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Administrator and PA to CEO
Interview Panel: 
Date: 
Candidate:						         Interviewer: 
	

	Question 1
	What do you understand about Croydon BME Forum and its work with communities?

	  
	






	Score
(Out of 10)
	

	

	Question 2

	The role involves managing the CEO’s diary and priorities. How do you ensure effective diary management in a busy environment?

	Response
	






	Score 
(Out of 10)
	

	

	Question 3
	What experience do you have managing filing systems, databases, or records in line with data protection?

	Response
	






	Score 
(Out of 10)
	

	

	Question 4
	What experience do you have supporting Board, Trustee, or committee meetings?

	Response
	








	Score 
(Out of 10)
	

	

	Question 5
	The role involves liaising with trustees, staff, and external partners. How do you manage different communication styles?

	Response
	







	Score 
(Out of 10)
	

	

	Question 6
	How do you prioritise tasks when everything feels urgent?

	Response
	






	Score 
(Out of 10)
	

	

	Question 7
	What does confidentiality mean in a role like this?

	Response
	






	Score 
(Out of 10)
	

		
		

	Question 8
	Have you used shared drives, inboxes, or document management systems?

	Response
	







	Score 
(Out of 10)
	












	


	

	Question 9
	What does equality, diversity, and inclusion mean to you in a workplace like this?

	Response
	







	Score 
(Out of 10)
	

	

	Question 10
	The CEO asks you to rearrange three urgent meetings at short notice. What do you do?

	Response
	








	Score 
(Out of 10)
	

	

	Any additional Questions and Answers
	







	TOTAL SCORE (OUT OF 100)
	

	· When can you start? Notice period

· Any holidays coming up? 

· Do you have the right to work in the UK?

· Tell the candidate: When they will hear the outcome if successful




Administrator and PA to CEO									2

image1.jpeg
-

CROYDON FORUM




