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1. INNOVATION 
a. Tell us about a time when you introduced a creative or innovative solution. How did you 

earn the support of your superior? How did you earn the support of your team 
members? 

b. Tell us about a time when you improved an existing process or procedure. What 
challenges did you face? How did you overcome those challenges?  

c. Give us an example of when you demonstrated technical or functional expertise. How did 
you use that expertise to help others or to solve a problem? 

d. Tell us about a time when you had to deliver reports, memos or general correspondence. 
How did you ensure that your communications were clear and effective? 

e. Describe a time when you took the lead in identifying an issue and working through to 
resolution. 

f. Describe a time when you took an innovative approach to solving a problem. 
g. Describe a time when you took an innovative approach to designing a course and/or 

syllabus. 
h. Tell us about a time when you thought of a better way of doing something. Was your 

idea implemented? If so, why and how? If not, why not? 
i. Tell us about a time you developed a creative solution to a challenging problem.  How did 

you come up with the solution? Why do you think the solution is creative? 
j. Describe a situation in which you embraced a new system, process, technology, or idea 

at work that was a major departure from the old way of doing things. What happened? 
What did you do? 

 

2. COMMUNICATION, INCLUDING DIFFICULT CONVERSATIONS  
a. Describe a time when you voiced your opinion, despite discomfort or the potential for 

negative repercussions. What specifically happened and what was the outcome? What 
did you learn from that experience? 

b. Describe a time when you had to communicate complex, technical information to a 
person that was unfamiliar with the content. How did you ensure that the person could 
understand what you were saying? What was the outcome?  

c. Describe a time when you had to sell an idea to your manager or another authority 
figure. What steps did you take? What was the outcome? 

d. Give an example of a time when you built rapport with an individual or group at work or 
in class, even when the situation was difficult. 

e. Share an example of a time when you faced a conflict with someone you were working 
with. What did you do to address it? 
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f. Give an example of a time when a student was not connected, or was struggling, in your 
class. What steps did you take to get them engaged or to help them to be successful?  

g. Tell us about a time when your communication style failed.  What happened? What did 
you learn and what would you do differently? 

h. Tell us about a tough conversation you have had to have with a team member. 
i. Tell us about a tough conversation you have had to have with a peer. 
j. Give us an example of when you had to advocate on behalf of a person that needed your 

support or help. 
k. Give us an example of when you had to advocate regarding an issue or position. What 

did you do? Were you successful? What did you learn? 
l. Tell us about a time when you had to give constructive feedback to someone that 

reported to you about a deficiency in their performance or an area for development. 
What did you do? What was the outcome? Looking back, what, if anything, would you do 
differently? 

 

3. LEADERSHIP 
a. Tell us about a time when you had to define leadership. What did you say?  
b. Tell us about a time when you effectively led your team/department/division to achieve 

a goal. What did you do?  
c. Describe a project or initiative that you led. What were your goals? How did you work 

with your team to meet those goals? 
d. Tell us about a time when you had to coach others for success. What did you do? What 

were the results? 
e. Tell us about a time when you had to modify or adapt your approach to leadership. Why 

did you need to change your leadership style? What did you learn?  
f. Describe a work situation when you had to make a decision and were uncertain about 

the outcome. What did you do? What was the outcome? What did you learn? 
g. Describe a situation in which you developed a group into a strong working team. How did 

you do this? What was the result?  
h. Communication and leadership go hand in hand. Tell us about a time when your 

communication skills enabled you to influence the way others thought or acted, even in a 
very difficult situation. 

i. Describe how you delegate responsibility in your current job and provide a specific 
example of a situation where you delegated to another person. 

j. Tell us about a time when your behavior had a positive impact on your 
team/department. What was your primary goal and why? How did your 
teammates/colleagues respond? 
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k. Our strategic plan includes three areas of focus: student success, community 
partnerships, and organizational effectiveness. Tell us about experience(s) you have had 
addressing similar goals. 

l. Tell us about a time when you had to put a team member on a performance 
improvement plan or terminate a team member. What did you do? What was the 
outcome? Looking back, what, if anything, would you do differently? 

m. Describe a situation when you tried to obtain the opinion of others before sharing your 
opinion. What did you do? Why? What was the outcome? 

n. Please identify a situation where you led a reaccreditation process for academic 
programs.  What was your role? What did you do? What was the outcome? 

  

4. PROBLEM SOLVING 
a. Please describe the most complex project or assignment you have had. What made it 

complex? What was your role? What was the outcome?  
b. Tell us about a time when you were asked to do something you had never done before. 

What was it? How did things turn out? 
c. Solving problems requires more than good plans; it means taking action. Give us an 

example of a time when you were able to take meaningful action to resolve a problem. 
Please describe what role you, individually, had in this resolution. 

d. Tell us about a time when things didn’t go as planned on a project or assignment.  What 
happened?  How did you handle it? 

e. Sometimes it is necessary to work in unsettled or rapidly changing circumstances. When 
have you found yourself in this position? Tell us exactly what you did and the outcome. 

f. Tell us about a time when you had to cope with strict deadlines or time demands. 
Describe what steps you took and what the outcome was. 

g. Committee: Describe an actual or hypothetical job-related problem to the candidate and 
ask them how they would solve it. Here are some probing questions: 

i. What would you do first? 
ii. How would you determine the resources needed? 

iii. Whose advice would you seek out? 
iv. How would you determine the root cause? 
v. How would you prioritize the work? 

vi. How would you compare alternatives? 
vii. What would be the biggest challenges to implementation? 

viii. How would you determine the best approach? 

 



 
 

 
 

Department of Institutional Equity and Human Resources 

Knight Campus  

400 East Avenue, Warwick, RI 02886-1807  P: 401.825.2311  F: 401.825.2345 

 

5. TEAMWORK AND COLLABORATION 
a. Tell us about a time you had difficulty working with someone (for example, a coworker, 

classmate or client). Why was it difficult to work with this person? 
i. What steps did you take to improve the working relationship? What was the 

outcome? What did you learn? What could you have done differently? 
b. Tell us about a time that you helped your team to address a crisis or very challenging 

situation. What did you do? In what ways were you helpful to the team? 
c. Please describe a situation when you helped your team to resolve conflict within the 

team. What did you do? In what ways were you helpful to the team? 
d. Describe a time when you felt a member of your team was not carrying their weight. 

What did you do? What was the outcome?  
e. Please describe a situation where you were leading a newly forming team. What did you 

do to ensure that the team would be successful? Looking back, what, if anything, would 
you do differently? 

f. Tell us about a time when you were responsible for ensuring that team members 
understood their roles, responsibilities and performance expectations. What did you do? 
What do you see as best practices when making sure team members understand 
expectations? 

g. Give an example of a time when others have been able to count on you “being there” 
time after time, project after project. 

h. Please describe a situation where you were leading a team that achieved a major 
accomplishment. What was the accomplishment? How did you help the team to be 
successful? 

i. Please describe a situation when you were a member of a team that achieved a major 
accomplishment. What was the accomplishment? How did you help the team to be 
successful? 

j. Tell us about a time your behavior had a positive impact on your team/department.  
What was your primary goal and why? How did your teammates/colleagues respond? 

k. Describe a situation where you had to reconcile different views or perspectives in order 
for the team to be successful. What did you do? What was the outcome? 

 

6. CUSTOMER SERVICE 
a. Tell us about a time you went “above and beyond” what was expected to please a 

parent/student/client. What did you do? What was the outcome? 
b. Tell us about a time you provided good customer service. What makes you most proud 

about that experience? 
c. Tell us about a time it was difficult for you to provide good customer service. What 

happened? Looking back, what would you do differently? What did you learn? 
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d. Please give an example of a time you encountered an angry student/parent/client. What 
was the situation and what steps did you take? What was the outcome? 

e. Please describe a time when you made a mistake in responding to a 
student/parent/client? What happened? How did you correct the error? What did you 
learn? 

f. Tell us about a situation where you handled a student/parent/client complaint. What did 
you do? What was the outcome? 

g. Give an example of a time when a student was not connected in your class or was 
struggling in your class. What steps did you take to help them to get engaged and/or be 
successful?  

h. Please describe a situation when you had to resolve an issue for a person that you felt 
was incapable of communicating what they really needed, wanted or intended. What did 
you do? What was the outcome? 

i. Describe a situation when you felt irritated or frustrated by a student/parent/client. 
What did you do? What was the outcome? 

 

7. CCRI MISSION AND DIVERSITY 
a. What do you know about CCRI’s mission? Please give us an example of something in your 

work or personal life that you feel demonstrates your connection to CCRI’s mission. 
b. Please describe why you want to work at CCRI. 
c. Please describe strategies you have used to create an inclusive learning environment for 

students. 
d. Please describe an experience when you had to work with a colleague or student from a 

different cultural or ethnic background than yours. What did you experience? What 
steps, if any, did you take to ensure a successful relationship?  

e. Describe a situation when you tried to obtain the opinion of others before sharing your 
opinion. What did you do? What was the outcome? 

f. Describe a situation when you had to receive diverse opinions in order to resolve an 
issue.  What did you do? What was the outcome? 

g. Describe a situation where you had to reconcile different views or perspectives in order 
for the team to be successful. What did you do? What was the outcome? 

h. Describe a situation where you created an inclusive learning environment for students. 
What did you do? What was the outcome? What did you learn? 

i. At CCRI we value diversity and inclusion and are looking for individuals who have 
experiences that enable them to support and contribute to a diverse and inclusive 
environment. Please tell us about your experiences that will enable you to contribute in 
this way. 
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8. TEACHING AND CURRICULUM DEVELOPMENT 
a. What is your teaching and learning philosophy? Please share a recent example of a time 

when you put that philosophy into action. 
b. Please share a specific example of a time when you developed a new course or program.  

Walk us through why you developed the course/program, how you went about 
developing it, and what the result was. 

c. Share an example of learning outcomes you established for a specific course or program, 
and how you aligned activities/assessments to those outcomes.  

d. Please describe an example that shows your experience related to the preparation of an 
accreditation review process. What did you do? What was the outcome? 

e. Please identify a situation where you led a reaccreditation process for academic 
programs.  What was your role? What did you do? What was the outcome? 

f. Describe a situation where you created an inclusive learning environment for students. 
What did you do? What was the outcome? What did you learn? 

g. Describe a time when you took an innovative approach to designing a course and/or 
syllabus. 

 

9. SYSTEMS AND TECHNOLOGY 
a. Please share experiences that demonstrate your comfort and proficiency with technology 

and systems. What [job-specific] systems and applications are you familiar with? In what 
capacity?  How often have you used these system(s)? In what way? 

b. Share an example of a time when you had to learn a new system. How did you learn it? 
What was most challenging? 

c. Describe a time when you were involved in a large systems implementation or project. 
What was your role and what were the outcomes? 

d. Describe a situation in which you embraced a new system, process, technology, or idea at 
work that was a major departure from the old way of doing things. What happened? 
What did you do? 

e. Many students enter CCRI intending to transfer core curriculum credits to a 4-year 
institution. Please describe a situation where you had to balance the pressure to increase 
graduation rates with the students’ needs for developmental education? What did you 
do? What was the outcome? If you have not had to balance graduation and 
developmental goals, please describe a similar situation where you had to balance 
competing academic and institutional goals. 

f. Describe a situation where you had to evaluate new course or program proposals. If one 
did not meet the standards, what did you do? 
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10. INDIVIDUAL PERFORMANCE AND CONTINUOUS LEARNING 
a. Tell us about a time when you had to learn something new. What did you do? What was 

the outcome? 
b. Tell us about your experience maintaining your functional expertise. What have you 

done? What was the outcome? 
c. Tell us about a time when you worked in, or created, a continuous learning environment. 

What did you do? What challenges did you need to overcome?  
d. Describe a situation where you did not achieve your desired outcome. What happened? 

What did you do to follow-up? Why were you unsuccessful? What did you learn? 
e. Tell us about one of your most difficult days at work. What happened? How did you 

respond? What was the outcome? 
f. Describe 3 characteristics, or aspects, of a past job that helped you to perform at your 

best.  Which characteristic is most important to you? 
g. Tell us about a time in the last week when you were satisfied, energized, and productive 

at work. What happened? What were you doing? 
h. Tell us about important professional goals that you have set.  How did you set them? How 

did you, or do you plan to, achieve them? 
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