Self-Assessment Worksheet
Below are some questions to ask yourself while you are considering types of jobs you might enjoy and do well at. Ask others who know you well to give you feedback as well.
What are my: 
· Interests (people, numbers, science, history…)



· Values (education, family… if you are morally opposed to gambling, you probably won’t want to work for the Lottery office)



· Skills (nurturing, analytical, good under pressure…)




· Other traits or characteristics (e.g., like to lead/prefer to follow, like to work in teams/prefer to work on my own, faint at sight of blood, afraid of heights or public speaking…)
· What is negotiable/what is not negotiable?
	Aspects of Job
	Comments

	Commute (e.g. willing to commute up to X miles each day)
	

	Hours (Traditional 8 – 4:30 hours, alternative work schedule, shift work, seasonal work…)
	

	Location (e.g., willing to work in city, must have office with window)
	

	Transportation (e.g., must be on bus route) and parking
	

	Working Conditions (e.g., indoors/outdoors/combination)
	

	Minimum Salary (also consider city wage tax, transportation and parking costs)
	

	Willing to work overtime or occasional after hours?
	

	Routine okay or variety needed
	

	Other benefits (e.g. tuition reimbursement)
	


Meeting Job Requirements Activities

Imagine you are being asked to review the following excerpts from applications. Decide whether the response is a good response or bad as it relates to the stated job requirement.  Please explain why.



















	
	Stated Job Requirement


	Applicant’s Response
	Rating and Comments

	1
	One year of experience in accounting which includes recording, verifying and reporting financial information using Generally Accepted Accounting Principles (GAAP).


	I have been an accountant with this department for 15 years.
	

	2
	Three years of experience in narrative report writing.
	When I was in grade school, I wrote several award-winning essays before graduating to more complicated writing assignments in high school. My e-mails are always spelled out (no abbreviations) and thorough, and I rarely get any questions from those I send them to. I always handwrite thank-you notes and use cursive rather than printing. I feel that kids today do not have enough experience writing out notes, relying too heavily on text-messaging and abbreviations. It is becoming a lost art that I intend to revive.


	

	3
	Knowledge of staff supervision acquired through course work, academic training, training provided through an employer, or performing as a lead worker overseeing the work of others; OR supervising staff which may include planning, assigning, reviewing, and evaluating the work of others; OR supervising through subordinate supervisors a group of professional, technical, and clerical employees.
	I currently work part-time at a local drugstore, and supervise 15 sales representatives. I have been in this position for 5 years and I am responsible for writing employee performance plans (which includes job expectations and assignments) and reviews, and in between formal evaluations, I provide constructive feedback on their performance.


	

	4
	Six months experience in interpreting human resource laws, rules, regulations, standards, policies and procedures. 


	I took a class at Wilmington University called Major Laws and Regulations that Affect Human Resources, and received an A – for the semester.
	

	5
	Three years of experience in using standard computer software programs for word processing, spreadsheets or databases. 


	I use Microsoft Outlook daily for e-mails, calendar and tasks. I currently use customized software programs (Samson and WRQ software) as part of my job as a tax auditor. In my last job, I used Lotus notes regularly.


	


8 of the Toughest Interview Questions and How to Answer Like a Pro
1. Tell me about yourself.
This question is difficult to answer because it is so broad. The important thing to know is that the interviewer does not want to know about your hometown or what you do on the weekends. He or she is trying to figure you out professionally. Pick a couple of points about yourself, your professional experience and your career goals. This is your "30-second commercial" message about yourself. Wrap up your answer by discussing your desire to join the company.

2. What makes you unique?

This question requires that you "toot your own horn," which is difficult for many people. The trick is coming up with positive characteristics that relate to the job, but ones that not everyone uses. Stay away from "I am hardworking and enthusiastic." Give the interviewer specific examples of what you have done. For example: "It is my experience that makes me uniquely qualified for this position. I managed a team of six salespeople, and did so while maintaining my own vigorous sales schedule. Thus, I have had the unique opportunity to be on both the management side and the frontline sales side of the business, and have learned from both perspectives."

3. What interests you the most about this position? What interests you the least? 

There are two tricks for this question. First, you need to know enough about the company and position to be able to tell the interviewer what interests you the most. For the second part, steer clear of negativity. Try to downplay this part of the question as much as possible. For example, "My passion is for getting out in the field and selling, but I also understand the importance of administrative tasks and will remain equally committed to those duties I have inside the office."

4. What did you like most about your last job? What did you like least? 

While the first part of this question does not initially seem hard, you want to be careful what you pick as your favorite part of your last job. Try to talk about aspects of your experience that will help you in your new position. For the second part of the question, you need to be careful about sounding too negative. Even if you truly hated your previous job, put a positive spin on the negatives.

5. Why did you leave (or are you leaving) your last job? 

Regardless of why you left, the main goal is to stay positive. You never want to say negative things about a past employer. If you were fired, be honest but quick. Stick to the facts and demonstrate how you learned from the experience and how it will help you in your next position. If you were laid off, simply state the facts. If you quit, be positive about the company. Tell the interviewer it was time for you to move on and you were looking for a new experience and something that was more challenging.

6. Why do you want this job? or Why do you want to work for us?

You need to demonstrate that you have researched the company before the interview and give concrete examples of why you want the job. For example, "I have read many positive reviews about the company's strength in the marketplace and know that the products I will be selling perform well and are good value. In addition, I have been very impressed with the overall philosophy of the company and its growth strategy and I'm interested in growing along with it."

7. What would you do if your boss asked you to do something you felt was unethical? 

Like many "what if" questions, this one is designed to find out how you handle sticky situations. You want to be able to demonstrate that you are able to think through difficult situations and handle them with grace. Let the interviewer know that you would talk to your boss about your concerns, see if there was another side to the issue that you hadn't thought of and try to solve the problem together.

8. What are your salary expectations? 

This is one of the hardest questions, particularly for those with little experience. Steer clear of discussing salary specifics before receiving a job offer. Let the interviewer know that you will be open to discussing fair compensation when the time comes. If pressed for a more specific answer, always give a range instead of a specific number.

Sample Interview Questions
1. How would you describe yourself? 

2. Please describe the ideal job for you. 

3. What influenced you to choose this career? 

4. What specific goals have you established for your career? 

5. What will it take to attain your goals, and what steps have you taken toward attaining them? 

6. What do you think it takes to be successful in this career? 

7. How do you determine or evaluate success? Give me an example of one of your successful accomplishments. 

8. What has been your most rewarding accomplishment? 

9. How would you describe yourself in terms of your ability to work as a member of a team? 

10. What motivates you to put forth your greatest effort? 

11. Given the investment our company will make in hiring and training you, can you give us a reason to hire you? 

12. What short-term goals and objectives have you established for yourself? 

13. Can you describe your long-range goals and objectives? 

14. What do you expect to be doing in five years? 

15. What do you see yourself doing in ten years? 

16. How would you evaluate your ability to deal with conflict? 

17. Have you ever had difficulty with a supervisor or instructor? How did you resolve the conflict? 

18. Tell me about a major problem you recently handled. Were you successful in resolving it? 

19. Would you say that you can easily deal with high-pressure situations? 

20. What quality or attribute do you feel will most contribute to your career success? 

21. What personal weakness has caused you the greatest difficulty on the job? 

22. What five adjectives describe you best?

23. Why are you the best candidate for the job

24. Tell me the one thing that you are proudest of and why?

25. Describe your ideal job?

26. How did you find out about this job?

27. What interests you most about this job?

28. What did you like the most about your current job? What did you like least?

 Sample Behavioral Based Interview Questions
· Have you ever been a member of a team that broke up because it was im​possible to work with one another? What was your position?
· Can you recall a situation when you completely disagreed with the way your team was working? What did you do then?
· Do you work together with colleagues now? How do you deal with conflicts/disagreements /misunderstandings in this group?
· What is the best suggestion you ever made that was accepted by your boss or colleagues? How did you present it?
· In a discussion most people are usually convinced that their ideas are right. How successful are you in getting others to accept your point of view? Can you give an example?
· What do you think is the best way of 'selling' an unpopular idea? How do you go usually go about this? Example?
· Describe a significant problem that you were confronted with during the past year? What steps did you take to assemble and organize data? What do you consider to be the cause of the problem?
· Can you describe a problem that you were unable to solve?
· Have you ever been confronted with a situation which turned out to be very different (and perhaps more complicated) than you had first judged? How did you handle it?
· Describe a major problem that you encountered in your last job and tell me how you dealt with it?

· How did you plan your time at work over the past week?
· Describe a normal working day or week for me. How do you plan your daily activities?
· Describe a time when you were faced with a stressful situation. How did you handle it?
· Give me an example of a time when you set a goal and were able to meet or achieve it?
· Tell me about a time when you had to use your presentation skills to influence someone’s opinion?
· Give me a specific example of a time when you had to conform to a policy with which you did not agree?
· How do you handle stress?

· Tell me about a time you were given multiple priorities and a short deadline. How did you manage this?

· Describe a challenge you had at work and what you did to overcome it.
