Interview Worksheet for Directing Others Competency


	Instructions
Use this worksheet during the interview process to assess a candidate’s level of proficiency for this competency. Competency questions are included along with space to note the candidate’s response and your thoughts about the response. After the interview, use your notes to rate the candidate’s overall proficiency level within this competency. Visit the Microsoft Education Competencies Web site to find additional Education Competency Interview Worksheets.


Question 1: Share a time when it was critical that you provide clear instructions, direction, or vision to an individual or group. What was the situation and to whom were you communicating? How did you ensure that your communications were clear and understood by the individual or group?
Candidate response:




Question 2: Describe a time when you used formal goals or objectives to inspire others to achieve their best. Which goals related to their normal job and which were stretch assignments? What additional actions did you take to inspire others to achieve?
Candidate response:





Question 3: Sometimes, distributing the workload among multiple people can be challenging. Describe a situation in which you were skillful in crafting a work plan that distributed the workload appropriately. How did you determine the distribution? To what extent did you have to adjust your initial plan? What were the results?
Candidate response:


Question 4: Explain how you have communicated with others about their work plans. Please share one or two examples related to a specific person(s).
Candidate response:

	Rating – Directing Others

	□
	□
	□
	□
	□
	□
	□

	Insufficient evidence collected in interview
	Strong evidence skill is not present
	Overuses skill
	Level 1 Basic: 
Satisfactorily performs the rudimentary skills in this area
	Level 2 Intermediate: 
Above average in this area; consistently performs well in this area
	Level 3 Advanced: 
This is a notable strength; better than most in this area; could be a coach in this area 
	Level 4 Expert: 
A model in this area; one of the best I’ve seen; gifted in this area; people often seek out this person for guidance in this area
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