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questions, which will be asked to each candidate and any candidate-specific questions. Before calling 
candidates, set an interview schedule with the interviewers. Most interviews last 45-50 minutes. Allow 
10 minutes for each behavioral-based question you choose and 15 minutes at the end of each interview 
for scoring responses. Reserve times/dates ahead of time with panel members’ schedules. 
 

DURING THE INTERVIEW 
 
Take notes.  
Notes help you capture the content of the interview vs. relying on memory.  
 
Closing the interview.  
Give the candidate 15 minutes at the end of the interview to ask you and/or the panel questions. Let the 
candidate know what the next steps in the process will be and your expected timeframe. You also want 
to thank the candidate for coming and if time permits, provide a quick tour of the office. 
 

AFTER THE INTERVIEW 
 
Score responses.  
Do immediately after each interview when the information is fresh in your mind. Build in 15 minutes at 
the end of each interview for this.  
 
Review reference checks.  
Use the reports Human Resources provides you in your decision making process.  These reports provide 
more candid feedback – even on “areas of improvement,” which helps identify quality candidates. 
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Citizenship  
Appropriate: Statement that if hired, applicant may be required to submit proof of citizenship is 
acceptable, only if previously required in the position description and if approved through Human 
Resources or EO/AA office. Upon hire, all students, staff and faculty will be required to provide proof of 
eligibility to work in U.S., as required by the INS.  
Inappropriate: “Of what country are you a citizen?” Whether applicant or his/her parents or spouse are 
naturalized or native born U.S. citizens. Date when applicant or parents or spouse acquired U.S. 
citizenship. Requirement that applicant produce his naturalization papers. Naturalization plans.  
 

Disabilities  
Appropriate: If applicant indicates that he/she is reasonably able to perform the essential functions of 
the job and is qualified, there should be no inquiry regarding disabilities.  
Inappropriate: General inquiries (i.e., “Do you have any disabilities?”), which would tend to divulge 
disabilities or health conditions.  
If applicant indicates he/she requires an accommodation to perform job duties and may be otherwise 
qualified, ask what accommodation is necessary and inform him/her that the request will be taken into 
consideration. Immediately after the interview, notify the Office of Equal Opportunity and Diversity.  
 

Ancestry or National Origin  
Appropriate: Languages applicant reads, speaks or writes fluently, if job related only. Must be included 
in position description if required.  
You can ask:  

 What languages do you speak fluently?  

 Do you have the legal right to work in the United States and for what period of time? (You 
may ask for proof of this).  

 
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Education  
Appropriate: Applicant’s academic credentials, vocational, or professional education. School attended. 
Inquiry into language skills such as reading, speaking, and writing foreign Languages, if job related only.  
Inappropriate: Inquiry concerning racial or religious affiliation of a school. How foreign language ability 
was acquired is not permissible.  
 

Experience  
Appropriate: Applicant’s work experience.  
 

Conviction, Arrest and Court Record  
Appropriate: Inquiry into actual convictions. Note: If conviction record is declared, this is not 
automatically a reason for rejecting the applicant. This should be discussed with the EO/AA Officer.  
Inappropriate: Any inquiry relating to arrests. Ask or check into a person’s arrest, court, or conviction 
record if not a bona fide qualification.  
 

Relatives  
Appropriate: Where required by Regents Rules, names of applicant’s relatives already employed by ULM 
Inappropriate: Name or address of any relative of adult applicant.  
 

Sex  
Appropriate: No inquiry is acceptable.  
You cannot ask:  

 Do you have children? If so, how old are they?  

 Are you married, single, windowed, divorced?  

 What does your spouse do for a living?  

 Who lives in your household?  
 
Inappropriate Sex of the applicant. Any other inquiry that would indicate sex.  
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You cannot ask: All Female applicants:  

 About their thoughts on career vs. marriage.  

 About their husband’s job or career plans.  

 What was your maiden name?  

 If they can type, unless typing is a requirement of the job.  

 What kind of childcare arrangements do you have?  

 Are you planning to have a family?  

 What kind of birth control methods do you use?  
 

Race or Color  
Appropriate: No inquiry is acceptable  
Inappropriate Applicant’s race, color of applicant’s skin, eyes, hair, etc., or other questions directly or 
indirectly indicating race or color. Applicant’s height or weight.  
 

Address or Duration of Residence  
Appropriate: Applicant’s address, if required for clarification purposes.  
Inappropriate: Specific inquiry into foreign addresses which would indicate national origin. Names or 
relationship of persons with whom applicant resides. Whether applicant owns or rents home.  
 

Birthplace  
Appropriate: Upon hire can you submit proof that you are legally eligible to work in U.S.?  
Inappropriate: Birthplace of applicant. Birthplace of applicant’s parents, spouse, or other relatives. 
Requirement that applicant submit a birth certification, naturalization or baptismal record before 
employment. Any other inquiry to indicate or identify nationality or customs.  
 

Military  
Appropriate: Type of education and experience in service as it relates to a particular job.  
Inappropriate: Type of discharge. Any political discussion on military intervention.  
 

Photograph  
Appropriate: May only be required after hiring for identification purposes.  
Inappropriate: Request photograph before hiring. Requirement that applicant affix a photograph to 
her/his application.  
 

Notice in Case of Emergency  
Appropriate: N0 612 792 re

W*w persons y 0 612p 
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Credit Rating  
Appropriate: No questions are appropriate.  
Inappropriate: Any questions concerning credit rating, charge accounts, etc.  
 

References  
Appropriate:  “By whom were you referred for a position here?” Names of persons willing to provide 
professional and/or character references for applicant.  
Inappropriate: Require the submission of a religious reference. Request reference from applicant’s 
pastor.  
 

Organizations and Religion  
Appropriate: Inquiry into professional, or job-related organizations of which an applicant is a member, 
providing the name or character of the organization does not reveal the race, religion, color, or ancestry 
of the membership. What offices are held, if any? Simultaneously mention that the applicant should not 
name any organizations that may disclose race, religion, national origin or disability if this question is 
asked.  
You can ask:  

 What days or hours would you be unable or unwilling to work?  

 Are you available to work within our required schedule? 
 
Inappropriate: The names of organizations to which the applicant belongs, if such information would 
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Questions You May Ask:  
Questions related to past jobs:  

 What was your boss’s title and what was your boss’s function?  

 Tell me about the people you hired in your last job. How long did they stay with you, and 
how did they work out?  

 What is the most important accomplishment, achievement or innovation you brought to 
your present (past) job?  

 Exactly what were you responsible for in your old job?  

 Describe a typical day on the job?  

 Did you ever initiate any changes in the way the work was performed?  

 What kind of problems did you encounter on your job? How did you solve these problems?  

 What did you like most about your job?  

 What did you like least about your job?  

 Was your work ever criticized? If so, in what way? Did you improve?  

 What was your reason for leaving?  

 What kind of a company was ( ) to work for?  

 If you could change anything you wanted to about that company, what would it be?  

 Of all of your previous jobs, which one did you like the best? The least?  
 
Questions related to motivation:  

 Why did you select this type of work?  

 What do you want to be doing three years from now?  

 What do you want to be doing ten years from now?  

 What do you want to be earning two years from now?  

 What do you hope to gain from an organization like ours?  
 
Questions related to stability:  

 I notice that you are/were working for ( ). Why did you decide to work there?  

 What was your original career objective?  

 How have your original career plans changed over the years?  
 
Questions related to resourcefulness:  

 When you ran into a problem you couldn’t solve, whom did you go to?  

 How did you change the scope of your previous job?  

 What was the most difficult work problem you have ever encountered and how did you 
solve it?  

 
Ability to work under direction of others:  

 How well do you think your supervisor does his/her job?  

 What did your supervisor compliment you for? What did he/she criticize you for?  

 How much of your work was done on your own? As a part of a team?  

 Which aspect did you enjoy more and why?  

 How would you supervise people if you were the supervisor?  
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SAMPLE INTERVIEW QUESTIONS 

Sample Faculty Interview Questions  

1. Describe your teaching style.  

2. Describe your teaching philosophy.  

3. What technology applications have you utilized in the classroom?  

4. How would you go about being an advocate and resource for the use of technology in the teaching 

and learning process?  

5. Describe how you have been committed to working with diverse students and community 

populations.  

6. What diversity courses have you created or proposed in the past five years?  

7. Describe how multicultural issues have been brought into you classes.  

8. What do you think are the most important attributes of a good instructor?  

9. Where would this position fit into your career development goals?  

10. How do you define good teaching?  

11. What do you think are your greatest strengths as an instructor? In which areas do you feel you can 

use some further development?  

12. How do you feel your teaching style can serve our student population?  

13. In what professional development activities have you been involved over the past few years?  

14. What academic changes do you see on the horizon in your discipline?  

15. How would your background and experiences strengthen this academic department?  

16. How do you adjust your style to the less motivated or under-prepared student?  

17. Have you involved your students in your research?  

 

Behavioral Interview Questions  

1. Describe how you teach a lesson. What do your plans include? (You might want to ask questions 

regarding active learning, visuals in the classroom, technology, etc.)  

2. Tell us about a lesson that went well and why it went well?  

3. How have you motivated students at the undergraduate level to excel academically?  

4. Tell us about your research and publishing agenda. What has guided your success in getting writing 

completed and submitted?  




