Interview Worksheet for Organizing 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: Think back to a situation or project where you had to acquire people and other resources to accomplish a goal. What resources did you need and how did you get them? What was the result?
Candidate response:




Question 2: Describe a period of time when you had to juggle multiple complex activities or projects simultaneously. How did you stay organized and continually move the projects forward? What challenges did you face and how did you handle them? What were your results?
Candidate response:





Question 3: Please describe your current system for maintaining files and records. Who are the users of the information you maintain? Please share some feedback you’ve received from others who have accessed your files.
Candidate response:

	Rating – Organizing

	□
	□
	□
	□
	□
	□
	□

	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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