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Adaptability	

Adjusts planned work by gathering relevant information and 
applying critical thinking to address multiple demands and 
competing priorities in a changing environment. 

Key	Behaviors:	
 Seeks direction, responds positively and readily adapts to a

change in the work environment.
 Changes behavior in response to feedback and learns from

experience.
 Responds effectively to multiple demands.
 Functions effectively in uncertain or stressful situations.
 Balances and prioritizes competing needs and

demonstrates/promotes flexibility in a changing
environment.

 Anticipates and adjusts for environmental changes and
emergent situations.

 Develops flexible resources to meet current and future
needs.

 Acts as a change agent by promoting and embracing
responsible change to further university mission.

 Balances university-wide initiatives with unit goals and
provides direction for implementing necessary changes.

 Motivates staff to respond constructively to change.

 Describe a situation in which you embraced a new system, process,
technology, or idea at work that was a major departure from the
old way of doing things.

 Describe a time when you made a mistake or experienced a failure
or missed an obvious solution to a problem and were able to learn
from the experience.  What did you do differently as a result of this
experience?  How did you help others learn from the experience as
well?

 Describe a situation when you tried your hardest but were unable
to achieve your desired result. What did you do? Why were you
unsuccessful?

 Give me an example of how you quickly adapted to a change in
your work area when others were resisting it and holding on to
“the old way”.

 Recall a time when you were assigned a task outside of your job
description. How did you handle the situation? What was the
outcome?

 Tell me about a project/task you were involved in where you faced
a major obstacle. What did you do to get around that obstacle?

 Tell me about a time when you had to adjust to a colleague’s
working style in order to complete a project or achieve your
objectives.

 Tell me about a time when you were asked to do something you
had never done before. How did you react? What did you learn?

 Tell me about the biggest change that you have had to deal with.
How did you adapt to that change?

 Think of an organizational change that you went through – how
did it affect your work routines? Give an example.
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Ambiguity	

Effectively cope with change; shifts gear comfortably; decides and 
acts without having the total picture; comfortably handles risk and 
uncertainty. Demonstrates the ability to function in unstructured 
work environments and/or uncertain conditions (includes the 
ability to work in situations where one has little/no control). 

Key	Behaviors:	
 Embraces change, anticipates and prepares for change.
 Develops new procedures in response to change.
 Proactively adapts to new opportunities or risks.
 Flourishes in high-change environments.

 Give me an example of a time when you had to deal with frequent
job changes or unexpected events on the job. How did you handle
it and what did you learn?

 Tell me about a time when a work-related issue fell apart or out of
alignment with the process or parameters under which you
normally operate. How did you handle it and what did you learn?

 What are some of the best overall tips and techniques for coping
with uncertain and changing work environments?

Analytical	Thinking	

The ability to tackle a problem by using a logical, systematic, 
sequential approach. 

Key	Behaviors:	
 Makes a systematic comparison of two or more alternatives.
 Notices discrepancies and inconsistencies in available

information.
 Identifies a set of features, parameters, or considerations to

take into account, in analyzing a situation or making a
decision.

 Approaches a complex task or problem by breaking it down
into its component parts and considering each part in detail.

 Weighs the costs, benefits, risks, and chances for success, in
making a decision.

 Identifies many possible causes for a problem.
 Carefully weighs the priority of things to be done.

 Describe a time when you had to reconcile contradictory or
misleading metrics from different data sources.

 Give me an example of when you used your fact-finding skills to
gain information needed to solve a work-related problem. How did
you analyze the information and come to a solution?

 Tell me about a time when you analyzed data, drew a conclusion,
and convinced others to take action based on the data.

 What are the key steps, which must be made in order to set up a
project schedule and establish the critical path? Tell me about a
time when you did not follow the key steps identified and the
outcome.

 What is your process for drawing inferences and/or conclusions
from a mass of data? Provide a specific example. How did you
assess the accuracy of your conclusions?
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 What strategies do you use to connect with these students?
 Tell us about your own college experience. What factors influenced

your decision to go to college? Did you ever fail a class?
 You have been asked to deliver a 2–3-minute presentation to high

school seniors and their parents, giving an overview of the value of
pursuing higher education. Please take a few moments and
then deliver your presentation to us, covering all the points you
think are most important.

Teamwork	

Promotes cooperation and commitment within a team to achieve 
goals and deliverables. 

Key	Behaviors:	
 Knows and supports teammates’ work and deliverables.

Helps teammates who need or ask for support or assistance.
 Acknowledges and celebrates the achievements of

teammates. Praises the team and its achievement to others.
 Encourages team unity through sharing information or

expertise, working together to solve problems, and putting
team success first.

 Helps remove barriers to team productivity and success.
 Ensures joint ownership of goal setting, commitments, and

accomplishments. Involves everyone on the team.

 Tell me about a time when you had to work with a team member
who was not pulling his/her weight. How did you handle it?

 Tell me about the most effective team you have worked with. What
made them effective? What role did you play in the team?

 Have you ever helped a coworker improve his or her performance
at work? Tell me about a specific instance.
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Tolerance	for	Stress	

Maintains composure in highly stressful or adverse situations. 

Key	Behaviors	
 Handles high workloads, competing demands, vague

assignments, interruptions, and distractions with poise and
ease.

 Remains steady or thrives under pressure, using it to fuel
productivity and efficiency.

 Stays calm and maintains focus in turbulent, threatening, or
emergency situations. Makes rational decisions and
continues to perform effectively.

 Provides direction in crisis situations. Defuses potentially
violent people or situations, calming others and removing
them from harm.

 Describe one of the most challenging interactions you have had
with an internal/external customer. What happened?

 Describe the most stressful work situation you have faced. Why
was it stressful and how did you react?

 Tell me about a time that you faced unrealistic/unreasonable goals
or expectations. How did you respond/handle it?
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Vision	

Builds and shares a compelling view of the direction, or sense of 
purpose of the organization to engage and motivate others toward a 
common goal. 

Key	Behaviors:	

 Takes a long-term view of the organization and its
surrounding environment.

 Anticipates factors or future trends shaping the organization
to craft the vision.

 Articulates a sense of purpose for the organization.
 Conveys a shared, concrete vision of the desired state which

provides the basis for formulating organizational strategies
and goals.

 Demonstrates an optimism and sense of urgency that
inspires others to embrace the vision.

 Influences/motivates others to translate the vision into
action.

 Describe the culture of your current organization.  How did you
influence/drive that culture?

 Describe a time when you developed and executed a vision in an
organization.  How did you go about the task?  What was the
result?  How did you communicate the vision?  How did you
translate the vision into action?

 Describe a time when you demonstrated the ability to think
progressively and look beyond the present situation in order to
develop a plan that led to future success.

 Discuss a time when you had to rally your organization around a
common goal or vision.  What was the vision?  How did you gain
buy-in into the vision?

 Describe a situation in which you were involved in creating a
vision based on your anticipation of future trends.

 Tell us about an experience in which you had a limited amount of
time to make a mission critical or politically sensitive decision with
significant organizational impact.

 What was the decision?
 What factors did you consider?
 What was the impact of your decision on the organization?
 To successfully lead an organization into the future, a leader must

be able to create and share a vision that inspires people to follow.
In your past experience, what specific steps have you taken to
successfully create a vision for an organization, and how did you
make sure that the entire organization had a common
understanding of the vision and was aligned to meet the vision.

 Describe a time when you had to develop or shift individual and
organizational goals to accommodate a larger organizational
vision.

 Describe a situation where you were able to align personnel and
resources and drive them towards the accomplishment of
organizational vision and objectives.  How did you gain
commitment to the vision and objectives?  What was the result?
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