
Office Manager interview questions
careertips.com.au: common questions and what they're really testing

What to expect
Office Manager interviews tend to focus less on abstract theory and more on how you actually run a
busy office: how you juggle competing demands, keep budgets and compliance on track, and handle
the people side of the role when something goes wrong. Expect a mix of practical process questions
and behavioural questions about past situations.

• Process: Questions asking you to walk through how you'd handle a recurring operational task, such
as scheduling, supply management, or reporting.

• Behavioural: Past-experience questions using situations from previous admin or office roles, often
framed as 'tell me about a time'.

• Scenario/judgement: Hypothetical situations testing how you'd respond under pressure or with
incomplete information, such as a vendor failure or a compliance gap.

• Compliance and technical: Questions probing your familiarity with payroll, leave, WHS
obligations, and the software tools used to manage them.

Most Office Manager interviews run as a single panel conversation with the hiring manager and
sometimes an HR representative, typically 45 to 60 minutes. It usually opens with background and
motivation questions, moves into process and technical questions about how you'd actually run the
office, then covers a couple of scenario or judgement questions before finishing with your questions for
them.

1. Walk me through how you'd manage scheduling and facility bookings
across multiple teams or locations.
Why they ask
This tests whether you have an actual working method for the highest-volume, most visible part of the
role, not just a general claim of being organised.

How to structure your answer
Describe your process step by step: how requests come in, how you check for conflicts, what tool or
system you use, and how you communicate confirmations or changes back to staff.

Example answer

“I usually centralise requests through one shared calendar or booking system, whether that's Google
Workspace or dedicated facility software, so there's a single source of truth. When a request comes in
I check for clashes across rooms and equipment first, confirm with the requester, then send calendar
invites with any setup notes attached. If two teams want the same slot I look at priority and flexibility
before offering alternatives, and I build in a short buffer between bookings so back-to-back meetings
don't run into each other.”

2. Tell me about a time you had to bring an office cost or budget item back
under control.
Why they ask
Budgeting and vendor management are core to the role, and this checks for a real example rather than
a generic answer about being cost-conscious.

How to structure your answer
Use STAR: describe the situation, your specific task, the action you took to review or renegotiate costs,
and the result.

Example answer



“In a previous role I noticed our office supply spend had crept up over a few months with no one
reviewing the contracts. My task was to bring it back in line without disrupting supply. I pulled together
the last several invoices, compared them against two alternative suppliers, and used that to
renegotiate pricing with our existing vendor rather than switching outright. The result was a noticeably
lower recurring cost and a clearer sense of what we were actually using each month, which fed into
my next expense report.”

3. A key vendor tells you, two days before a scheduled delivery, that they
can't meet the agreed timeline. How do you handle it?
Why they ask
This checks judgement under pressure and how you protect the office's operations when something
outside your control goes wrong.

How to structure your answer
Talk through your immediate priorities, how you'd assess impact and options, who you'd inform, and
how you'd prevent a repeat.

Example answer

“First I'd find out exactly what's causing the delay and whether it's partial or complete, since that
changes my options. I'd check what buffer stock or backup suppliers we have and get a quote or
timeline from an alternative if needed. I'd flag the risk to whoever's affected internally straight away
rather than waiting until the deadline passes, so they can plan around it. Afterwards I'd note it against
that vendor's performance and factor it into future contract reviews.”

4. How do you manage payroll inputs, leave records, and onboarding
documentation, and how do you keep them compliant?
Why they ask
This is a direct technical and compliance question, checking familiarity with the administrative backbone
of the role and awareness of workplace obligations.

How to structure your answer
Explain your process for handling these records, the tools you use, and how you check compliance,
rather than just listing the tasks.

Example answer

“I keep leave and payroll inputs on a fixed weekly cycle so nothing gets submitted late, using rostering
software alongside MYOB or Xero depending on what the organisation runs. For onboarding I work
from a checklist covering contracts, super and tax file declarations, and induction paperwork, so new
starters have everything ready before day one. On compliance, I stay current with Fair Work minimum
standards and keep an eye on award or agreement changes that might affect leave accrual or pay
rates, and I flag anything uncertain to payroll or HR rather than guessing.”

5. Tell me about a time you had to deliver an unpopular decision or policy
change to staff.
Why they ask
Office Managers often sit between management and staff, so this checks communication skill and
composure when delivering difficult messages.

How to structure your answer
Use STAR, with particular attention to how you framed the communication and managed reactions
afterwards.

Example answer

“When our office moved to a new desk-booking system that reduced fixed desks, I knew it wouldn't
land well with everyone. My task was to roll it out with minimal disruption. I sent a clear explanation of



why the change was happening and what support was available, held a short session to answer
questions, and made myself available afterwards for anyone with specific concerns. Most of the
pushback settled within the first couple of weeks once people saw the booking process worked
smoothly.”

6. How do you prioritise when you've got a report due, a vendor issue, and
staff enquiries all landing at once?
Why they ask
This checks your time and deadline management under realistic day-to-day pressure, which is a
constant feature of the role.

How to structure your answer
Walk through how you assess urgency and importance, and give a concrete example of a time this
played out.

Example answer

“I generally sort by what has a hard external deadline versus what can flex, and by what happens if I
delay it. A report due to senior management by end of day usually takes priority over a vendor issue
that can wait until tomorrow, but if the vendor issue is holding up something time-critical, that moves
up. Staff enquiries I try to at least acknowledge quickly, even if the full resolution comes later, so
people aren't left wondering if it's been seen. On a day where all three hit at once, I'd block time for
the report first, send a holding response to the vendor and to staff, then work through the rest in order
of actual impact.”


