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ALAMANCE COMMUNITY COLLEGE 

EMPLOYMENT PROCEDURES 
 
 
 

AFFIRMATIVE ACTION POLICY 

 & 

PREFERENCE IN HIRING POLICY 
 
 

AFFIRMATIVE ACTION POLICY 

 
Alamance Community College offers equal employment opportunities to its personnel and applicants for 

employment without regard to race, color, sex, religion, or national origin.  The College will make all personnel 

decisions, both academic and non-academic, based solely upon assessment of qualifications and competence 

without regard to race, color, sex, religion, or national origin.  This policy will be followed in all employment 

practices including compensation, recruiting, hiring, training, promoting, transferring, and termination.  The 

College subscribes to the “open door” policy and offers educational programs and services to its community 

without regard to race, color, sex, religion, or national origin. 

 

A goal of the College is to provide equal employment opportunity for all job candidates.  When positions 

become vacant or new positions become available, the College recruits in the manner outlined below.  To 

ensure that qualified African-Americans, other minorities, and women are provided maximum opportunities for 

employment, the College will continue to increase its recruitment efforts for all posted positions. 

 

These steps should be followed in the recruitment process to help locate and solicit African-American, other 

minorities, and female applicants:  

 

 Send notifications of job vacancies to colleges and universities with predominately African-American, 

other minorities, and female enrollments, as well as to the usual recruitment sources. 

 Place employment advertisements in newspapers and other media in Alamance County and North Carolina 

in which African-Americans, other minorities, and women are likely to consult. 

 Request referrals from special interest groups and individuals concerned with equal employment 

opportunity. 

 Notify recruitment sources of requirements for each position vacancy, date of vacancy, and the College’s 

commitment to provide equal employment opportunity for all applicants. 

 Encourage African-American, other minorities, and female employees to refer applicants. 

 Notifying the Employment Security Commission of all job vacancies. 

 Participate actively in job fairs and career days, when appropriate. 

 Include the phrase, “An Equal Opportunity Employer” in all employment advertising. 

 

 

PREFERENCE IN HIRING POLICY (Board approved: 6-9-2008) 

 

Should two or more individuals have equal qualifications and experiences for an advertised position 

vacancy, as evaluated and determined by selection committees, preference for hiring will be granted to 

the eligible individual as defined under GS 128-15(b)(3).  In addition to initial employment selection 

the preference to eligible veterans, as defined in GS 128-15(b)(3), between two or more equally 

qualified individuals with similar prior experience required for position, shall include selection events 

such as subsequent hirings, promotions, reassignments, and horizontal transfers 
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TO: Screening Committee 

  

FROM: Martin H. Nadelman, President 

 

Your Role and Responsibility 
 

As a member of the screening committee, you have been selected to assist the college in an extremely important 

process, that of selecting personnel for the delivery of services to our students.  To fully understand your role 

and responsibilities carefully read the procedures outlined in this booklet. 

 

The Hiring Supervisor and the Director of Human Resources have the responsibility of guiding you in this 

process.  The supervisor has already reviewed all the applications received and has eliminated those applicants 

who do not meet minimum qualifications.  The written charge from the supervisor should answer most 

questions.  If the written charge is unclear to you, please ask for additional information and/or clarifications 

until you are satisfied that you have a good understanding of what is expected of you and your committee. 

 

Your role and responsibilities cannot be taken lightly.  This process depends on you if it is to work fairly and 

legally, and in the end to select the most qualified applicants. 

 

We welcome sharing this important work with you.  Our plan is to hire for a regular position only those who are 

reported in the top grouping of the screening committee.  Your professional judgment is important to the 

process.  Thank you for further demonstrating your dedication to the college.    

  

A Reminder About The Selection Procedures    
  
There are many regulations regarding the fair treatment of applicants regardless of their race, sex, religion, age, 

and disabilities during the selection process.  In order to be fair to all applicants and in order to assure that we 

are hiring persons capable of performing essential duties of the job, it is important that we handle certain 

questions properly during the interview process.  

 

It is improper to inquire about the traits relative to age, religion, race, national origin, and disability or about the 

nature or severity of a disability of the applicant. Regulations do allow, however, for questions during the 

interview process that are directly related to job performance.  Listed below is some important information that 

needs to be related to all applicants in the first stage of the interview process. 

 

Describe all possible job-related duties thoroughly, including any evening work, travel, weekend work, or 

holiday requirements.  Include any infrequent work requirement(s) for the job, such as graduation. Explain the 

physical requirements of the job as described in that position’s job description, and the mental, social, 

emotional, and environmental requirements of the job, including any other detail(s) that might be peculiar to the 

job.  Make sure you ask each interviewee if (s)he understands the requirements of the job, and if (s)he has any 

questions relating to the duties and responsibilities of the job.  

 

Finally, a question that needs to be asked of all applicants is:  “Having heard the details and the requirements of 

this position, can you perform the essential functions of this job with or without an accommodation?”  If the 

applicant expresses any reason why he or she is not able too, and/or asks for an accommodation(s), the details 

of the accommodation(s) requested are to be recorded and included in your notes to the hiring supervisor.  An 

applicant with a disability who is able to perform the essential functions of the job, with or without 

accommodation, is a “qualified” individual with a disability within the meaning of the ADA.  A judgment will 

be made further in the interview process by appropriate supervisors as to the continuing eligibility of this 

applicant and/or whether reasonable accommodations could be made. 
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A. HIRING PROCESS 
 

The procedures outlined in this booklet should be followed when hiring personnel for regular, faculty, and 

administrative positions.  All the procedural steps may not be followed in the case of internal promotions, part-

time or temporary personnel due to the tentative state of employment, expected frequent turnover, urgency of 

the position or other circumstances at the discretion of the President.  Once the screening process has been 

completed and the most qualified candidates selected, the remaining candidates may be considered for positions 

requiring similar qualifications. 

 

1. Hiring Supervisor 

 

a. Prepare a list of employees to serve on the screening committee (according to membership criteria 

defined by the President.) Route it to the appropriate Vice President and President for approval.  Send 

approved copy to Director of Human Resources. 

 

b. Review all applications received by screening deadline.  Eliminate applicants who do not meet 

minimum qualifications and/or have degree(s) from non-accredited institutions. 

 

c. Prepare a written charge for committee members. Describe the purpose of the job, the most important 

duties to be performed, responsibilities, and personal skills required.  Include the physical, social, and 

environmental requirements of the job as stated in the job description.   

 

d. Explain the qualifications sought, which are most important, and any special needs the department may 

have. 

 

e. Establish the number of candidates to be interviewed by the committee. 

 

f. Use the “Timetable for Employment Process” form to set time deadlines, i.e., screening process to be 

completed no later than 20 working days after supervisor charges the committee, or 60 work days after 

the position vacancy announcement.  

  

 2. Screening Committee. 

 

a. Review the written charge from the hiring supervisor for specific information on job requirements, 

qualifications sought, and which are most important. 

 

b. You should receive copies of “Your Role and Responsibility, “Reminder About The Selection 

Procedures”, and the Hiring Process, which contains information describing the expectations, roles, and 

requirements of the screening committee, and hiring supervisor. 

 

c. The number of applicants the hiring supervisor has elected to be interviewed. 

 

d. The name of the chairperson or the option to select your chairperson. 

 

e. Receive all the applications found to meet the minimum requirements. 

 

f. Summarize your findings for each applicant on the employment comparison chart.  

 

g. Inform applicants of the basic job requirements, job description, hours of work, benefits coverage, etc.  

For benefits information use the benefits highlights included in this booklet. 
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h. The result of your interview must provide adequate information about the applicant’s education, formal 

training, skills, work experience, and examples of behaviors that support the skills and experience 

sought in previous positions. 

 

i. Record any strength and/or weakness you wish to highlight or have follow-up in upcoming interviews.  

 

j. Schedule the interviews to meet the deadlines set by the “Timetable for Employment Process” in this 

packet and submit to supervisor.   

 

k. Record all meetings with written minutes. 

 

3. Interviews. 

 

 The hiring supervisor will contact selected candidates and schedule date and time for a personal 

interview. 

 

 The screening committee will prepare a list of questions to be asked during the interview, and have it 

reviewed by the hiring supervisor and/or human resources director.  As guidance, a sample of questions 

that may or may mot be asked during an interview are included in the hiring packet.  

 

 During the interview avoid reacting positively or negatively to stated qualifications or answers given by 

a candidate.  Reacting positively or negatively can be misleading regarding his/her potential selection. 

 

 Avoid any discriminating remarks and/or action. 

 

 

4. Recommendations And follow-up. 

 

a. The screening committee: 

 

 The chair will submit to the hiring supervisor the committees written recommendations, including all 

the supporting documentation and the minutes of all meetings. These confidential minutes should be 

shared with all members of the committee prior to sending them to the hiring supervisor. 

 

 Recommendations should be documented, and the comparative and qualitative justification for the 

selections summarized on the Job Interview Rating Report.  The total score given to the interviewee by 

the committee must support the recommendations. 

 

b. The hiring supervisor: 

 

 The hiring supervisor may wish to interview each of the recommended candidates.  The same criteria 

listed in the “Interview” sections should be followed. 

 

 Review the recommendations from the committee.  Check at least three references for each 

recommended candidate.  Must use the college reference forms included in this packet.  Reference 

checks should include the names and address of the employers, and the name of the supervisor 

interviewed.   

 

 Recommend to the appropriate vice president, the candidate for the position within the scope of the 

administrative prerogative and after considering all of the inputs from the screening committee.  

 
 
 
 
5 Final Approval and Announcement of Decision 
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 After approval by the vice president, president and the Board of Trustees, the president’s office will 

forward to the selected candidate the college’s offer and a contract for his/her signature. 

 

 Receipt of the signed contract from the candidate determines acceptance. 

 

 A brief resume of the selected candidate is prepared to be used in the final approval process by the 

Board (President’s office). 

 

 The supervisor will send rejection letters to applicants interviewed but not chosen.  

 

 The supervisor will introduce the appointed candidate at the next faculty and staff meeting, and place 

an introductory article in Oracles.  

 

 The supervisor/president’s office will return all screening/process materials to the human resources 

office for filling. 

 

 The office of human resources will notify all applicants not selected for interviews. 

 

6. Follow-up.   

 

 The supervisor corresponds with the candidate to arrange for arrival on campus. 

 

 Schedule new employee to participate in the orientation meeting held at the beginning of each semester. 

 

 The supervisor will conduct an orientation of the new employee, utilizing the “New Employee 

Orientation- Checklist” form, explaining the assigned tasks, departmental needs, and ensure that new 

employee is introduced to all personnel.  

 

B. PROMOTIONS & TRANSFERS 
 

a. A promotion involves a change in assignment from a position at a lower grade to one at a higher grade 

within the organizational structure.  In keeping with the College’s philosophy of creating a career 

ladder for all its employees, primary consideration may be given during the pre-recruitment phase to the 

possibility of advancement of qualified personnel, both permanent and temporary, within the 

workforce. 

 

b. A transfer involves the placement of a College employee in another position for which the duties, 

responsibilities, status, and remuneration are approximately equal to those of the previous position.  

The College reserves the right to transfer employees at any time into a position of greater need for their 

services. 

 

c. The staffing process for transfers and promotions is intended to provide fair consideration to all 

employees who may be interested in position changes.  It also provides supervisory personnel with the 

authority and latitude to recommend the best-qualified candidates available.  The College takes specific 

steps to ensure that all employees, including African-Americans, other minorities, and women, are 

made fully aware of all promotional opportunities. 

 

d. The supervisor may recommend whether to use the internal transfer or promotion process at the 

initiation of the staffing process and may also recommend changing an internal process to an external 

process at any point during the staffing process.  Either way, internal application for all positions 

should always be solicited and considered fairly. 
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-TIMETABLE FOR EMPLOYMENT PROCESS 
 
 
The entire employment procedure needs to be completed within 60 days from the date of the vacancy 

announcement.  If or when the hiring process is expected to exceed the 60 days, the hiring supervisor 

needs to inform the appropriate Vice President and human resources.  

 

 

Items No. 

 

______    1 HR – Receives approved vacancy announcement.   Date: ________. 

 (Day one begins on receipt of approved copy from President by HR) 

 

______   2-4 Office of HR posts announcement in usual recruitment sources, Oracles, college web 

page and official bulletin boards. 

 

______   3-6 Hiring supervisor selects and submits name of screening committee members to 

Executive VP and President for approval.  Approved copy sent to HR. 

 

______   15-20 Hiring supervisor charges committee.  Committees should be charged prior to position 

closing date to speed up the screening process. 

 

______   15-20 Hiring supervisor reviews applicant’s files, gives committee chair applications to be 

considered for interview, and gives HR applicant files that do not meet minimum 

requirements. 

 

______   20-30  Committee chair submits to hiring supervisor names of applicants selected to be 

interviewed.  Hiring supervisor arranges date and time of interview, and schedules to 

interview the candidates after the screening committee interview.   

 

______   30-40 Screening Committee Chair submits to hiring supervisor a list of recommended 

candidates and copies of all screening documentation. 

 

______  40-50   Hiring supervisor ensures receipt of college transcripts, and conducts references check 

for recommended candidates.  Submits his/her recommendations, references check 

and all documentation to appropriate Vice President.    

 

_______ 50-60  Vice President and President review recommendations, interview final candidates.  

President, and request the Board’s personnel committee pre-approval to hire selected 

candidate.  The President sends to selected candidate job offer and contract. 
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APPLICANT’S COMPARISON CHART 
 

NAME EDUCATION DIRECT WORK 

EXPERIENCE 

 

RELATED 

EXPERIENCE 

TO POSITION  

COMMENTS 

  

 

 

 

 

 

 

 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

 

 

 
 

 
 

 
 

 

 

     

     

     

     

     

     

     

     

 
 



 

Employment Procedures, Revised 10/23/2008 

Page 8 of 18 

 

 

 

JOB INTERVIEW RATING REPORT 

 

INSTRUCTIONS 

 
 
 

 
1) Use the attached Job Interview Rating Report to rate each candidate interviewed. 

 

2) Use Section – A, when evaluating candidates for staff positions. 

 

3) Use Sections – A and B, when evaluating candidates for faculty positions.  If there are similar 

categories in Section A and B, use the category in section B. 

 

4) All categories in Section A and B must be given a weight rate.   The associate dean is 

responsible for giving a weight rating to each category.  Rate the categories on a scale of 1 to 5, 

from the least to the most important.  Try to have a good spread between the categories, and 

avoid rating most categories 4 or 5.  The associate dean can consult with the department head 

and committee chair when rating the categories. 

 

5) The listed categories should be used whenever possible and changed only as a last resort.  If a 

category must be changed, it can only be changed with the approval of the associate dean.  To 

change a category strike-through it and write the new category in the same cell or a blank cell.  

Based on the position, additional categories can be added in the blank spaces provided.  The 

associate dean must initial all changes and/or additions made to the Job Interview Rating report. 

 

6) To find out the score of each category, multiplying the weight X rate = the score, then add the 

weight, the rate, and the score column.   The sum of the score column is the total score received 

by that interviewee.   

 

7) Make your comments on this report, and if more room is needed use the back of the form.   All 

documentation of the selection process is important.  Remember that we must be able to 

demonstrate through these documents, that all candidates for a position were evaluated on the 

same basis and show that the criteria used were directly related to the job. 

 

8) These forms are to be completed in ink only and legibly written. 
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ALAMANCE COMMUNITY COLLEGE 

Job Interview Rating Report (Confidential) 

 

Date: _______ Name of Candidate: _______________________ Position: _________________ 

 

Name of Interviewer: _________________________________ 

 

Rate each applicant using the following scale. 
 

1. Knowledge and/or skill level well below position requirements. 

2. Knowledge and/or skill level below the minimum position requirements. 

3. Knowledge and/or skill levels meet position requirements. 

4. Knowledge and/or skill level generally above average and appropriate for this position. 

5. Knowledge and/or skill level well above average and appropriate for the position.  

 
SECTION - A 

Staff Position:  Use Only  A 

Faculty Position:  Use A and B 

Weight all categories on a 1 to 

5 scale, least to most important 

NOTES 

 Weight  x  Rate   =   Score                                     

Knowledge of ACC/Community  College                      

Can perform essential functions of position                                  

Problem-solving skills                                

Skills/Experience, specific to position         

Job-related (courses, seminars, etc.)                                             

     

Evidence/Ability to work as a  team                                

Communication skills (oral)                        

Communication skills (written)                  

     

     

Computer skills                                            

Personal appearance (dress, etc.)                 

     

Personal goals                                              

 

TOTALS 

    

 

SECTION – B                    Weight    x     Rate   =     Score             NOTES 

Classroom organization & planning              

Management of student behavior                  

     

Teaching techniques & methodologies          

Evaluation of student performance                

     

Use of outside resources                                

     

Knowledge & use of technology                   

Interaction with peers                                    

     

Oral presentation skills                                  

     

Evidence of professional growth                   

Enthusiasm for teaching                                

     

 

TOTALS 

    



 

Employment Procedures, Revised 10/23/2008 

Page 10 of 18 

ALAMANCE COMMUNITY COLLEGE 
CRIMINAL HISTORY RECORD REQUEST 

 
Applicant Full Name: ______________________________________________________________________________ 

                                       (First)                        (Middle)                          (Last)                                   (Maiden) 
 

Social Security Number: _______________________________      Date of Birth: ___________________ 
 

RESIDENCY: 
 

Please list your place of residence for the past 7 years (use reverse if necessary):   
 

STREET CITY COUNTY STATE ZIP YEAR 

FROM 

YEAR 

TO 

       

       

 

CONDITIONS OF EMPLOYMENT: 
 

Persons who are offered employment with the Alamance Community College must meet the following conditions of employment: 
 

1. Employment with the Alamance Community College is conditional pending approval by the Alamance Community College 

Board of Trustees, submission to a criminal records checki.  Failure of a recommended applicant to submit criminal record 

information or to disclose records of conviction or pleas of nolo contendere shall be grounds for disqualification for employment 

consideration or for immediate dismissal.  Individuals hired into permanent positions are initially employed on a 12-month 

probationary period.   

INITIAL HERE:  ______ 

 

2. Applicants and current employees shall notify the Director of Human Resources immediately if they are charged with or 

convicted of a criminal offense (including entering a plea of guilty or nolo contendere) except for minor traffic violations.  

INITIAL HERE:  ______ 

 

 

 

 

 

AFFIDAVIT FOR RELEASE OF INFORMATION: 
 

 I, ____________________________, authorize Alamance Community College and/or BIB, Inc.,  
                print name 

and their agencies to perform a background check and search the files of the County (ies) and State(s) I have lived in and 

have listed on the reverse hereof for any criminal record and report, the results of such search for purposes of employment 

to Alamance Community College or individual hereby authorized to receive same.  This form releases the aforesaid 

companies from any liability and responsibility for collecting the above information.   

                                                                       ___________________________________________ 

                                                                         Signature                                                     Date 
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ALAMANCE COMMUNITY COLLEGE 

RESIDENCE HISTORY OF APPLICANT 
 

RESIDENCY:  (Continued from pg. 10) 

 
Please list your place of residence for the past ten years: 

 

STREET CITY COUNTY STATE ZIP YEAR 

FROM 

YEAR 

TO 
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COVER AND APPROVAL SHEET FOR DOCUMENTS RECOMMENDING  

 SCREENED CANDIDATE FOR FULL-TIME OR PART-TIME  POSITION 

 
Candidate Name:  __________________________  ________________________   _____________ 
                                           Last                      First    Middle   

Social Security Number:   __________ - __________ - __________ 
 

Position:    __________________                _____________ 
                              Title                         Grade 

Monthly Pay Rate:   ________________________________________ 
 

Job Code (Account Code):  ________________________________________ 
 
HIRING PROCEDURE CHECK LIST (Completed by hiring supervisor) 
 

_____ Position Vacancy Announcement 
 

_____ ACC application completed and signed, and letter of interest 
 

_____ Statement on philosophy of teaching and learning (Faculty Positions Only) 
 

_____ College transcript(s):     Official  ______     Unofficial  ______ 
 

_____ Approval of Screening Committee by President 
 

_____ Supervisor's written charge to the committee 
 

_____ Applicant Comparison Chart 
 

_____ Job Interview Rating Report (one for each applicant interviewed) 
 

_____ Screening committee minutes 
 

_____ Screening committee recommendation(s) to hiring supervisor 
 

_____ Three telephone references completed and signed by hiring supervisor 
 

_____ Justification/Recommendation from supervisor to VP/President 
 

_____ Timetable for Employment Process (form) 
 

HIRING APPROVALS: 
 

_____________________________________________                      _________________ 
Hiring Supervisor (Dean, Associate Dean, Director)             Date   
 

_____________________________________________             _________________ 
Vice President/Executive Vice President               Date   
 
 

FINAL APPROVAL: _______________________                       _________________ 
   President's Signature              Date 
 
 

FORWARD TO DIRECTOR OF HUMAN RESOURCES AFTER PRESIDENT HAS SIGNED 
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Documentation Reviewed by:   _________________________________              ______________ 
                       Human Resources Director                        Date 
 

Criminal records check requested ___________________     Received ______________ 
                                  Date                             Date  

 

 

 

 

ALAMANCE COMMUNITY COLLEGE 

TELEPHONE REFERENCE CHECK FORM 

 

Name of Applicant __________________________________________________________________ 

 

Person Contacted ___________________________________________Title ____________________ 

 

Company ______________________________________Telephone Number ___________________ 

 

City:____________________ State:______________ Zip:____________ 

_________________________________________________________________________________ 

 

 

I would like to verify some of the information given to us by one of your  

former employee who has applied for a position with our college. 

  

1.   What were the dates of his/her employment? From _________________ To __________________ 

 

 

 

2.   What were the duties and responsibilities of 

       his/her job?  

 

  

 
  

 
  

3.   What did you think of his/her work?  

  

 
  

 
  

4.   How would you describe his/her performance  

      in comparison with others?  

  

 
  

 
  

5.   What job progress did he/she make?  

  

  

6.   What were his/her earnings?  

 

 

 

7.   Why did he/she leave your firm?  
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8.   Would you re-employ him/her? ______YES             ______ NO   

  

Comments: 
 

 9.   What are his/her strong points? 

 

  

  

  

  

10. What are his/her limitations? 

 

 

  

11.   How did he/she get along with other people?  

  

  

12.   Could you comment on his/her  

        

        a.   attendance 

 

         

        b.   dependability 

 

        

        c.   ability to take on responsibility 

 

       

        d.   potential for advancement 

 

      

        e.   degree for advancement 

 

         

        f.   overall attitude 

 

  

13.   Did he/she have any personal difficulties that       

        interfered with his/her work? 

 

  

14.   Is there anything else of significance that we      

        should know? 

 

  

  

  

Checked by ___________________________________________ Date _________________________________ 
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SAMPLE OF PRE-EMPLOYMENT QUESTIONS 
 

1. In your research of ACC, what did you find that influenced you to apply for this position?  Is 

what you found different from your current employment setting?  How? 

 

2. Describe for us how you see your role as ACC’s…………..  Please include details as to 

leadership, vision, program, and curriculum development. 

 

3. Describe your management style. 

Follow-up questions: Under which situation do you have an open door policy, or chain 

of command, etc.?  In which area of responsibility will you need the most 

help or input?  How do you ask for such help?  From whom? 

 

4. This position requires you to make tough choices and you may be perceived to be the “heavy.”  

Have you had to play this role before? How have you handled it in the past?  What are some of 

the negative side effects of being in this role?  How have you handled the negative side effects? 

 

5. What philosophy and methodology do you use/or have used in evaluating the performance of 

faculty/staff for your area?  How do you hold them accountable? 

 

6. Tell us about a conflict you had with a colleague and how you resolved it. 

 

7. Discuss your experience with distance education. 

 

8. Describe your techniques in resolving conflicts such as being asked to take actions that you 

disagree with. 

 

9. What are the major aspects of this position that have led to you to apply for this job? 

How are these different from your current employment setting? 

 

10. What trends facing community colleges will have the biggest impact on our students in the next 

5-10 years? 

 

11. Discuss your experience in budgeting and coordination with Fiscal Area. 

 

12. Discuss your philosophy of teaching and learning in a community college.   

 

13. Describe the role of ……………..within the two-year community college setting with specific 

detail to vision, supervision, program development, and quality assurance/excellence. 

 

14.  What is the difference between management, supervision, and leadership? 

 

15. Tell us about how you have worked with an employee that was performing below expectations. 
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16. In which aspect of your job do you feel you need help.  How do you ask for help? 

 

17. Discuss your personal approach to educating the typical community college student. 

 

18. Describe how you involve students in the learning process. 

 

19. How will you manage the budget for the area of your responsibility? 

 

20. How would you enforce college policies? 

 

21. Do you solicit input from (faculty), (staff) before making final decisions?  If no, why not?  If 

yes, tell us about typical situations. 

 

22. What experience do you have with NCIH classrooms, Internet, or online courses? 

 

23. What methods have you used/or use in evaluating the performance of students? 

 

24. What do you consider a major achievement of your professional career?  Tell us about it, and 

how did you achieve this success. 

 

25. Tell me of an experience, which shows your error in judgment, and how you learned from it. 

 

26. Describe your typical workday. 

 

27. What activities did you enjoy most at your present or last position? 

 

28. What do you consider a critical element(s) in the successful performance of your present or last 

position? 

 

29. What problems do you encounter on the job? Which frustrates you the most? Why?  How do 

you deal with it or them? 

 

30. How have you improved your position from the one you originally accepted? 

 

31. How have (has) your jobs (job) prepared you for more responsibility and/or for this position? 

 

32. In what ways has your supervisor supported your performance? 

 

33. For what kinds of things have you been praised?  Criticized? 

 

34. What kinds of people do you enjoy working with?  What kinds do you find difficult? 

 

35. What types of committees have you worked on? What did you contribute? 
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36. What is important to you in a job?  What would you like to avoid? 

 

37. What do you want from this job that is lacking in your present (past) one? 

 

38. What are you doing to achieve your career goals? 

 

39. In what areas would you most like to improve? Why? 

 

40. Why did you select this particular field of work? 

 

41. What do you believe qualifies you for this position? 

 

42. What additional training do you feel is required to achieve full proficiency?  

 

43. Provide three examples of initiatives you have developed to work more closely with the 

students. 

 

44. You will oversee …….., ………, ……….., and …………..  Please provide us with examples 

where you have had leadership experiences in these areas. 

 

45. What is the most difficult aspect of a supervisor?  What is the most rewarding aspect? 

 

46. How should your effectiveness be evaluated? 

 

47. You have received a recommendation from a faculty screening committee to hire an individual.  

While this may be the best candidate in the pool, you question whether it is the best candidate 

the College can find.  Do you support the recommendation or do something else? 

 

48. What methods do you use to provide information to those you supervise or work with? 

 

49. If you had a free hand to reorganize your area, what changes might you make? Organizationally? 

 

50. How do you encourage appropriate professional development activities and discourage less than 

appropriate ones? 

 

You may use any, some, or all of the above, or write your own questions.  Remember 

that questions need to be written to determine work-related skills, knowledge, and 

experience.   
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EXAMPLES OF PRE-EMPLOYMENT QUESTIONS  

THAT MAY NOT BE ASKED AND THAT MAY BE ASKED 
 
 

A) QUESTIONS THAT MAY NOT BE ASKED: 

 
1. Have you ever had or been treated for any of conditions or diseases and, if so, what were 

they? 

2. Have you ever been hospitalized?  If so, for what condition? 

3. Have you ever been treated by a psychiatrist or psychologist? If so, for what condition? 

4. Have you ever been treated for any mental condition? 

5. Is there any health-related reason you may not be able to perform the job for which you are 

applying? 

6. Have you had a major illness in the last five years? 

7. How many days were you absent from work because of illness last year? 

8. Do you have any physical defects that preclude you from performing certain kinds of work? 

If yes, describe such defects and specific work limitations. 

9. Do you have any disabilities or impairments that may affect your performance in the position 

for which you are applying? 

10. Are you taking any drugs? 

11. Have you ever been treated for drug addiction or alcoholism? 

12. Have you ever filed for workers’ compensation insurance? 

 

 

B) QUESTIONS THAT MAY BE ASKED: 

 

1. Can you meet the requirements of ACC attendance policy? 

2. Can you perform the tasks of this position with or without an accommodation? 

3. Describe or demonstrate how you would perform this function, with or without an 

accommodation.  (Such a question may be asked of applicants who have a known disability that 

might prevent them from performing a job function.  If the disability would not interfere with a 

job function, the person could be asked only to demonstrate job performance if all other 

candidates must do so.) 

4. Do you use illegal drugs? 

5. Have you ever been arrested for driving under the influence? 

6. Do you have the required licenses and degrees to perform this job? 

                                            
i
 for specified positions, including full-time staff and faculty, security officers and middle college instructors 


