and let them know that someone will be in contact with them regarding the
potential next steps within five business days.

 

INTERVIEWER ASSESSMENT:

Each interviewer should independently review his/her notes immediately after the candidate leaves the room and score
the candidate's response. The rating should be specific, legally defensible, and supported by behavioral examples.
Interviewers should include actual examples of responses given, explanations of how these answers apply to the core
competency being assessed, and why they assign the score.

 

RATINGS:

Does not meet requirements = 1
Falls short of requirements = 2
Meets requirements = 3
Exceeds requirements = 4
Far exceeds requirements = 5

 

Rating of 1 or 2 = Fails to demonstrate capacity for successful job-performance (Less Than Acceptable)

Rating of 3 = Demonstrates capacity required for successful job-performance (Acceptable)

Rating 4 or 5 = Demonstrates capacity that exceeds the requirements for successful job performance (Exceptional)

 

When rating candidates against each competency, remember:

Rating of 3 is "Meets requirements" and should be the target rating for candidates
Rating of 4 or 5 may mean the candidate can hit the ground running.

 

 

TOTAL RATING: ____________________

 

 

 

 

RECOMMENDATION:

 

☐ ACCEPTABLE                                                 ☐ NOT ACCEPTABLE
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Appendix D: 

Interview Evaluation Forms 

The “Position Title” and “Candidate Name” fields in the following evaluation 
forms are designed to be editable in PDF format. We’ve provided you with 

three variations: individual evaluation for a phone/video interview, individual 
evaluation for a campus/in-person interview, and a summary evaluation.  
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Video/Phone Interview - Individual Evaluation 

Candidate Name:   Date: 

Interviewer Name: 

Describe the candidate’s strengths as it applies to this position: 

Describe the candidate’s challenges as it applies to this position: 

Overall impression: 

Invite to campus interview? ☐ Yes ☐ No
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Campus/In Person Interview - Individual Evaluation 

Candidate Name:   Date: 

Interviewer Name: 

Describe the candidate’s strengths as it applies to this position: 

Describe the candidate’s challenges as it applies to this position: 

Overall impression: 

Recommendation:  ☐ Acceptable ☐ Not Acceptable



28 | P a g eRevised 5/9/2019 

Summary Evaluation 

Candidate Name: Date: 

Describe the candidate’s strengths as it applies to this position: 

Describe the candidate’s challenges as it applies to this position: 

Overall impression: 

Recommendation:  ☐ Acceptable ☐ Not Acceptable
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More Information 

If you have any questions about the international hiring 

process, we are glad to assist. Please contact:

 
 

Division of Human Capital Services 
Talent Acquisition 

103 Edwards Hall

 

1810 Kerr Dr.

 

Manhattan, KS 66506 

785-532-6277

kstatecareers@k-state.edu
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