INTERVIEW QUESTIONS

CANDIDATE NAME:______________________
1. Give an example of a recent team work experience and how it turned out.

2. What are the things you enjoy working on the most?

3. What has been one of your most stressful work moments and what were your strategies to deal with it effectively?

4. If you had to describe your communication style with one word, what would it be and why?

5.  If you had to design the perfect job that would fit your personality and skill set what would it look like?
6.  How would you handle a situation where you have made a mistake in calculating an employee’s payroll and they are likely to be very upset?
7.   Who was your best boss/supervisor and who was your worst?  Explain why.
8. The deadline to turn in paper work for this week's payroll is Monday.  Payroll is to be completed by noon on Wednesday.  You receive a request on Wednesday morning to process payment for this week's payroll.  How would you respond to this request?
9.  Describe your organizational skills, particularly as it relates to performing the job duties of this position.
10.  Describe your perfect coworker.
11.  (Unique question based on their specific resume).

12.  What is one question that you wished that we would have asked you?

13.  Are we allowed to contact your references?

14.   Do you have any questions for us?

EMPLOYMENT TEST– Name:_________________________________________________
Computer Login:  


Computer Password: 

As part of the interview process you will have 30 minutes to complete the following test.  This is designed to provide a basic knowledge of your skills.  Place your test and the completed documents in a folder on the desktop.  Label the folder with your last name and date.  Please print four (4) copies of the test and completed documents.  

1. Using Word, please draft an email to employees conveying the type of information employee groups may need to know if a payroll date was changed due to an upcoming holiday.  Use proper punctuation, spelling etc… Please print off your draft.  You may use the space below to write your thoughts about specific information you would put in the email.  

2. Please explain what you would do in the following situation:  An employee’s spouse calls to obtain information regarding the employee’s check. 

3. Using Excel, create a spreadsheet using the information provided and includes the following information: the list of employees, their individual salary, the total of the five salaries and the average compensation for all of the employees listed.  Please format in an acceptable way for presentation.  Send your final product to the printer.  

Sue


$35,654

Ralph


$82,045

Jane


$16,252

Mark


$52,673


Eric


$13,431

4. Please explain what the purpose is of each of the following forms; whether they have to be filed; and if they have to be filed with whom or what agency and when:

a. 941:

b. W-2

c. W-4

d.  1099

5.  What is the difference between Gross and Net Income?

6. An employee is hired at the rate of $10.00 per hour.  During the past week, the employee worked 50 hours.  The employee’s gross wages for the past week are:


$400.00      $450.00     $500.00      $550.00

7. An example of a court ordered employee withholding is a _______________________.

