THE AJJ TOOLBOX
Interview Question Library
Structured interview questions organized by role type
How to use this library: Choose the section that matches the role you're hiring for. Use the same questions for every candidate in that role so you can compare responses. Add role-specific questions from the AI prompt at the end of each section.
TIP: Ask behavioral questions ('Tell me about a time when...') rather than hypothetical ones ('What would you do if...'). Past behavior is a much better predictor of future performance.
Disclaimer: These questions are provided as a starting point. Before using interview questions in a formal hiring process, ensure they comply with applicable employment laws in your state and locality. Consult an employment attorney if you are unsure.

UNIVERSAL QUESTIONS (Use for Any Role)

1.  Tell me about a time when you had to figure something out on your own, without a manager available to help. What did you do?
2.  Describe a situation where something went wrong at work. What happened and how did you handle it?
3.  What does a good day at work look like to you? What makes it good?
4.  Tell me about a time you disagreed with how something was being done. What did you do about it?
5.  How do you organize your work when you have multiple things to do at once?
6.  What do you need from a manager to do your best work?
7.  Tell me about a job or situation where the expectations weren't clear. How did you handle that?
8.  What would your most recent manager say is your greatest strength? What would they say you need to work on?

CUSTOMER SERVICE / FRONT DESK

1.  Tell me about a time a customer was upset or difficult. What happened and how did you handle it?
2.  Describe a situation where you had to say no to a customer. How did you do it?
3.  Tell me about a time you went out of your way to help someone. What motivated you to do that?
4.  How do you stay calm and professional when someone is being rude or unreasonable?
5.  Tell me about a time you had to handle multiple customers or requests at the same time. How did you prioritize?
6.  What do you think makes the difference between good and great customer service?
7.  Describe a time when you noticed a problem before it became a complaint. What did you do?
8.  Tell me about a situation where you had to communicate bad news to a customer. How did you approach it?

OPERATIONS / ADMIN / SUPPORT

1.  Tell me about a time you had to learn a new system or process quickly. How did you approach it?
2.  Describe a situation where you identified a more efficient way to do something. What did you change?
3.  Tell me about a time you made a mistake in your work. How did you catch it and what did you do?
4.  How do you handle competing priorities when everything feels urgent?
5.  Describe a situation where you had to communicate something complex in a simple way. How did you do it?
6.  Tell me about a time you had to manage a project or task with minimal supervision. What was your approach?
7.  How do you stay organized when you have a high volume of tasks?
8.  Tell me about a time you had to work with someone who had a very different working style than you. How did you adapt?

SALES / BUSINESS DEVELOPMENT

1.  Tell me about a sale or deal that you're most proud of. What made it work?
2.  Describe a time you lost a deal. What happened and what did you learn?
3.  Tell me about a time a prospect went cold after showing initial interest. What did you do?
4.  How do you handle rejection? Give me a specific example.
5.  Tell me about a time you had to build a relationship from scratch with someone who was initially skeptical or uninterested.
6.  Describe your approach to following up with a prospect who hasn't responded. How many times, how often, and how?
7.  Tell me about a time you identified a customer need they hadn't expressed. How did you uncover it?
8.  How do you prepare for a meeting with a new prospect?

SKILLED TRADES / TECHNICIAN

1.  Tell me about the most complex job you've handled. What made it challenging and how did you work through it?
2.  Describe a time something unexpected came up on a job site. How did you handle it?
3.  Tell me about a time you had to explain a technical issue to a customer in plain language. How did you approach it?
4.  How do you prioritize safety when you're under pressure to finish quickly?
5.  Tell me about a time you disagreed with how a job was being approached. What did you do?
6.  Describe a situation where you had to work with tools, materials, or systems you weren't fully familiar with. What did you do?
7.  Tell me about a time a customer wasn't satisfied with your work. What happened and how did you resolve it?
8.  How do you keep your skills current in your trade?

Generate Custom Questions for Your Role
Use this prompt to generate additional questions tailored to your specific role and business.

You are an expert interviewer who helps small business owners hire reliable, self-directed employees. Generate twelve interview questions for a [position] at a [type of business]. Include behavioral questions, situational questions, and questions that reveal how someone handles ambiguity and works without close supervision. For each question, briefly describe what a strong answer looks like. Do NOT include questions that could touch on protected characteristics such as age, family plans, religion, or national origin. Do NOT include generic questions like 'What is your greatest weakness?' that produce rehearsed non-answers.

NOTE: These tools companion Chapter 13 of AI Jiu-Jitsu: Run Circles Around the Big Guys. For more prompts and tools organized by chapter, visit AJJtoolbox.com.
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