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What to expect

Corporate Services Manager interviews test whether you can run the behind the scenes functions that
keep an organisation compliant, funded and staffed. Expect a mix of strategic questions, technical
finance and HR questions, and scenarios that probe your judgement when policy, people and service
delivery collide.

* Role and motivation: Questions about why you want this corporate services role and how you
understand its place in the organisation.

* Financial and budget management: Questions that check your budgeting, forecasting, reporting
and cost control habits.

» People leadership and HR: Questions about managing teams, handling restructures and
overseeing HR functions.

» Compliance and risk: Questions about regulatory obligations, audit findings, WHS and records
management.

 Stakeholder influence: Questions about working with executives, cost centre owners and
suppliers when priorities conflict.

» Process improvement: Questions about finding inefficiencies and embedding better systems
across administration, finance or facilities.

A first phone or video conversation with a recruiter or hiring manager usually covers your background
and motivation. The main interview is often a panel with an executive director, a finance lead and an HR
representative. It may include a scenario or work sample task, such as reviewing a budget variance or a
compliance issue. Reference checks and pre employment checks follow for the preferred candidate.
Some public sector processes add a selection criteria response or a values based interview.

1. Walk us through how you approach building an annual budget for a
corporate services division.

Why they ask

This checks whether you understand the full budget cycle, not just the spreadsheet.

How to structure your answer

Use a clear walk-through: set the context and planning cycle, list the inputs you gather, explain how you
consult cost centre owners, how you test assumptions, how you build in contingency, and how you
monitor variances once the budget is live.

Example answer

“At the start of the budget cycle | map the division's cost centres and speak with each manager about
service levels, staffing and known projects. | pull prior year actuals, current commitments and any
changes to enterprise agreements or supplier contracts. | build the draft in Excel, separate fixed and
variable costs, and test scenarios for reduced funding or higher demand. | then review the draft with
finance and the executive team, document assumptions, and load the approved budget into our
financial system. Once it is live, | report monthly variances against forecast and meet with cost centre
owners to agree corrective actions. That approach has helped us catch overruns early and keep
budget adjustments to a minimum.”

2. Tell me about atime you improved a process across administration,
finance or HR.



Why they ask

This reveals how you diagnose problems, bring people with you and measure whether the change
stuck.

How to structure your answer
Use STAR: describe the situation and the process problem, explain your specific role, outline the steps
you took and the resistance you handled, then give the result in time, volume or quality terms.

Example answer

“In a previous role, accounts payable had a backlog because invoices arrived by email and were
approved on paper. | mapped the steps, consulted finance and procurement, and introduced a digital
approval workflow with clear delegation limits. | trained the admin team and set a weekly review for
exceptions. Approval time dropped from ten days to four, and suppliers stopped chasing unpaid
invoices. The change also gave us a cleaner audit trail for month end.”

3. You discover a compliance breach that affects several teams. What do you
do?

Why they ask

This tests your judgement under pressure and your understanding of escalation and remediation duties.

How to structure your answer

Answer as a sequence of priorities: contain, escalate, investigate, remediate and report. Show that you
know when to involve legal, compliance or a regulator.

Example answer

“First | confirm the facts and contain the issue, for example by pausing the affected process or locking
down records. | notify my executive sponsor and the relevant compliance, legal or WHS contact
according to our framework, and | check whether we have a notifiable obligation to a regulator. Then |
document what happened, who is affected and what immediate controls are needed. | work with the
team leads to complete a root cause review and put a corrective action plan in place with owners and
dates. | report progress to the executive and audit committee, and | follow up to confirm the fix is
embedded in training and procedures.”

4. How do you manage a senior stakeholder who wants to bypass
procurement or financial delegations?

Why they ask

Corporate services managers are often the gatekeepers of policy and must hold a line without
damaging relationships.

How to structure your answer

Use a principle then options structure: acknowledge the business need, restate the risk, find a compliant
route, offer escalation, and document the decision.

Example answer

“I start by acknowledging the business pressure and the outcome they need, then restate the policy
and the risk of going around it. | ask what deadline they are working to and whether there is a
compliant way to meet it, such as an existing panel arrangement, a variation within delegation, or an
urgent approval pathway. If they still want to proceed outside the rules, | explain that | cannot approve
it and offer to take the issue to the appropriate delegate with them. | keep a record of the advice and
decision. In most cases, giving people a clear compliant route solves the problem without damaging
the relationship.”

5. How do you lead an HR function through a restructure while keeping
services running?
Why they ask



This probes your people leadership, your knowledge of consultation obligations and your operational
discipline.

How to structure your answer

Use a plan, consult, communicate, support and monitor structure. Name the legal framework you would
check and the service continuity measures you would put in place.

Example answer

“I would start with a clear service continuity plan so payroll, recruitment and employee queries keep
moving during the change. | work with HR and legal to check consultation obligations under the Fair
Work Act and any enterprise agreement, and | prepare plain language information for staff. | hold
individual conversations early, listen to concerns, and set up support such as employee assistance
and redeployment help. | keep a weekly check on service levels, escalate risks to the executive, and
adjust workloads where needed. After the restructure, | review what worked and what did not so the
next change is handled better.”

6. What indicators do you use to know corporate services are performing
well?

Why they ask
This shows whether you manage by evidence and whether you understand the breadth of the role.

How to structure your answer

Group your answer into categories such as finance, people, compliance and service delivery, give
examples for each, then explain how you use them with service owners.

Example answer

“I look at a small set of measures across finance, people, compliance and service delivery. Finance
measures include budget variance, forecast accuracy and days to close. People measures include
vacancy periods, turnover in key roles and completion of performance and development cycles.
Compliance measures include audit findings, incident closure and mandatory training completion.
Service measures include helpdesk response times, invoice processing time and facilities downtime. |
review them monthly with service owners, but | also watch qualitative signals from stakeholder
feedback and staff workload, because a number can look fine while a team is struggling.”



