PBI (PERFORMANCE BASED INTERVIEWING)

FACT SHEET
· PBI is based on the thinking that past performance is the best indicator of future performance.

· PBI interviews will be asking for specific examples from you past performance or experience to verify your possession of a required knowledge, skill or ability.

· VA has determined that all interviews conducted will be conducted using the PBI method.

· No more questions such as “What would you do if personality differences occur among your staff and these differences were affecting getting the work done.” 

But rather: “Tell me of a past example where you have had to handle personality differences that occur among your staff? How were these differences affecting work accomplish and how did you handle the situation.”

PBI is more specific, it is based on the past experiences, it separates the talkers from the doers.

QUALITIES EMPLOYERS VALUE

1. Honesty and loyalty

2. Desire and motivation to learn

3. Oral and written communication skills

4. Getting along with others

5. Positive attitude (grown men and women shouldn’t whine)

6. Pleasant personality (but not sappy)

7. Self-assurance and confidence (but not arrogance)

8. Willingness to work (sometimes extra to get a job completed)

PREPARING FOR THE INTERVIEW

1. The best defense against interview jitters is preparation.

2. Know the job for which you are interviewing (know more than the title: know the duties, the qualifications)

3. Know something about the organization that has the vacancy.

4. Look your best and dress appropriately: dress for the job you want, not the job you have.

5. Know the knowledge, skills and abilities required for the job and think of past experience examples that show you have that knowledge, skill and ability.

6. Relax: Get enough sleep the night before

7. Don’t oversleep the day of the interview

8. Arrive at least 15 minutes early

9. Take deep, calming breaths (don’t gasp)

10. Listen to what the interviewer is saying.

11. Take time to form your answer before you answer.

12. Smile, you’re on a new adventure 

13. Stay positive even if you don’t get the job after all, end on a positive note. You never know, and at the least you’ve gained some interviewing experience that will help next time.

COMMON INTERVIEW QUESTIONS

1. Describe a time when you were faced with problems or stresses at work that tested your coping skills.

2. Give an example of a time when you could not participate in a discussion or could not finish a task because you did not have enough information.

3. Give an example of a time when you had to be relatively quick in coming to a decision.

4. Tell me about a time when you had to use your spoken communication skills in order get a point across that was important to you.

5. Can you tell me about a job experience in which you had to speak up and tell other people what you thought or felt?

6. Give me an example of when you felt you were able to build motivation in your co-workers or subordinates.

7. Tell me about a specific occasion when you conformed to a policy even though you did not agree with it.

8. Describe a situation in which you felt it necessary to be very attentive and vigilant to your environment.

9. Give me an example of a time when you used your fact-finding skills to gain information needed to solve a problem: then tell me how you analyzed the information and come to a decision.

10. Give me an example of an important goal you had to set and tell me about your progress in reaching that goal.

11. Describe the most significant written document, report, of presentation that you’ve completed.

12. Give me an example of a time when you had to go above and beyond the call of duty in order to get a job done.

13. Give me an example of a time when you were able to communicate successfully with another person, even when that individual may not have personally liked you.

14. Describe a situation in which you were able to read another person effectively and guide your actions by your understanding of his/her individual needs or values.

15. What did you do in your last job in order to be effective with your organization and planning? Be specific.

16. Describe the most creative work-related project you have completed.

17. Describe a time when you felt it was necessary to modify or change your actions in order to respond to the needs of another person.

18. Give me an example of a time when you had to analyze another person carefully of a situation to the needs of another person.

19. What did you do in your last job to contribute toward a teamwork environment? Be specific.

20. Give me an example of a problem you faced on the job, and tell me how you solved it.

21. Describe a situation in which you were able to positively influence the actions of others.

22. Tell me about a situation in the past year in which you had to deal with a very upset customer or co-worker.

23. Describe a situation in which others within your organization depend on you.

24. Describe your most recent group effort.

25. Describe the worst customer or co-worker you have ever had and tell me how you dealt with him or her. 

