

EXECUTIVE ASSISTANT TO THE PRESIDENT SEARCH
CANDIDATE INTERVIEWS

Candidate:_____________________     Interview Date:________________  Evaluator:___________________

1. Tell us about your background and what makes you interested in this role.
2. As a result of your past job experiences, what knowledge, skills and insights would you bring to this position?
3. What do you enjoy the most about your current position? What do you like least about your current position? 
4. What are your expectations from this role and what is most important to you when considering a new role?
5. What do you consider to be two important attributes of a candidate for this position? Tell me about a time you displayed those attributes? 
6. Tell us about a time you realized you made a mistake. What was your first reaction, how did you work to rectify it, and what lessons were learned?
7. What are three things a new EA should do during their first week?
8. How do you respond to constructive feedback? Give us an example of a positive experience with it as well as a time when it was more difficult.
9. Describe a situation where you worked with someone whose personality was the opposite of yours. How did you deal with it? 
10. Positions, such as this, can be a challenge in trying to please everyone. How do you typically work to achieve win-win solutions? Can you provide an example?
11. What techniques do you use to keep cool when the pressure is on, and things are moving quickly?
12. How would you deal with an angry person demanding to speak with an unavailable executive?
13. Where do you see yourself in 5 years?

Final Recommendation:

o Yes   o No

Additional/Summary Comments:
	Strengths
	Opportunities/Areas for Improvement

	















	




