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What to expect

Administration Officer interviews focus less on formal qualifications and more on how a candidate
actually organises work: how they handle competing demands, keep records straight, and deal with
people who need something from them right now. Expect a mix of practical process questions and
behavioural questions about past workloads.

* Process: Questions asking you to walk through how you'd handle a routine admin task, like
scheduling or filing, to check your method is sound and scalable.

* Behavioural: Past-experience questions about workload, deadlines or difficult interactions, usually
answered with a specific example.

» Scenario/judgement: A hypothetical situation, often involving pressure from a staff member or a
grey area around accuracy, to see how you'd respond under pressure.

» Technical/systems: Questions about your comfort with Microsoft Office, HRIS platforms or
document management software.

* Client-facing: Questions about handling inquiries or complaints from staff, clients or vendors,
testing tone and problem-solving.

Most interviews for this role run as a single conversation with the hiring manager or office lead,
sometimes joined by a team member the role would support. It usually opens with a quick run-through of
your admin background, moves into two or three scenario or behavioural questions, covers your comfort
with specific software, and closes with time for your own questions about the team's systems and
workload.

1. Walk me through how you'd manage calendars for three or four managers
who all need meeting time this week.

Why they ask

Tests whether you have an actual method for juggling competing schedules rather than just claiming to
be organised.

How to structure your answer

Walk through your process step by step: how you'd check existing commitments, prioritise urgent
requests, communicate changes and confirm bookings.

Example answer

“I'd start by pulling up each manager's calendar to see fixed commitments, then group the new
requests by urgency and who they involve. If two managers need the same time slot, I'd check which
meeting has a harder deadline before proposing alternatives. | always confirm changes in writing so
nobody's caught out, and | keep a shared tracker so I'm not relying on memory when requests come
in from different directions at once.”

2. Tell me about a time you had to manage a heavy workload with several
urgent deadlines at once.

Why they ask

Administration Officers often juggle correspondence, filing and event coordination simultaneously, so
this checks how you prioritise under pressure.

How to structure your answer
STAR: describe the situation, your specific task, the action you took to manage it, and the result.



Example answer

“During a period when | was covering for a colleague on leave, | had event coordination,
correspondence filing and calendar management all due the same week. | listed every task with its
deadline, flagged which ones had knock-on effects for other people, and tackled those first. | also let
the relevant managers know upfront if something would be a day later than usual rather than letting it
slip silently. Everything got done, and nobody was left waiting without notice.”

3. A staff member asks you to backdate a document so it looks like it was
submitted before a deadline. What do you do?

Why they ask
Checks judgement and integrity when a request conflicts with accurate record-keeping.

How to structure your answer
Judgement-under-pressure: state the immediate response, the reasoning behind it, and how you'd
manage the relationship afterwards.

Example answer

“I'd explain that | can't alter the date on a document, because our records need to reflect what actually
happened for audit and compliance reasons. I'd offer to help them draft an explanation for why the
submission was late instead, since that's something | can assist with. I'd also let my manager know a
request like that had come up, just so there's no confusion later.”

4. How comfortable are you with Microsoft Excel and Word for managing
records or basic data?

Why they ask

Confirms genuine, current familiarity with the core tools rather than a general claim of being ‘computer
literate'.

How to structure your answer
Direct technical answer: name specific functions or features you use and give a concrete example of
applying them.

Example answer

“I use Excel regularly for tracking things like leave requests, supply orders and event RSVPs, using
filters and simple formulas like SUMIF to keep totals accurate without manual counting. In Word, |
build and maintain templates for standard correspondence so formatting stays consistent across the
team. I've also worked in a document management system for filing, so I'm used to naming
conventions and version control rather than just saving files wherever.”

5. Describe atime you had to deal with a client or staff member who was
frustrated or upset.

Why they ask
Administration Officers are often the first point of contact for inquiries, so this tests tone and
de-escalation under pressure.

How to structure your answer
STAR: set out the situation, what was expected of you, the action you took, and the outcome for the
relationship.

Example answer

“A client rang upset because a document they needed hadn't come through before a deadline. |
acknowledged the frustration first rather than jumping straight to explanations, then checked our
system and found it had been sent to an outdated email address. | resent it immediately and followed
up with a phone call to confirm receipt. They calmed down once they saw it was being fixed rather
than argued about, and | updated our contact record so it wouldn't happen again.”



6. How would you go about organising a training session or team event from
scratch?

Why they ask

Event and training coordination is a core listed task, so this checks planning ability across multiple
moving parts.

How to structure your answer
Process walkthrough: outline the stages in order, from initial planning through to the day itself.

Example answer

“I'd start by confirming numbers, budget and date with whoever's requesting it, then move on to venue
and catering, checking availability early since those book out fastest. I'd send calendar invites with
clear details and any pre-reading, then confirm attendance closer to the date so catering numbers are
accurate. On the day, I'd have a simple checklist for room setup and materials, and afterwards I'd
follow up on any outstanding items like invoices or feedback.”



