
Project and Program Management Interview Guide
Interviewer:  _________________________________ 
Candidate: ___________________________________

POSITION: ________________________________________________   REQUISITION NUMBER: _________________  

Date of Interview? _________ , 200__ TIME: ___:____
Duration of Interview?  ____ Hrs.  _____ Min.
Resume was supplied: 


Human Resources

Open House

Interview was conducted: 
 
By Phone, or 

In person?
Take a moment to review the candidates resume with them and make any pertinent notes below:
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1.  Please select a project that you’ve worked on in the past and walk me thought the project life cycle.  OR  Define the life cycle of a Project?

	
	Look For
	
	Caution
	
	PROBES
	
	NOTES
	

	
	Candidate might be discussing theory as opposed to real experiences
	
	Should not be jumping into schedule development
	
	Understanding of scope
	
	
	

	
	Sequence per methodology
	
	
	
	Identification of stakeholders
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


2.  Cite an example of bad news that you had to communicate to your customer? What did you do well? What would you do differently if you had it all to do again?

	
	Look For
	
	Caution
	
	PROBES
	
	NOTES
	

	
	An understanding of the customer's needs
	
	Extent to which this could have been anticipated.
	
	Was this communicated to the entire team?
	
	
	

	
	Documentation
	
	
	
	Was this communicated to management?
	
	
	

	
	Empathy
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


3.  Please detail a time when you were responsible for the creation of a Project Charter or an SOW.

	
	Look For
	
	Caution
	
	PROBES
	
	NOTES
	

	
	Understanding functions of Charter & SOW
	
	Should know that contracts & drawings are integral to scope management
	
	Were performance criteria included?
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


4.  How do you assess the potential Risk associated with any project? At what point in the project life cycle to you believe it is appropriate to do so?

	
	Look For
	
	Caution
	
	PROBES
	
	NOTES
	

	
	Should be prior to developing a Project Plan
	
	Should not be a one-time activity.
	
	Has this been revisited?
	
	
	

	
	
	
	
	
	How was the identified risk managed?
	
	
	

	
	
	
	
	
	Has this been evaluated to root cause?
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


5.  How do you as a PM define the scope of work?  Assume that you are given architecture with 10 servers and 15 are referenced in the scope documentation, your customer notices and is very upset.   How would you handle this situation?

	
	Look For
	
	Caution
	
	PROBES
	
	NOTES
	

	
	Understanding what is a 'controlling' document.
	
	Should not be trying to see 'what went wrong' - it may not be an error
	
	How was this communicated?
	
	
	

	
	Knowing what is a 'representative' document.
	
	
	
	Understanding of scope integrity.
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


6.  Do you need to do WBS as a group? 
	
	Look For
	
	Caution
	
	PROBES
	
	NOTES
	

	
	Understanding that this precedes developing a schedule.
	
	Not knowing that it's a key part of project planning.
	
	Was the WBS leveraged to include resource management?
	
	
	

	
	
	
	
	
	Was the WBS leveraged to include estimating durations?
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


7.  You can complete a project under budget and ahead of time and still be a failure.  Please explain your understanding of the meaning of this statement.

	
	Look For
	
	Caution
	
	PROBES
	
	NOTES
	

	
	Managing Customer Expectations
	
	
	
	Understanding that 3rd. constraint is Scope.
	
	
	

	
	
	
	
	
	What about quality?
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


8.  Can you provide and example of a time when a member of your project team was late on a deliverable? What was the deliverable and how did you manage the situation?
	
	Look For
	
	Caution
	
	PROBES
	
	NOTES
	

	
	Anticipating issues.
	
	Heavy handedness.
	
	How frequently was the schedule tracked?
	
	
	

	
	Management of matrix staff.
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


9.  What steps do you undertake in the preparation of a project schedule? How do you begin to identify your critical path?

	
	Look For
	
	Caution
	
	PROBES
	
	NOTES
	

	
	Understanding the true meaning of Critical Path
	
	Understanding that 'critical' in this context does not equate to 'important'
	
	Difference between 'critical path' and 'critical chain'
	
	
	

	
	
	
	
	
	How was this handled in the Project Plan
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


SHORT QUESTIONS:

· How important is managing customer expectations to the Project Manager?

· Could your provide an example of an instance when your empowered yourself?

· What is the highest number of direct reports that you have managed at any one time? 

· Have you ever managed non-direct reports?  Please name some of the challenges of managing non-direct reports?

· At what point does the Project Manager plan the close out? OR What is your definition of a completed project?

· To what extent should a PM communicate with external and internal customers?  OR What activities should the Project Manager engage in to manage the customers’ expectations?

Offer an opportunity for questions on the part of the interview candidate.
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