2006 Search Committee – Interview Questions

Candidate Name:   ___________________

___ Assistant II – LGBTRC Office Coordinator

Interviewer:_________________________
LGBT Resource Center, UC Davis
Office Manager

Diversity

1. Please introduce yourself and why you are interested in the position.

2. Working at the LGBTRC would bring you into contact with persons of different backgrounds, ethnicities, religions and sexual orientations.  What experience have you had working with diverse populations?
3. What do you see as the role of the LGBT Resource Center on campus?

4. While working at the Centers, you may encounter people who do not believe in the mission, services, or policies of the centers. How would you respond to differences of opinion or criticism?

5. The University community is made up of people from various ethnicities, gender identity, religions and sexual orientations. Can you relate any experience you have had which prepares you to work with such a diverse population?

Professionalism, Student Service, Confidentiality

6. Please describe your experience with reception and front desk responsibilities such as answering the phone, assisting visitors, maintaining a group calendar and providing tours.

7. Much of what this position does can be described as student services. Can you describe any experience you have had with providing services to students, staff or faculty?

Organizational skills – Multi-tasking, Resources, Referrals 

8. Organizational skills are important to this position. There are many administrative details and simultaneous tasks. Please tell us how you will set priorities to manage your workload.

9. The workspace for this position is not enclosed. It is in the midst of a sometimes noisy, busy office setting with many distractions. Have you ever had to perform work as detailed as accounting in a similar environment? How did you, or would you manage to concentrate?

Financial, Accounting, and Budget

10.  Please describe your budgetary and accounting experience in areas such as reconciling monthly ledgers, preparing budget reports, and using an electronic accounting system.

11. Please describe your experience with purchasing and processing travel and entertainment expense vouchers.

Computer Skills

12. What is your level of experience and comfort with PC computers? What software programs are you proficient with and which ones will you need further development?

13. Now that you know more about this position, what particular strengths would you bring to this position? What areas would need further development?

14. Is there anything you would like to add about yourself?

15. That is the last of our questions, do you have any questions for us?

