
	Situation or  

Task
	Ask the applicant to describe a situation that s/he was in or a task that s/he needed to accomplish independently or with a group. Make sure your question is designed so the applicant must describe a specific event or situation, not a generalized description of what was done in the past. Ideally, formulate your question so that the situation or task can be drawn from professional, volunteer, academic, or any other kind of relevant experience so as not to limit the candidate’s realm of possibilities.  

	Action taken
	Make sure to ask the applicant to describe the specific action s/he took. Watch for applicants who focus their answers on the overall actions of the team, for example, rather than on their own contributions.  If applicable, you can also ask the applicant to address any specific obstacles or challenges that s/he faced as well.

	Results achieved
	Good questions also ask the applicant, either directly or indirectly, to communicate details regarding the end result of their actions. Typical questions which directly ask the applicant to address this could be: What did you accomplish? What was the impact of your actions on affected parties? What did you learn? Is there anything that you would do differently? 


How to Formulate Successful Behavioral Interview Questions

Highly effective behavioral questions can be developed using the STAR approach. This will ensure that the applicant provides you with a more thorough answer that encapsulates their competencies. Using this approach will also expose weaknesses in an applicant’s response.

Sample interview questions incorporating the STAR approach:
· Describe your experience in writing an important document which effectively provided guidance or explanation for your unit or manager (situation or task). What process did you follow to make your document effective (action taken)? What was the overall impact of your document (results achieved)?

· Think of a time when you had many demands placed on your time (situation or task). How did you ensure that you were able to meet the needs of your customers as well as your co-workers and supervisors (action taken)? What was the impact of your actions (results achieved)?

· Describe the most difficult or challenging customer situation you have dealt with (situation or task). Tell us specifically how you were able to work with a customer (action taken) and what the outcome of the situation was (results achieved).

· Give us an example of an important report you were directed to write with limited time and resources to do so (situation or task). What were the circumstances, how were you able to execute the report successfully (action taken), and how was it received (results achieved)?

· Tell us about a time when you were the “leader” of a team where you knew little and the team had all the expertise (situation or task). How did you deal with this situation? How did you establish credibility with your team (action taken)? What was the result of your actions (results achieved)? 
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