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You've shortlisted your candidates and now you must prepare for the interviews. Whether
you're a seasoned recruiter looking for some fresh inspiration on questions to ask or you're new
to interviewing and want some ideas to get you started we've pulled together some questions
to choose from.

This guide will help you through the interview process and help you to get the best outcomes
from your interview.

Emma Bonfiglio,
Managing Director, Appointments Personnel

Start by using some icebreaker, general questions, these will help to settle your candidate’s
nerves, it's important that you help your candidate to relax and enjoy the interview. You want
them to do well at the interview and not be too nervous to give their best performance.

A lot of recruiters will make an initial decision on an interviewee within 6 seconds, it's important
that you don't and stay objective, but there are some things to look out for:

Poor body language. Some signs to look out for, might be that they are lounging in
their chair, not listening to you or not making eye contact.

CV Gaps or lots of short-term jobs. You may need to probe further if they've had
numerous jobs and have no real explanation for leaving.

Have they done their homework? A good candidate will have done their research
about the job and your company. If they haven't are they really interested in working for
you?

Remember to stay within the law. It's important to perform a legally compliant interview.

A good way to do this is ask the same
guestions to each candidate, this will make
sure you're treating everyone fairly. Score
each candidate on their questions
objectively. Make sure you avoid asking

It takes just 6 seconds, on _ s e
anything that is discriminatory.

average, for an interviewer to

make a quick judgement on the If you're unsure ask a recruitment agency to
suitability of an interviewee. give you some guidance. Our Recruitment
Document at the back of this guide, will
Find out how you can make sure help you to make sure you're consistent
you don't fall into this trap. with each candidate and will help you
review your interviews at the end of the
process.



Each interview should last around 45 minutes, give yourself 15 minutes between interviews to
write up notes whilst your applicant’s responses are still fresh in your mind.

Ask approximately 8-10 questions, it will be just enough to dig into the detail and establish a
rapport with candidates to see if they'll be a good fit.

If you have used an agency the benefit will be that your agency will have asked some of these
guestions already and validated the applicant’'s credentials and reliability. This will leave you to
use your face-to-face interview to establish whether they have the skills you need and will be a
good fit for your team.

Generic Questions

This is where you will ask about reasons for leaving previous posts — what do they know
about the company - what are they looking for in their next role — team fit — culture fit.

Tell me about yourself?

What attracted you to the company and job that made you want to apply for this job?
Talk me through your typical working day.

What do you find most challenging in your role.

Tell me about a situation where you worked in a team on a project? What did you think
were the benefits of teamwork?
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We've provided more general icebreaker questions for you to use at the back of the guide.
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Once your candidate is settled into the interview using a selection of specific, role related
guestions will help you to uncover your candidates finance industry experience, knowledge and
how they approach situations or tasks.

What questions you will use will depend on the job role and the person you are looking for. So
we've given you a selection for some of the popular job roles that we see companies recruiting
for around the Staffordshire and Cheshire region.

If you're recruiting for another finance role that isn't featured in this guide and would like more
help, your recruitment agency should be able to give you more pointers on questions to ask.

Purchase Ledger Questions
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Tell me about your experience working in a purchase ledger role.

What number of invoices are you used to processing?

How would you go about solving a dispute on an invoice?

What experience do you have with Excel and to what level?

How do you manage the repetition in the role, how do you stay motivated?

If | was looking to automate the purchase ledger function, what would you consider?
What aspect do you like about the role of purchase ledger clerk?

What would you do if you had a purchase ledger problem outside of your working
hours?

Credit Control Questions
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What size of debtor are you used to dealing with?

How would you deal with a customer that kept delaying payment?

Can you give me an example of a difficult customer and how you managed the
situation?

What makes you successful in your role as credit controller?

What is your current debtor’s average debtor days?

What does your debt management process entail?

How many calls do you make per week?

Have you introduced any improvements to decrease the debtor days?

Payroll Questions
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What size payroll do you currently run?

Is it a weekly or monthly payroll?

Can you give me an example of how you have handled a disgruntled employee?
How many payroll errors have you made in the past 3 months?

How have you resolved payroll errors in the past?

What experience do you have with pension and benefits payments?

How long does it take to complete your current payroll?

Have you ever missed a payroll deadline?



Accounts Assistant Questions

1.

2.
3.
4.
5.
6.
7.
8.

How do you organise your tasks especially when you have tight deadlines?

How do you control or minimise errors in your work?

Tell me about your relationship with your manager and how they give you tasks.
What skills do you think make an excellent accounts assistant?

Which of your skills would you like to develop further and why?

Have you prepared financial reports in your previous roles?

How do you prepare for an audit?

How would you design a spreadsheet to track receipts?

Finance Manager Questions

1.
2.
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Why did you decide to pursue a career in financial management?

Give me an example of how you keep track of the tasks needing attention by your team.
Give me an example of when you were not happy with the details of an established
procedure and what you did about it.

What does a good budgeting process look like?

How would you describe EBITDA to a colleague who isn't from a financial background?
How do you get the best out of your Finance team?

Can you give me an example of when you have devised an innovate solution to a
business problem?

Is a cash flow statement enough to tell if a company is doing well?

Accountant Questions
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What qualifications do you have for this role?

Detail your experience in preparing Management Accounts / Finance Reports.

What do you think are the main skills that make you a good accountant?

Tell me about a time you handled a complex financial project with a tight deadline that
required precise data collection and analysis.

How do you stay current on accounting legislation, rules and regulation?

Take me through your latest budget preparation.

Can you give me some examples of where you have saved money for your business?
How do you manage multiple accounting projects at once?

For more support for your interview, give
usacall 01782 228787

Emma Bonfiglio -
Managing Director, Appointments Personnel



Interview Document Date of Interview

Name Position Applied For
Interviewer(s)

Summary

Experience
Salary
expectation
Attitude
Appearance
Availability
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More Generic questions

Looking for more inspiration and some other questions to add to your interview. We've pulled
together this handy list of popular general interview questions for you to use.
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Tell me about yourself.

Are you the best person for this job? Why?

What do you know about this company?

Are you overqualified for this job?

Describe a difficult experience at work and how you handled it.
Describe your best boss and your worst boss.

Describe your career goals.

Describe your work style.

Do you prefer to work alone or on a team?

Do you take work home with you?

GCive some examples of teamwork you've been involved with.
Have you ever had difficulty working with a manager?

Why should we hire you?

How do you handle pressure?

Describe a time when you've made an accounting error and how you handled it.

. What industry/business sectors have you worked in?

How much do you expect to get paid?
How would you describe the pace at which you work?
How would you describe yourself?

. How would you handle it if your boss was wrong?

If the people who know you were asked why you should be hired, what would they say?

. Is there a type of work environment you prefer?

. Isthere anything else | can tell you about the job and the company?
. Tell me why you want to work here.

. What are you looking for in your next position?

. What are you passionate about?

. What are your goals for the future?

. What motivated you to establish a career in accountancy/ finance?

. What relevant experience do you have?

. What can you contribute to this company?

What challenges are you looking for in your next job?

. What did you like or dislike about your previous job?

. What do you expect from a manager or supervisor?

. What do you find are the most difficult decisions to make?

. What have you learnt from your mistakes?

. What interests you about this job?

. What are your greatest strengths?

. What are your greatest weaknesses?

. What major challenges have you handled before and how did you handle them?
. What problems have you encountered at work previously and how did you handle them?
. What was your biggest accomplishment (failure) in your previous position?

. Why are you leaving your job?



Are you finding it hard to recruit the right
people in your business? We make it our
priority to know everything about the
sectors we recruit for and attract top talent
for our clients. We're here to make
recruitment easy for you.

Once you get to know us, you won't want to
use anyone else:

2000 strong candidates’ database of
talent

97% success rate in placing candidates
in positions

99% candidate satisfaction score

33 hours of client time saved on
average per position

Thousands of candidates successfully
placed in jobs since 1998

REC membership guarantees a quality
service

100 day money back guarantee on
permanent placements

"Appointments helped us ensure
we were not only paying the
right salaries but also retaining
our existing team. Their bespoke
report was a great help and |
would highly recommend
Appointments for this service.”

Appointments Personnel -
Exclusive Client
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Conducting a bespoke benchmarking
report specific to the roles you have in your
business will enable you to compare salaries
and benefits within your industry. It is
fundamental to any organisation, directly
correlating with higher staff retention levels.

Through salary benchmarking, businesses
can make accurate, impartial, and non-
discriminatory remuneration decisions that
positively contribute to their future
development and sustainability.

Benchmarking also matters to employees
as it clarifies whether they are being paid
their market value. As it is essential to retain
high quality employees it's vital that
businesses hold on to their top performing
staff.

For just £595 you can receive your bespoke
salary and benefits report (terms and
conditions apply).

Become an exclusive client of
Appointments and you will receive one free

For more details: Email kerry@appointmentspersonnel.co.uk Call 01782 338787 Web
www.appointmentspersonnel.co.uk

This guide is offered in goodwill and you should seek professional guidance or legal advice to ensure that your recruitment process is fully compliant. Appointments Personnel Limited shall not
be liable under any circumstances for any loss, expense, damage, delay, costs or compensation (whether direct, indirect or consequential) which may be suffered or incurred by you.
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