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Create a detailed job description

Job descriptions should address experience and expertise, minimum educational requirements, 

responsibilities, performance objectives, tasks, and activities. This helps you compare ‘apples 

to apples’ when assessing candidates, and the job description then becomes a road map for 

success on the job.

Create customized interview questions

We have provided you with some common situational questions. Yet you’ll need to ask questions 

relevant to the specific role and its objectives, as well as your leadership style and company 

culture.

Consider an exemplary employee – what makes them critical to your success? What specific 

questions can you ask to identify a similarly exceptional performer?

Analyze candidate resumes

Thoroughly review resumes to call out specific discussion points and questions. Not only will you 

get more out of an interview following a detailed review, but you will also impress the candidate 

by being organized and prepared. Some possible red flags to look for include significant gaps in 

work experience, unrealistic claims, and typos.

Book a room / virtual meeting

Sounds simple enough; however, you’d be surprised how many interviewers scramble to find a 

private place to interview, free from distractions, or realize they didn’t send a Zoom link or share 

a password until the meeting is due to start. There isn’t a better opportunity to further your 

organization’s success than to make every hire a great hire. Your preparation and focus will be 

the key to success.

Welcome to Creative Niche!

Preparing for and conducting a thorough and professional interview 
isn’t always easy. To ensure a great meeting, we have provided you 
with some of our favourite questions and a few tips for success.

Interview preparation
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Portfolio review tips 

Portfolio reviews allow you to learn more about how a candidate thinks, 
assesses, and solves design and business problems.

As candidates present their work, ask them to explain their role in the 

production of each piece, addressing the following:

•	 Concept

•	 Art Direction / Copy

•	 Design

•	 Production

This will allow you to learn more about:

•	 Management skills (people, project, timeline, and budget)

•	 Technical skills and expertise

•	 Creative Process + Approach

•	 Industry insight and subject matter expertise

•	 Presentation skills

And assess:

•	 Problem-solving skills

•	 Marketing and branding knowledge

•	 Leadership skills

•	 Attitude and teamwork
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Attitude

•	 Tell me about a time when you had to deal with a difficult person or situation and how you 

resolved it.

•	 How would you go about gaining clarity for a project that may be poorly defined or lacks 

complete information?

•	 How do you manage deadlines or priorities when they seem to compete with each other?

•	 Give me an example of an issue that was brought to your attention but wasn’t your 

responsibility. How did you handle it?

Interview questions 

The following questions are just a few of the many questions you can 
ask to evaluate skills, relevant experience, and fit.

General questions

•	 What attracted you to this position?

•	 What motivates or inspires you?

•	 What management style do you best respond to, and why?

•	 What are your short and long-term career goals?

•	 What is one of your most notable career accomplishments?

•	 What three words would best describe you?

•	 Why should we hire you?

Questions related to experience

•	 Describe the primary responsibilities of your recent past and current positions.

•	 If you have managed others, tell us about someone you managed who you feel benefited by 

your management and why.

•	 If you have been responsible for setting or managing budgets or production schedules, 

describe a situation where your specific knowledge or expertise contributed to a better 

outcome.

•	 If you have been responsible for managing accounts or developing new business, describe 

one example where your experience or expertise helped win more business.

•	 Have you ever had final creative authority on a project before it was submitted to the client? 

If so,describe your role in such projects, including the nature of the projects and the team 

involved in delivering the work.

Questions related to behaviour or work style
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Initiative & Reliability

•	 Describe a situation in which you had to deal with a significant last-minute change on a 

project. How did you handle it?

•	 Have you ever identified a flaw in a process or procedure, and if so, what did you do about it?

•	 Tell me what you do to keep current with learning and improving your skills.

•	 How do you ensure your projects are on schedule and meeting customer expectations?

Values

•	 What motivates or inspires you?

•	 Who or what are your major influences?

•	 How do you keep your creativity fresh and vital?

•	 Describe the best team you’ve ever worked with and why it was such a positive experience.

•	 What has been the single most important professional event in your career? What made it so 

important?

Leadership

•	 Describe a situation where your leadership proved key to a successful project or outcome.

•	 Tell me about your worst “nightmare” project. What went wrong, and how did you respond?

•	 Describe a time when you may have been disappointed in your behaviour and what you did 

about it.

•	 If you have managed others, how would they describe your management style?

•	 Tell me about a time when you had to discipline or fire someone you were close to.

Creative and Design Thinking

•	 What in your own opinion has been your most creative work, and why?

•	 If you had to educate a client on the value of design, what would you say?

•	 Describe your design thought process, for example, any ideation or brainstorming 

techniques or methodologies you have developed or follow.

Interview questions 
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Conveying the Opportunity

Effectively communicating who you are as a company, what you stand for, and 
what you’re looking for in potential team members is crucial. Here are the key 
points to include:

Company Overview

Provide a brief overview of your company, highlighting your mission, values, and goals. 

Emphasize what sets you apart from competitors and why you’re a great place to work.

Team Insights

Offer insights into your team dynamics, emphasizing your collaborative culture, diversity, and 

dedication to excellence. Highlight the qualities and skills that make your team successful.

Expectations

Clearly outline the expectations and responsibilities associated with the position. Include any 

specific qualifications or skills required, as well as potential growth opportunities within the role.

Company Culture

Describe your company culture and what it’s like to work there. Highlight any unique perks, 

benefits, or initiatives that contribute to your positive work environment.

Values Alignment

Stress the importance of alignment with your company values and culture. Emphasize that 

you’re looking for individuals who share your values and are committed to upholding them in 

their work.

Attracting candidates who are not only qualified for the role but also aligned with your company 

culture and values is essential. By being transparent and engaging, you will continue to build 

greater interest in your company and the opportunity.
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General Observations

Did the candidate:

  Arrive on time?

  Maintain eye contact throughout the meeting?

  Present themselves with confidence?

  Answer questions concisely?

  Research your company and come prepared with productive questions?

Mandatory Requirements

Does this candidate:

  Possess the technical skills required for the role?

  Demonstrate the knowledge necessary for the position?

  Demonstrate the willingness and interest to do the job?

  Provide specific examples of successful work/projects?

  Make you feel confident they would be an excellent addition to your team?

Character Sketch

Would this candidate:

  Adapt well to your role and quickly become a productive contributor?

  Respond well to your management style?

  Be an independent thinker, and take initiative?

  Work through challenges in a positive, constructive manner?

  Complement the people on your team?

  Work productively with different personalities?

  Bring diversity to your team?

  Adapt well to change?

  Be interested in advancing their professional development?

  Pursue career goals that fit with your company’s goals?

The interview evaluator

What to look for when interviewing.


