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GENERAL

1. What have been some of the highlights in your professional career?

2. Why are you interested in the _______ position at our district?

3. Being a _________ is a demanding job. What are some of your favorite activities outside of school that enable you to maintain balance and fulfillment in your life?

4. As you reflect on your current job assignment, what do you do extraordinarily well?

5. What do we need to know about you that would help convince us that you can effectively perform the duties of a _________ at district _________?

6. Why are you interested in this position at this point in your career?

7. What have you done in your current position to enhance educational opportunities for students?

8. If you were hired for this position, what would you hope to accomplish by (insert date here)? 

9. As you reflect on your current job assignment, what do you need to do to get better?

10. What is the best workshop or conference that you have attended in the past two years?  In what specific ways has this experience helped you in your current job assignment?

11. What would be the first three things you would during your first week of work if you got this position?

12. What are your priorities and goals in adapting to a new administrative position?

13. What three questions would you like for our interview team to answer?

14. In summation, what can you offer district _______ to make it a better district?





FINANCIAL PLANNING, ACCOUNTING & CASH MANAGEMENT

1. Accounting for, managing, and investing the school district's financial resources are important responsibilities.  What has been your experience in these areas?

2. What are the steps that you take to prepare the annual school district budget? What stakeholders should be involved in budgeting?

3. Tell us about a serious financial crisis that you have been involved in during your professional career. What was it, how were you involved and how was the crisis resolved?

4. A principal comes into your office in August with a proposal to spend $10,000 on musical instruments.  While this expenditure was not accounted for when the budget was being prepared in the spring, it is an excellent proposal with significant cost savings to the school district.  How would you respond to the building principal?

5. What have you done in your current position to cut unnecessary expenditures and realize cost efficiencies?

6. What is your experience with writing grants, supervising the grant writing process, and/or ensuring the grant dollars are spent in an appropriate fashion?

7. As a school business official one of your jobs is to maximize revenues and reduce costs to ensure that people like me have the resources to educate our students.  How have you done this in your career as a school business manager?

8. What has been your experience in investing excess funds and are you familiar with the Illinois Public Funds Investment Act? 

9. Have you ever been involved with the issuance of bonds/debt at a school district and worked with a Bond Underwriter or Financial Advisor to complete a bond issue?


SCHOOL FACILITY OPERATIONS, PLANNING & CONSTRUCTION

1. What is your experience running a school operations (e.g. custodial, maintenance, grounds and security personnel) department?

2. What is your experience with facility planning and school construction?
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3. What is your experience in working with school architects, civil, mechanical and landscape engineers and construction managers? Do you have a preferred method of building and renovating?  

COLLECTIVE BARGAINING

1. What is your expertise managing both union and non-union working agreements?

2. Describe your experiences with collective bargaining.


PROGRAM MANAGEMENT

1. What is your experience managing a school transportation department? 

2. Describe your experience in the area of technology operations (e.g. computer networking, phone communications, building security, heating/cooling of the buildings).

3. What will be your performance expectations of administrators that report directly to you (Director of Facility Operations, Director of Transportation, etc.)?  In turn, what can we expect from you regarding the day-to-day operation of our departments?

4. What would put my mind at ease about your knowledge of special education funding, special education expenditures, and special education transportation issues?  

5. Discuss your preferences for utilizing in-house services (e.g. custodial, maintenance, transportation, etc.) or outsourcing these services?  At what point do you look at outsourcing?


OFFICE & PERSONNEL MANAGEMENT

1. Describe your style of communication and the ways that you connect with the office staff that report to you.

2. If we walked into your office today, what would we see and how would the sight of your office make us feel?

3. How would the staff in the business office where you currently work describe you?

4. Describe your leadership style, including examples of how it might be experienced by members of the business office staff as well as the administrative team.



COMMUNITY RELATIONS

1. What involvement have you had in the past running a school referendum?

2. School finance is a complicated and often confusing topic for new Board members.  What you done in your past that has helped new Board members better understand the financial side of running a school district?

3. This position requires frequent interaction with park boards, county boards, municipalities, Regional Offices of Education, etc.  What in your past would suggest to us that you will be successful in interacting with these public bodies?  

4. Challenges to property tax assessments, including both residential and commercial properties, occur with some frequency in our county.  What role should the school district play in the property tax assessment process?  

5. It’s the first day of school.  Your office assistant receives several phone calls from irate parents complaining about the location of a bus stop in their neighborhood.  They want you to change the bus stop.  How would you respond?  

6. This is a very public position requiring frequent presentations to community organizations, realtors, senior citizen groups, etc.  In your previous work, tell us about the groups that you have met with and explain why you met with these groups.  

7. What have you done in your prior work as a school business manager to assure your colleagues, the Board, the teachers’ union, and the public that your financial reporting and forecasting is sound?

8. Give an example of a time when you were publically challenged on facts, data or conclusions you provided to the Board of Education.  What happened and how did you respond?
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