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Interview Questions 

Remember that interviewing a virtual support professional is not the same as a ‘traditional’ interview. The people 

you are interviewing are business owners themselves, providing a professional service – and so the interview 

actually goes both ways. They need to be asking as many questions as you are (maybe more!) in order to get 

clear on your needs and to see where/how they can help. 

Here is a template you can follow when talking to potential new team members, including a list of questions that 

you can ask. 

First – start with your WHAT 

Your WHAT is actually the most important part of the conversation. You want to start by sharing the WHAT that 

you outlined in the Taking Inventory Questionnaire, including: 

 Tell them about your business – your “big picture” VISION, why do you do what you do? What are you 

creating? Who is your target market? What are your revenue streams? 

 GOALS you have for your business, including: 

o What do you want to accomplish within the next 3 months? 

o What do you want to accomplish in the next 3-9 months? 

o What do you want to accomplish within the next year? 

1. Immediate PRIORITIES - if someone was to start working with you right now, what would be the top 1-3 

items you would have them work on? 

2. What are the specific DELIVERABLES that you are looking for help with? 

Second – discuss the HOW 

Now we get into a discussion to see if the person you are talking to can actually fulfill on your WHAT? 

After sharing your WHAT you can then ask: 

3. Is this something you can help me with? 

And see how they respond. Ideally you are looking for someone to say “YES, here’s how I can help you with this… 

“(sign of a business mindset.) 

At this stage you want to open the door for them to ask you questions. Someone who is very clear on the HOW 

will have questions for you at this stage and will start to get into the specifics of how they can help. They should be 

asking you about things like: 

4. What is your timeline? 

5. What tools/systems you use in your business? 
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6. What is your budget? 

7. What are your expectations on deliverables? What “result” are you looking for them to deliver? 

8. If you have examples of stuff that you like (especially for creative/design hires) 

9. Who else you have on your team currently (if applicable) 

Note: If someone does not have questions for you after you’ve shared your WHAT that is a red flag in my opinion. 

It could be an indication that they are coming from an employee mindset and will be expecting you to tell them 

what to do.  

Foundational Questions to Ask 

Here is a list of questions that you can ask along the way (or to ensure that you get the answers to if the other 

person brings them up.) 

Mandatory Questions – always make sure to ask these: 

 What is your experience and/or training with X? (Whatever it is you are looking for them to deliver or do 

for you.) 

 Who have you done X for before? – ask to see examples or get a reference from that person 

 What is your availability? For a key team member you need to know their time zone and working hours 

(does it match your needs?) For a project person you need to know their current turnaround to get 

projects done (especially if they are super busy) 

 How do you like to communicate with your clients? Weekly calls, email, other online systems (i.e. a 

project management tool) Note that some contractors use something like a project or time-tracking tool 

as a standard part of their business that may or may not work for you – best to be aware of this from the 

start and look at alternatives if need be. 

 Why do you do what you do? What are your own personal goals? - I’m always curious to know why – is it 

“just a job” for them or do they have a love for what they do? 

 Do you do the work yourself or do you subcontract it out? Important to know who will actually be doing 

the work (as it may not be the person you are talking to depending on how their business is structured), 

and who will be your main point of contact. 

 What is the cost of hiring you to do X? Or can you get back to me with a proposal or quote within 24 

hours? – get their rates for what you have discussed. 

 

Optional Questions: 

 Who is your ideal client? What type of person or industry do you most enjoy working with? 

 What kind of training have you done? (I always like to know how or if they have invested in themselves 

and their business – very important to me as it represents how serious they take their own business.) 



 

Copyright 2015  Automate Your Growth™ Inc. 
Toll Free 1-877-576-2229 | Support Email: team@tinaforsyth.com | www.tinaforsyth.com 

 What kind of certifications, degrees or designations do you have? (related to what they do) 

 What does your typical work week look like? 

 What do you like to do in your downtime? (great question to ask to see how much they work and if they 

take care of themselves – i.e.: is the person a “workaholic” or do they like to take time off on weekends?) 

 What do you consider to be your greatest strength? 

 What do you NOT enjoy doing? (or don’t feel that you are good at) 

 If you don’t know how to do something that I’m asking for help with, how will you handle it? 

 Do you charge for “on the job” training time? (If you’ve hired someone to do a specific job they should not 

be charging you for any training time it takes them to do that job for you. If you’ve asked someone to 

learn something specific to you and your business then they will charge you for training time.) 

 What has been your toughest challenge to date and how did you handle it? 

 What would you like to do more of that you haven’t had a chance to do yet? 

 

Advanced Interview Techniques & Questions 

If you are looking to truly go deeper in your interview process (i.e.: for a really key role or specific skillset) then you 

may want to consider adding some behavioral based interview questions to your repertoire.  

Behavioral based interviewing is interviewing based on discovering how the interviewee acted in specific work-

related situations. The logic is that how a person behaved in the past will predict how they will behave in the 

future i.e. past performance predicts future performance. 

Traditional Interview vs. Behavioral Interview 

In a traditional interview, you ask a series of questions which typically have straightforward answers like "What 

are your strengths and weaknesses?" or "What major challenges and problems did you face? How did you handle 

them?" or "Describe a typical work week." 

In a behavioral interview, you decide what skills or attributes are needed in the person you are hiring and ask 

questions to find out if the candidate has those skills. Instead of asking how they would behave, you will ask how 

did they behave. You will want to know how they handled a situation, instead of what they might do in the future. 

Questions in a Behavioral Interview 

Behavioral interview questions will be more pointed, more probing and more specific than traditional interview 

questions. For example: 

 Give an example of an occasion when you used logic to solve a problem. 

 Give an example of a goal you reached and tell me how you achieved it. 

 Describe a decision you made that was unpopular and how you handled implementing it. 
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 Have you gone above and beyond the call of duty? If so, how? 

 What do you do when your schedule is interrupted? Give an example of how you handle it. 

 Have you had to convince a team to work on a project they weren't thrilled about? How did you do it? 

 Have you handled a difficult situation with a co-worker? How? 

 Tell me about how you worked effectively under pressure. 

Follow up questions are often about how they felt in that particular situation, what they did next, how it was 

resolved, etc. Again, ask open ended questions - not closed questions that allow yes or no answers. 

 


