   Performance and Behavioral Interviewing Matrix.          

	
	Skill


	Skill Definition
	Behavioral Question
	Interpretive Guide

	1
	Coping
	Able to maintain a mature, problem-solving attitude while dealing with interpersonal conflict, hazardous conditions, personal rejection, hostility, or time demands. 
	Tell me about a time when you had to cope with strict deadlines or time demands.  Give me an example.
	Did the candidate cope through positive action or problem resolution?  Was there a negative physical reaction or a negative expression of the stress?

	2
	Tolerance of Ambiguity
	Able to withhold actions or speech in the absence of important information; deal with unresolved situations, frequent change, delays, or unexpected events.
	Give an example of a time in which you had to keep from speaking or not finish a task because you did not have enough information to come to a good decision.  Be specific.
	Did the candidate adapt to an unclear situation while seeking information to aid problem solving/adjustment? Was there frustration, ineffectiveness, emotional self-expression, and/or offensiveness?

	3
	Decisiveness
	Able to make decisions on abatable information and take action; make commitments and not change decisions when challenged; deal with emergencies as necessary
	Describe a situation in which you had to draw a conclusion quickly and take speedy action.
	Did the candidate take quick, purposeful, and effective action? Was there a lack of timely action, inaction, or a panicky action?

	4
	Oral/Written Communications
	Able to clearly present information through the spoken word; influence or persuade others through oral presentation in positive or negative circumstances; listen well.
	(A) Tell me about a time in which you had to use your communication skills in order to get a point across that was important to you.

(B) What has been your experience in giving explanations or instructions to another person? Feel free to talk about your experience in management, training, or coaching others.

( C) Give an example which illustrates the extent of your written communication skills.
	Did the candidate successfully develop a persuasive approach for a specific individual? Was there a one-way communication, failure to listen, or lack of confidence?

Did the candidate make a clear, confident presentation in a manner consistent with the listener’s needs and abilities?

Did the candidate describe professional skills in writing? Was there evidence of documentation skills?

	5
	Assertiveness
	Able to maturely express one’s opinions and feelings in spite of disagreement; accurately communicate to others regardless of their status or position.
	Can you tell me about a job experience in which you had to speak up in order to be sure that other people know what you thought or felt?
	Did the candidate present a feeling honestly and tactfully? Was there a negative feeling such as anger/fear/ anxiety/depression that interfered with mature communications?

	6
	Energizing
	Able to create positive energy (motivation) in both individual and groups.
	Give me an example of a time when your positive attitude caused others to be motivated or energized.  Be specific.
	Did the candidate use positive actions, speech, gestures, and/or examples to build energy? Was there autocratic direction, negative/dysfunctional feelings, and/or withdrawal/escape?


	7
	Policy and Procedures
	Able to relate routine operations in a manner that is consistent with existing solutions to problems; to conform to established policies and procedures; log work activities
	Tell me about your experiences in logging and documenting your work activities in a written form.  
	Did the candidate understand the reasons for documentation and demonstrate commitment to the procedure/format/timing of documentation? Was there a strong dislike/avoidance of documentation?

	8
	Alertness
	Able to be attentive to all aspects of the environment while working; to monitor environment during routine activity.
	Tell me about a specific experience you have had in which it was necessary for you to react quickly because of a change in the physical environment.
	Did the candidate act quickly and properly, guided by preparation, anticipation, and alertness? Was there inattention, casualness, and/or overconfidence?

	9
	Analytical Problem Solving
	Able to use a systematic approach in solving problems through analysis of problem and evaluation of alternate solutions; use logic, mathematics, or other problem solving tools in data analysis or in generating solutions
	Give me an example of a time in which you had to use your fact-finding skills to gain information for solving a problem, then tell me how you analyzed the information to come to a decision.

What was your greatest success in using the principles of logic to solve technical problems at work? 
	Did the candidate anticipate and identify a problem, then collect data and analyze it?  Was there a lack of anticipation/preparation and/or use of trial-and-error approach?

Did the candidate show knowledge/skill using tools such as modeling techniques and logic?

	10  
	Goal Setting
	Able to define realistic, specific goals and objectives; to prioritize objectives.
	Give me an example of a time when you used a systematic process to define your objectives.  What type of system did you use? What payoff did you get from using the process?

Tell me about the most important time in your working history when you prioritized your goals successfully. 
	Did the candidate systematically use such things as fact finding, team involvement, potential problem analysis, and/or analytical tools? Was there little initiative in fact finding to objectives and/or resistance to goal setting?

Did the candidate take the initiative to order work activities by importance, logical sequence, and/or resource availability?

	11
	Commitment to task
	Able to start and persist with specific courses of action while exhibiting high motivation and a sense of urgency; willing to commit to long hours of work and make personal sacrifice in order to reach goals.
	We both recognize that being successful takes more than luck.  Hard work is necessary in order to achieve.  Tell me about a time when you had to work very hard to reach your goals and be specific about what you achieved.
	Did the candidate sacrifice time/plans/energy for the sake of a work objective, without compromising values or dignity? Was there resistance/low effort to make a personal sacrifice to reach a work objective?

	12
	Interaction
	Able to communicate with others in a warm and helpful manner while simultaneously building credibility and rapport.
	Building rapport is sometimes a very challenging thing to do.  Give an example of a time when you were able to build rapport with someone at work, even when the situation was a difficult one.
	Did the candidate build from a casual exchange of information to an honest discussion of topics which reflected trust and mutual respect? Was there a lack of interest in interacting or building a relationship?

	13
	Perceptivity
	Able to interpret verbal and non-verbal behavior; to develop accurate perception and understanding of others’ feelings, needs, values, and opinions; to be sensitive to and aware of personality differences and conflicts.
	In communicating, people’s gestures or verbal cues can give us better understanding of what is meant.  Give me an example of how your interpretations of verbal and non-verbal behavior have helped you in communications.  Take your time.
	Did the candidate consider non-verbals cautiously, perhaps with references to books/research on the subject? Was there a trite-application or little awareness of reading non-verbals?

	14
	Organization and Planning
	Able to organize or schedule people or tasks; to develop realistic action plans while being sensitive to time constraints and resource availability
	Planning is often more than thinking, it is also doing.  Tell me what you have done with such tools as flowcharts, and production schedules to help you plan.
	Did the candidate use a planning tool to make use of people/resources? Was there a failure to plan/organize or a dependence on another person to see that it was done?

	15
	Creativity
	Able to develop unique and novel solutions to problems; use intuition and a new way of thinking to give birth to new ideas; to present information in an attention-getting and interesting manner.
	Give me an example of a time when you think you were particularly creative in presenting information by use of graphics, models, or displays.  In giving your example, focus on how your methods produced results.
	Did the candidate discuss a professional level of work which integrated form/color/design/ animation into a presentation which had economic value? Was there appreciation for a well-designed presentation, without the candidate’s having been creative in its design?

	16
	Versatility
	Able to modify one’s own behavioral style to respond to the needs of others while maintaining one’s own objectives and sense of dignity.
	Describe a time in which you felt it was necessary to modify or change your actions in order to respond to the needs of another person.
	Did the candidate comfortably step aside from his/her short-term objectives/preferences to accommodate another person? Was there disinterest in/ resistance to adapting to another person’s feelings/needs? 

	17
	Reading the system
	Able to recognize and use information about organizational climate and key individuals to accomplish legitimate organizational goals; be aware of the importance of timing, politics, and group processes in managing change.
	Many times, getting results requires a full understanding of the organizational climate or culture.  Tell me about a time when your astuteness of practical sense in an organization helped you to get results.
	Did the candidate develop or productively use relationships to reach organizational goals, perhaps using timing/networks/ power to enhance productivity? Was there naïve, trite, and/or non-productive use of power, perhaps with personal motives?

	18
	Team Building
	Able to work with people in such a manner as to build high morale and group commitments to goals and objectives
	What did you do in your last job to contribute toward a teamwork environment?  Be specific.

(PM) Building a team spirit to get results is often a difficult thing to do.  Tell me about a time when you had your greatest success in building a team spirit.  What specific results were accomplished by the team? 
	Did the candidate develop performance standards, group norms, and/or team goals consistent with work objectives? Was there under-involvement in building a standard for performance?

Did the candidate create a common goal/vision, and/or use a feedback/reward system, to coalesce a team? Was there an absence of team activity and/or use of pressure to achieve results?

	19
	Decision Making and Problem Solving
	Able to take action in solving problems while exhibiting judgement and a realistic understanding of issues; able to use reason, even when dealing with emotional topics.
	In many problem situations, it is often tempting to jump to a conclusion to build a solution quickly.  Tell me about a time when you resisted this temptation and thoroughly obtained all facts associated with the problem before coming to a decision.
	Did the candidate gain accurate information and analyze it in order to make a good decision, perhaps despite pressure to make a decision quickly? Was there an absence of fact finding, a reflex action, and/or impulsiveness in making a decision?

	20
	Leadership
	Able to influence the actions and opinions of others in a desired direction; to exhibit judgement in leading others to worthwhile objectives.
	Give me an example of a time when you were able to positively influence the actions of others in a desired direction.
	Did the candidate make an organized presentation, making benefit statements, dealing with concerns, and/or asking for a decision? Was there little/superficial attempt to influence?
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