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Project Manager

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:



 Not Recommended

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.

 

Overall Score

30 70 100

Percentile 

1

Details

Verbal Ability

This assessment measures the ability to extract relevant information from written sources and make objective

judgments on the basis of that information, logically complete sentences, and understand relationships

between words. It provides an indication of how an individual will perform when working with reports,

correspondence, instructions, and research information. Verbal ability is commonly required to support work

judgment and decision making in many different types of jobs at all levels.

This report provides information regarding an individual’s ability to read and comprehend written passages,

understand individual word meanings and word associations, and complete sentences.

 

Percentile 

1

  
30 70 100

Describe the si tuat ion that required your most effect ive use of wri t ten communicat ion. 

Si tuat ion:  What was the s i tuat ion?

Behavior :  What  k ind of  wr i t ing d id you do?

Outcome:  What ef fect  did your wr i t ing have on the s i tuat ion? What k ind of  feedback did

you receive about your wr i t ing? 

Descr ibe a t ime you had di f f icul ty communicat ing your thoughts clear ly to another person

or  a  group in  a  work or  school  s i tuat ion.  

Si tuat ion:  What message were you try ing to convey?  Where was the informat ion gett ing

mixed up?  

Behavior :  What  d id you do to get  your  point  across more c lear ly?  How did you state i t?  

Outcome:  What  was the outcome? 

Tel l  me about a t ime you effect ively l istened to what another person was saying and

paraphrased that  informat ion to make sure you understood.  

Si tuat ion: What informat ion were you try ing to atta in? 



Behavior : What act ive l is tening ski l ls  did you use to increase your understanding? How did

you check to ensure you understood correct ly? 

Outcome: What impact did your ef forts have on this s i tuat ion? 

Below Average Average Above Average

1 2 3 4 5

Discourages  open

expression of  a l l  ideas and

opinions unless they are

one 's  own.

Encourages others  to  express

their  ideas and opinions unless

they lead to disagreement.

Encourages others  to

openly express their  ideas

and opin ions,  even

contrary ones.

Creates an environment

wi th roadblocks that

disrupt  the smooth f low of

informat ion between

people .

Develops an environment in

which informat ion f lows among

everyone, but t imel iness and

qual i ty are sometimes lacking.

Creates an environment in

which t imely and high

qual i ty  informat ion f lows

smoothly  among everyone.

Keeps relevant information

private;  uses informat ion as

a tool  to wield his/her own

power .

Provides people wi th needed

information,  but  they may not be

updated in enough t ime to

al leviate problems.

Promptly and consistent ly

shares relevant information

with others.

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?  



 

Percentile 

1

  
30 70 100

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?  

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.  

Confidence and Optimism
This component measures the tendency to have belief in one's own ability to get the job done. This trait

supports optimism in the face of rejection and a feeling of being successful and competent in a variety of

areas.

Describe your react ions to a t ime when your team members fel t  they could not accompl ish

a part icular  goal  that  was needed to complete your  group's  work.  

Si tuat ion: What was the s i tuat ion? 



 

Percentile 

1

  
30 70 100

Behavior : How did you feel  about  at ta in ing the goal?  

Outcome: Did you achieve th is  goal? 

Inform me about a t ime when enthusiasm and opt imism inf luenced the complet ion of  a

diff icult  task. 

Si tuat ion: What  was the task? 

Behavior : Were you enthusiast ic  or  opt imist ic  in regards to task complet ion? 

Outcome: Was the task completed? 

Tel l  me about a t ime when you had to assess your abi l i t ies to determine i f  you could

complete a project .  

Si tuat ion: What abi l i t ies were you assessing? What project  were you working to complete? 

Behavior : How were you assessing your ski l l  sets? 

Outcome: What did you conclude about your ski l l  set  for  the demanding responsibi l i ty  in

quest ion? 

Below Average Average Above Average

1 2 3 4 5

Often appears

pessimist ic  about

work s i tuat ions.

Appears caut iously opt imist ic

when faced with most

chal lenges.

Appears very opt imist ic  about

future work.

Accepts cr i t ic ism and

blame when

undeserved.

Accepts cr i t ic ism and blame,

sometimes undeserved,  which

helps establ ish a lack of

confidence in abi l i t ies.

Handles cr i t ic ism wel l  without

developing feel ings of  sel f -doubt

or infer ior i ty.

Reluctant to express

opin ions .

Occasional ly  recommends own

opin ions .

Conf ident ly  asserts  own

opin ions .

Cont inuously

struggles with

feel ings of  sel f -doubt

and infer ior i ty.

Impacted by feel ings of  sel f -

doubt  when faced wi th st rong

cri t ic ism and/or blame.

Self -assured with own abi l i t ies

and mainta ins a posi t ive out look

without being inf luenced by any

sel f -doubt .



Concedes to others '

opinions easi ly  even

when there is

disagreement .

Sometimes yields to the

opin ions of  others .

Yields to the opinions of  others

only when the work matter  is

agreed upon mutual ly .

Influence
This component measures the tendency of a person's effectiveness in directing and influencing others. This

trait is characterized by: persuading and negotiating effectively with others; influencing others' decision-

making; and coordinating others' efforts to accomplish work.

 

Percentile 

13

  
30 70 100

Tel l  me about a t ime when you had to mobi l ize or  coordinate others to complete a team

goa l .  

Si tuat ion: What was the s i tuat ion? 

Behavior : How did you coordinate the other  team members? 

Outcome: What  was the outcome of  the team goal?  

Descr ibe a t ime when you had to step into a leadership role when you were working on a

project  wi th in a group atmosphere.  

Si tuat ion: What team project  were you try ing to lead? 

Behavior : How did you take on leadership responsibi l i t ies? 

Outcome: What  was the outcome of  your  leadership work? 

Tel l  me about a t ime when you had to inf luence the decis ion-making process of  others to

complete a goal .  

Si tuat ion: What was the s i tuat ion? 

Behavior : How did you inf luence others? 

Outcome: What were the results of  your inf luence? 

Below Average Average Above Average

1 2 3 4 5



Feels most  comfortable

fol lowing others rather than

leading others .

Wil l  reluctant ly serve as the leader of a

group when i t  is  out of  necessity .

Enjoys serv ing as a

leader to others

rather than being a

fol lower .

Avoids being the center of

attent ion during the

decis ion-making process.

Has to be comfortable wi th

surroundings and people to be content

with being the center of attention when

making decis ions.

Prefers to be the

center of attention

when making

decis ions.

Unwil l ing to take init iat ive

when others  look for

direct ion.

Has to feel  s t rongly about  a posi t ion

before taking ini t iat ive when others are

seeking direct ion.

Displays effect ive

negot iat ion ski l ls

when interact ing

with others.

Appears indecis ive or

immobi l ized when others

look for  an important

decis ion to be made.

Appears somewhat  conf ident  when

inf luencing others.

Appears  very

conf ident when

direct ing and

inf luencing others.

Independence
This component measures the tendency of a person's willingness to take action and to make decisions

independently. This trait is revealed in: working effectively without immediate supervision; not being overly

dependent on help from others; and being resourceful in the face of challenges.

 

Percentile 

5 8

  
30 70 100

Tel l  me about a t ime when you completed work with l i t t le or  no guidance.  

Si tuat ion: What was the s i tuat ion? 

Behavior : How did you stay autonomous wi th your  ef for ts?  

Outcome: What were the f inal  results? 

Descr ibe a past  s i tuat ion where you were resourceful  when facing work obstacles.  

Si tuat ion: What  were the obstacles? 

Behavior : What  d id you do to be resourceful  in  complet ing your  work? 

Outcome: What was the f inal  outcome? 

Tel l  me about a t ime when you had to complete work without supervis ion and descr ibe

your react ion to not having cont inuous supervis ion.  

Si tuat ion: Why did you not  have supervis ion? What  was the work that  you had to complete?

Behavior : What  d id you do when you thought  you needed help on a work matter?  



Outcome: What were the resul ts  of  the unsupervised work? 

Below Average Average Above Average

1 2 3 4 5

Is reluctant in making al l

decis ions and complet ing al l

tasks wi thout  having coworkers

provide their  opinions f i rst .

Seeks the opinions of  others

when making very important

decis ions.

Makes most  decis ions

without  seeking support

f rom others .

Takes a longer t ime to complete

tasks because of  the support

needed before a task can be

completed.

Makes rout ine decis ions and

completes rout ine tasks

without the assistance of

others .

Takes init iat ive even

when provided with l i t t le

detai led assistance.

Constant ly  impedes on

coworkers '  t ime when seeing

guidance.

Occasional ly  infr inges on

coworkers '  work ing t ime

because of  the guidance

needed on some decis ions.

Completes tasks and

decisions in a t imely

manner without the

suppor t  f rom coworkers .

Worr ies  eas i ly  about  making

incorrect decisions.

Has insecur i t ies about own

decis ion making abi l i ty  and

wi l l  sometimes seek

reassurance f rom super iors .

Does not  worry  about

making incorrect

decis ions.

Reliability
This component measures the tendency of a person's responsibility for his/her own actions and a

commitment to performing assigned tasks. This trait is characterized by: reliability; proactive involvement in

work; and a dedication to complete even the most mundane tasks.

Tel l  me about a t ime when you had to complete many rout ine and dul l  tasks for  a

signif icant t ime period.  

Si tuat ion: What  were the mundane tasks? 

Behavior : How did you stay commit ted to these tasks? 

Outcome: Did you complete al l  the dul l  tasks? 

Descr ibe a s i tuat ion where you had to pr ior i t ize levels of  a project  and develop and fol low

a project  p lan.  

Si tuat ion: What  project  were you working to complete? 

Behavior : How did you pr ior i t ize and p lan? 

Outcome: What was the outcome of  the project? 



 

Percentile 

6

  
30 70 100

Tel l  me about a t ime when you worked with numerous deadl ines,  meet ings,  and

appointments.  Descr ibe how you handled these tasks.  

Si tuat ion: What was the s i tuat ion? 

Behavior : How did you manage al l  your  responsibi l i t ies? 

Outcome: What  was the outcome? 

Below Average Average Above Average

1 2 3 4 5

Avoids work ing on rout ine or  mundane

tasks .

Works  on  mundane

or  bor ing tasks  on a

l imited basis .

Motivated to ful f i l l  work

obl igat ions regardless of

the dif f iculty or dul lness of

the tasks.  

Appears unrel iable to complete certain

tasks .

Has  t rouble

complet ing dif f icult

or  mundane tasks in

a t imely fashion.

Approaches work  in  an

orderly and eff ic ient

manner .  

Wi l l  l ikely procrast inate with work that

is  v iewed as dul l  or  not interest ing and

wil l  fal l  behind in completing i t  in a

t imely manner.  

Occasional ly

procrast inates on

work that  is  v iewed

as diff icult .

Accompl ishes work  on

t ime without

procrast inat ing.

Has problems proper ly  p lanning for

di f f icul t  or  mundane projects.

Somet imes has

dif f iculty planning for

projects that contain

bor ing  work .

Careful ly plans for al l

work  tasks  or  pro jects

that require planning.

Is  easi ly  distracted out  of  boredom.

Assigns work that  is

not st imulat ing to

coworkers  i f

poss ib le .

Is not easi ly distracted

f rom work .

Professional Potential
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? 



 

Percentile 

2

  
30 70 100

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  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.


