Questions to Send to Possible New Employee
***This is used for possible new employees.  Once you have read through the applicants resume and you feel like they would be a good fit for your office, then you would email them these questions BEFORE they come in for a one-on-one interview.



[bookmark: _GoBack]Hi (Name of Applicant),

Thanks for responding to our ad!  My name is (Name) and I am the Clinic Manager at (Office Name).  I would love for you to answer a few questions for me and get back to me as soon as possible.  Thank you very much!

1. Why are you looking for a new job?
 
2. What was the worst job you ever had and why?
 
3. In this job, you will be given good training, but then you will be expected to take initiative to solve problems and find solutions to many new things you haven't faced before. Please tell me about a time when you took initiative to solve a problem you hadn't been trained to solve.
 
4. While this job is a lot of fun, there are parts that are just mundane, like in any job, unfortunately. For example, you’d spend time daily organizing, doing some cleaning, as well as doing laundry. Tell us why you think you’d be great at that.
 
5. We teach patients to lose weight by getting healthy…that is cutting out junk food, processed foods and having a healthy lifestyle. Why would you be a good example of that?
 
6. Do you have limitations on your working hours or days?
 
7. What are your salary requirements? Please don’t just reply with “we can talk about that,” as we do have a budget and we need to at least know your range.
 
8. (Some offices do offer insurance so obviously remove this one if you are able to offer it) We do not offer health insurance, but the benefit you get is that the doctor can help you with most of your health issues. Not broken bones, of course, but most internal issues are what we specialize in. Is that a problem for you?
 
9.  Multitasking is the number one requirement of this position. Tell us about how you are able to multitask.
 
10. We have a zero tolerance policy on gossip and drama. Please tell us about a time you helped improve a dramatic situation. Would you be willing to comply with a zero tolerance gossip policy?
 
11. Our office is very busy, and everyone here works together as part of a flexible team. People often help each other and do tasks that are not "theirs." Tell us about a time when you went into a situation with a certain set of expectations, and those expectations were not met. How did you handle it?
 
12. How soon are you available to start working?
 
13. What could you tell us about yourself that would set you apart from the other people that are applying for this job?
 
14.  What are your top 3 best qualities?

