
Interview Questionnaire for Entry-Level Administrative
Assistants
An interview questionnaire for entry-level administrative assistants is designed to evaluate essential skills such as organization, communication,
and problem-solving. This tool helps employers identify candidates who can efficiently support office operations and maintain professional
environments. Tailored questions assess both technical abilities and interpersonal traits critical for administrative success.

Sample Interview Questions
1. Organization:

Can you describe a time when you had to manage multiple tasks simultaneously? How did you prioritize your work?
What strategies do you use to stay organized on a busy day?

2. Communication:
How would you handle receiving conflicting instructions from two supervisors?
Describe your experience with written and verbal communication in a professional setting.

3. Technical Skills:
Which office software programs are you most comfortable using?
How do you ensure accuracy when entering data or preparing documents?

4. Problem-Solving:
Tell me about a time you solved a problem without direct supervision.
If an important piece of office equipment stopped working, what would you do?

5. Professionalism & Interpersonal Skills:
How do you handle stressful situations or tight deadlines?
Describe how you would greet and assist visitors to the office.

Closing Questions
What interests you about this administrative assistant position?
Do you have any questions for us?
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