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Document Overview
This document contains a list of soft skills that are common across a wide variety of jobs. For
each soft skill, a sample interview question and an associated answer guide has been
provided. Interviewers may use these interview questions and answer guides to assess these
skills in job interviews as they evaluate a candidate’s fit for a particular role.

Content Information & Guidelines:

● All questions in this document are role-agnostic. They are intended to be relevant for any
role for which the particular skill is required to perform the job well. You may choose to
tailor the content to your role by adding in context about the role in question.

● Most questions in this document are behavioral or situational questions. Behavioral
questions ask candidates to describe a time they exhibited a particular behavior related to
a skill in the past. This method is based on the scientific finding that past behavior is a
strong predictor of future behavior. Situational questions present candidates with a
particular scenario and ask how they would respond. This method is based on the
scientific finding that one’s intentions to behave in a particular way is a strong predictor of
future behavior. Both question types are relatively equal in their ability to predict
performance on the job and are preferred over other question types.

● All skills in this document are soft skills. We do not have a standard definition for what a soft
skill is, rather we use the term loosely to describe skills that tend to reflect an individuals’
characteristics and personality traits, many of which are interpersonal in nature.

● This list is not intended to be exhaustive. It includes a collection of soft skills that are the
most in-demand for a wide variety of jobs.

● For some soft skills, you will see a broader competency listed in brackets next to the skill
title. Competencies are ‘buckets’ of skills and reflect a broader set of qualities (e.g.,
communication, leadership, management). Instead of asking interview questions that
assess a competency, we encourage asking interview questions that assess the skills
within the competency. Doing so will help you make a more accurate evaluation of a
candidate’s level of proficiency in the skills required for your role. A best practice is to
choose a select few skills within a broader competency that are distinct and most critical
for your role (e.g., 2-3).

● A best practice we strongly encourage is to ask 2 questions (back-to-back) for each skill
you choose to assess. This allows you to obtain repeated observations of a candidate’s
performance related to a particular skill, making your final evaluation about their level of
proficiency more reliable and valid.
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● The answer tips included here are intended to be examples of what a high quality
response might look like, indicating a high level of proficiency with the associated skill.
They are intended to guide interviewers’ thinking as they are assessing candidate
responses. It is important to note that a candidate may or may not address/exemplify
every point included in a question’s answer guide. This does not necessarily mean the
candidate should not receive a high rating. These tips are meant to guide the
interviewer’s judgment in evaluating a response to a question, not to explain what a right
answer and a wrong answer is as there may be many different answers that are ‘right’
for a particular question, especially in the context of soft skills.

● Answer tips may also be used as probes if a candidate is not responding in a way that
reflects the skill in question.
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Accountability [Leadership]
Definition: Taking ownership of work, accepting responsibility for actions, and owning
the outcomes of choices

Sample Question and Answer Tips:

Question Imagine you are managing a team of 10 people. Your team just
missed an important deadline and your boss asks you for an
explanation. What would you do in this scenario?

Question Type Situational

Key Insights Reveals a candidate’s ability to show accountability by taking
ownership/responsibility

Answer Tips ● Apologizes and takes responsibility for the missed deadline
● Proposes solutions to boss rather than making excuses
● Avoids blaming the team or singling certain people out
● Collaborates with team to develop a solution to avoid missing

future deadlines
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Achievement-Orientation
Definition: Having the drive and passion to set high goals and work hard to achieve
results and be successful

Sample Question and Answer Tips:

Question Can you give me an example of a very ambitious goal/objective you
set for yourself? What steps did you take to achieve it? What did you
learn?

Question Type Behavioral

Key Insights Reveals a candidate’s ability to be diligent and work hard to achieve
goals

Answer Tips ● Explains goal and discusses establishing challenging short-
and long-term goals

● Uses SMART goal method (specific, measurable, achievable,
realistic and timely)

● Explains how they monitored their behavior and performance
toward the goal

● Shares any obstacles and explains how they overcame them
● Shares learnings or key takeaways from their experience
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Active Listening [Communication]
Definition: Paying full attention to what others are saying, taking time to understand
the points being made, asking questions as appropriate, and not interrupting at
inappropriate times

Sample Question and Answer Tips:

Question Active listening skills are really important to this role. When it comes to
that skill set, what aspect are you best at, and can you share an
example of how you've done this in a previous role?

Question Type Behavioral

Key Insights Reveals a candidate’s ability to engage in active listening and
understand how it contributes to success

Answer Tips ● Clearly highlights their specific strengths in active listening
● Shares past example and key active listening tactics (e.g.

repeats information, asks clarification questions)
● Gains a deep understanding of the other person's needs by

asking questions
● Takes note of non-verbal cues to gauge other's

emotions/respond appropriately
● Is empathetic to the other person and values their concern
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Adaptability/Flexibility
Definition: Responding to changing circumstances by updating your actions,
approach, and direction, and rapidly learning new skills/knowledge when necessary

Sample Question and Answer Tips:

Question Tell me about a time you had to adjust quickly to ambiguity or
changes in your role that you had no control over. What steps did you
take to adjust, and how did you feel about the situation?

Question Type Behavioral

Key Insights Reveals a candidate’s ability to effectively respond to changing
circumstances

Answer Tips ● Clearly explains how and why their role changed (e.g., new
boss, new team, new project)

● Viewed the change positively and identified it as a learning
opportunity

● Took action to learn about new context (e.g., researched,
consulted others)

● Exhibits flexibility in their approach comfort with the
change/ambiguity
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Assertiveness
Definition: Speaking up to advocate your point of view or in light of erroneous
information while being honest and respectful to others

Sample Question and Answer Tips:

Question How would you go about making and communicating a decision that
you knew would be unpopular but that you believed was the right
one?

Question Type Situational

Key Insights Reveals a candidate’s ability to exhibit confidence and conviction
when communicate their beliefs

Answer Tips ● Explains the importance of communicating their
beliefs/ideas/opinions despite context

● Displays honesty, candidness and tactfulness in their
approach

● Prepares evidence to justify or elaborate on their decision
● Is comfortable managing discontent or objections from others
● Would emphasize the importance of doing the right thing to

their colleagues
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Attention to Detail
Definition: Being thorough and concerned with detail; carefully checking work for
mistakes, quality, and potential for improvements

Sample Question and Answer Tips:

Question In your past experience, how have you ensured that you consistently
provide high quality work in your projects/deliverables?

Question Type Behavioral

Key Insights Reveals a candidate’s ability to systematically apply processes to
produce high quality and error-free work

Answer Tips ● Shares specific practices they follow to produce high quality
work

● Makes time to carefully review work before submitting
● Solicits feedback from others, especially for work they are less

confident in
● Emphasizes the value of high quality work
● Acknowledges the risk of errors and takes specific action to

avoid them
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Conflict Management
Definition: Resolving interpersonal conflicts in an effective manner and effectively
managing workplace relationships

Sample Question and Answer Tips:

Question Tell me about a time you had to work on a team with someone you
found difficult to get along with. What was a specific issue you had,
and how did you handle your interactions with them?

Question Type Behavioral

Key Insights Reveals a candidate’s ability to respect others and effectively
manage difficult relationships

Answer Tips ● Notes the importance of communication and respectfulness
when managing conflict

● Attempts to engage the person and asks questions to
understand the conflict

● Considers the root of the conflict and how adjusting their
behavior might help

● Recognizes that parties can disagree but can actively work to
compromise

● Values harmonious working relationships and tries to achieve
them
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Creativity/Innovation
Definition: An ability to come up with novel and useful ideas about a problem or
situation, and to implement new ideas to enhance the performance of processes,
people, or the organization

Sample Question and Answer Tips:

Question Let's brainstorm ways we might [insert relevant objective]. I'll give you
one minute to come up with ideas. We're looking for a large volume of
options, so don't worry about feasibility for now.

Question Type Work Sample

Key Insights Reveals a candidate’s ability to exhibit creativity by generating
multiple, novel ideas

Answer Tips ● Generates multiple creative ideas
● Suggests ideas that are relevant to the objective stated in the

question
● Suggests ideas that are distinct from one another
● Considers the pros, cons, and feasibility of their ideas when

sharing
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Critical/Analytical Thinking
Definition: A capacity to break down concepts and ideas into fundamental
components and to analyze information to inform judgment and decisions

Sample Question and Answer Tips:

Question Imagine you are asked to solve a particular problem at work, but you
are not given much accompanying information. How would you
develop and deliver a solution?

Question Type Situational

Key Insights Reveals a candidate’s ability to solve vague and unstructured
problems

Answer Tips ● Takes a systematic approach to gathering and analyzing
information

● Develops a deep understanding of the problem by
researching to identify the root causes

● Discusses synthesizing information to inform and justify their
solution

● Suggests comparing alternative options before choosing a
solution

● Searches for connections/similarities with past problems they
have solved
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Curiosity
Definition: A tendency to think inquisitively through exploration, investigation, and
learning

Sample Question and Answer Tips:

Question Imagine you are working on a project where your own workstream is
clear but you haven't been given much detail about other aspects of
the project. What would you do?

Question Type Situational

Key Insights Reveals a candidate’s ability to take initiative to ask questions and
learn processes

Answer Tips ● Would seek information on the other areas of the project
● Would learn via independent research and/or asking

questions
● Is eager to learn about all different aspects of the business
● Acknowledges that understanding other aspects of the project

will help their own work
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Delegating [Management]
Definition: Allocating responsibility over work, directing people as they work, and
identifying the best people for the job

Sample Question and Answer Tips:

Question Delegating work is essential when managing a team. If you were
managing a team here, what factors would you consider when
delegating work?

Question Type Situational

Key Insights Reveals a candidate’s ability to delegate work effectively and avoid
micromanaging

Answer Tips ● Understands strengths/weaknesses to determine who is best
suited to a particular task

● Uses judgment to decide when/how to monitor progress
● Delegates authority as well as responsibility
● Ensures employees have the necessary resources to be

successful
● Ensures employees clearly understand the task expectations
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Dependability
Definition: A tendency to be trustworthy and reliable

Sample Question and Answer Tips:

Question What would you do if you were working on an important project and
you realized you wouldn't be able to complete it on time?

Question Type Situational

Key Insights Reveals a candidate’s ability to organize their work and
communicate/coordinate with others

Answer Tips ● Describes how they would structure and organize their work
based on priorities

● Would communicate their realization to relevant others
● Would work with the team to reassess/redefine the

deliverables
● Would consider ways to increase their capacity to meet the

deadline
● Would consider strategies to avoid this problem recurring
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Developing Others [Management]
Definition: Fostering learning and development in employees as they work

Sample Question and Answer Tips:

Question Imagine a colleague came to you asking for advice on how to
support an employee who was not responding well to feedback. What
type of advice would you give them?

Question Type Situational

Key Insights Reveals a candidate’s ability to apply/give advice on best practices in
coaching and developing others

Answer Tips ● Would have a discussion with the colleague to understand the
challenge

● Suggests checking the employee’s well-being and asking for
feedback (what is/isn't working)

● Suggests adapting their communication style/frequency
● Suggests introducing new/different performance incentives
● Shares learnings and best practices from similar past

experience
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Emotional Intelligence [Communication]
Definition: An ability to understand one's own and others' emotions and emotional
signals and use that awareness to guide thinking and behavior

Sample Question and Answer Tips:

Question Tell me about a time a problem came up with a colleague at work
that upset you. How did you react and why?

Question Type Behavioral

Key Insights Reveals a candidate’s ability to reflect on one's emotions to guide
appropriate behavior

Answer Tips ● Explains the situation and why they were upset
● Reflects on one's emotions and responds in a

composed/rational manner
● Takes time to plan a response (versus reacting immediately)
● Considers how their emotion would be perceived by others
● Attempts to understand the motives/emotions of the

colleague

18



Empathy

Definition: Expressing understanding, concern, and compassion towards others

Sample Question and Answer Tips:

Question Can you tell me about a time you were particularly empathetic to a
colleague? What tactics did you use to connect with them, and how
did you manage the situation?

Question Type Behavioral

Key Insights Reveals a candidate’s ability to understand the experiences and
perspectives of others

Answer Tips ● Listens actively to their colleague's concerns
● Acknowledges and validated their feelings
● Works to understand their perspective and build trust with

them
● Offers to help or support them
● Demonstrates an ability to connect with and express concern

for others
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Humility
Definition: A tendency to be humble and free from pride and arrogance

Sample Question and Answer Tips:

Question When looking back on your career so far, who do you most owe your
success to and why?

Question Type Opinion

Key Insights Reveals a candidate’s ability to share credit and their definition of
success

Answer Tips ● Shares credit for their success to one or two key people
● Refrains from embellishing the person's status
● Focuses on how the person empowered them to achieve

success
● Notes that you can learn from anyone (not just well-known,

high-status people)
● Recognizes the impact of learning from others on their career
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Initiative/Proactivity [Leadership]
Definition: Taking charge by initiating a series of actions to enhance performance and
achieve goals

Sample Question and Answer Tips:

Question Can you describe a strategy or initiative that you implemented in the
past that helped your company achieve one of its main objectives?
What was the impact?

Question Type Behavioral

Key Insights Reveals a candidate’s ability to take ownership over advancing an
organization’s mission/goals

Answer Tips ● Clearly describes their strategy and how it was connected to
company’s main objectives

● Explains the steps they took to both develop and execute the
strategy

● Explains their impact on the moving the project/company
forward

● Shares specific metrics used to set goals and track progress
● Describes the outcome and uses evidence (data) to

demonstrate the success of their initiative
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Integrity
Definition: Conducting work and making decisions by adhering to strong ethical and
moral principles

Sample Question and Answer Tips:

Question Sometimes we face difficult decisions at work. Can you tell me about
a time you were confronted with a difficult decision at work and made
the right decision even if it wasn't the easiest?

Question Type Behavioral

Key Insights Reveals a candidate’s ability to adhere to moral/ethical principles in
decision-making

Answer Tips ● Describes the context and why the right decision was difficult
● Recognized the impact of their decision on others
● Considered the ethical implications of their actions

(trade-offs)
● Discusses avoiding making decisions for personal gain
● Upholds the values of honesty and integrity in all aspects of

work
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Learning Agility
Definition: The ability to think and understand quickly and to apply learnings to new
contexts

Sample Question and Answer Tips:

Question Tell me about a time when you had to do something you'd never
done before. How did you feel about it, and what was the outcome?

Question Type Behavioral

Key Insights Reveals a candidate’s ability to learn new material and/or adapt to
new circumstances

Answer Tips ● Describes the context and how they approached learning the
new skill/knowledge

● Shares their learning tactics (e.g. research, experimentation,
collaboration)

● Displays excitement around their experience and learning
something new

● Explains how they apply their learnings in their work
● Shares their learnings about the experience
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Learning-Orientation
Definition: A tendency to continuously seek opportunities to increase one’s knowledge
and skills, to value the learning process, and use information seeking as a strategy
when problem solving

Sample Question and Answer Tips:

Question Tell me about a time you learned something just for learning's sake -
not because it was tied to a specific outcome. Did you do anything
with that knowledge/skill in the future?

Question Type Behavioral

Key Insights Reveals a candidate’s ability to seek out learning opportunities and
apply learnings

Answer Tips ● Pursued learning because they were genuinely interested in
the content

● Discusses their commitment to mastering or acquiring the
new knowledge or skill

● Explains their specific learning process or strategy
● Exhibits a growth mindset and sees the benefits of learning
● Explains how they applied their new knowledge/skill to future

work
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Motivating Others [Leadership]
Definition: Engaging in actions or strategies that elicit desired work outcomes from
teams/employees

Sample Question and Answer Tips:

Question Imagine a scenario where you notice a normally high-performing
employee underperforming. Walk me through how you would
approach that employee and address the problem.

Question Type Situational

Key Insights Reveals a candidate’s ability to use feedback and acknowledgement
to inspire productivity

Answer Tips ● Initiates conversation to understand why the employee’s
performance has changed

● Acknowledges their history of good performance and
assesses current expectations

● Asks for their opinions on their performance to help identify
challenges

● Emphasizes importance of their work by connecting it to the
organization’s vision

● Encourages performance improvements by providing
incentives if appropriate
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Negotiating
Definition: Engaging in a discussion or series of discussion to reach a solution to a
dispute, remedy a problem, or commit to a course of action

Sample Question and Answer Tips:

Question Imagine you need to use your negotiation skills to reach an
agreement with other members of your team. How would you
negotiate in this type of scenario?

Question Type Situational

Key Insights Reveals a candidate’s ability to manage conflict by negotiating
effectively within a team

Answer Tips ● Suggests facilitating communication so everyone can share
their points of view

● Focuses on a solution that satisfies as many team members
as possible

● Discusses how to respond if employees object to their
requests for concessions

● Suggests using data to support their point and encouraging
others to do the same

● Discusses establishing respect and a positive tone within the
team
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Networking

Definition: Building, maintaining, and leveraging a network of contacts on an ongoing

basis

Sample Question and Answer Tips:

Question Imagine you are attending a conference on behalf of your
team/department in order to network for the organization. What
networking strategies would you employ at the conference?

Question Type Situational

Key Insights Reveals a candidate’s ability to strategically build connections by
networking in large gatherings

Answer Tips ● Is proactive in approaching and seeking out relevant people
to connect with

● Discusses seeking out opportunities for interaction at the
conference

● Suggests framing interactions as mutually supportive
opportunities

● Discusses actively listening to/showing interest in other
people's perspectives

● Avoids building connections with people who seem to only
want to help themselves
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Open-Mindedness

Definition: Putting aside assumptions or judgments when analyzing information;

remaining objective and evaluating ideas without bias

Sample Question and Answer Tips:

Question Tell me about a time you changed your mind about something
related to your job in a former role. What was the situation and what
did you do?

Question Type Behavioral

Key Insights Reveals a candidate’s ability to be flexible in their thinking and open to
different perspectives

Answer Tips ● Explains their mindset prior to and after the change
● Shares the reason for the shift in thinking and how they

responded
● Is open to diverse viewpoints and exhibits flexibility in their

thinking
● Discusses the benefits and implications of the change on their

work
● Shared and learnings/key takeaways from their experience
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Organizational Influence
Definition: The ability to affect the actions, behaviors, and opinions of others

Sample Question and Answer Tips:

Question Imagine you are in a situation that requires you to influence people
that do not report to you (e.g. more senior colleague/senior
leadership). How would you gain credibility and support for your
ideas/goals?

Question Type Situational

Key Insights Reveals a candidate’s ability to advocate and gain support from
others to execute their ideas/achieve goals

Answer Tips ● Strategically communicates ideas/goals using evidence to
support their claims

● Acknowledges the goals of others and importance for building
common ground

● Solicits feedback from stakeholders to show a collaborative
attitude

● Emphasizes how their ideas/goals will bring value to others
● Explains how ideas/goals are aligned with business objectives
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Organizational Skills
Definition: The ability to use time, energy, resources, etc. in an effective and efficient
way to achieve organizational objectives

Sample Question and Answer Tips:

Question Describe a time you made improvements to a system or a process
because you found it to be disorganized or not properly managed.
What did you do and what was the outcome?

Question Type Behavioral

Key Insights Reveals a candidate’s ability to develop effective and efficient work
systems and processes

Answer Tips ● Describes the context and identifies why an improvement to
the system was needed

● Clearly explains the improvements they made to the system
and their impact

● Explains how they put systems in place to maintain
organization of new system

● Explains how they collaborated or communicated with others
to achieve success

● Discusses any learnings or best practices in organization from
the experience
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Patience

Definition: The ability to stay calm and collected in the face of adversity, frustration, or

tedious work

Sample Question and Answer Tips:

Question Tell me about a time a customer or colleague tested your patience.
How did you handle the situation?

Question Type Behavioral

Key Insights Reveals a candidate’s ability to keep calm with difficult people in
challenging situations

Answer Tips ● Shows they can stay calm and professional under challenging
circumstances

● Shows they were empathetic and worked to understand the
customer's motivations

● Engaged the other person in an attempt to understand the
underlying problem

● Demonstrates a solution-oriented mindset when interacting
with the person
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Performance Management [Management]
Definition: Designing and managing performance and/or performance evaluation
systems

Sample Question and Answer Tips:

Question Imagine you take charge of the performance management system.
Employees start coming to you to complain that the performance
targets set by managers are unrealistic due to a change in the
business. What would you do?

Question Type Situational

Key Insights Reveals a candidate’s ability to manage and adapt performance
expectations to achieve organizational goals

Answer Tips ● Exhibits a comprehensive understanding of performance
management systems

● Outlines a communication strategy for how to handle those
complaints

● Revisits targets by consulting with managers/senior leadership
● Collaborates with managers to establish new goals in line with

the business strategy
● Discusses how to avoid similar issues in the future (e.g. new

processes)
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Prioritizing
Definition: Determining the level of importance and urgency of a set of tasks in order
to effectively and efficiently complete one's work

Sample Question and Answer Tips:

Question Tell me about a recent situation where you were faced with multiple
high-priority projects with tight deadlines. How did you prioritize them?
How did you organize your own/your team's responsibilities?

Question Type Behavioral

Key Insights Reveals a candidate’s ability to prioritize and strategically align
project with business goals when met with multiple deadlines

Answer Tips ● Considers urgency and importance when prioritizing tasks
● Differentiates between most and least critical tasks based on

business goals
● Breaks down tasks for efficiency and delegates as appropriate
● Demonstrates a structured approach and uses metrics to

track progress/success
● Communicates progress/updates to all relevant stakeholders

in a timely manner
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Resilience
Definition: An ability to adapt well in difficult situations, such as in the face of adversity,
change, and stress

Sample Question and Answer Tips:

Question How would you respond if a manager gave you negative
performance feedback?

Question Type Situational

Key Insights Reveals a candidate’s ability to see criticism as constructive and a
chance to develop

Answer Tips ● Would maintain a positive outlook and view it as a learning
experience

● Would ask questions and ask for clarification to understand
the feedback

● Would use the feedback to develop new learning and
performance goals

● Acknowledges that overcoming challenges is part of
development and success
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Strategic Thinking [Management]
Definition: The ability to think both long and short term and at macro and micro levels
of the business to inform business planning and decisions

Sample Question and Answer Tips:

Question Imagine you are working as part of a team to solve a problem for the
organization. What would you do to ensure work was being done
strategically?

Question Type Situational

Key Insights Reveals a candidate’s ability to think strategically and encourage
others to do so

Answer Tips ● Suggests ways to integrate the company's values/culture into
work activities

● Considers available resources in the long-term to organize
and plan work

● Communicates the links between the work of the team and
other teams/departments

● Generates ideas that contribute to the overarching goals of
the organization
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Teamwork/Collaboration
Definition: Engaging in open and constant lines of communication to preemptively
identify and resolve issues, convey and align understanding, and provide and request
feedback

Sample Question and Answer Tips:

Question Talk me through the best experiences you've had working with teams
from different departments. Why were these such positive
experiences?

Question Type Behavioral

Key Insights Reveals a candidate’s ability to understand interdependencies
between departments and can collaborate effectively

Answer Tips ● Communicates frequently and openly with members from
other teams

● Understands each role's professional strengths and
weaknesses

● Explains how they aligned on solutions when solving problems
● Discusses how all teams must must be aligned on needs and

company goals
● Understands how their work impacts the goals of other teams
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Verbal Communication [Communication]
Definition: The ability to talk clearly with others to communicate information and ideas
(e.g., ask questions, give directions, coordinate work tasks, explain concepts)

Sample Question and Answer Tips:

Question Communication skills are really important to this role. When it comes
to that skill set, what aspect are you best at, and can you share an
example of how you've done this in a previous role?

Question Type Behavioral

Key Insights Reveals a candidate’s ability to understand their strengths and how
communication is critical to success

Answer Tips ● Clearly highlights their specific strengths in communicating
● Shares key communication tactics (e.g. active listening,

tailoring messages to audience, summarizing)
● Uses evidence from past experience to justify their strengths
● Tailors response with examples relevant to the position and

organization
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Written Communication [Communication]
Definition: Conveying information clearly and concisely in written formats as
appropriate for the needs of others (e.g. grammar, spelling, vocabulary, proofreading,
outlines, note-taking)

Sample Question and Answer Tips:

Question If you were creating a written document to share with
colleagues/customers, what would you do to communicate the
message in writing effectively?

Question Type Situational

Key Insights Reveals a candidate’s ability to effectively structure and execute
written communications

Answer Tips ● Create an outline and structure content accordingly
● Clearly state the objective/purpose of the document at the

beginning
● Tailor language to the audience (e.g., use jargon only when

appropriate)
● Present key message in a plain, concise, and simple way
● Proofread/edit work before disseminating
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