Personal Assistant Sample Interview Questions

Name:

Date:

Interviewer(s):

Summarize:  Organization mission, international exchange program goals, and basic program logistics including lodging, travel, activities, and finances. 

[Describe what financial expenses that each of the interested parties will cover, for example: fees for service, airfare, meals, lodging, personal expenses]

[Describe what, if any, policies apply to the personal assistant or could result in a termination of the agreement]

Tell us about yourself – interests, professional goals, etc.

What interests you in working on this particular program?

Tell us about your experience as a personal assistant.

What international travel experience do you have, if any?

We ask that you serve as a role model to all participants on the program by demonstrating enthusiasm and constructive problem-solving skills, by upholding policies and by maintaining a positive attitude throughout the program, even in tough situations.  Are these requirements agreeable to you?  Do you have any questions about our expectations?

If you accompany the individual on this program, you will be with him and/or the entire group nearly 24 hours a day, with occasional time off negotiated by them and our staff.  Traveling with a group in a foreign country can be challenging, particularly for those who need a lot of personal time and/or privacy.  Tell us how you would communicate your needs to stay healthy and positive to the individual and our staff during the program?  

How do you cope with stressful situations?

Do you have any restrictions in the range of work you might do – for example, lifting?

Do you have any hesitations about taking on the role of personal assistant during this program?

Have you all discussed compensation for services? What arrangement have you made? Is this in a written agreement or contract?

What agreement do you have in place should you decide to terminate services during the program?

What agreement do you have for negotiating time off?

Do you have any concerns or questions about your role and the program?

Do you already have a passport?

Questions?

The services provided by the National Clearinghouse on Disability & Exchange (NCDE) are free with funding from the Bureau of Educational and Cultural Affairs of the United States Department of State. Our project is managed by Mobility International USA (MIUSA), a non-profit organization whose mission is to empower people with disabilities around the world through international exchange. 

 Although efforts have been made to ensure accuracy, MIUSA/NCDE cannot be held liable for inaccuracy, misinterpretation or complaints arising from this form. Please advise NCDE of any inaccuracies you may find.
