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Healthcare Aide 7.0

Instructions

Prepare for the Interview:

In order to conduct an effective interview, appropriate preparation needs to take place. It is important to complete the following before

interviewing an applicant:

Become familiar with the competencies associated with the job and choose one or two questions from each competency to ask the

interviewee.

Review the candidate's application or resume and make note of any issues that you need to follow-up on. Some examples of potential

issues are gaps in employment or working at a job for less than a year.

Greeting and Introduction:

Now you are ready to meet the applicant. When greeting the applicant introduce yourself and provide him/her some background information

about yourself. Explain the purpose of the interview, for example, 'The purpose of the interview is to determine if there is a match between

your interests and qualifications and the position.' Provide the interviewee with a brief overview of the interview structure so that he/she knows

what to expect. Here are some tips for structuring the interview:

Take notes. It will make it easier to evaluate the applicants afterward without forgetting the specific details.

Tell the applicant that there will be time at the end of the interview for any questions that he/she may have.

At the end of the interview tell the applicant about the company and the specific job that he/she is applying for.

Ask Competency-based Interview Questions:

Now you are ready to begin asking questions. Begin with questions that you have about the interviewee's application or resume. Ask

questions about his/her previous work history or any potential issues that you noticed from the resume. When these are complete, transition

into the structured part of the interview by asking questions associated with competencies for the job. Probe the applicant to give you a

complete answer by asking Situation, Behavior, Outcome probes.

Bring the Interview to a Close:

When all of the questions are asked, you need to close the interview. Give the applicant specific details including the job duties, hours worked,

compensation, and information about the company. Sell the position and company to the applicant by emphasizing job fit, sources for job

satisfaction, and opportunities for growth. Finally, close the interview by thanking the candidate for his/her time and by giving him/her a timeline

for the application process.

Rate the Applicant:

The last step is to evaluate the candidate. Some tips to help you complete a good evaluation are:

Review your notes.

Determine ratings for the applicant on each competency as well as an overall rating by using the anchor scales.

Determine your final recommendation.

Sample Candidate candidate_email@mail.com

Dental Assistant - Healthcare Aide 7.0



 RecommendedOverall Score

30 70 100

Percentile 

3 8

Details

Patient Focus
This is a measure of the tendency to show persistent enthusiasm when interacting with patients. This trait is

characterized by: apologizing sincerely for inconveniences; being patient; tolerating rude patients calmly; and

searching for information or products for patients.

 

Percentile 

37

  
30 70 100

Tel l  me about the last  t ime you went out  of  your way to help a stranger or  someone you

didn' t  know wel l .  

Si tuat ion: What was the s i tuat ion? When did th is  occur? 

Behavior : What  made you decide to help th is  person? What  d id you do or  say that  was so

helpful?  

Outcome: How d id  the person respond? 

I t 's  tough to cope with interrupt ions and requests for  help when we've already got more to

do than t ime to do i t  in .  Tel l  me about the t ime you were under the most pressure when

a pat ient  or  coworker  asked for  help.  

Si tuat ion: What was the source of  the t ime pressure? What k ind of  help did the other

person need? 

Behavior : What  was your  response? 

Outcome: What happened with th is  s i tuat ion? 

Sometimes people do not understand what we are t ry ing to tel l  them, so we need to repeat

what we said or try to explain i t  in a dif ferent way. Tel l  me about the most di f f icult  t ime you

have had try ing to explain something to someone.  

Si tuat ion: What were you try ing to tel l  them? What obstacles did you face in your

communicat ions? 

Behavior : How did you overcome these obstacles? 

Outcome: How did the people respond to you? What  was the outcome of  the s i tuat ion? 



Below Average Average Above Average

1 2 3 4 5

Fai ls to meet even the most basic

pat ient  needs;  makes no effort  to

sat isfy pat ient 's  needs;  shows

disinterest in serving patients.

Meets pat ient

expectat ions by

fulf i l l ing requests.

Goes wel l  beyond normal

expectat ions to serve

pat ients ;  demonstrates

strong commitments to

patient service;  personal ly

goes beyond the cal l  of  duty.

Fai ls  to respond to pat ient  needs and

concerns in a t imely manner;  refuses to

help others ,  regardless of  how busy

he/she is ;  responds s lowly and without

a sense of  urgency when a pat ient

comes with a pressing need;  does not

seek feedback.

Responds quick ly

to pat ient  needs,

concerns,  and

requests  once

they are identif ied.

Ant ic ipates and addresses

near and longer term pat ient

needs and potent ia l

problems;  makes an ef for t  to

understand and address

pat ients ' /others '  needs and

desires;  seeks feedback.

Avoids helping others;  is  sul len or

unfr iendly when required to help

others;  chal lenges or confronts dif f icult

patients,  thereby escalat ing hosti l i ty.

Exp lores  ways  to

increase pat ient

sat isfact ion

(typical ly as i t

relates to the

current situation).

Is  courteous and fr iendly

even when handl ing a dif f icult

pat ient .

Acts i r r i tated when deal ing with a

dissat isf ied pat ient ;  does not

apologize or  look for  ways to  resolve

the problem.

Emphasizes the

need for  prov id ing

good pat ient

service and help

to others .

Apologizes s incerely when

deal ing with a dissat isf ied

pat ient  and does what  is

necessary to make the

person happy .

Rarely  looks for  ways to enhance

patient sat isfact ion.

Apologizes to  the

pat ient ,  and deals

with the current

problem,  but  does

not  go out  o f

his/her way to

satisfy the patient.

Act ively explores ways to

enhance patient sat isfact ion

and overal l  experience with

the clinic.

Following Instructions
This is a measure of the tendency to have potential for professional success across industry type and

functional area. This is characterized by scores that are derived from responses to questions regarding

academic and social background, and aspirations concerning work.

Tell  me about the t ime you were most effect ive in putt ing your technical  expert ise to use to

solve a business problem. 

Si tuat ion: What  problem did you face? 

Behavior : What technical  ski l ls  d id you use? What methods did you use to apply th is

expert ise? 

Outcome: What impact  d id th is  have on the problem? 

What do you do to ensure that  your professional / technical  knowledge is  up to date and

keeps you on the cutt ing edge of  the industry? 



 

Percentile 

9 3

  
30 70 100

Situat ion: How of ten do you update your  knowledge? 

Behavior : What  do you do to ensure that  others  a lso obta in th is  knowledge? How do you

use technical  resources avai lable to you in your organizat ion? 

Outcome: How do you learn about  professional  or  technical  developments? 

Descr ibe the best  compl iment or  recognit ion you received for  your understanding of  the

business and i ts  customers.  

Si tuat ion: What was the compl iment or  recognit ion you received? What was your

understanding of  the business and your customers that  meri ted recognit ion? 

Behavior : What  d id you do to learn about  the industry 's  h istory and customers? What d id

you do to learn about  potent ia l  compet i tors? 

Outcome: What  impact  d id th is  recogni t ion have on your work? 

Below Average Average Above Average

1 2 3 4 5

Fai ls  to consider  and incorporate

pr ior  experience when facing new

prob lems .

Draws  upon pr io r

experience when

fac ing problems

simi lar  to ones

encountered in

the past .

Uses approaches and ideas used

to solve past  problems when faced

with new problems, even i f  the

problems are seemingly unrelated.

Explores only the surface of

his/her  knowledge when

ident i fy ing solut ions to problems;

s tops looking at  problems once

the most  obvious solut ion has

been identi f ied.

Searches

knowledge and

expert ise for  a

dif ferent solut ion

i f  the obvious one

wi l l  not  work.

Thoroughly  probes and st retches

his/her knowledge for  the best

solut ion;  keeps looking for

alternative solut ions even after one

or  two obvious solut ions have

been identi f ied.

Does not  take steps to  keep

technical  knowledge up-to-date.

Wi l l  occasional ly

be involved in

projects  to  keep

technical

knowledge up- to-

date .

Cont inuously  works to  keep

technical  knowledge up-to-date.

Has not  received recognit ion for

technical expertise.

Has received

some recogni t ion

for technical

expert ise.

Has worked to receive recogni t ion

for his/her technical expert ise.

This is a measure of the tendency to have potential for professional success across industry type and



Professional Potential functional area. This is characterized by scores that are derived from responses to questions regarding

academic and social background, and aspirations concerning work.

 

Percentile 

8

  
30 70 100

Tel l  me about the t ime you were most effect ive in putt ing your industry expert ise to use to

solve a business problem. 

Si tuat ion: What  problem did you face? 

Behavior : What industry ski l ls  d id you use? What methods did you use to apply th is

expert ise? 

Outcome: What impact  d id th is  have on the problem? 

What do you do to ensure that  your professional / technical  knowledge is  up to date and

keeps you on the cutt ing edge of  the industry? 

Si tuat ion: How of ten do you update your  knowledge? 

Behavior : What  do you do to ensure that  others  a lso obta in th is  knowledge? How do you

use technical  resources avai lable to you in your organizat ion? 

Outcome: How do you learn about  professional  or  technical  developments? 

Descr ibe the best  compl iment or  recognit ion you received for  your understanding of  the

business and i ts  customers.  

Si tuat ion: What was the compl iment or  recognit ion you received? What was your

understanding of  the business and your customers that  meri ted recognit ion? 

Behavior : What  d id you do to learn about  the industry 's  h istory and customers? What d id

you do to learn about  potent ia l  compet i tors? 

Outcome: What  impact  d id th is  recogni t ion have on your work? 

Below Average Average Above Average

1 2 3 4 5

Fai ls  to consider  and incorporate

pr ior  experiences when facing

new problems.  

Draws  upon pr io r

experience when

fac ing problems

simi lar  to ones

encountered in

the past .

Uses approaches and ideas used

to solve past  problems when faced

with new problems, even i f  the

problems are seemingly unrelated.



Explores only the surface of

his/her  knowledge when

ident i fy ing solut ions to problems;

s tops looking at  problems once

the most  obvious solut ion has

been identi f ied.

Searches

knowledge and

expert ise for  a

dif ferent solut ion

i f  the obvious one

wi l l  not  work.

Thoroughly  probes and st retches

his/her knowledge for  the best

solut ion;  keeps looking for

alternative solut ions even after one

or  two obvious solut ions have

been identi f ied.

Does not  take steps to  keep

industry knowledge up-to-date.

Wi l l  occasional ly

be involved in

projects  to  keep

industry

knowledge up- to-

date .

Cont inuously  works to  keep

industry knowledge up-to-date.

Has not  received recognit ion for

industry expert ise.

Has received

some recogni t ion

for  industry

expert ise.

Has worked to receive recogni t ion

for his/her industry expert ise.

Achievement
This component measures the tendency to set and accomplish challenging goals, while persisting in the face

of significant obstacles. This trait is characterized by: working hard; taking satisfaction and pride in producing

high-quality work; and being competitive.

Tel l  me about a t ime when you set  a chal lenging goal  and had to go through numerous

obstacles to achieve this goal .  

Si tuat ion: What  was the goal?  What  were the obstacles? 

Behavior : What act ions did you take to mit igate the problems created by the obstacles? 

Outcome: Did you accompl ish the goal  with qual i ty  work and in a t imely fashion? 

Tel l  me about a t ime when you had to take ini t iat ive to complete a project in a team sett ing.

Si tuat ion: Why did you have to take ini t iat ive? 

Behavior : What strategies did you use to take lead of  the project  to ensure complet ion? 

Outcome: Did you complete the project? What was your team's react ion to your ambit ious

behav ior?  

Descr ibe an ambit ious goal  that  you have met and the plan that  you used to complete the

goa l .  

Si tuat ion: What  was the goal?  Why did you set  such a chal lenging goal?  



 

Percentile 

3 9

  
30 70 100

Behavior : How did you develop the plan? What did you do i f  you were of f  course with the

p lan?  

Outcome: What  was the outcome? 

Below Average Average Above Average

1 2 3 4 5

Only sets  aggressive goals  when

absolutely necessary and when the

motivat ing factor is  an outside

influence (e.g. ,  supervisor) .

General ly  sets moderately

chal lenging goals ,  but  needs

outside motivat ion to set

extremely chal lenging goals.

Sets  ambit ious

goa ls  and is

mot ivated to

achieve goals  by

intr insic factors.

Gives up easi ly  or  t ransfers work

to a peer when faced with

chal lenging obstacles.

Usual ly  works through

chal lenging obstacles,  but wi l l

sometimes give up i f  the

chal lenge appears to be too

daunt ing.

Perseveres through

al l  obstacles when

attempt ing to

complete a goal .

Avoids peer compet i t ion when

complet ing work .

Displays a  moderate degree of

competi t iveness i f  an

environment is  sui ted for peer

competi t ion.

Very competi t ive in

appl icab le  work

situat ions.

Does not  work wi th  a  sense of

urgency when needed and

disregards t ime pressures for

complet ing work .

Wi l l  work wi th a sense of

urgency i f  an outside source

suggests  to  do so .

Works wi th  a  sense

of  urgency when

faced with t ime

pressures .

Lacks init iat ive, intensity,  and/or

dr ive to complete qual i ty  work.

Has init iat ive or intensity to

prov ide qual i ty  work

occasional ly .

Approaches  work

with a h igh amount

of intensity.

Is  not concerned with recognit ion

for  hard  work  or  goa l

achievement.

Usual ly completes di f f icul t  work

out of  necessi ty  and not for

recognit ion of  qual i ty  work.

En joys  be ing

recognized for  hard

w o r k  a n d

achievements.  


