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Project |dentification

My crew has lost a number of positions since July of 2000. We lost a Secretary’s position
that was riot replaced. An Engineering Technologist i took over the duties that our retiring
secretary'took care oﬁih addition to doing his own field duties. We also lost a Technologist's
position that same year when an employee who was ill took an early relirement. (That
position was eventually replaced by an Engineer-in-Training | position the next year.) In July
2001, two Engineering Technologist lIl's retired. Those positions were replaced by an
Engineering Assistant 1 and an Administrative Specialist. The Engineering Assistant position
was moved to another crew though and my crew never got a replacement for it. The
Administrative Specialist’s position was filled by one of the Tech lIl's that retired. (He came
back 3 months after retiring and was later promoted back into the Engineering Tech series.)
In the summer of 2002, another Tech lll retired from the crew and the position was
abolished. Further...my crew, already down three positions from the year 2000, lost ancther
Tech |l 1o retirement at the end of July 2004. Then, in December 2004, the Tech that
retired and was rehired as an Administrative Specialist tumed 62 and will leave again once
his Social Security eamings are affected by his State job. (February 28, 2005 is his last day.)
If the position that was held by the July 2004 retiree and the one now held by the employee

leaving at the end of February are not filled, my crew would be down five positions from the

year 2000

The purpose of this project was to find someone to fill an Engineenng Technologist's
position who is capable of learning and performing the administrative duties in our office, but

also capable of doing the fisid inspection of construction projects. | needed to “design” a
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position by doing a job analysis to be sure a position is created that has the relevant
dimensions needed for a new position in my crew. For my project, | created a position, and
developed relevant questions for the interview of candidates for the job. Along with the
Transpo&ation Engineén'ng Branch Manager (TEBM) for Construction and the District
Construction Engineer in District 7, | interviewed the candidates using appropriate structured
behavioral interviewing techniques. After each interview we analyzed the candidate that we
had just met with. After all the candidates had been interviewed we picked the person who,
based on criteria leamed in the Structured Behavioral Interviewing Workshop, we felt was

most qualified to fill the needs of the crew and to be successful in the new position.

Workshop Theory and Model Application

The goal of structured behavioral interviewing is, of course, to end up with a competent
employee who can be successful in the job for which an employee is needed. |t uses
questions that collect examples of a person’s past performance to predict his or her future
behavior. Before siructured behavioral interviews begin, critical job requirements of the
position to be filled need to be identified. The knowledge, skills, and abilities that will be
needed for a person to successfully accomplish those requirements need to be determined.
These are called dimensions. Once the relevant dimensions are identified for the position,
guestions to be acked in the interview are created. Questions should focue on gathering
information about behaviors that are directly related to the job. They should be designed to
get candidates to give behavioral responses related to specific activities and outcomes.

During the actual interviews there should be multiple interviewers and notes should be taken
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to document responses, behaviors, stc. After the interviews there should be consensus
decision making.

r‘
Successful stmctured’behavioral interviewing minimizes potential bias, provides consistency
in interviews and includes documentation of the selection procedure and the validity of the
selection. If done properly, structured behavioral interviewing should resuit in employing the

competent employee we warit.

(The theory behind structured behavioral interviewing will continue to be described below. |
will describe a piece of the model in depth and then stop and show how that part of the

madsl applies to my project. It seems less repetitive to present it this way.)

information Gathering

The first step in a behavioral interview is 1o identify the dimensions that are relevant to the
job to be filled. A dimension is a collaction of behaviors that represent what a successful
person on the job would do. It's what we want to know about a person relative to the
position. Dimensions can be categorized as intellectual, personal characteristics,
interpersonal characteristics, or management/leadership skills. Intellectual dimensions
include analysis skills, conceptual skills, creativity, innovativeness, education,
experience/knowledge, judgement, leaming ability, oral communication skills, written
communication skills, problem solving/praoblem dentification abilities, and strategic planning
skilis. Personal characteristics as a dimension refers to things such as adaptability,

emotional stability, excellence standards, independencs, initiative, motivation/drive,
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organization/planning skiils, personal integrity, self objectivity, and a track record of success.
Interpersonal characteristics as a dimension include assertiveness, the ability to diagnose
clients’ neéds, the ability to make a good first impression, empathy/listening skills,
enthusiasm, likeability? \negotiation skills, political savvy and the ability to be a team player.
Dimensions under the category of Leadership/Management include skills in delegation, goal
setting, leadership, monitoring performance, giving good performance feedback, recruiting,

removing non-performers, team development, and, training and development.

To begin, a description of the job to be filled should be created, listing each duty of the job
and what activities need to be done to accomplish that duty. Further, a list of what
knowledge, skills, and abilities are needed to accomplish these activities should be made,
identifying what dimensions these fall under. A chart can be made to tally up the number of
duties that fall under each dimension. The dimensions with the most “hits” are the
dimensions essential for the successful candidate to have. A rule of thumb mentioned in
class, but not in the workbook, is to only try to cover 3 to 4 dmensions in an hour-long

interview.

For my project, the position to be filled was for a Tranqurtation Engineering Technologist I.
| began by creatirig a position dasecription (PD) on a standard "PD” warkshast for a
Commonwaealith of Kentucky position. {See Appendix A.) From there | used the Job
Functions and Job Analysis VWorksheets like the ones shown in our Workshop VVorkbook to
describe the major job duties, the activities to be performed to accomplish those duties, the

job knowledge, skills and abilities needed for each of the duties, and finally, the dimensions
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relevant to each of the duties. (See Appendix B.) | determined the major job duties to be
Project Inspection/Documentation, Material Certification, Computer/Clerical Support,
Receptionist, and Filing. | won't describe every box on the chart for the job duties, but, you
can see in Appendix B !what activities are relevant to each duty, what job knowledge, skills

and abilities are necessary, and what dimensions are identified as important for each duty.

Next, | created a chart to tally up all of the dimensions relevant for each job duty to see what
the most critical dimensions were for the Technologist position. From the chart in Appendix
C, note that Written Communication, Adaptability, Organization/Planning, and Excellence

Standards got the most “hits” with 4, 4, 5 and 4 hits respectively.

Information Analysis

Once the dimensions that are critical are determined for a job, behavioral questions for the
interview should be created. These should be questions that produce behavioral reports
and stories, that focus on the job, and that focus on the essential dimensions. The
questions asked in a behavioral interview are called planned behavioral questions. Their
effectiveness hinges on how well they allow the interviewer to get a complete picture of the
applicant's past behavior. These type of questions should produce behavioral examples,
discourage theoretical responses, and ba tailored to the essential dimensions. They should
not lead an applicant to a desired answer. (See Appendix D for the questions that | created
for the interviews. | used the four dimensions with the most “hits” listed above and | created

two questions for each of those dimensions.)
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Action Plan and implementation

Once questions have been created which will allow us to gather information relevant to the
critical dimensions for the position, applicants that have the required background and
training/education Sh01.ll|d be picked from the pool of applicants and the most likely
candidates called in for an interview. In my project, the TEBM for Construction, the District
Construction Engineer, and | looked at the register of candidates and found five people that
we thought would have the required dimensions for the position. The Branch Manager
called ali of them and, of the five, one declined an interview and the remaining four came to

the District Office to mest with us,

Structured Behavioral Interviews should be planned so that all of them follow a consistent
format from the introduction and position/organization explanation to the time when the
interview closes. During the interview it is helpful to have several interviewers so that notes
can be taken effectively. (In my case, the interviews were conducted by the same thres
people that looked at the register and picked interviewees: the TEBM for Construction, the
District Construction Engineer, and me.) As each behavioral-based question is asked, a
“STEP” should be completed. This stands for Situation, Task, Effort and End Product. The
situation is a behavioral example. For instance, why an action was taken. The task tells
what was being worked on when the situation cccurred. The effort is what action the
candidate took in the situation. The end product is the outcome of the situation. If the
candidate gives a complete answer to a question (information is provided about these four

things), the STEP is complete. If non-behavioral information is given in responsetoa

Tuesday, April 18, 2006 (6).max



question or if one of the four components is left out of an answer, the interviewers should

ask follow-up questions to make sure the “STEP” is completed.

Other important things to remember when interviewing someone are: (1) Listen; (2) Observe
nonverbal cues such as eye movements, nervousness, and facial expressions; and (3) Take
notes (take them throughout the entire interview, not just when the interviewee tells you

something embarrassing).

At the end of the interview, a “buy-time question” should be asked. That is, “Is there
anything else about your skills or experience that we haven't talked about that | should
know?” Any notes taken should be reviewed to see if there are any additional things to ask
or anything that thay want to ask. Before the interviewee leaves, the selection process
should be explained, an overview of the position and organization should be given and the
candidate should be thanked for the productive interview. Qnce the interviewase leaves, the

interviewers must evaluate and organize their information to form a clear job-related picture.

Project Evaluation and Results

These steps were followed for each of the four interviews held to fill our Technologist
pasition. We began each interview by having the TEBM tell the candidate about the job and
ask why they were interested. Then we asked each of the questions listed on the sheet in
Appendix D. After each of the candidates was interviewed, the .three of us that conducted
the interview discussed whether or not each candidate demonstrated the relevant

dimensions needed for the position. The notes from each interview are listed in Appendix E.
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The District Construction Engineer took no notes. He chose just to listen and observe and
then to participate in our post-interview discussions, The TEBM had actually taken the
Structured Behavioral Interviewing Workshop so he was very good at asking the original
question and then twﬁg to get the interviewees to “complete the step”. One of the
interviewees was so nervous that he gave the same general responses no matter what the
TEBM asked. But for the most part, the TEBM's questions, and occasionally questions
asked by the District Construction Engineer or by me, allowed us to get complete answers
so that it was obvious to us whiether or not the candidate had the required dimension or not.
You can see from the notes taken on the question sheets (in Appendix E) how we decided if

a step was completed. Also you can see a count of the number of dimensions being sought

that each interviewee had.

At the end of the interview process we got together again and discussed all the applicants.
We agreed that Mark‘. demonstrated that he had all four dimensions being sought for
the position. ﬂm- we agreed, also had the four dimensions needed for the position.
Jeana"answers demonstrated that she had three of the four dimensions, And,
finally, Mike - only had one of the four dimensions for which we were looking.
Between Mark and Tim, Mark :w-as more at ease with us and had far more construction
experience and first hand knowledge of the way our Resident Engineer Offico runs. He has
worked in a Resident’s crew before and was successful there. Others had good comments

about his past performance.
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So...we offered the position to Mark.and he accepted and began work on January
16™ He has been here for nearly two weeks and is leaming the office duties and doing well.

We are happy with him so far and he seems content to be here.

’

Key Leaming Points and “Roo Improvement"”

Hearned quite a bit by being involved in the interview process. It seemed like it actually
made the interviewees feel more comfortable when we asked follow-up questions about
their answers (to get them to complete the step), almost like they felt like we were truly
interested in the answers they were giving. It was more like a conversation with them than a

typical interview. The exception was the fellow who was so nervous. | don't think he would

have been comfortable in any interview situation.

| think the structured behavicral interviewing process:. was a fair process also. We asked the
same questions and followed the same “outling” (why are you interested? — here's what

you'll do —questions using the STEP process — do you have questions? — etc. etc.) for each
person. We could tally up the dimensions for each cne. And, at the end we knew which two

were serious contenders and from there we had an open, honest discussion about which of

those two we wanted to try to hire.

Having the questions already made up and the sheets for taking notes right there in front of
us was a good way to stay organized and to make sure the interviews were consistent. It
also made us stay focused about what dimension we were looking far (why that question

was being asked and what kind of information we were hoping to gain). And, by making
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sure they completed the step, we got good behavioral information about the person and
their capabilities with respect to the desired dimension. The consistency and the format

made our discussions after each interview easy to have. It made that part of the process

focused too. 3

If | ever get to participate in another structured behavioral interviewing process again, 1 think
| would use the same process to analyze the job and to come up with the dimensions that
are necessary to succeed in the job. | think that really made me cognizant of what | truly
wanted in the employee that we would hire. (It also makes the evaluation expectations easy
to write for the employee once they begin work when it comes time to do their first annual
planning session!) | also think that | would use the same type of sheets for taking notes. |
wauld, however, leave more space for writing and have the letters, S, T, E, and P typed into
save time during the interview. | would also have someone just observe and listen again,
like the District Construction Engineer did. He noticed things that we didn't because he
wasn't frying to write things down. He was watching and listening and didn't miss things

while trying to write.

I might try to schedule interviews further apart if | do this again. We had them all on the

same day and it was tiring!

Personal and Agency-Related Benefits
I think that this project will have far-reaching benefits for me and for our crew. | feel iike we

have chosen a person who really fits the job and | think he will be successful here. My job

10
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will be easier, as will the jobs of the crew members, because | think he has demonstrated in
his past work experiences that he is organized and adaptable. | don't think he'll panic when
things get'busy and he has six different things going on when the phone rings. | think he will
be able to communicatle well in writing because he has demonstrated that he can in his past
performance. | also think he will be conscientious and meticulous. His answers to the

questions we asked showed that he had these traits.

{ learned through this experience that | am fairly organized and meticulous myself. | think |
did a good jeb in analyzing the position and coming up with the critical dimensions. | learned
that 1 can do “people things” and not just analytical “engineering things”. | was comfortable
in the interviews and though | only asked a few follow-up questions to each candidate, | was
able to communicate well with them. | aleo found that | was a fair participant. | don't think |
was biased and | think | rated each person on whether or not they had the dimensions
needed rather than whether they were likeable or attractive or had some other frait that was

not job-related.

This project, as well as my first one, allowed me to gain confidence in my abilities outside of
my regular job-duties. Engineering is, stereotypically, a rather dry analytical field and 1 am a
typical enginoer in that rospect. | like black and white answers and | like numbers and
specific tasks better than “touchy-feely’ people stuff. But, given the challenge, | can manage
people and projects. These projects have made me step outside of my comfort zone and

I've gained confidence and a feeling of pride in my abilities.

1"
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Obviously, the KYTC benefited from this project. They got an employee who was hired for
his gbilities to perform well in this specific position. He was fairly hired and will be an assst

to the organization. His past performance almost guarantees that we got the right guy for

the job. 4

By hiring him my crew should run smoothly when our current Tech leaves. | think the crew
is retieved to have a replacement that they feel is qualified. They have a lot of confidence
that Mark will be good for the crew and they are relieved that the KYTC actually hired him
before the curent office Tech leaves. | think they are happy that the District Office staff let
me be in on the process and let me decide what skills were important for the new employee
to have to be successful in our crew. They were also happy that they let me help decide

who the new parson would be!
A further benefit to my project... The fellow who “came in second” is now emplcyed as a
Technoelogist in our District Office. They decided that though he didn't match my crew's

position, he was, in fact, impressive. They had him interview for another Technologist

position and they ended up hiring him!

12
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APPENDIX A
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COMMONWEALTH OF KENTUCKY
WORKSHEET -- POSITION DESCRIPTION -- WORKSHEET

Cabinet ; Department Division Branch Section Unit Employee

]
Nature of the request: K establishment [ Reclassification [J Reallocation [ Other

1.
2. Full-time [ Part-time ] Interim
3. Current Title Code and Title
4. Proposed Title Code and Title  Transportation Engineering Tech. |
5. [ffilled, name of incumbent
6. Statement of Duties: Bneﬂy state the maln functlon ofthe ij Do not write more than two statements
7. List up to seven (7) primary tasks and duties performed by the position. Begin with the most important duty. Be
specific as to the duties and responsibilities of the position.
Average % ot lIme
a. _20 4
speclflcatibns
b. Processes & files daily work reporte & correspondence. 15, %
Reviews calculations, performs data entry of unit bid
prices into computer pay estimate systern.
c. | Performs:processing:of materialfesting reportforms i 18, %
and data entry of information info KMIME computer -
d. Serves as quality assurance inspector on highway 15, %
construction projects for compliance withcontract
documents and KYTC procedures.
Q. Completes daily Workireports ncluchrsg caloulationsof o i 15. %
. bid |terr|s and matenal sam __!lng and !estlng re orts,
1, Performs necessary requirements for preparation of 10. %
and submittal of final estimates and material
certifications for projact closeout oparations.,
g. 10. %
COM-119
08/2000 TOTAL 100 %
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POSITION DESCRIPTION -- WORKSHEET
PAGE 2

|
Cabinet Departmaont | Division Branch Sactlon Unit Employoo

E

8. Does the incumbent of this pesition conduct performance appraisals on subordinate employees? O Yes No

If yes, please list the class title(s) and number of positions in each class, or title and number of contractual
employee(s):

9. Are there any essentlal functions of this position that require an incumbent to:
This indicates the essential functions of an incumbent for Americans with Disabilities Act (ADA) to ensure

communication accessibility for individuals with visual and speech impairments. NOTE: [F THIS JOB DOES NOT
REQUIRE THE ESSENTIAL ELEMENTS LISTED BELOW, DO NOT CHECK.

{A) Drive a licensed vehicle?

(B} Use afirearm?

(C) Lift heavy objects or work in uncomfortable positions for extended periods of time?

(D) Be exposed to hazardous working conditions?

(E) Frequently communicate in person or by telephone?

(F) Spend a major portion of ime using a keyboard?

(G) Be expused to any hazards such as traffic or persons with contagious diseases?

(H} Visually inspect documents andfor activities and make decisions from those inspections?

RRXROOX

0 XK

() Other— please describe

10.  This worksheet was drafted by: _ Brian Billings

11, Supervisor responsible for this position: _ Charlotte Faeth

Title of Supervisor: Transportation Engineer Supervisor

12.  Supervisor's signature: Date:
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APPENDIX B
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IDENTIFYING ESSENTIAL FUNCTIONS

Position Title: 'rran‘saorﬁhan EFB{,T&hSalary:

Poule

Job Location:

CounJm

P Crewo i) |

Position:

Completed by:

Date:

Answer Yes or No when possible. If yes, make notes in remarks.
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Job Functions Vo ”"*Oe%'g’?‘ Comfeker Laspb &l
(Critical Job Duties) % ' 3 P 4 %“g' NOTES
(Use Job Functions Worksheef) Duty Duty Duty Duty
Can other current employees do it if ; )
incumbent does not? ‘{63 \y/f 3 no \{{},S NES U;k a,({E
Would taking this function from the ! 4 ! V U
job fundamentally change the job? \} €s \/&5 \z’ﬁs T/e S ne .
Does the job exist to do this function? ! ' [
yes | Nes [ s | oo | no | “’Pf&‘ ull
Is special training or education _ + P'GJ
_required? \;feg \I} s :/QS no o Cl lo Mp
Is a license or certificate required? Jes NES o o N oA ,4 E(
Would there be any significant ‘ !
conseguences if this were not done? \lf £5 '}/6 < '}JE’,C) \}l s \/@6 [ 'Oact.—uﬂ
Is previous experience required for this ' ‘
job? yes| yes | Yes | no | no ! Canpuder
Did the previous incumbent of the ¢ [ - ! ]
position complete this duty? ~N €5 NPG no no o _42,9,. Parive
‘Time per week (in hours) te do this R ]
function, [, O A0 0.0 7-5 2.0 n.a/? o
. i ] = I
Remarks: Essential Yes or No \165 ~28 \, 48 NTAS Nes 1\
' ! l / : & g W
WM

W Sopl

sl



JOB FUNCTIONS WORKSHEET

List below the most Critical Duties on your job.

v
i

W Job Duty Number 1. 1* 2% 3* —I
P(@ec\- lnspechien [ Documentection |
Job Duty Number 2. 1* 2*@ 4%
Malerial CetReaton
Job Duty Number 3. 1% 2% 3* I
| Compuder {Crerical Sufpct
Job Duty Number 4. 1+ 2+ 3+ ¥
Recepison |
Job Duty Number 3, (@ 2+ 3+ 4+
{| _Elnwa _ i
Job Duty N'ﬁ)mber 6. 1% 2% 3¢ 4%
I
Job Duty Number 7. 1% 2% 3% 4¢
i ‘
Tob Duty Number 8. 1* 2% 3% 4% h
Job Duty Number 9, 1% 2% 3% 4% I

Position Name: v gs?@(ﬁ an End@i\nee.f‘.\ﬂ_ Tech.
1 *Job duty is lower in importance and ddes not consunte’s large amount of time.

*Job duty is lower in importance but consumes a large amount of time.

2
3 *Job duty is important but does not consume a large amount of time.
4

*Job duty is important and consumes a large amount of time.
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APPENDIX D
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Sheet for Interviewers to Take Notes on During Structured Behavioral Interviews

1)

2

3)

4

Dimension: Organization/Planning _
Think about a time when you had a number of tasks to complete. Tell us about it and describe how you planned your time to
get everything accomplished.

Tell us about a time in your personal or professional life where you had to effectively organize an event or activity.

Dimension: Adaptability
Think about a time when you had more to de than you could possibly get done and then, in the midst of trying to get
something accomplished, a new crisis came up. Describe the situatian and how yon handled it

Describe a complex task that you have had to do and tell us how you got.it done.

Dimension: Excellence Standards

Think about something that you had to do in a past or current job where an expected level of excellence had to be achieved.
That is, an expected level of quality had to be maintained. How did you use your kmowledge and experience to get consistent
quality results?

Tell us about a project that turned out well for you, and tell us how yon went about achieving the favorable results.

Dimension: Written Communication
Can you give an example of where you’ve been able to demonstrate your writing skills?

What kinds of writing have you had to do in past jobs and how was it perceived by others?
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Sheet for Interviewers to Take Notes on During Structured Behavioral Interviews

6((. 1) Dimension: Organization/Planning
Think about a time when you had a number of tasks to complete. Tell us about it and describe how you planned your time 1o

get everything accomplished.on +E.,
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Can you give an example of where you've been able to demonstrate your writing o
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Sheet for Interviewers to Take Notes on During Structured Behaviotal Interviews bt M
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1) Dimension: Organization/Planning tcs
Think about a time when you had a number of tasks to complete. Telk us about it and describe how you planned your time Jo F
get everylhing accomplished.
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Q\L, 4) Dimension: Written Communication
' Can you give an example of where you’ve been able to demonstrate your writing skills?
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Sheet for Interviewers to Take N s on During Structured Behavioral Interviews

1) Dimensivn: Organization/Planning
‘</ Think about a time when you had a number of tasks to complete Tell us about it and describe how you planned your ime to
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2) Dimension: Adaptability
Think about a time when you had more to do than you could possibly get done and then, in Lhe midst of trying to get
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Think about something that you had to do in a past or current job where an expecled level of excellence had to be achieved.
That is, an expected level of quality had to be maintained. How did you use your knowledge and experience to get consistent
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Sheet for Intervnewers to Take Notes on During Structured Beha ora] Intervnews

1) Dimension: Organization/Planning
. Think abont a time when you had a number of tasks to complete. Tell us about it and describe how you planned your time to

O[*" get everything accomplished. %{;&J ¢
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3} Dimension: Excelfence Standards
‘Think about something‘that yoh had to do in a past or current job where an expected level of excellence had to be achieved.
That is, an expected level of quality had to be maintained. How did you use your knowledge and expenence to get consistent
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Sheet for Interviewers to Take Notes on During Structured Behavioral Interviews® =5

1) Dimension: Organization/Planning
Think about a time when you had a number of tasks to complete, Tell us about it and describe how you planned your time to
get everything accomplished.
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2} Dimension: Adaptability
Think about a time when you had more to do than you could possibly get done and then, in the midst of trying to get
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Think about something that you had to do in a past or current job where an expected level of excellence had to be achieved,
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- Sheet for Interviewers to Take Notes on During Structured Behavioral Interviews

1) Dimension: Organization/Planning
Think about a time when you had a number of tasks to complete. Tell us about it and describe how you planned your time to

get everything accomplished.
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2) Dimension: Adaptability
_ ‘Think about a time when you had more to do than you could possibly get done and then, in the midst of trying to get

something accomplished, a new erizit came np. Deceribe the situation and how you handled it.
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4) Dimension: Written Communication
Can you give an example of where you've been able to demonstrate your writing skills?
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1) Dtmenswré' Orgamzatzanﬂ’lanmz,g
Think about a ks to complete. Tell us about it and describe how you planned your time to

- get everything accomplished,
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“Think about a time when you had more to do than you could possibiy get done and then, in the midst of trying to get
something accomplished. a new crisis came up. Describe the mtuatlon and how vou handled it.
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Think about somethitifrthat-yo d-to-de-ir-apast or current job where an expecied level of excellence had to be achieved.
That is, an expected level of quahty had to be maintained. How did you use your knowledge and experience to get consistent
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Can you give an le of thre you've been able to-demonstrate your writing skills?
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What kinds of writing have you had to do in past jobs and how was it perceived by others?
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Think about a time wheén- ks to complete. Tell us about it and describe how you planned your time to
get everything accomplished.
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Tell us about & time in your personal or professional life where you had to effectively organize an event or activity.
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2} Dimension: Adaptability—
Think about a time when you had more to do than you could possibly get done and then, in the midst of trying to get
something accomplished, a new ¢risis came up, Describe the situation and how vou handled it
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Think about something that you had to do in a past or current job where an expecied level of excellence had to be achieved.
That is, an expected level of quality had to be maintained. How did you use your knowledge and experience to get consistent
results?
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Tell us about a project that turned out well for you, and tell us how you went about achieving the favorable results.

wOAI0S AP FeT
S Fecoos s Sreps
Procem. pe

4) Dimension: ¥Written Communication.

Can you give an example of where you’ve been able to demonstrate your writing skiils?
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‘What kinds of writing have you had to do in past jobs and how was it perceived by others?
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