Personal Assistant Sample Interview Questions

Applicant name:

Date:

Interviewer(s):

[Share your plans and goals for international exchange, and provide basic logistics of the exchange program, including lodging, travel, activities and finances] 

[Describe what financial expenses that you, the potential personal assistant, and other 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 me about yourself – interests, professional goals, etc.

What interests you in working with me on this particular program?

Tell me about your experience as a personal assistant.

What international travel experience do you have, if any?

I’m looking for someone who demonstrates 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 these expectations?

If you accompany me on this program, you will be with me and/or the entire group nearly 24 hours a day, with occasional time off that we can negotiate (with the exchange program).  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 me how you would communicate your needs to stay healthy and positive to me, other travelers, and exchange program 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?

[Discuss and arrange compensation for services, in writing or in contract.] 
[Discuss what to do should you or the personal assistant decide to terminate services during the program.]
[Negotiate how time off will be arranged.]
Do you have any concerns or questions about your role and the program?

Do you already have a passport?

Do you have other questions?
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