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Program Coordinator Position Interview Questions

This template can be adapted for interviewing candidates for the Neighbourhood Small Grants (NSG) Program Coordinator position. Please select the questions you feel are most important, choosing the number of questions suitable to how long you wish the interview to be. You may also want to bring a range of questions to the interview and choose which ones to ask based on the candidate's experience and answers.

Date: 

Name of candidate: 

Gender pronouns of candidate:

Name of interview panelist:		

Other panelists present:


	Criteria Category 
	Questions
	Notes
	Scores
1 - 5

	Interest and motivation
	· Please tell us a little bit about yourself and your background.
· What aspect of this position most appeals to you?
	







	

	Relevant experience
	· What is your experience, if any, with the NSG program?
· What other community building, outreach, leadership, or development experience do you have? 
· Are you familiar with Asset-Based Community Development? If so, what has your experience with it been?
· Please tell us about your experience working with volunteers.
· What event planning experience do you have?
· What administrative and coordination experience do you have?
· What is your previous experience with convening and facilitating groups?
	
	



























	Working with groups
	· What skills might you use in a group to help ensure that everyone’s voices are heard? 
· What is your experience working in groups to make decisions? What decision-making process was used?
· What is your previous experience with consensus building in a group?
· Can you give me an example of a time when you experienced conflict in a group, how you handled it and what you learned?
	
	

	Familiarity with the community
	· How would you describe your knowledge of the community geographically, culturally, and socially?
· What are some of the things you love and value about your neighbourhood and community?
	








	

	Technical skills 
	· How would you describe your technical skills?
· What are your strengths and weaknesses in this area?
· Are you comfortable learning new software? Can you give an example of a time you’ve done so?
· Are you comfortable troubleshooting technical problems? Can you give an example of a time you’ve done so? 
· How comfortable are you with social media? What is your experience in this area?
	










	

	Contribution and achievement 


	· Please share a contribution or achievement you have made while working with NSG/volunteers/community development or leadership?
· What is something from your past work that you feel proud of?
· If you got this position, what would be one of your goals for the NSG program? 
· What would you want your specific contribution to the program to be?
	







	

	Problem solving, prioritizing, time management and delegation 
	· Describe a work situation when you were given several urgent tasks all to be completed within a short amount of time. How did you proceed? 
· How comfortable are you with adjusting/changing/adapting? Can you give an example of a time you had to do so quite quickly? What did you learn from this?
	
	

	Interpersonal and conflict resolution skills 
	· Describe a situation where you had to disagree with your direct manager or someone in a position of leadership. What was the outcome?  What might you do differently in the future?

· Can you provide an example of a time you responded to an insensitive remark and how you did so? What did you learn from this experience? Is there anything you would do differently next time?

· Tell us about a time when you changed your communication approach to more effectively collaborate with someone from a different background and how you did so.
                
	
	

	Equity, inclusion, diversity and social justice
	· What kind of experiences have you had working with people across differences of language and cultural background or other kinds of social difference? 
· What skills do you use to build rapport and work respectfully with people who come from different life experiences than yourself?
· It is our hope that NSG will reach all the diverse members of our community. What are some ways you think we could make the program as accessible and inclusive as possible?
· What are some things you do to make a group environment feel more welcoming and inclusive?
· What anti-oppression, diversity and inclusion or cultural safety training have you done? Can you give us a few examples of how you’ve applied that in your work or how it has changed your approach to your work?
· How do you approach discussions around potentially difficult subjects such as racism, homophobia, sexuality, gender, religion and so on? Please provide an example.
· What do you find are some of the most challenging aspects of working in a diverse community and how do you tend to address these challenges?
· Can you provide an example of a way you have promoted diversity, equity, inclusion and/or social justice in a past role? What challenges did you face in doing so and how did you address them?
	
	

	Conflict of interest and bias
	· If you encountered a situation where you may have a conflict of interest how would you approach the situation?
· Can you provide an example of a time when you noticed your own bias and how you responded?
	
	

	Stress management and scheduling
	· Working with the community may lead you to be in situations where you need to respond to someone in crisis or under stress. How would you handle this? What past experience or education would you draw on?
· Although a lot of the work of NSG is quite flexible, there are a few months which tend to be quite a bit busier - how do you tend to manage and take care of yourself during busier times in your schedule? 
· How well will this work with your current schedule?
· This is a part time position with mostly flexible hours. How comfortable are you with some work hours in the evenings or on the weekends? 
· What about occasional changes in your schedule to meet the communities’ needs?
	
	

	Team, relationship and culture fit

	· What type of supervision do you prefer in a manager?
· How would your colleagues describe your work style and personality?  
· How would you describe them?
· What sort of work environment/situation do you tend to thrive in?
	
	

	Access to a vehicle and home office set up (if applicable)
	· Do you have what you need to work from home in a position like this one?
· This position may require some travel throughout the region. Do you have access to a vehicle?
	
	

	Closing
	· Is there anything further you would like to share as we are considering you for this position? 
· Do you have any questions for us?
· Can you please provide us with references now, or email them to us when you get home?
· If you received the position, when would you be ready to start?
	
	



(Credit: some questions adapted from: DEI_Interview_Questions.pdf (cobleskill.edu)) 
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