Grants and Accounting Specialist Interview Questions


General

The Grants and Accounting Specialist is a position which requires an individual with detailed accounting skills and excellent interpersonal and customer service skills.  You would be expected to work independently and conduct research to understand the grant guidelines and regulations that are published on the Department of Education website at the Federal and State levels.  Some of the work is with our administrators to ensure that the grants are managed properly by the district.  This can be quite challenging.  There are deadlines that need to be met and mistakes could result in costing the district money.  

Other aspects of the position are to assist in the preparation of the budget and to coordinate the exhibits for the budgetbook and to process invoices and purchase orders.  
Please take a few minutes to share with us a little bit about your professional background, why are you considering leaving your current position and why you might be interested in joining us here in the Finance and Accounting office.

Grants/Accounting Skills

Please talk about the breadth of your accounting skills including account reconciliations, accounts payable, accounts receivable, payroll, and the chart of accounts.  

How you would approach learning the grants management aspects of the position? 
If you were given this position, how would you approach the position in the first three to six months?

Describe a situation when you had to learn something new in a short time. How did you do this?

Computer Skills

Describe your computer skills including your competency with email, excel, word, and PowerPoint.

Talk about your experience with learning new software or working with databases.  Have you designed and developed your own reports?

Budgeting

Please talk about your experience with managing and tracking a budget?  What tools did you use?  

Communication/Relationship
Please discuss your communication style and how you have handled a difficult situation at work.

The job is changing with grants becoming less of a focus and other responsibilities are being looked at to add to the position.  As the business needs change, responsibilities change in any of the positions in this office.    Some of the changes to the position that you are applying for may include EPIMS reporting, Medicaid reporting, and bussing.

How do you handle changes on the job?  Have you had similar times in your career when you were given more or different work to perform and how did you handle it?

Provide an example of when you felt anger at work.  How did you cope and still perform a good job? 
Problem Resolution

Give me a specific example of a time when you used good judgment and logic in solving a problem.
Work Style
Provide an example of a process that you improved at work.

How do you prioritize your work to meet deadlines?

How would you handle an Administrator who shows up at your desk with an urgent request for assistance to prepare a report for a grant for which they are applying when you have a deadline to complete the EPIMs reporting for the district?  

Tell me about a time when you had to go above and beyond the call of duty in order to get a job done.
Conclusion

Is there a question you would have liked us to ask, but we did not?

Do you have any questions for us?
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