
Preparing for the 
Interview

Public Service Commission



Welcome

eStaffing Consultants with the Public 

Service Commission
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Who are you?

Please give us your name and department 

Ice Breaker – In one word, describe how you feel 

about having a Job interview 



Do Interviews make you
 nervous?

▪ Raise your hand if you feel nervous about an interview
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Session Outline

What is our role?

The Staffing process

What is your role?

 What to Expect

 How to Prepare

 Types of Questions

 Resume 101
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Hiring Process
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Staffing Consultant 
assesses application 
within 1 week of closing 
date 
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Candidates that 
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Staffing Process Internal & 

External

▪ Job Vacancy Exists

▪ Job Advertisement

▪ Applications Received

▪ Screening Process

▪ Interviews Conducted

▪ References Completed

▪ Verbal Job Offer Made

▪ Post Board Review
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www.jobspei.ca



Application Form

▪ Apply on-line at www.jobspei.ca (Civil & Health 

PEI)

▪ Add all pertinent information such as employee 

number, competition number, etc.

▪ Indicate work experience and job duties as 

related to the posting

▪ It is your responsibility to ensure that your 

application is received on time

▪ It is your responsibility to demonstrate how 

you meet the min requirements
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http://www.jobspei.ca/


Resume 101

▪ An up-to-date resume is highly 

recommended

▪ Make sure you demonstrate how 

you meet all the minimum 

qualifications for the position

▪ It is a professional 

representation of yourself
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Screening

▪ Selection board will determine who receives an 

interview based on the following:

▪ Eligibility

▪ Qualifications

▪ Legislation

▪ Collective Agreements
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Qualifications

▪ Education

▪ Speak to specific formal education and 

additional training courses you have 

taken recently

▪ Experience

▪ Clearly indicate how your experience is 

related to the posting
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Example job posting with 

Minimum Qualifications



Screening Definitions

▪ Some experience :

~3 months to 1 year

▪ Experience: 

~1-3 years

▪ Considerable experience: 

~3-5 years

▪ Extensive experience:

~5+ years

Assets – will be given extra
Credit, in an interview, for 
having them

Preferences – may be 

considered ahead of those 

who do not have the 

preference qualifications
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Demonstrated Equivalencies

▪ Effective January 2014 on most UPSE Civil and Excluded 

competitions

▪ Provides a means for individuals who do not meet the 

education requirement on some job ads to be screen in 

based on equivalent experience
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References

▪ References are part of the selection process

▪ Contact your references to ensure they are prepared to be a 

reference

▪ Be prepared to provide names and contact

information of immediate supervisors, after your interview
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Post Board

▪ An opportunity for the candidate to meet with the Staffing 

Consultant to review strengths and possible areas of 

improvement for future interviews

▪ Once the decision on a competition has been finalized, 

you can contact the PSC to arrange the post board
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What is your 

Role?

What enticed you to apply for a position?

What can you expect during the interview?

How can you prepare?



The Purpose of the

Interview

▪ An opportunity to demonstrate 

your skills, knowledge and ability 

and what you have to offer the 

position

▪ Ensures fairness and consistency

in the selection process
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What to Expect During the 

Interview

▪ Usually 2-3 people will be 

on the selection board

▪ In Person or Virtual

▪ The selection board will be 

taking notes to ensure 

accuracy

▪ Professional setting
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How to Prepare 

for the Interview

▪ Know the details of the interview 

(time, location, board members, etc.)

▪ Virtual Interviews: Test your camera, 

microphone and speakers 

beforehand 

▪ Know your strengths and what you 

have to offer the position
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How to Prepare 

for the Interview

Review the job description and know 

the position

Research the facility, department and 

become familiar with the employer

Think about the job you’re interviewing 

for, not the job you’re in 
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How to Prepare 

for the Interview

▪ Think about responses to some potential questions 

and review those responses

▪ Ensure your resume is updated and review it

▪ You can bring your

resume with you
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Self Assessment

▪ Think about what you bring to the job, 

what skills you could offer

▪ Write these skills down and refer to 

them for your next interview

▪ Think of scenarios/examples ahead of 

time that would be relevant to the job
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Types of Interview 
Questions

▪ Questions in these areas will 

always be asked no matter 

what the position is that you 

are being interviewed for:

 Education

 Experience

 Knowledge
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Education

▪ In most cases the board will 

have already reviewed and 

noted your education as per 

your application and resume

▪ Be sure to include any other 

informal workshops, seminars

& short courses
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Experience

▪ In most cases the board will 
have reviewed your experience 
as noted on your resume and 
application prior to your 
interview.

▪ Please include any employment 
that you feel is relevant may 
have transferrable skillsets

▪ Volunteer experience may also
be relevant
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Knowledge

▪ You will be asked 

questions which will allow 

you to demonstrate your 

knowledge as it relates to 

the position
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Types of Interview 

Questions

▪ Questions in these areas may be asked 
depending on the position:

 Decision Making
 Organizational
 Interpersonal/ Communication
 Supervisory
 Leadership
 Analytical
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Decision Making

▪ You may be asked scenario-based 
or behavioral-based questions

▪ This is your chance to demonstrate 
how you assess a situation, use your 
judgement, and how you arrive at a 
decision
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Decision Making 
Sample Question

▪ Take a few minutes.

▪ Think about a difficult work related decision 

you have dealt with. What was the issue, how 

did you deal with it and looking back now, 

would you do anything different?
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Decision Making Sample Question

Please rate each candidate’s answer with poor, fair, good, very good, 

excellent or exceptional

CANDIDATE A CANDIDATE B



Assessment Criteria

▪ Candidate was able to clearly identify the 

problem, was able to outline the steps involved 

with dealing with the issue, and had insight to 

know how improvements could be made in 

future

▪ Candidate was able to demonstrate 

collaboration and engagement within team

▪ Answer was given in a relevant and concise

manner
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Organizational

▪ You should be prepared to 
explain how you organize 
yourself at work

▪ You may also be given 
situational questions that are 
designed to allow you to 
demonstrate this skill
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Organizational Sample 
Question

▪ You come to work with multiple demands, 

including X, Y, and Z. How do you go about 

organizing your day and setting priorities?
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Assessment Criteria

▪ Demonstrates ability to identify priorities but 

also tools/methods on how to deal with each of 

the issues

▪ Demonstrates understanding of when 

delegation is appropriate

▪ Knows when to seek guidance and of whom to

ask questions
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Interpersonal 
Communication

▪ You may be asked questions 

that allow you to 

demonstrate how you work 

and communicate with 

others

▪ This skill is assessed from 

the time you walk in the 

door until you leave
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Interpersonal 

Communication 

Sample Question

▪ Give us some specific examples of how you would 

build and maintain positive working relationships with 

your co-workers?
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Supervisory Leadership Analytical

▪ You may be asked situational or 

behavioral based questions that ask you 

to demonstrate your leadership abilities, 

your supervisory skills or your analytical 

skills
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Supervisory Leadership Analytical Resources

Review the LEADS framework for Health and the 

Public Service leadership competencies for the Civil 

Service and remember to reflect on your own 

leadership competencies 

• Leadership Toolkit | Health PEI | Staff Resource Centre

• PEI Public Service Leadership Competencies

https://src.healthpei.ca/leadership-toolkit
https://src.healthpei.ca/leadership-toolkit
https://psc.gpei.ca/sites/psc.gpei.ca/files/Leadership%20Competencies%20Slide%20Deck.pdf
https://psc.gpei.ca/sites/psc.gpei.ca/files/Leadership%20Competencies%20Slide%20Deck.pdf


Wrap Up Section

▪ You may be asked questions such as:

 “What enticed you to apply for this

position?”

 Availability to begin?

 Provide reference(s)

 Valid drivers license (if required for

position)

▪ You will be asked if you have any questions

▪ Additional wrap up questions
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Assessment Criteria

▪ Variety of responses

▪ Often there is answer guide 

(especially with technical 

questions)

▪ Final evaluation
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Final Tips

Assume the interview board is not familiar with you 

or your work 

Include points in your responses that may be 

considered “common sense”

Ask to have a question repeated if needed

If you blank, you can ask to skip a question and 

come back to it 



Was this helpful?

Do you know what to expect and how to prepare 

for your next interview?

Any suggestions on how to improve the workshop?



Thank you! 
Any questions?
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