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Behavioral-Based Interview Overview
Behavioral-based interviews focus on discovering how a candidate performed in specific work-related situations.  This interview technique seeks to uncover how a potential employee actually did behave in a given situation; not on how he or she might behave in the future.  The premise behind this technique is that a good predictor of future performance is how someone performed in the past in a similar situation.  Behavioral-based interviews are becoming more common throughout industry and government and many candidates are familiar with this technique and are well prepared for these interviews.  Candidates can and should draw on previous work-related experiences as well as non-work-related experiences (e.g., school projects, community involvement) that are relevant to the interview questions.

Behavioral Interviewing Suggested Protocol

As much as possible, all questions should relate to experiences that have occurred in the last 2-3 years (best for recollection of behavioral details).
All behavioral interview questions should focus on what the interviewee did, said, felt or thought in the past.  The interviewer should be looking for phrases such as “I did….”, “I said….” etc.
Do not ask questions about what the interviewee would do in a given situation or what they would have done differently.  The focus is on what the interviewee actually did/said/thought/felt in the past.  If the interviewee uses such phrases as “I would,” the interviewer should probe by saying, “What did you actually do at that time?”
The interviewee should focus on what he/she did, rather than what “we” did.  While working as part of a team is very common and desirable, it is important to understand what the candidate’s individual role was. The interviewer should probe the interviewee if “We” is used in describing actions.  For example, if the interviewee says “We implemented the new payroll system by…..”, it is the interviewer’s job to ask the interviewee what his/her role was and what he actually did (as an individual).
Prior to delving into the detail of each question, ask the interviewee to provide a brief (30 second) overview of the situation by highlighting the beginning, middle, and end.  This helps the interviewer to keep the interview on track.  For example, if you feel lost in the discussion, you can pause the conversation by asking the interviewee where you are in the story (beginning, middle, or end).
Suggested Introduction to the Interview

This is a behavioral interview, which may be different from interviews you have had in the past.  A behavioral interview focuses on what you have done, said, felt and thought in past experiences.  Please use the first person as much as possible because I am most interested in what you have done, said, thought and felt in the situations.  So, if you use the term “we” rather than “I”, I may interrupt you to clarify what you did in the situation versus what others did.

I am going to ask you specific questions about your experiences and will ask that you try, as best as you can, to only discuss experiences that have occurred within the past 2 or 3 years so that you will be able to recall the details of the situations.

I will ask follow-up questions to get as many of the details around what you were doing in the situation.  Imagine that I am making a movie of what you were doing in the given situation. I am interested in everything you did, said, thought and felt.

NOTE:
The information provided above offers suggestions for conducting behavioral-based interviews. Interviewers should use this information as a tool and tailor the interview to meet the needs of the individual organization

	Administrative Officer

	Competency
	Definition

	Acquisition Planning
	Develops and guides program management through a comprehensive plan for fulfilling acquisition needs in a timely manner and at a reasonable cost in accordance with Federal and Departmental regulations, policies and procedures.


	Budget Formulation
	Compiles, analyzes and summarizes probable financial income and expenditures, and allocates funds for a specific purpose within a given time frame.


	Case Management
	Coordinates the assessment, planning, assignment and resolution of administrative requests and requirements.

	Contract/Acquisition Management and Administration
	Administers contract and other acquisition requirements, manages program and contractor relationships, and monitors contract performance for the effective delivery of goods and services.


	Facilities and Space Administration
	Assesses and coordinates the acquisition, use, and maintenance of facilities and space; based on organizational goals, budget realities, safety and security needs, and NIH guidance and requirements.


	Federal Budget Process
	Understands and complies with the Federal Budget process, including budget formulation, presentation and execution.

	Financial Management
	Applies critical financial concepts and practices to establish and maintain realistic budgets.

	Human Resource Counsel
	Applies knowledge of human resource policies and procedures (relating to Title 5, Title 42, Title 38, Commissioned Corps, Senior Executive Service, Senior Biomedical Research Service, non-FTE mechanisms, and hiring contract workers) to advise and assist managers in staffing, position management, benefits and payroll, employee retention and employee relations.


	Office Administration
	Applies knowledge of support principles, practices, policies and processes to ensure effective and efficient administrative operations.

	Organizational 
Strategic Support
	Supports organizational goals and objectives in accordance with strategic and/or operations plans.

	Project Management
	Creates and maintains an environment that guides a project to its successful completion.

	Property Management
	Advises staff on, reviews and coordinates the acquisition, loan, transfer and disposal of accountable property items per HHS and NIH property regulations and procedure, and the NIH acquisition and property management processes.


	Security Administration
	Coordinates security activities in compliance with security processing procedures and systems to ensure that appropriate staff and contractors obtain/maintain access to NIH facilities.


	Travel Management
	Assists travelers and travel planners in interpreting and applying travel regulations, policies and procedures.


Acquisition Planning
Develops and guides program management through a comprehensive plan for fulfilling acquisition needs in a timely manner and at a reasonable cost in accordance with Federal and Departmental regulations, policies and procedures.
Key Behaviors:
· Provides guidance about components of the acquisition package, (e.g., the statement of work reporting requirements/deliverables, evaluation criteria, special instructions).

· Develops specifications for use in soliciting goods and services.

· Evaluates the qualifications of vendors/suppliers.

· Ensures proper receipt and documentation of financial invoicing and property information is entered into the appropriate acquisition system within 5 business days of receipt. Reviews requests, prepares paperwork, and ensures proper submission and tracking for acquisitions up to $25,000; according to federal regulations, policies and procedures.

· Identifies and prepares necessary documents according to the overall strategy for managing the acquisition.

· Advises managers and program staff on appropriate acquisition actions such as record of call, Federal Supply Schedule, GSA fedstrips, credit cards, purchase orders and contracts, and explains documentation requirements.

· Provides advice to managers on appropriate acquisition action necessary to obtain contract workers.

· Assists managers in preparing justifications for sole source and exemption from using mandatory sources, and for emergency orders and statements of work.

· Reviews, approves, and routes task orders, funding documents, and acquisition packages in an organized, thorough and methodical manner to ensure that they are in accordance with appropriate FAR regulations and HHS/NIH policies, and certifies for availability of funds.

· Analyzes and assesses acquisition needs to recommend appropriate contract type/method.

· Develops and documents the overall strategy for managing the acquisition in coordination with the customer/partner.
· Collects and analyzes relevant market research information from Government and non-government sources to facilitate development of the acquisition plan.
· Uses the appropriate sourcing approach and defines solicitation terms and conditions based on the business strategy.
Interview questions:

1. Describe an experience where you applied your knowledge of acquisition regulations to a problem or an issue.  What recommendations, conclusions and documentation did you prepare based on your findings?

2. Summarize your experience providing guidance to others regarding procurement and acquisition.  What part of this guidance process did you find the most challenging to explain and why?

3. Provide an example of an occasion where you had responsibility for being a Project Manager or participated in the acquisition process and developed statements of work, cost estimates, and /or specifications used in the solicitation for goods and services.

4. Describe a situation in which you have had the opportunity to review a purchase order which required modification.  Please tell us why the purchase order required modification and describe what steps you took and the end result.

5. Provide an example of a time when you prepared a sole source justification or an exemption from using mandatory sources.  What were the circumstances and what was the basis for the justification?

6. Describe what sort of market research you would perform in preparation for the development of an acquisition plan.

7. You have just been given an assignment to prepare an acquisition request for a high-speed copier machine for your office.  What market research would you perform and what factors would you consider?  Where would you go to find the information you need?  What would you do next?

8. Provide examples of how you demonstrated an analytical approach to assessing the acquisition (buying) requirements of a customer. What was your role? What challenges did you face?  How did you accomplish your goal?

9. Summarize a situation where you were responsible for developing a strategy for fulfilling the acquisition needs of an organization. How did you handle this situation?  What was your approach? What was the result/outcome?
Candidate Response:

Interview Summary:

	Summarize the situation, behaviors demonstrated and outcomes.  Then provide an overall proficiency rating for the competency as defined in the Administrative Officer competency model.

	Situation:

	Behaviors:

	Outcome:

	Overall Competency Proficiency Rating:                                                 1        2        3        4         5


Budget Formulation 
Compiles, analyzes and summarizes probable financial income and expenditures, and allocates funds for a specific purpose within a given time frame.
Key Behaviors:
· Develops models or projections by studying past results, relationships, and data to anticipate future trends and events.

· Serves as an advisor and assistant in budget formulation, presentation, and execution services and documentation.

· Considers timing/milestones in the budget cycle; recognizes differences in fund sources and types (e.g., appropriated, non-appropriated/gift funds), and applies established SOPs.

· Provides estimates for proposed new initiatives and other projects and prepares appropriate supporting justifications, explaining relationship to organizational goals and objectives.

· Identifies need for an inter-agency, intra-agency (IAA) or cooperative research and development agreement (CRADA) / renewal, or memorandum of understanding (MOU).

· Facilitates strategic, operational or programmatic resource decisions.

· Researches and resolves discrepancies in budget information.

· Enters, manages, and maintains/updates data in a timely and accurate manner to support the Federal and NIH budget processes, utilizing applicable resources.

· Ensures that data in accounting and financial management systems are current.

· Discusses the purpose and benefit of budgeting.

· Explains the planning and control functions of revenue budgeting.

· Applies strategies to analyze financial statements and uses related information in budget preparation.

· Uses guidelines for establishing effective budget objectives.

· Demonstrates knowledge of various types of budgets (e.g., program based, fixed budget).

· Identifies the appropriate budgeting strategy for the applicable situation.

· Explains complex budgeting calculations (i.e., pricing indexes).

· Gathers information on prior year(s) spending, projected funding/resource needs (i.e., salaries/benefits; capital, operating and other expenses) and budget priorities to facilitate timely development of budget requests and supporting justifications.

· Helps determine priorities and weigh alternative strategies.

· Prepares budget based on direction from budget and finance.

Interview questions:
1. Describe a situation in which you analyzed expenses or projected expenses for a project or program and made a recommendation for change.  Why did you recommend the change and what was the outcome?
2. If you were asked to analyze requests submitted by a Program Office for next year’s budget, what information would you need to complete the analysis?  Why is the information important?
3. Provide an example of when you have used pricing indexes in budget estimates.  In what ways did the use of pricing indexes validate the budget estimate?
4. What do you consider to be your greatest achievement in developing or assisting in the development of a budget for your organization?  Why do you consider this your greatest achievement?
5. In what areas of budget formulation do you consider yourself a specialist or expert?  How could you apply this expertise to developing budgets at NIH?
6. Give an example of a time when you were asked to develop a budget estimate (e.g., salaries, benefits, operating expenses) using established guidelines.  What were your primary considerations?  What challenges did you face?  How did you resolve these challenges?
7. If asked, what would you say is the purpose and benefit of budgeting?
Candidate Response:
Interview Summary:

	Summarize the situation, behaviors demonstrated and outcomes.  Then provide an overall proficiency rating for the competency as defined in the Administrative Officer competency model.

	Situation:

	Behaviors:

	Outcome:

	Overall Competency Proficiency Rating:                                                 1        2        3        4         5


Case Management
Coordinates the assessment, planning, assignment and resolution of administrative requests and requirements. 

Key Behaviors:
· Takes responsibility for the proactive and timely resolution of each action requested by program staff.

· Provides periodic, ongoing feedback to customers/stakeholders to ensure an awareness of where actions are in the process.

· Advises program staff and serves as their advocate and liaison to obtain needed administrative services.

· Assesses, plans, implements, coordinates and monitors each request/requirement/action until it is resolved.

· Partners with other offices to initiate, coordinate, and ensure the completion of administrative activities.

· Recognizes when to seek the assistance and/or intervention of a supervisor or management official on specific cases or situations.

· Serves as the point of contact for assigned program areas to ensure that all administrative related actions are carried through to completion.

· Uses a collaborative process to assess, recommend, plan for and provide administrative support and services from the initial request until the action is completed.

· Serves as an advocate for the customer while ensuring that all actions are consistent with Federal and NIH policies and procedures.
Interview questions:
1. Describe a situation where you had to manage multiple priorities; how did you prioritize your work?  What obstacles did you face?  What steps did you take to help ensure successful outcomes of each?
2. In this role, you will be managing multiple assignments and communicating with several team members and customers.  In the past, how have you kept everyone up-to-date, created awareness, and communicated across the organization?  What challenges did you face?  How did you handle them?
3. How would you go about keeping your assigned program office informed of administrative actions?

4. Give an example of a time when you successfully completed or managed the completion of an assignment. Give an example of a situation when you felt the assignment you were responsible for was not going to be completed on time.  What steps did you take?  What was the outcome? Were you successful?  What did you do to contribute to this successful outcome?

5. If you were following through on a request to order business cards for a new employee and were not sure what steps you should take, what would you do and what is the rationale behind your actions?
6. Describe a situation when you needed to coordinate with another person, team, or office to accomplish an assignment, and they did not (or would not) provide the information you needed.  What did you do?  What were the results?

7. Tell me about a time when you were able to successfully deal with another person outside of your organization even when that individual was not initially cooperative.  How did you motivate the individual to cooperate with you?  Were you able to build a positive relationship with that individual? If so, how?

8. Describe a time when you noticed or were informed of an administrative problem (e.g., process, activity form).  What steps did you take to reconcile the issue or to inform someone?  

9. Give an example of a time when you had to seek assistance from a supervisor in order to resolve a situation or complete an assignment.  Why did you need the assistance and were you hesitant in asking for it?

Candidate Response:

Interview Summary:

	Summarize the situation, behaviors demonstrated and outcomes.  Then provide an overall proficiency rating for the competency as defined in the Administrative Officer competency model.

	Situation:

	Behaviors:

	Outcome:

	Overall Competency Proficiency Rating:                                                 1        2        3        4         5


Contract/Acquisition Management and Administration 
Administers contract and other acquisition requirements, manages program and contractor relationships, and monitors contract performance for the effective delivery of goods and services.
Key Behaviors:
· Assists managers in recommending pay rates and preparing documents such as task orders.

· Maintains a working knowledge of scientific and technical contracting requirements.

· Tracks expenditures and reviews documents (e.g., delivery orders, invoices, expense reports) in order to manage the financial aspects of contracting responsibilities.

· Uses financial analysis to evaluate business (cost and price) proposals.

· Understands and maintains awareness of the general purpose and benefit of budgeting, the various types of budgeting, basic budgeting terminology, and timing/milestones in the budget cycle.

· Plans, directs, coordinates, and manages the various contracting functions, including administering, modifying, closing out and terminating contracts.

· Actively collaborates with others (e.g., AOs, project officers, contracting officers, managers) to monitor and manage the contract, contractor performance, quality, and compliance with contract terms and conditions.

· Takes appropriate actions and applies remedies to protect the rights of the Government.

· Monitors expenditure of funds for various contracts.

· Monitors performance and compliance of contractual terms and conditions.

· Provides information, analytics, summary status, and recommendations pertaining to acquisitions.

· Gathers information and performs analyses to make objective and well-informed contracting and financial decisions.

· Works closely with customer/partner to ensure contractual obligations are fulfilled in compliance with the terms of the contract and applicable laws and regulations.

· Serves as a primary point of contact concerning all acquisition matters.
Interview questions:

1. Describe how your knowledge of and experience with acquisition regulations, procedures, and methods involved in Federal Government acquisition activities would be helpful in purchasing 500 new PCs for a workforce of scientific and administrative staff supporting a scientific organization.

2. Give an example of a recent assignment you worked on that required a contract modification.  What was your role in making this modification?  What were the results?

3. Describe a situation in which you conducted negotiations with vendors, developed specifications for use in solicitations, and/or monitored performance of an acquisition.  In retrospect, what could you have done differently to possibly have achieved a better outcome?

4. Describe steps you would take to manage the termination of a contract.  What are the primary factors you must consider?

5. Describe your experience with monitoring contractor performance.  What are the primary factors you consider when doing so? 

Candidate Response:

Interview Summary:

	Summarize the situation, behaviors demonstrated and outcomes.  Then provide an overall proficiency rating for the competency as defined in the Administrative Officer competency model.

	Situation:

	Behaviors:

	Outcome:

	Overall Competency Proficiency Rating:                                                 1        2        3        4         5


Facilities and Space Administration
Assesses and coordinates the acquisition, use, and maintenance of facilities and space; based on organizational goals, budget realities, safety and security needs, and NIH guidance and requirements.
Key Behaviors:
· Assists or coordinates emergency procedures and drills.

· Coordinates the logistics for office/lab moves and space for new employees including IT, telecommunication and other equipment.

· Coordinates appropriate building access through NED.

· Facility Manager communicates with NIH Office of Research Facilities (ORF) and Office of Research Services (ORS) for campus or leased facilities? issues, including building-specific issues.

· Coordinates with the Office of Research Facilities Development and Operations (ORF) or an Institute-specific organization, and monitors the budget, design, construction and modification of existing and/or new space.

· Reviews and approves shop and maintenance work requests for minor maintenance, alterations, repairs and renovations.

· Prepares and maintains information regarding space assignments and requests such as in Space Justification Documents and NIH Enterprise Directory (NED).

· Assists program/management in the coordination of security and evacuation plans.
Interview questions:
1. Describe a situation in which you were responsible for preparing or reviewing requests for repair of government equipment.  What steps did you take to be sure that the request was processed according to accepted procedures and that the equipment was repaired correctly?
2. Share an example of an experience you have had updating property inventory.  What was your biggest challenge?  What would you do in the future to improve or expedite the process?

3. Describe your involvement in coordinating security and evacuation plans.  

4. Describe a time when you helped onboard a new employee by providing access, equipment, space, etc. What was your biggest obstacle or most challenging task?

5. Describe a situation in which you were involved in monitoring the design, construction, or modification of new office space.  What was the most time-consuming task involved?  What would you do differently if you had to do it again?

6. Describe a situation when you were involved in planning or implementing an office move and an issue developed that you helped resolve (e.g., unhappy staff moving from private offices to cubicles, changes in IT equipment, smaller working areas).

7. Describe a situation when you were involved in or managed a move to new office space.

8. If you were asked to coordinate a move of an office to another building, what guidance would you seek and what steps would you take to assure that all property and services were moved on schedule?  What would be the most important considerations?
Candidate Response:
Interview Summary:

	Summarize the situation, behaviors demonstrated and outcomes.  Then provide an overall proficiency rating for the competency as defined in the Administrative Officer competency model.

	Situation:

	Behaviors:

	Outcome:

	Overall Competency Proficiency Rating:                                                 1        2        3        4         5


Federal Budget Process
Understands and complies with the Federal Budget process, including budget formulation, presentation and execution.
Key Behaviors:
· Understands the hierarchy of financial authority within the Federal Government.
· Possesses knowledge of current laws, regulations and guidance affecting the Federal budget process.
· Uses written strategic business plans to support financial assumptions.
· Uses forecasting and historical data to prepare detailed financial plans.
· Presents the financial planning/budgeting process and/or financial model to a variety of audiences (i.e. co-workers, new employees, Congress).
· Possesses knowledge of the Appropriations Process.

· Possesses knowledge of Federal proprietary/accrual and budgetary accounting.
Interview questions:
1. Describe a situation in which you discovered a budget problem or shortfall that affected a program’s ability to fund a project or continue working on a project.  How did you communicate this problem to your supervisors and stakeholders?  What efforts did you make to fix the problem?  What were the results?
2. If you were asked to make a presentation to a group of new employees on the federal budget process, what topics would you include in your presentation?  Why did you choose these topics?
3. Describe a time when you were involved in developing a budget in which you had to research and analyze a program or policy and develop recommendations.  What obstacles did you face?
4. Tell us what you consider to be the most important considerations in formulating, presenting, and executing a budget for a federal organization or program.  Why do you feel these considerations are the most important?
5. In what areas of budgeting formulation or strategy would you like to expand your knowledge to become more proficient Describe a time when you used a strategic business plan to support program budget assumptions?  What was your strategy for resolving competing interests?  What challenges did you encounter?  How did you overcome those challenges?
6. Describe a time when you used a strategic business plan to support program budget assumptions?  What was your strategy for resolving competing interests?  What challenges did you encounter?  How did you overcome those challenges?
7. Share a time when you presented program and budget information to a variety of audiences.  How did you tailor your presentation to each audience?  What challenges did you face and how did you handle them?
8. Provide an example of a time when your understanding of the Federal budget process helped you accomplish a task.  What was the outcome?
Candidate Response:
Interview Summary:

	Summarize the situation, behaviors demonstrated and outcomes.  Then provide an overall proficiency rating for the competency as defined in the Administrative Officer competency model.

	Situation:

	Behaviors:

	Outcome:

	Overall Competency Proficiency Rating:                                                 1        2        3        4         5


Financial Management

 Applies critical financial concepts and practices to establish and maintain realistic budgets.
Key Behaviors:
· Uses financial and other quantitative information to manage the organization.

· Understands overall financial performance of the organization.

· Analyzes financial information to evaluate strategic opportunities and options.

· Demonstrates a familiarity with Office of Management and Budget regulations and policies.

· Manages budget execution during fourth quarter closeout to ensure full utilization of resources within allocations. This includes monitoring, shifting funds, submitting timely procurement requests, and using professional judgment to identify additional or different budget requirements that arise.

· Responds to Department inquiries using appropriate formats for presenting budget/personnel information logically, consistently and accurately.

· Interprets and analyzes the meaning and implications of key financial indicators.

· Creates a variance reports between actual costs versus budgeted costs.

· Uses financial information to monitor overall financial status of operations and makes strategically based decisions.

· Draws conclusions from financial information and provides financial advice.

· Initiates necessary documentation, and coordinates routing for approval and implementation.

· Identifies and proactively raises to management: Emerging funding needs, Changes in expenditure rates relative to budgeted amounts to prevent /reduce instances of over- or under-spending and Issues with FTE utilization, such as the need for ceiling adjustments.

· Reconciles figures during budget period and identifies variances that require immediate action.

· Manages, monitors and reports to program managers on status of funds execution throughout the year for assigned unit following the flow of appropriations from apportionment to allotment to commitment to obligation to outlay or de-obligation to closeout.

· Adheres to FTE and to contractor workforce ceilings and allocations.
Interview questions:

1. Describe an experience you have had with overseeing the use of funds, developing management control systems, or adjusting budgets to changes in anticipated funding.  What was your most challenging aspect of this experience?  Why?

2. Describe an experience you have had executing or monitoring a budget in which you discovered a problem that required follow-up.  What was your involvement in that follow-up and what was the outcome?

3. Based on your involvement in developing or executing approved budgets, what do you feel is the biggest challenge in helping to assure resources are used within approved allocations?  Why?

4. You have just been given the assignment to manage a budget for a high visibility, on-going scientific project.  When examining the files, you notice that the project is overspent and that there are issues with the FTE utilization.  What would you do?

5. What financial indicators would you monitor if you were responsible for managing a federal budget?  Why?

6. Describe a time when you had to present information and/or deliver a presentation to senior leadership.  What were some of the challenges that arose when presenting to a senior leader?  How did you overcome them?

7. Describe a time when you had to establish a budget for your office or organization.  What was your approach?  What was your strategy for resolving competing interests?  What other challenges did you encounter?  How did you overcome those challenges?

8. Share an example of when you used information from a financial plan or budget to make recommendations for your office or organization.  How did you approach this endeavor?  How did you gain support for this effort? What challenges did you face and how did you handle them?

9. Share an example of when you used external financial information or indicators to make strategic recommendations for your office or organization.  How did you approach this endeavor?  How did you gain support for this effort?  What challenges did you face and how did you handle them?

Candidate Response:

Interview Summary:

	Summarize the situation, behaviors demonstrated and outcomes.  Then provide an overall proficiency rating for the competency as defined in the Administrative Officer competency model.

	Situation:

	Behaviors:

	Outcome:

	Overall Competency Proficiency Rating:                                                 1        2        3        4         5


Human Resources Counsel
Applies knowledge of human resource policies and procedures (relating to Title 5, Title 42, Title 38, Commissioned Corps, Senior Executive Service, Senior Biomedical Research Service, non-FTE mechanisms, and hiring contract workers) to advise and assist managers in staffing, position management, benefits and payroll, employee retention and employee relations.
Key Behaviors:
· Advises managers on the Title 42 Pay Model and the NIH Intramural Sourcebook, and Spring Pay Adjustments, Quadrennial Pay Increases and Board of Scientific Counselors (BSC) Reviews.

· Advises on and develops staffing plans to support program success and ensure continuity in operations.

· Manages and/or supports on-boarding activities.

· Reviews and approves HR packages to ensure that they are in accordance with HR regulations and HHS/NIH policies.

· For Non-FTE (IRTA/Visiting Fellow, Special Volunteer, Guest Researcher, etc.): Reviews and approves training requests.

· For Non-FTE (IRTA/Visiting Fellow, Special Volunteer, Guest Researcher, etc.): Reviews and approves actions and performs records maintenance in the various HR systems.

· Assists managers in preparing agreements, awards, and justifications for incentives documents (e.g., Intergovernmental Personnel Agreements (IPAs), Above the Minimum (ATMs), Student Loan Repayment Program (SLRP), Physicians Comparability Allowance (PCAs) or recruitment, relocation and retention incentives).

· Serves as a liaison (between HR, supervisors and staff) related to workforce development, payroll, and performance issues and corrective employee actions.

· Manages information on positions and people to support workforce planning activities.

· Advises managers on appropriate HR actions necessary to achieve management’s objectives and explains documentation requirements.

· Assists managers with the initiation and implementation of NIH Performance Management and Appraisal Program (PMAP) and Commissioned Corps Officers Evaluation and Review (COER) by initiating or providing documentation and ensuring compliance with established requirements (e.g., standards are developed; mid-year and annual reviews are conducted).

· For Non-FTE (IRTA/Visiting Fellow, Special Volunteer, Guest Researcher, etc.): Advises program staff on the rules and regulations for relocation and moving expenses.

· For Non-FTE (IRTA/Visiting Fellow, Special Volunteer, Guest Researcher, etc.): Assists in managing Fellowship actions (e.g., processes Fellowships, special volunteer agreements, stipends, health insurance).

· For Non-FTE (IRTA/Visiting Fellow, Special Volunteer, Guest Researcher, etc.): Provides advice and assistance to program staff on appropriate visa types and lead times for the various types of foreign scientist categories.
Interview questions:
1. In what Human Resource areas would you like to expand your knowledge to become more proficient?  In what areas do you possess strength?
2. Describe a situation in which you were asked to write an award nomination or provide feedback for a performance appraisal.  What questions did you need to have answered before you began writing?

3. Describe a time when you had to assess organizational needs and recommend solutions to management?  How did you approach this assignment?  Who did you involve in the process?  How did you present the options?  What was the result?

4. As a principal advisor on human resource activities, you might be requested to give your opinion on the current or proposed functions or structures of an organization for a proposed reorganization.  What questions would you have and what information do you feel would be important to provide?

5. Think of an effective management relationship you have maintained.  How did you build the relationship and obtain trust?  How did you help address and resolve human capital issues?

6. How do you work with your customers to ensure that HR policies are successfully integrated into the organization?  What steps do you take to address issues that arise?

7. What do you consider is the most difficult aspect in finalizing a recruitment request package before it is sent to the Office of Human Resources?  Why?

8. You could find yourself in a position of responding to a question or supporting a customer in the development of a Title 42 hiring package or classification for a GS-14/15 administrative position.  If you have relevant experience, please tell us about it.  If not, please tell us how you would go about responding or supporting your team and/or customers.

9. What do you consider your biggest challenge to be in preparing a request to establish or fill a scientific position using Title 42 hiring authority?

10. How do you get data for performance reviews?

11. Describe a time when you had to gather data for a performance review.   What steps did you take to ensure you had the necessary, relevant information?

12. Describe a time when you had to assess organizational needs and recommend solutions to management?  How did you approach this assignment?  Who did you involve in the process?  How did you present the options?  What was the result?

13. Think of a successful relationship you have maintained with a manager you support.  How did you build a rapport and obtain his/her trust?  How were you able to help him/her confidently and independently address and resolve human capital issues?

14. How do you work with your customers to ensure that HR policies are successfully integrated into the organization?  What steps do you take to address issues that arise?
Candidate Response:
Interview Summary:

	Summarize the situation, behaviors demonstrated and outcomes.  Then provide an overall proficiency rating for the competency as defined in the Administrative Officer competency model.

	Situation:

	Behaviors:

	Outcome:

	Overall Competency Proficiency Rating:                                                 1        2        3        4         5


 Office Administration
Applies knowledge of support principles, practices, policies and processes to ensure effective and efficient administrative operations.
Key Behaviors:
· Structures and organizes administrative work to promote the efficient operation of the office.

· Prepares and/or updates reports, correspondence and other documents.

· Manages correspondence and communicates organizational information to appropriate parties as required.

· Gathers, organizes, maintains and archives data, information and records manually and through computer-based applications systematically (alphabetically, chronologically, by subject, etc.).

· Manages office/facility repositories and record keeping systems for storage, tracking, internal control, and retrieval of information and materials.

· Resolves administrative issues by deducing appropriate avenues of inquiry or sources of information.
Interview questions:
1. If you were asked to create a system for tracking information related to documents or communication that came through your office, where would you begin?  What information would you want to capture?  How would you track status of the entries?
2. Give an example of an effective electronic or hardcopy tracking or status report system that you have developed or maintained.  Why has this system been effective?  What obstacles did you face?

3. Describe your experience interacting with colleagues and supervisors regarding assessing the impact of proposed changes to administrative programs or policies currently in place.

4. Describe your involvement representing your organization on various task groups and committees on administrative matters that affect other organizations in your Agency or company.  What obstacles did you face and how did you prevail?

5. Describe a time when you were given a project or assignment, but the instructions were not clear. How did you handle this situation?  What was the outcome?

6. Describe your experiences handling the problems or issues related to a disruptive coworker and your involvement in the solution to the problem.  What did you learn from the experience that you would implement in future similar circumstances?
Candidate Response:

Interview Summary:

	Summarize the situation, behaviors demonstrated and outcomes.  Then provide an overall proficiency rating for the competency as defined in the Administrative Officer competency model.

	Situation:

	Behaviors:

	Outcome:

	Overall Competency Proficiency Rating:                                                 1        2        3        4         5


 Organizational Strategic Support
Supports organizational goals and objectives in accordance with strategic and/or operations plans. 

Key Behaviors:
· Incorporates new processes and procedures into annual plans.
· Conducts internal audits (i.e., gathers information, identifies strengths and weaknesses) and provides recommendations to establish new processes.
· Gathers key information essential to the planning and organizational process (e.g., internal information, audits, benchmarking information, stakeholder input).
· Incorporates an awareness of current and future management directives, required functional and technical expertise, resource requirements, and targeted stakeholders into annual plans.
· Streamlines operations for maximum efficiency, automation and effectiveness where appropriate.
· Identifies strengths, weaknesses, opportunities and threats (SWOT) in support of strategic planning process.

· Provides advice and guidance to resolve, implement or manage program or policy issues that involve areas of uncertainty in approach or methodology.
· Utilizes processes, tools and/or formal mechanisms to effectively monitor and manage results.
Interview questions:
1. Imagine that your supervisor asked your opinion on how a new policy (e.g., telecommuting) should be implemented in your organization.  You feel that the new policy would not be welcome to several members of the team; what would you consider before responding?  How would you respond?
2. Describe a situation where you were required to gather a large amount of data, analyze it objectively, and make a decision or a recommendation based on the results. What did you learn from this experience?
3. If you were asked to develop a plan for assuring that your organization’s internal policies and SOPs for administrative services are kept current, what resources would you use and who would you consult in developing this plan?

4. Share an example of a time when you recommended an improvement to a procedure or function. What led you to make this recommendation?  How was the recommendation received?  What was the outcome?

Candidate Response:

Interview Summary:

	Summarize the situation, behaviors demonstrated and outcomes.  Then provide an overall proficiency rating for the competency as defined in the Administrative Officer competency model.

	Situation:

	Behaviors:

	Outcome:

	Overall Competency Proficiency Rating:                                                 1        2        3        4         5


Project Management

Creates and maintains an environment that guides a project to its successful completion.
Key Behaviors:
· Explains the processes involved in the initiation phase of a project and the development of an overall project plan.
· Identifies key stakeholders in a project.
· Identifies and analyzes environmental influences impacting a project.
· Develops and manages the scope of a project.
· Describes in detail the process of resource allocation including human resources, and how cost, work, and time estimates are developed.
· Understands the risks involved in starting a project.
· Understands the importance of quality assurance and control.
· Develops effective oral and written communication skills to interact with members of a project team.
Interview questions:
1. Discuss a time when you had multiple tasks or projects to complete that required the use of the same resources.  How did you contend with these competing efforts?  How did you prioritize the tasks or projects to be completed?

2. Recall a time when you were assigned what you considered to be a complex project or task.  What steps did you take to prepare for and finish the project tasks on time?  Were you satisfied with the outcome?  Why or why not?

3. Share an example of a time when you influenced the outcome of a project by taking a leadership role.  What was your biggest challenge and what steps did you take to overcome the challenge and successfully complete the project?

4. Using a specific example of a project, tell how you kept those involved informed of the progress. What communication methods did you use?

5. Describe a time when you recommended a change to a project in order to increase its effectiveness and success.  How did you recommend the change to managers?  What was the outcome?

6. Tell me about a project you managed. What did you do to ensure the success of the project?

7. Briefly describe how you have approached a new project in the past.  How did you initiate the project? What steps did you take to assess risk?  What tools did you use to manage the project? What quality assurance mechanisms were necessary to maintain control of the project?

8. In this role, it is imperative to create and maintain an environment that guides a project to successful completion.  How have you approached creating such a project environment in the past?  What challenges did you encounter?  How did you overcome those challenges?  

9. Give me an example of a time when your oral and written communication skills helped ensure the successful completion of a project. What communications method or strategy did you utilize? How did you determine which method to use?

10. Stakeholders are defined as those with a vested interest in a particular project.  Thinking of a specific project you’ve worked on, please discuss how you identified and managed stakeholders.  What was particularly challenging about that process? How did you successfully overcome those challenges?

11. Describe a time when you planned for and conducted a project kick-off meeting. What was on the agenda? How were you able to meet the goals and objectives outlined for the meeting?

12. Describe a time when you were responsible for managing a project with varying priorities that included staggered milestones.  What was your approach?  What steps did you take to ensure the appropriate stakeholders were involved?  How did you ensure that you effectively communicated with your team?

13. Provide an example of a time when you were responsible for managing a project where conflicts within the team developed.  How did you handle this situation? What was the result/outcome?

14. What has been your approach for monitoring and controlling risks throughout a project?

15. In this role, you will be required to hire, assign, and supervise appropriate program personnel. Tell me about a time that you had to hire and build a team. How did you create an environment that fostered productivity and cooperation?

16. Describe a time when you had to make changes to procedures to increase the effectiveness of program activities? How did you recommend the changes to program personnel? What was the outcome?

17. Recall a time when you were assigned to manage multiple projects with related resources, personnel and activities.  What steps did you take in your planning to ensure the successful executions of all program activities? What tools did you use to manage the multiple projects? Were you satisfied with the outcome?

18. Describe a situation that best demonstrates your program management abilities. What was the primary key to your success?

19. What challenges have occurred while you were coordinating work with other units, departments, and/or divisions?

20. What kinds of problems have you had coordinating technical projects? How did you solve them?

21. Describe how you developed a project team’s goals and project plan?

22. Tell me about a time when you noticed that you were over budget for a program. What did you do to bring expenditures back in line without sacrificing quality? What was the health of the budget at the end of the program? What did you learn?
Candidate Response:
Interview Summary:

	Summarize the situation, behaviors demonstrated and outcomes.  Then provide an overall proficiency rating for the competency as defined in the Administrative Officer competency model.

	Situation:

	Behaviors:

	Outcome:

	Overall Competency Proficiency Rating:                                                 1        2        3        4         5


Property Management

Advises staff on, reviews and coordinates the acquisition, loan, transfer and disposal of accountable property items per HHS and NIH property regulations and procedure, and the NIH acquisition and property management processes. 

Key Behaviors:
· Advises program staff on HHS and NIH property policies, procedures and regulations in relation to the acquisition of accountable property items.
· Reviews orders to verify proper code and classification of property (e.g., accountable, non-accountable); and following appropriate NIH procedures, ensures the appropriate Object Class (OC) Codes/expenditure type, custodial codes, and Common Accounting Number (CAN)/project numbers are used.
· Acts as liaison with vendors and service providers.
· Completes or reviews property documents (i.e., requests for property passes, donations, trade-ins, transfers, surplus, etc.) for accountable user information, property identification information and accounting data before submission to the Property Team.
· Inventories, operates, maintains, troubleshoots and resolves minor problems and service requirements for a variety of office equipment.
· Follows the designated process and enters information into the appropriate system to process and when applicable, approve purchase orders.
· Coordinates with the Property Team for the acquisition, shipment, maintenance, transfer and retirement of surplus NIH equipment.
· Updates the Property Team on property record changes (e.g., arrival, deployment or return of property assigned, changes to defined users, and changes in location of property due to office/lab moves).
· Reviews annual Board of Survey reports and directs changes to policies and procedures to reduce risk of property loss.
· Assists the Property Team in locating missing items.
 Interview questions:
1. Describe your experience with property management.  In what areas do your strengths lie and how will you utilize these strengths to benefit NIH?
2. Provide an example of a time when you were working with a service provider to move controlled scientific equipment and/or office equipment from one building to another.  What did you do to help ensure that the equipment was moved safely, and that all equipment was delivered on schedule so that it could be inventoried in the new location?

3. You are responsible for property accountability for your laboratory.   One of the scientists who is leaving your organization told you that he could not find the laptop computer that he had taken home.   He had a property pass for the computer.   What steps would you take to resolve this challenge?

4. Based on your involvement with managing property, what do you feel has been your biggest challenge in keeping property accountability records current?  Why?  What are your suggestions for solving this problem?

5. Describe a situation in which you were spending a significant amount of time troubleshooting problems with an office machine.  What did you do to solve this problem?
Candidate Response:

Interview Summary:

	Summarize the situation, behaviors demonstrated and outcomes.  Then provide an overall proficiency rating for the competency as defined in the Administrative Officer competency model.

	Situation:

	Behaviors:

	Outcome:

	Overall Competency Proficiency Rating:                                                 1        2        3        4         5


Security Administration
Coordinates security activities in compliance with security processing procedures and systems to ensure that appropriate staff and contractors obtain/maintain access to NIH facilities.
Key Behaviors:
· Coordinates new badge renewal and facility access requests by completing required documentation (e.g., HHS-745), arranging fingerprinting, monitoring/reporting on request status, and resolving emergent issues.
· Enters, maintains and resolves issues with data in the NIH Enterprise Directory (NED) to track individuals in the NIH workforce and those using NIH services/facilities.
· Coordinates with appropriate security personnel (e.g., campus police, Montgomery Police, City of Hamilton, MT), whenever necessary in emergency situations.
· Advises staff of local Continuity of Operations (COOP) Plan and appropriate personnel contacts (e.g., Clinical Center for patient care, animal care, laboratory operations).
· Advises, coordinates and assists with security training exercises.
 Interview questions:

1. Tell us about a time when you were responsible for managing a database system that included tracking individuals (i.e., NIH Enterprise Directory) or property.  What did you find most challenging?  
2. Describe the steps you would take to be sure all staff are aware of and take new, required security training.  How would you coordinate efforts and ensure all staff successfully completes the training?
3. Tell us about a time when you handled an emergency or critical situation that involved contact with security personnel or other authorities.  What were the results?
4. Suppose you were advising a contractor on how to get a badge (or get it renewed) and that despite following your advice they ran into a problem; describe the steps you would take to support them and help resolve the problem?
Candidate Response:

Interview Summary:

	Summarize the situation, behaviors demonstrated and outcomes.  Then provide an overall proficiency rating for the competency as defined in the Administrative Officer competency model.

	Situation:

	Behaviors:

	Outcome:

	Overall Competency Proficiency Rating:                                                 1        2        3        4         5


Travel Management
Assists travelers and travel planners in interpreting and applying travel regulations, policies and procedures.
Key Behaviors:
· Advises travelers or preparers on appropriate documentation and lead times required for sponsored travel and outside activities, domestic travel, foreign travel, premium class, non-contract carrier, foreign flag carrier, actual expense allowance and leave requests.
· Coordinates within program area to maintain an awareness of upcoming travel and ensure adequate lead times to prepare applicable documentation (e.g., notification of foreign travel, sponsored travel).
· Reviews travel vouchers and authorizations to ensure they can be accomplished within available funds.
· Reviews and approves travel authorizations and travel vouchers in the GovTrip to ensure that they are in accordance with Federal Travel Regulations and HHS/NIH policies.
· Manages travel cards (distribution, policies) and audit files.
· Provides information to program staff on policies and procedures for government travelers and invited guests.
· Processes and tracks travel actions using various travel information systems.
· Monitors travel submissions and coordinates resolution of travel issues and concerns.
· Collects and/or organizes data to provide applicable information for periodic data calls.
 Interview questions:
1. Give examples of travel guidance you have provided to your customers/program area.
2. Give an example of a process followed or an effective solution you created to ensure sufficient travel funds were available for travel requests/orders.

3. If you were asked to review a travel voucher that someone else had prepared before it was submitted for approval, what federal travel regulations, internal policies, and procedures would you need to know or review?   Why would these be important?

4. Describe a situation in which you were asked to develop internal operating procedures regarding use of travel cards for your organization.  What would you consider most important to include in these procedures?  Why?
5. Give an example of a time when you were advising others in your organization on the procedures, documentation, and lead times required in requesting sponsored travel.  
Candidate Response:

Interview Summary:

	Summarize the situation, behaviors demonstrated and outcomes.  Then provide an overall proficiency rating for the competency as defined in the Administrative Officer competency model.

	Situation:

	Behaviors:

	Outcome:

	Overall Competency Proficiency Rating:                                                 1        2        3        4         5


NIH Competency Proficiency Scale
	Score
	Proficiency Level
	Description

	1
	Fundamental Awareness 

(basic knowledge)
	You have a common knowledge or an understanding of basic techniques and concepts.

· Focus on learning.

	2
	Novice 

(limited experience) 


	You have the level of experience gained in a classroom and/or experimental scenarios or as a trainee on-the-job. You are expected to need help when performing this skill.

· Focus on developing through on-the-job experience;

· You understand and can discuss terminology, concepts, principles and issues related to this competency;

· You utilize the full range of reference and resource materials in this competency.

	3
	Intermediate 

(practical application)
	You are able to successfully complete tasks in this competency as requested. Help from an expert may be required from time to time, but you can usually perform the skill independently.

· Focus is on applying and enhancing knowledge or skill;

· You have applied this competency to situations occasionally while needing minimal guidance to perform successfully;

· You understand and can discuss the application and implications of changes to processes, policies, and procedures in this area.

	4
	Advanced 

(applied theory)
	You can perform the actions associated with this skill without assistance. You are certainly recognized within your immediate organization as "a person to ask" when difficult questions arise regarding this skill.

· Focus is on broad organizational/professional issues;

· You have consistently provided practical/relevant ideas and perspectives on process or practice improvements which may easily be implemented;

· You are capable of coaching others in the application of this competency by translating complex nuances relating to this competency into easy to understand terms;

· You participate in senior level discussions regarding this competency;

· You assist in the development of reference and resource materials in this competency.

	5
	 Expert 

(recognized authority)


	You are known as an expert in this area. You can provide guidance, troubleshoot and answer questions related to this area of expertise and the field where the skill is used.

· Focus is strategic;

· You have demonstrated consistent excellence in applying this competency across multiple projects and/or organizations;

· You are considered the “go to” person in this area within NIH and/or outside organizations;

· You create new applications for and/or lead the development of reference and resource materials for this competency;

· You are able to diagram or explain the relevant process elements and issues in relation to organizational issues and trends in sufficient detail during discussions and presentations, to foster a greater understanding among internal and external colleagues and constituents.
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