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1. Find a Prospective Position 
• Find a job description for a position that you feel is in line with your career goals. You can use sites like 

Indeed or Monster to find active job postings. We have included sample job postings that correlate with each 
of the certification options – you may use one of these for practice. Please see the Table of Contents to find 
the posting you would like to use. 

• Highlight the required qualifications and key tasks that fall under the position’s responsibilities and fill them 
into the lines below. 

• Place checks next to the qualifications that you meet and the tasks you would be comfortable performing. 
• Write down any questions that arise from the qualifications and tasks. 

 
Position Title: _____________________________________________________________________________ 
 
Required Qualifications 

_____ 1. _________________________________________________________________________________________ 

_____ 2. _________________________________________________________________________________________ 

_____ 3. _________________________________________________________________________________________ 

_____ 4. _________________________________________________________________________________________ 

_____ 5. _________________________________________________________________________________________ 

 
Key Tasks 

_____ 1. _________________________________________________________________________________________ 

_____ 2. _________________________________________________________________________________________ 

_____ 3. _________________________________________________________________________________________ 

_____ 4. _________________________________________________________________________________________ 

_____ 5. _________________________________________________________________________________________ 

_____ 6. _________________________________________________________________________________________ 

_____ 7. _________________________________________________________________________________________ 

_____ 8. _________________________________________________________________________________________ 
 
Notes/Questions 
__________________________________________________________________________________________________ 

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________ 
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2. Research the Company 
• Do your research to learn more about what the company does: 

o What product or service to they deliver to their customers? 
o How do they deliver it? 
o Who is their primary demographic? 
o Do they have multiple locations and if so, where? 

• This will also help you to learn more about the company’s: 
o Mission 
o Size 
o Culture 
o Values 

• All of this information can be utilized to help you determine if they are the right fit for you. It will also 
help you to build a strong resume, cover letter, and to help you answer the tough questions during 
an interview. 

 

Company/Organization: ____________________________________________________________________ 
 
Notes/Questions  

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 
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3. Prepare Answers to Common Questions 
• It’s important to be prepared for a number of different questions that might be thrown your way. 
• Please use the questions below to help plan out answers to some of the common questions asked 

during the interview process. 
• Do your research to find questions that might be asked for the particular industry that you are 

looking to work in. For example, those that might highlight technical proficiencies or project 
management competencies. This will help you fully prepare for those hard-hitting questions. 

 
Why do you want to work for our company/organization? 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

 
What do you know about our company/organization? 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

 
How would you handle a boss who fails to adequately communicate with you? 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

 
What steps do you take to build rapport with others? 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 
 
Tell us about a time that you had to handle a difficult customer/client and how you resolved the conflict. 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

 
Give us an example of a time where you had to help a coworker with a task or project in which you were 

more knowledgeable. 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 
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__________________________________________________________________________________________ 

 
Give us an example of how you used creativity or a new idea or method to solve a problem. 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

 
Describe the methods that you have used to build relationships and gain the trust/respect of key 

partners/stakeholders. 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

 
Tell us about a time you had a disagreement with a coworker. How did you work it out? 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

 
How do you make important decisions that need to be made quickly? 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

 
Where do you see yourself in the next five years? 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

 
Describe a system you developed and implemented to improve processes. 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

 
In what type of work environment do you thrive? 

__________________________________________________________________________________________ 
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__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

 
How do you prioritize competing tasks that have tight deadlines? 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

 
Give us an example of a time that you had to adapt to and manage change. 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

 
Give us an example of an important goal that you set for yourself and your success in reaching it. 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

 
Would you consider yourself more of a big-picture or a detail-oriented person? Give us an example of a 

time when you displayed this. 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

 
Tell us about a situation when you had to be assertive in order to get your point across. 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

 
Give us an example of a project that you worked on that required you to go beyond your job description. 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 
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4. Lominger Competencies 
• Many companies/organizations follow the Lominger Competency Mapping technique when 

interviewing multiple candidates to fill positions. 
• They utilize these competencies to drive their interviewing questions in order to determine the right 

fit of an individual. 
• These competencies are also used for professional and leadership development opportunities. 
• While you won’t need to memorize these competencies, it might be useful to highlight those that 

you feel would be important to the particular position that you are looking to fill. 
• Please see the list of the 67 competencies used in the Lominger method below. 

 
 

Lominger Competencies 
 

• Action Oriented 
• Dealing with Ambiguity 
• Approachability 
• Boss Relationships 
• Business Acumen 
• Career Ambition 
• Caring About Direct 

Reports 
• Comfort Around Higher 

Management 
• Command Skills 
• Compassion 
• Composure 
• Conflict Management 
• Confronting Direct Reports 
• Creativity 
• Customer Focus 
• Timely Decision Making 
• Decision Quality 
• Delegation 
• Developing Direct Reports 
• Directing Others 
• Managing Diversity 
• Ethics and Values 
• Fairness to Direct Reports 

• Functional/Technical Skills 
• Hiring and Staffing 
• Humor 
• Informing 
• Innovation Management 
• Integrity and Trust 
• Intellectual Horsepower 
• Interpersonal Savvy 
• Learning on the Fly 
• Listening 
• Managerial Change 
• Managing and Measuring 

work 
• Motivating Others 
• Negotiating 
• Organizational Agility 
• Organizing 
• Dealing with Paradox 
• Patience 
• Peer Relationships 
• Perseverance 
• Personal Disclosure 
• Personal Learning 
• Perspective 
• Planning 

• Political Savvy 
• Presentation Skills 
• Priority Setting 
• Problem Solving 
• Process Management 
• Drive for Results 
• Self-Development 
• Self-Knowledge 
• Sizing Up People 
• Standing Alone 
• Strategic Agility 
• Managing Thorough 

Systems 
• Building Effective 

Teams 
• Technical Learning 
• Time Management 
• TQM/Re-Engineering 
• Understanding Others 
• Managing Vision and 

Purpose 
• Work/Life Balance 
• Written 

Communications 
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5. Prepare Questions for the Company 
• You want to ensure that you have prepared questions to ask at the end of the interview. 
• This shows the hiring managers that you are truly interested in the role and that you want to know 

further details. 
• Try to avoid questions that could easily be answered on the organization’s/company’s website or 

that are the typical questions people ask at the end of the interview. 
• Ask unique questions, specific to the role you are looking to fill. 
• Write down some of your own questions below. 

 
Examples: 

• How has this position evolved? 
• Beyond the hard skills required to successfully perform this job, what soft skills would serve the 

company and position best? 
• What are the challenges that the individual in this position is likely to face? 
• What have past employees done to succeed in this position? 
• How do you evaluate success here? 
• Is there anything else I can provide to help you make your decision? 

 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 
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