
INTERVIEW GUIDE 

 

This guide is not a complete definition of what can and cannot be asked of applicants. It is illustrative and 
attempts to answer the questions most frequently asked about equal opportunity law. It is hoped that in most 
cases the given  rules, either directly or by analogy, will guide all personnel involved in the pre-employment 
processes of recruiting, interviewing, and selection. This guide pertains only to inquiries, advertisements, etc., 
directed to all applicants prior to employment. Information required for records such as race, sex, and number 
of dependents may be requested after the applicant is on the payroll provided such information is not used for 
any subsequent discrimination, as in upgrading or layoff. 
 
These laws are not intended to prohibit employers from obtaining sufficient job-related information about 
applicants as long as the questions do not elicit information, which could be used for discriminatory purposes. 
Applicants should not be encouraged to volunteer potentially prejudicial information. The laws do not restrict 
the rights of employers to define qualifications necessary for satisfactory job performance, but require that the 
same standard of qualifications used for hiring be applied to all persons considered for employment. It is 
recognized that the mere routine adherence to these laws will not accomplish the results intended by the courts 
and Congress. Employment discrimination can be eliminated only if the laws and regulations are followed in 
the spirit in which they were conceived. 

 
  

 



 



 

 



 

 



 
 
 
 

SUBJECT PERMISSIBLE INQUIRIES  

1. NAME "Have you worked for this 
company under  

Inquiries about name which 
would indicated 

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

 
 
Any inquiry should be avoided which, although not specifically listed among the above, is designed to elicit 
information concerning race, color, ancestry, age, sex, religion, handicap, or arrest and court record, unless 
based upon a bona fide occupational qualification. 

 
 

SAMPLE INTERVIEW QUESTIONS AND REASONS FOR ASKING 
 
1.  Tell me about yourself? 



     Allows applicant to respond freely, answering some questions you could not ask. 
 
2.  What formal training have you had in this area? 
     Allows applicant to respond in more depth than you might be able to ask. 
 
3.  What practical experience have you had in this area? 
     Allows applicant to respond in more depth than you might be able to ask. 
 
4.  What are your strengths regarding the position you are applying for? 
     Gains insight into applicant's perceived strengths. 
 
5.  What are your limitations regarding the position you are applying for? 
     Gains insight into applicant's perceived weaknesses. 
 
6.  Why do you want to work for us? 
     A reality check against what the company has to offer. 
 
7.  Why do you want to leave your present job? 
     Explores problem areas without asking. 
 
8.  What do you like best about your present job? 
     Explores applicant's areas of job satisfaction. 
 
9.  What do you like least about your present job? 
     Explores applicant's areas of dissatisfaction. 
 
10. Are there any job conditions or situations that make you feel uneasy? 
     Explores potential problem areas. 
 
11. Where would you like to be in one year? 
     Explores applicant's level of motivation for achievement. 
 
12. Where would you like to be in five years? 
     Explores applicant's level of motivation for achievement. 
 
13. What kind of people do you get along with best? 
     Explores potential personality conflicts. 
 
14. What kind of people do you find most difficult to get along with? 
     Explores potential personality conflicts. 
 
15. What have you done in your present job that you are proudest of? 
     Explores applicant's concepts of achievement. 
 
16. What do you expect to do in the position you are applying for? 
      Discovers if applicant's expectations are in line with what position offers.    
 
17. Are there any things you do not expect to do in the position you are applying for? 



     Discovers if applicant is not agreeable to doing some things job may require (i.e., working 
overtime). 
 
18. What salary range are you looking for? 
     Discover if applicant's expectations are in line with what ministry intends to offer. 
 
19. Do you have any questions about this job? 
     Check if you have left anything out that applicant might want to know. 
 
* Ask open-ended questions that require explanations rather than those that require a yes or no. 
   - Ask:  "Which word processing software do you prefer and why?" 
   - Not:  "Have you ever used an Apple personal computer?" 
 
* Set a relaxed conversational tone. Put the applicant at ease. Allow the applicant time to respond. 
Make comments that encourage the applicant to continue talking. 
 
* Don't force the applicant to become defensive by asking judgmental questions. Keep the 
questions as open-    ended and positive as possible. 
   - Ask:  "Tell me why you would like to work for our company?" 
   - Not:   "So, you want to quit your present job? How do I know you won't do that to us?" 
 
* Allow the applicant to respond at his or her own pace. Don't overload the person with several 
questions at    one time. Give the applicant the opportunity to clarify statements. 
   - Ask:  "You have heard good things about our ministry, why do you think you would enjoy 
working here?" 
   - Not:  "What have you heard about our ministry? Who told you? Do you believe it? Why do you 
want to       work here?" 
 
* Avoid asking questions concerning the following topics: 
   -  Age        -  Race or color 
   -  Sexual preference or marital status    -  Specific travel or overtime limitations 
   -  Credit status      -  Child care responsibilities 
   -  Medical information or physical abilities or limitations  -  Arrest or conviction records  
   -  Worker's Compensation claims     -  Status of Armed Forces 
service or discharge 
   -  Information on children, parents or responsibilities to the parents. 
   -  National origin (Can ask if person's visa or immigration status will prohibit legal employment 
in the          United States.) 

 


