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Office Assistant Supplemental Questions 

 

Verification: Answer the following questions as truthfully and accurately as possible. Your responses 
will be assessed as part of the District’s selection process. Therefore, deliberate misinformation or 
intentional exaggeration will result in disqualification from the process. Please indicate "Yes" to show 
that you have read and understand these instructions. 

                Yes                 No Signature:       Date:   
 
Instructions: In a separate document, please provide a narrative response to each of the following 
questions. There is no minimum length requirement, but please keep each response to no more than 
500 words in length. 

1. What special skills and prior experience do you possess that will help you excel in this position? 

2. What do you consider to be the differences between working for a public service entity versus a 
privately owned business? 

3. What are the most important customer service qualities an office assistant must utilize when 
interacting with customers on the front lines of a business office environment such as ours? 

4. What do you consider to be your most significant professional accomplishment?  

5. What do you consider to be your biggest professional failure? 

6. This position requires the ability to simultaneously support multiple co-workers and supervisors? 
How have you in the past, or how would you now manage juggling multiple needs and priorities? 

7. Can you share a piece of constructive feedback a supervisor has given you? What adjustments, if 
any, did you make because of that feedback? 

8. Describe the work environment you’re looking for as well as the type of supervisory approach that 
brings out your best performance. 

9. We strive for a workplace environment where everyone works collaboratively toward the same 
goals. Using your own words, describe how you would contribute to fostering such an 
environment. 

10. Describe any professional workplace experience you have using social media and networking 
mediums such as Facebook, Twitter, LinkedIn, etc. 

11. What trends do you see impacting the office assistant role in the future? 


