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behavioral interview questions administrative assistant play a crucial role in
evaluating the skills, experience, and problem-solving abilities of candidates applying for
administrative assistant positions. These questions are designed to uncover how candidates
have handled various workplace situations in the past, providing insights into their
communication, organization, adaptability, and teamwork skills. Understanding common
behavioral interview questions for administrative assistants can help both hiring managers
and applicants prepare effectively for interviews. This article explores key behavioral
questions, tips for responding, and examples of strong answers tailored to the
administrative assistant role. Additionally, it highlights the importance of behavioral
interviewing in identifying candidates who possess the necessary competencies to thrive in
fast-paced office environments. The following sections will provide a comprehensive guide
to mastering behavioral interview questions administrative assistant professionals
frequently encounter.

Understanding Behavioral Interview Questions for Administrative Assistants

Common Behavioral Interview Questions for Administrative Assistants

How to Effectively Answer Behavioral Interview Questions

Examples of Strong Responses to Behavioral Interview Questions

Additional Tips for Administrative Assistant Interview Success

Understanding Behavioral Interview Questions
for Administrative Assistants
Behavioral interview questions administrative assistant candidates face are aimed at
revealing past behaviors as indicators of future performance. These questions typically
prompt candidates to describe specific situations, actions they took, and outcomes
achieved. The underlying premise is that previous behavior is the best predictor of how a
candidate will handle similar scenarios in the future. For administrative assistants, these
questions often focus on organizational skills, time management, handling confidential
information, communication with team members, and problem-solving in administrative
tasks.

Purpose of Behavioral Interview Questions
The primary purpose of behavioral interview questions administrative assistant hiring
teams use is to evaluate a candidate’s practical experience and interpersonal skills. Rather



than hypothetical answers, these questions solicit real examples to assess competencies
such as attention to detail, multitasking, conflict resolution, and adaptability. This approach
allows interviewers to gain a deeper understanding of how candidates perform under
pressure, handle deadlines, and collaborate within a team.

Key Competencies Assessed
When preparing for behavioral interview questions administrative assistant applicants
should focus on demonstrating the following key competencies:

Organizational and time management skills

Effective communication and interpersonal abilities

Problem-solving and critical thinking

Reliability and professionalism

Adaptability to changing priorities and environments

Attention to detail and accuracy

Confidentiality and discretion

Common Behavioral Interview Questions for
Administrative Assistants
Below is a list of frequently asked behavioral interview questions administrative assistant
candidates should prepare for. These questions help interviewers understand how
candidates have managed common workplace challenges and tasks.

Handling Multiple Priorities
“Can you describe a time when you had to manage multiple tasks with competing
deadlines? How did you prioritize and ensure timely completion?”

Dealing with Difficult People
“Tell me about a situation where you had to work with a difficult coworker or client. How did
you handle the interaction?”



Problem-Solving in Administrative Tasks
“Give an example of a problem you encountered in your administrative role and the steps
you took to resolve it.”

Maintaining Confidentiality
“Describe a situation where you were entrusted with sensitive information. How did you
ensure its confidentiality?”

Attention to Detail
“Provide an example of when your attention to detail prevented a potential error or issue.”

Adaptability to Change
“Share an experience where you had to adapt quickly to a change in your work
environment or responsibilities.”

How to Effectively Answer Behavioral Interview
Questions
Answering behavioral interview questions administrative assistant candidates face requires
a structured approach to communicate experiences clearly and convincingly. The STAR
method—Situation, Task, Action, Result—is a widely recommended technique for organizing
responses.

Using the STAR Method
The STAR method helps candidates provide comprehensive answers by outlining:

Situation: Describe the context or background of the example.

Task: Explain the specific responsibility or challenge involved.

Action: Detail the steps taken to address the task.

Result: Share the outcome and any measurable achievements.

This method ensures responses are focused and demonstrate relevant skills effectively.



Tips for Crafting Strong Answers
When preparing responses to behavioral interview questions administrative assistant
candidates should:

Choose examples that highlight key administrative skills and qualities.

Be honest and specific, avoiding vague or generalized answers.

Quantify results when possible to show impact.

Practice delivering answers clearly and confidently.

Relate experiences to the job description and company values.

Examples of Strong Responses to Behavioral
Interview Questions
Providing examples of well-structured answers can guide administrative assistant
candidates in preparing for interviews. Below are sample responses using the STAR method
for common behavioral questions.

Example: Managing Multiple Priorities
Situation: In my previous role, I was responsible for scheduling meetings, managing
correspondence, and preparing reports all due within the same week.

Task: I needed to ensure all tasks were completed accurately and on time despite
overlapping deadlines.

Action: I prioritized my workload by creating a detailed daily schedule, using digital tools to
set reminders, and communicating proactively with supervisors about progress.

Result: All assignments were delivered ahead of deadlines, and my manager commended
my organizational skills during our quarterly review.

Example: Handling a Difficult Coworker
Situation: I worked with a team member who often missed deadlines, affecting our
department’s workflow.

Task: It was important to maintain professionalism while addressing the issue to improve
collaboration.

Action: I scheduled a private conversation to express concerns respectfully and offered
assistance to help them manage their tasks more effectively.

Result: The coworker appreciated the support, and their performance improved, resulting in



smoother team operations.

Additional Tips for Administrative Assistant
Interview Success
Beyond mastering behavioral interview questions administrative assistant candidates can
enhance their interview performance by focusing on several additional factors that
demonstrate professionalism and preparedness.

Research the Company and Role
Understanding the company’s culture, mission, and specific administrative needs allows
candidates to tailor answers that align with organizational expectations and show genuine
interest.

Demonstrate Technical Proficiency
Administrative assistants often use various software tools such as Microsoft Office Suite,
scheduling programs, and communication platforms. Highlighting familiarity and proficiency
with these tools during the interview adds value.

Showcase Soft Skills
Effective communication, discretion, and a positive attitude are essential for administrative
assistants. Displaying these traits through examples and demeanor during the interview
reinforces suitability for the role.

Prepare Thoughtful Questions
Asking insightful questions about team dynamics, workflow, or company goals
demonstrates engagement and a proactive mindset.

Frequently Asked Questions

What are common behavioral interview questions for an
administrative assistant role?
Common behavioral interview questions include: "Tell me about a time you managed
conflicting priorities.", "Describe a situation where you had to handle a difficult client or
colleague.", and "Give an example of how you stayed organized during a busy period."



How should I prepare answers for behavioral questions
as an administrative assistant?
Use the STAR method (Situation, Task, Action, Result) to structure your answers. Reflect on
past experiences where you demonstrated key skills like organization, communication,
problem-solving, and time management.

Can you give an example of a good answer to a
behavioral question about handling multiple tasks?
Sure. For example, "In my previous role, I often managed multiple projects simultaneously.
Once, I prioritized tasks by deadline and importance, used a digital planner to track
progress, and communicated regularly with my team to ensure timely completion. This
approach helped me meet all deadlines without compromising quality."

Why do interviewers ask behavioral questions for
administrative assistant positions?
Interviewers ask behavioral questions to understand how candidates have handled real
situations in the past, which is a strong indicator of how they will perform in similar
circumstances in the future. It helps assess skills like problem-solving, adaptability, and
teamwork.

What behavioral traits are employers looking for in an
administrative assistant?
Employers look for traits such as strong organizational skills, attention to detail, effective
communication, reliability, adaptability, and the ability to handle stressful situations calmly
and efficiently.

How can I demonstrate my problem-solving skills in a
behavioral interview for an administrative assistant?
Provide specific examples where you identified a problem, analyzed options, implemented a
solution, and achieved a positive outcome. For instance, describe a time you improved a
filing system that increased office efficiency or resolved scheduling conflicts proactively.

Additional Resources
1. Cracking the Behavioral Interview Code for Administrative Assistants
This book offers comprehensive strategies tailored specifically for administrative assistant
candidates facing behavioral interviews. It breaks down common questions and provides
model answers to help readers showcase their skills and experiences effectively. The
practical tips included ensure candidates can confidently tackle tough interview scenarios.

2. Behavioral Interview Questions & Answers for Administrative Professionals



Focused on administrative roles, this guide presents a collection of frequently asked
behavioral questions along with detailed answer samples. It helps readers understand what
interviewers seek and how to frame responses that highlight problem-solving and
organizational skills. The book also includes advice on preparing for virtual and in-person
interviews.

3. Mastering the Administrative Assistant Interview: Behavioral Question Edition
This resource dives deep into the behavioral interview process, providing techniques to
craft compelling stories that emphasize key competencies. It emphasizes the STAR
(Situation, Task, Action, Result) method to help candidates structure their answers clearly.
Additionally, it includes exercises to build confidence and improve communication.

4. The Ultimate Guide to Behavioral Interviews for Administrative Assistants
Aimed at helping administrative assistants excel in interviews, this guide covers the theory
behind behavioral questions and offers practical approaches to answer them. It explores
scenarios commonly faced by administrative professionals and suggests ways to
demonstrate adaptability, teamwork, and time management. The book also includes tips on
body language and follow-up questions.

5. Behavioral Interview Success for Administrative Assistants
This book provides a step-by-step approach to preparing for behavioral interviews, with a
focus on administrative assistant roles. It features real-life examples and sample answers to
illustrate how to effectively communicate skills and experiences. Readers will find advice on
handling challenging questions and making a positive impression.

6. Winning Behavioral Interview Strategies for Administrative Professionals
A strategic guide that helps administrative professionals anticipate and respond to
behavioral interview questions with confidence. It emphasizes the importance of self-
assessment and aligning responses with job requirements. The book also offers tips on
researching the company and tailoring answers to fit organizational culture.

7. Behavioral Interview Workbook for Administrative Assistants
Designed as an interactive workbook, this title encourages readers to practice and refine
their answers to common behavioral questions. It includes worksheets, practice prompts,
and self-evaluation tools to track progress. The hands-on approach aids in internalizing
effective response techniques.

8. Administrative Assistant Interview Prep: Behavioral Questions Explained
This book explains the rationale behind behavioral interview questions and how they relate
to job performance. It guides readers through the process of identifying relevant
experiences and crafting impactful stories. The clear explanations and examples make it
easier to grasp the nuances of behavioral interviewing.

9. From Application to Offer: Behavioral Interview Techniques for Administrative Assistants
Covering the entire interview journey, this book focuses on mastering behavioral questions
to secure administrative assistant positions. It offers insights into interviewers’ expectations
and how to demonstrate competencies like organization, communication, and problem-
solving. Readers will benefit from preparation checklists and post-interview follow-up
advice.
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job candidate by eliciting real-world examples of behaviors and experience that can save you and
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customer focus, motivation, initiative, adaptability, teamwork, and more. It allows you to move
immediately to the particular skills you want to measure, and quickly find just the right tough but
necessary questions to ask during an interview. Asking behavior-based questions is by far the best
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whom they viewed as promising individuals full of potential turning out to be underwhelming
employees. Employment expert Paul Falcone supplies the tools you need to land top talent. What is
the applicant’s motivation for changing jobs? Do they consistently show initiative? The third edition
of this practical guide book is packed with interview questions to possibly ask candidates, each
designed to reveal the real person sitting across the table. In 96 Great Interview Questions to Ask
Before You Hire, Falcone shares strategic questions that uncover the qualities and key criteria you
seek in your next hire, including: Achievement-anchored questions Questions that qauge likeability
and fit Pressure-cooker questions Holistic questions that invite self-assessment Questions tailed to
sales, mid-level, or senior management positions Complete with guidelines for analyzing answers,
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practical tips...and invaluable tools for administrative professionals...it doesn't get much better than
this book.--BookViews.com
  behavioral interview questions administrative assistant: Take Charge of Your Health Care
Career Hal Patterson, 1998 You'll find the tips and tools to manage your career and take charge of
every step in your job search, from self-marketing and selling tools to the interview and
salary/benefits negotiations.
  behavioral interview questions administrative assistant: Challenging Colonial
Administrative Behavior in Bangladesh Hasanuzzaman Zaman, 2023-10-27 This book studies public
policy and administration in Bangladesh. It studies how, despite recording high-levels of corruption
persistently, some governments in least developed countries (LDCs) like Bangladesh have achieved
impressive online transformation level, through digital, electronic or e-Government implementation.
The book investigates the historical and political context, and examines the different policies and
strategies adopted by successive governments of Bangladesh for facilitating digital service delivery
transformation of traditional, paper-based, circuitous public service delivery processes. It reviews
public administration reforms introduced over several decades, and other initiatives launched with
the specific objective of improving service delivery management. The volume also contextualizes the
new e-Government development initiatives in light of the various approaches such as traditional
public administration, new public management, digital era governance, new public governance, and
design thinking. Drawing on a host of published and unpublished materials, interviews with senior
public officials, academics, representatives of international donor agencies, think tanks and
non-governmental organizations, and a survey of more than 400 plus bureaucrats, the book analyzes
the progress of digital government in Bangladesh from a soft, behavioral perspective. It will be of
great interest to scholars and researchers of public policy and public administration, politics,
innovation, and South Asian studies. It will be an essential reading for bureaucrats and government
officials, as well as think tanks and NGOs.
  behavioral interview questions administrative assistant: James Stroman, 2008-04-04
Between coordinating meetings, making travel arrangements, and running the phone lines, being a
professional administrative assistant requires an astonishing and varied range of skills involving
interpersonal communication, written presentations, and organizational ability.Written in a
down-to-earth style, Administrative Assistant’s and Secretary’s Handbook provides readers with
information on subjects including record keeping, telephone usage, office machines, mail, business
letters, and computer software skills. Now in its third edition, the book has been completely revised
with expanded coverage of topics including electronic records management, interpersonal and
communication skills, troubleshooting computer problems, time and stress management, customer
service, event planning, web conferencing, math for office professionals, office management and
supervision, transcription, and much more.Comprehensive and completely up-to-date, this is the
book every administrative professional should own.
  behavioral interview questions administrative assistant: The Interview Process Heidi
Frank, 2000
  behavioral interview questions administrative assistant: How to Think Like a Behavior
Analyst Jon S. Bailey, Mary R. Burch, 2022-03-07 How to Think Like a Behavior Analyst is a
revolutionary resource for understanding complex human behavior and making potentially
significant quality-of-life improvements. Practical and clearly written, this second edition addresses
basic questions like how behavior analysts work, why specific methods and procedures are used,
what alternative fad treatments are, and more. The updated text answers 70 frequently asked
questions about behavior analysis using an accessible question-and-answer format. Each question
now includes a Quick Take, which is a simple and easy-to-read answer to the question, and then a
more in-depth Technically Speaking answer that is more challenging. A brand-new chapter discusses
ways of advancing one’s career in the field and how to go to graduate school and become board
certified. This text is written for all professionals concerned with behavior, including undergraduate
students in psychology and behavior analysis, parents, teachers, employers, and employees. The



book can easily be used as a supplement to primary texts in introductory psychology courses, and
the exercises that follow each question can be used to stimulate lively discussion in role-play and
other active learning situations.
  behavioral interview questions administrative assistant: The Effective Hiring Manager
Mark Horstman, 2019-09-24 Essential hiring and team-building lessons from the #1 Podcaster in the
world The Effective Hiring Manager offers an essential guide for managers, team leaders, and HR
professionals in organizations large or small. The author’s step-by-step approach makes the
strategies easy to implement and help to ensure ongoing success. Hiring effectively is the single
greatest long-term contribution to your organization. The only thing worse than having an open
position is filling it with the wrong person. The Effective Hiring Manager offers a proven process for
solving these problems and helping teams and organizations thrive. The fundamental principles of
hiring and interviewing How to create criteria to hire by How to create excellent interview questions
How to review resumes How to conduct phone screens How to structure an interview day How to
conduct each interview How to capture interview results How to make an offer How to decline a
candidate How to onboard candidates Written by Mark Horstman, co-founder of Manager Tools and
an expert in training managers, The Effective Hiring Manager is an A to Z handbook to the
successful hiring process. The book explores, in helpful detail, what it takes to hire the right person,
for the right job, and the right team.
  behavioral interview questions administrative assistant: Study Guide for Kinn's The
Administrative Medical Assistant - E-Book Deborah B. Proctor, Brigitte Niedzwiecki, Julie Pepper,
Payel Madero, 2016-06-15 Get more practice with the essential medical assisting job skills! Designed
to support Kinn’s The Administrative Medical Assistant: An Applied Learning Approach, 13th
Edition, Kinn's The Administrative Medical Assistant – Study Guide and Procedure Checklist Manual
Package: An Applied Learning Approach, 13th Edition offers a wide range of exercises to reinforce
your understanding of common administrative skills — including CAAHEP and ABHES competencies.
A variety of exercises test your knowledge and critical thinking skills with vocabulary review,
multiple choice, fill in the blank, and true/false questions. Additional exercises enhance learning with
skills and concepts, word puzzles, case studies, workplace applications, and Internet activities.
Procedure checklists help you track your performance of every procedure included in the textbook.
Work products allow you to provide documentation to instructors and to accrediting organizations
when a competency has been mastered. Cross-references tie together exercises in the study guide to
the Connections theme in the main text. NEW! Eight procedure checklists based on CAAHEP
competencies provide an assessment tool for MA procedures. NEW! Glucometer test results and
Mantoux test records allow you to assess how well you’re able to perform these procedures. NEW!
Coverage of ICD-10 prepares you to use this new code set. NEW! SimChart for the Medical Office
Connection ties EHR cases to appropriate chapters.
  behavioral interview questions administrative assistant: Dark Personalities in the
Workplace Cynthia Mathieu, 2021-03-11 Dark Personalities in the Workplace defines dark
personalities, their prevalence in the workplace, and how they are best managed. The book brings
together research in psychology and business to both profile these employees and impart best
practices for businesses to manage them. Chapters explore narcissism, Machiavellianism, and
psychopathy in a work context. Coverage includes common behaviors such as incivility, negative
attitudes, counterproductive behavior and escalating to harassment, bullying, violence, and fraud.
Practical advice is given on how to avoid hiring dark personalities, avoid promoting dark
personalities, and how to perform investigations and interventions with dark personalities. With a
background in forensic psychology and industrial/organizational psychology, Cynthia Mathieu
provides a researched understanding to these personalities, case studies to better understand them,
and practical tools and applied solutions for dealing with them. - Integrates psychology and business
literature on dark personalities - Identifies common personality features and behaviors - Suggests
HR protocols to avoid hiring dark personalities - Addresses how to manage and review performance
for dark personalities - Explores the importance of leadership and organizational culture - Presents



case studies and applied solutions - Provides recommendations for investigations and interventions
  behavioral interview questions administrative assistant: Pharmacy Practice Today for
the Pharmacy Technician LiAnne C. Webster, 2013-09-03 Covering everything from certification
exam review to key skills, Pharmacy Practice for Today's Pharmacy Technician: Career Training for
the Pharmacy Technician covers all of the knowledge needed by pharmacy technicians to provide
exemplary patient care and build a successful career. It describes the role of the pharmacy
technician in different practice settings, including the key tasks and skills set required to work in a
community pharmacy, institutional pharmacy, or home health and long-term care/hospice care, then
adds a road map taking you through certification, the job search, interviewing, and continuing
education. Written by pharmacy technician educator and expert LiAnne Webster, this
comprehensive text prepares you to succeed in this rapidly growing field. - In-depth coverage of
medication safety and error prevention includes recent recommendations and actions taken by the
Institute of Safe Medication Practices (ISMP) and The Joint Commission. - Content on intercultural
competence addresses the changing demographics in our society. - A student journal on the Evolve
companion website makes it easy to submit journal entries relating to your coursework and during
externship rotations. - Review questions and critical thinking exercises are included at the end of
each chapter. - Tech Notes provide practical, on-the-job hints. - Tech Alerts focus on warnings to
watch for and avoiding common errors.
  behavioral interview questions administrative assistant: Kinn's The Administrative Medical
Assistant E-Book Deborah B. Proctor, Brigitte Niedzwiecki, Julie Pepper, Payel Madero, 2016-05-13
Administrative Medical Assisting begins with Kinn! Elsevier’s Kinn’s The Administrative Medical
Assistant, 13th Edition provides you with the real-world administrative skills that are essential to
working in the modern medical office. An applied learning approach to the MA curriculum is
threaded throughout each chapter to help you further develop the tactile and critical thinking skills
necessary in today’s healthcare setting. Paired with our adaptive solutions, EHR documentation,
ICD-10 coverage and, detailed procedural videos, you will learn the professional and interpersonal
skills of modern administrative medical assisting! Professionalism in applicable procedures teaches
you how to properly interact with patients and coworkers. Professional behavior boxes provide
guidelines on how to interact with patients, families, and coworkers. Step-by-step procedures
explain complex conditions and abstract concepts. Patient education and legal and ethical issues are
described in relation to the Medical Assistant's job. Critical thinking applications test your
understanding of the content. Threaded case scenarios help you to apply concepts to realistic
administrative situations. Portfolio builder helps you demonstrate proficiency to potential employers.
NEW! Chapter on The Health Record reviews how you’ll be working with a patient’s medical record.
NEW! Chapter on Technology in the Medical Office introduces you to the role technology plays in
the medical office. NEW! Administrative procedure videos helps you visualize and review key
procedures. NEW! Chapter on Competency-Based Education helps you to understand how your
mastery of the material will affect your ability to get a job. Basics of Diagnostic Coding prepares you
to use ICD-10 coding system.
  behavioral interview questions administrative assistant: Kinn's The Administrative
Medical Assistant E-Book Brigitte Niedzwiecki, Julie Pepper, 2022-11-19 **Selected for Doody's
Core Titles® 2024 in Medical Assisting**More than any other product on the market, the most
successful medical assistants begin their careers with Kinn. Known for more than 65 years for its
alignment with national curriculum standards, Kinn's The Administrative Medical Assistant: An
Applied Learning Approach, 15th Edition teaches the real-world administrative skills essential for a
career in the modern medical office — always with a focus on helping you apply what you've learned.
This edition features new and expanded content on insurance, coding, privacy and security,
telehealth logistics, and much more. With its approachable writing style appropriate for all levels of
learners and a full continuum of separately sold adaptive solutions, EHR documentation experience,
and HESI remediation and assessment, quickly master the leading skills to prepare for certification
and a successful career in the dynamic and growing administrative medical assisting profession! -



Step-by-step, illustrated procedures include rationales and a focus on professionalism. - Electronic
health record (EHR) coverage provides access to hands-on activities using SimChart® for the
Medical Office (sold separately). - Applied learning approach incorporates threaded case scenarios
and critical thinking applications. - Patient education and legal and ethical features at the end of
each chapter reinforce legal and communications implications within medical assisting practice. -
Key vocabulary terms and definitions are presented at the beginning of each chapter, highlighted in
text discussions, and summarized in a glossary for quick reference. - Robust Evolve companion
website offers procedure videos, practice quizzes, mock certification exams, and interactive learning
exercises. - NEW! Content aligns to 2022 Medical Assisting educational competencies. - NEW and
UPDATED! Comprehensive coverage of all administrative functions complies with accreditation
requirements and includes insurance, coding, privacy and security, telehealth logistics, and more. -
NEW! Artwork familiarizes you with the modern medical office and equipment.
  behavioral interview questions administrative assistant: Behavioral Consultation and
Primary Care Patricia J. Robinson, Jeffrey T. Reiter, 2015-10-20 “In this 2nd edition, Robinson and
Reiter give us an updated blueprint for full integration of behavioral health and primary care in
practice. They review the compelling rationale, but their real contribution is telling us exactly HOW
to think about it and how to do it. This latest book is a must for anyone interested in population
health and the nuts and bolts of full integration through using the Primary Care Behavioral Health
Consultation model.” Susan H McDaniel Ph.D., 2016 President, American Psychological Association
Professor, University of Rochester Medical Center The best-selling guide to integrating behavioral
health services into primary care is now updated, expanded and better than ever! Integration is
exploding in growth, and it is moving inexorably toward the model outlined here. To keep pace, this
revised text is a must for primary care clinicians and administrators. It is also essential reading for
graduate classes in a variety of disciplines, including social work, psychology, and medicine. This
updated edition includes: · A refined presentation of the Primary Care Behavioral Health (PCBH)
model · The latest terms, trends and innovations in primary care · Comprehensive strategies and
resource lists for hiring and training new Behavioral Health Consultants (BHC) · Step-by-step
guidance for implementing the PCBH model · A plethora of evolved practice tools, including new
Core Competency Tools for BHCs and primary care providers · Sample interventions for behaviorally
influenced problems · The use of “Third Wave” behavior therapies in primary care · Detailed
program evaluation instructions and tools · The latest on financing integrated care · An entire
chapter on understanding and addressing the prescription drug abuse epidemic · Experienced
guidance on ethical issues in the PCBH model · Improved patient education handouts With all of the
changes in health care, the potential for the Primary Care Behavioral Health (PCBH) model to
improve primary care—and the health of the population—is greater than ever. This book should be
the first read for anyone interested in realizing the potential of integration.
  behavioral interview questions administrative assistant: College Mentoring Handbook
James L. Gray, EdD, 2016-02-27 The Mentoring Handbook invites students to experience the power
of learning by adopting the self-directed learning approach to college. Eleven mentoring lessons are
presented that reveal winning strategies and conceptual insights on how a student can liberate him
or her from the role of passive learner and take personal responsibility for active learning instead of
being fed by faculty. The author demystifies the degree and the GPA as the end-game of college,
illustrating to students how not to let college get in the way of a good education, which ultimately is
to enhance employability potential and build work readiness skill sets. Most important, the
mentoring lessons will help students reframe the purpose of college and use the learning experience
to transform themselves as competitive job seekers in a murky job market and an uncertain
economic landscape. As they rethink the outdated traditional instructor-driven education college
model that they have fallen victim to, they become empowered to take control of their professional
growth and career aspirations.
  behavioral interview questions administrative assistant: How to Hire, Train & Keep the
Best Employees for Your Small Business Dianna Podmoroff, 2005 Book & CD-ROM. Ask any



manager today and they will say their biggest concern is the competition for talented, good
employees. The business costs and impact of employee turnover can be grouped into four major
categories: costs resulting from a person leaving, hiring costs, training costs and lost productivity
costs. The estimated cost to replace an employee is at least 150 percent of the person's base salary.
As you can see, managers must learn to hire, train and keep your employees highly motivated. This
book will help you to learn the fundamentals of sound hiring, how to identify high-performance
candidates and how to spot evasions. You will learn to create a workplace full of self-motivated
employees who are highly purpose-driven. The book contains a wide assortment of carefully worded
questions that help to make the process more effective. Innovative step-by-step descriptions of how
to recruit, interview, hire, train and keep the best people for every position in your organisation.
This book is filled to the brim with innovative and fun training ideas (that cost little or nothing) and
ideas for increasing employee involvement and enthusiasm. When you get your employees involved
and enthused, you will keep them interested and working with you, not against you. With the help of
this book, get started today on building your workplace into one that inspires employees to do
excellent work because they really want to!
  behavioral interview questions administrative assistant: Lippincott Williams and
Wilkins' Administrative Medical Assisting Laura Southard Durham, 2008 Lippincott Williams &
Wilkins' Administrative Medical Assisting, Second Edition teaches students the theory and skills to
become effective medical office assistants. The text and ancillary resources address all the required
administrative competencies for CAAHEP and ABHES program accreditation. The book includes
critical thinking questions and is written for maximum readability, with a full-color layout, over 100
illustrations, and boxes to highlight key points. A bound-in CD-ROM and a companion Website
include CMA/RMA exam preparation questions, an English-to-Spanish audio glossary, a clinical
simulation, administrative skill video clips, competency evaluation forms, and worksheets for
practice. A Skills DVD with demonstrations of the most important medical assisting skills is available
separately. An Instructor's Resource CD-ROM and online instructor resources will be available gratis
upon adoption of the text.
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