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TOOL:  Sample Program Coordinator Interview Survey of Questions
POSTED:  March 2012
[Insert your organization’s name here]
PROGRAM COORDINATOR INTERVIEW SURVEY OF QUESTIONS
For the interview team:

· Explain the purpose of the interview: To gather specific information about the candidate’s past experiences and accomplishments, particularly in the past 2 to 4 years; and to help the organization make a fair and informed decision on the most qualified candidate for the job.

· Describe the interview plan: The questions in the interview guide are designed to obtain information about the candidate’s experience and accomplishments that relate to the competencies that are important for success in the job to be filled. 

· The interview will include behavioural questions, situational questions and knowledge questions. When answering behavioural questions you must obtain one or more specific examples of the candidate’s experience and/or accomplishments ensuring the candidate describes:

· The situation or circumstances related to the example

· The actions taken by the candidate to address the situation, along with the rationale for the actions taken; 

· and The Results or Outcome of the candidate’s Actions

· Probes or follow up questions can be asked to provide clarity of role etc., or obtain additional information.

· Take notes on the candidate’s answers during the interview to have an accurate record of information to evaluate later 

· The team will then discuss and reach consensus on a final rating.

· Allow the candidate an opportunity to ask questions or clarify next steps at the end of the interview.

When considering the rating of behavioural examples take into account:

Significance - the importance of the examples in relation to the job being filled

Recency – more recent behaviour, the better it predicts future behaviour

Trends – consistent with the concept of recency, examples which show a trend either positively or negatively should be taken into account.

RATING SCALE


Candidates will be assessed on the amount of breadth and depth of the answer provided using the rating criteria bullets. and the scoring grid. These points are illustrative and it is not necessary for the candidate to speak directly to each point.

Program Coordinator Interview Questions

1. Please take a few minutes to discuss your key work experiences that relate to this position and how they would prepare you for the position of Program Coordinator in a School Age Program.
Expected Responses:

· Staff Development – developing others

· Planning and Organizing skills

· Program Knowledge

· Passion for program objectives

· Role Model

· Leadership skills and qualities

· Experience demonstrated in community programs

· Demonstrates applied knowledge (understanding of learning through play, stage appropriate behaviour, management knowledge)

Rating Scale 1 2 3 4 5

2 a) Describe your philosophy of early learning and care?

b) Tell us how you would implement this philosophy of early learning and care?

Expected Responses:

· Promotes children’s development through a play-based, nurturing environment.

· Each child is viewed as unique and needs to be provided with choice and challenge.
· The teacher’s ability to be a responsive caregiver is imperative in facilitating children’s feelings of self worth and social-emotional resiliency.
· Role of Teacher

· Nurturer

· Ensures healthy and safe environment

· Knowledgeable of developmental levels

· Creative and stimulating program planning

· Plan curriculum that is based on a thorough understanding of child development

· Observes and assesses children and programming

· Always learning and evolving with children

· Supervises and guides children

Rating Scale 1 2 3 4 5
3. Tell us some of the factors you would consider in order to ensure a child centred learning environment?

Probes

How would you implement?

Expected Responses:

· A safe, secure, supportive and stimulating environment where children are free to grow to their potential.

· Children thrive in early learning and care environments that are supportive and nurturing and guided by a clear mission statement and situated in a learning framework. And where they feel valued, respected and supported in their learning and socializing.

· Types of programming equipment appropriate for children of different ages

· Supporting children’s physical, emotional, social, communication, cognitive, and creative development.

· Bright colors, happy and warm environment

· Space for the children

Rating Scale 1 2 3 4 5

4. Discuss how you have supported a culture of respect of all families by providing us with examples from your previous work experience
Expected Responses:

· Sensitive to the needs of individuals and families

· Sensitivity and respect for individual and cultural differences

· Understands and considers cultural norms

· Acts as a role model

· Able to demonstrate program planning that incorporates diversity

Rating Scale 1 2 3 4 5

5. A requirement of this position would be to ensure that the program maintains standards set by the Day Nurseries Act to meet licensing requirements.
Discuss some of the factors required under the DNA to meet licensing and safety requirements.

Expected Responses:

· Identifies and is familiar with the DNA re: licensing

· Clearly identifies several licensing requirements, gives examples of how to ensure

compliance, aware of responsibility and process

Rating Scale 1 2 3 4 5

6. Tell us about a time when you had to deal with a disruptive behaviour pattern with a 4 year old. Describe the situation and the actions you took?

Expected Responses:

· Be clear and specific about the behaviour

· Observe and determine function of the behaviour

· What is the function of the behavior

· Reinforce positive behaviour

· Model the positive behaviour

· Provide stories, discussions, and activities that reinforce the positive behaviour

· Verbal reminders of the positive behaviour

· Demonstrates the ability to provide effective behaviour guidance

· Help children develop appropriate strategies for self control

· Look at teachable moments

· Not give a lot of attention

Rating Scale 1 2 3 4 5

7. a) Describe the term developmentally –appropriate play-based experiences?

Expected response

· DAP-Meet children where they are. Don’t look just at what is typical for an age group. We don’t assume that “one size fits all.”
· As children play, explore, experience and interact with people, they are always trying to make sense of the experiences.
· We want to engage children’s thinking processes and encourage them to investigate,

question and ponder problems.

· When children play, they engage in many important tasks, such as developing and practicing newly acquired skills, using language, taking turns, making friends and regulating emotions and behaviour according to the demands of the situation. Studies show that young children’s engagement in high-level play is one of the best predictors of later school success.

· ELECT document

Rating Scale 1 2 3 4 5

b) Describe a play based activity you created or initiated to promote the social development of 4 to 5 year olds?

Probe: What did you consider when developing the play based experience

Expected Responses:

· Games – board games, soccer, baseball

· Turn taking

· Using language

· Expressing themselves

· Dramatic Play

· Sharing information

Rating Scale 1 2 3 4 5

8. Provide us with some strategies for balancing both the individual needs of the child and the group needs of the program.

Expected Responses:

· Provide each child with some individual attention

· Incorporate children’s ideas into group activities

· Promote active participation of each child in activities

Rating Scale 1 2 3 4 5

9. Each teacher has the responsibility of evaluating the development of individual children? Tell us how you would do this?

Expected responses:

· Uses observations to access children’s skills, abilities, interests and needs

· Provides methods for observation of children

· Methods of recording, sharing and using observations of children

Rating Scale 1 2 3 4 5

b) How might you use these evaluations for program planning

Expected Responses

· Use observations to plan developmentally appropriate experiences

· Ensure respect of cultures in program planning

· Evaluate if the environment is appropriate and comfortable for the children

· Are program experiences appropriate and accepted

Rating Scale 1 2 3 4 5

10. Discuss your past supervisory or leadership experience and what made you an effective leader by providing us with some examples.

Probes:  

Describe the situations

Describe your leadership style

b)  Provide us with an example of when you know your leadership style was working – what was the situation / What actions did you take/ What was the result

c) What is a leader’s role in motivating or inspiring staff?

Expected Responses

· Looks after people and builds staff morale

· Provides clear direction on priorities

· Gives clear, honest feedback and manages non-performance

· Builds accountability

· Provides people with the ongoing learning, support, and tools they need

· Makes transparent decisions without favouritism or bias

· Models and builds a culture of respect for people

· Motivates teams to achieve objectives

· Develops and implements effective communication and engagement strategies

· Makes decisions, initiates urgent actions, and remains calm in crisis situations

· Recognizes and acknowledges errors and makes corrections

· Understands team make up

· Builds on strengths develops weaknesses

Rating Scale 1 2 3 4 5

11. Tell us about a time when you needed to give constructive feedback to colleague?

· What was the situation?

· How did you prepare?

· What feedback did you provide?

· How did the employee receive the feedback?

· What was the outcome?

Expected Responses

· Demonstrates ability to coach staff

· Feedback is clear, honest and specific

· Maintains self esteem of employee

· Follows up on performance

· Sets expectations

· Offers assistance to help individuals overcome obstacles to learning

Rating Scale 1 2 3 4 5

12) Discuss a work situation in which you felt you successfully directed the work of others?

Probes:

What was the situation?

How did you go about determining task delegation etc.?

What challenges did you face?

Why do you consider it to be a success?
Expected Response

· Encourages and values team input

· Treats team members fairly

· Ensures team has the information

· Resolves team conflicts

· Considers team’s strengths and weaknesses

· Monitors work to achieve program objectives

· Coaching others

· Holds team members accountable

Rating Scale 1 2 3 4 5

13. Can you tell us about an experience when you had to work with parents to ensure that their needs and goals for their child were being met in the day care setting?

Expected Responses

· Example described was appropriate for position

· Demonstrated effective communication

· Respect

· Informative

· Collaborative

Rating Scale 1 2 3 4 5

14. Discuss the relationship between a an Early Childhood Educator and a parent?

How would you encourage parent participation?

Expected Responses:

· Provide families with information

· Create an environment where parents feel comfortable

· Work cooperatively with parents in defining their goals and needs for their child

· Parents to share information about their child

· Involve parents in events

· News letter

· Send home child activities

· Confidential information

· Make families feel welcome

Rating Scale 1 2 3 4 5

15. Discuss how the ELECT document could be applied into the curriculum:

Expected Responses

· Setting Key Experiences for each area of curriculum

· Developing partnerships with parents

· Developing primary educator model

Rating Scale 1 2 3 4 5

16. This position will typically involve coordinating and managing many different objectives, often on the same day. Tell us how you effectively manage your time, tools you use, how you set priorities etc.

Expected Responses

· Able to develop specific objectives and plan and prioritize systematically to accomplish

these objectives within set time frames.

· Includes scheduling, identifying and allocating resources and the use of appropriate

organizational tools.

· Sets timelines

· Seeks clarity on priorities as necessary

· Monitors the quality and timeliness of the work plan

· Identifies who needs to be involved

· Develops back up plans to handle obstacles

Rating Scale 1 2 3 4 5

Total / 90
5. Exceeds – Expected responses were thoroughly demonstrated. Candidate demonstrated a high level of understanding. The candidate excels at this qualification.


4. Meets - Expected responses were well covered ( only minor gaps which are not related to important job functions or can be quickly learned). Most elements of the question were covered and candidate demonstrated good understanding of the concepts.


3. Meets – Expected responses were adequately covered. The response information was the minimal expected for the target performance of the position. Touched on some of the key elements and displayed some understanding. Level is that of a point of entry to the target position.


2. Below – Response was that of someone not yet at the target position level. The response is weak and below the level for the job. Responses were not addressed with adequate information and understanding and points were missed which relate to important job functions.


1. Below – The response failed to demonstrate the knowledge area or competency for the position. Important gaps and problems were identified in the response.
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