Front Desk Office Assistant Interview Questions
This is an important position that is critical to the function of the front office, so we are going to conduct the interview in a less-formal, conversational style in order to get to know you and get a sense of who you are as a valued member of the front desk team. We will give a brief overview of the role of the office and expectations of the position and you will have an opportunity to ask questions at the end of the interview.
AEC  Overview – Our office coordinates services and provides advocacy and support to undergraduate and graduate students with disabilities.  We are a resource for students who encounter barriers to full academic participation due to the design of the educational environment.  AEC also provides general assistance and information to the campus community on accessibility, universal design, and appropriate responses to requests for disability related accommodations.  The office interacts regularly with students, parents of prospective students, faculty, staff, and collaborates with numerous university offices.  In addition to myself, we have a staff of 2 full time and 2 part time advisors, 2 GTFs, the Testing Coordinator, who supervises a student testing assistant, the Sign Language/CBNt Coordinator, who supervises the student notetakers, the Office Administrator, who you will meet to do payroll documents, the Associate Director who is at the Adaptive Technology Center in Knight Library, who also supervises student assistants, and the Senior Director, who meets primarily with grad students and students requesting service animals.  
The main accommodation we provide is for extended time on testing and notetaking. The GTFs meet with students to assist with time management skills. The Adaptive Technology Center creates alternative formats for books and PDFs.
The front desk assists the advisors with appointment management, forms, faculty notification letters, and with document scanning and student database entry.  Students at the front desk also provide support to the Testing Coordinator including pick/up delivery of exams and sending reminders.
Confidentiality – You will be asked to sign a confidentiality agreement.  Everything you see or hear in the office suite is considered confidential and should never be discussed with anyone outside the office for any reason.  We adhere strictly to FERPA regulations regarding release of student information.
1) Tell us a little bit about yourself and why you are interested in this position.

2) Describe your past job or volunteer experience and how it might relate to this position?

3) If I were your friend, how would I describe you? (your strengths and at least 1 weakness)
4) In past work or volunteer settings, how would your supervisor describe your work attributes? 
Co-workers?
5) QUESTIONS?
APPLICANT:   ________________________________________________________________________________
1=NOT QUALIFIED
2=SOME EXPERIENCE
    3=AVERAGE
        4=ABOVE AVERAGE             5=EXCELLENT
NOTES:
