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Eloah Airlines — Comprehensive Administrative Interview & Assessment Questionnaire
Candidate Full Name: _______________________________________

Position Applied For: Administrative Coordinator / Executive Assistant (Aviation Operations)

Department: Corporate Administration & Ground Operations

Date of Interview: ___________________________

Interviewer(s) Name(s): _______________________________________


Section 1: Introduction & Candidate Background
Objective: To understand the candidate's general administrative background and familiarity with corporate environments.


1. Professional Summary:

· Can you walk us through your professional background and highlight your core strengths in administrative management?

2. Aviation & Regulated Industry Experience:

· What prior experience do you have working within regulated industries, transportation, logistics, or corporate aviation?

3. Core Administrative Competency Self-Assessment:
Please rate your proficiency from 1 (Beginner) to 5 (Expert) in the following areas:


· Corporate Communication & Memo Drafting: [ ]

· Multi-timezone Calendar & Executive Scheduling: [ ]

· Travel Itinerary & Logistics Management: [ ]

· Document Control & Compliance Archiving: [ ]

Section 2: Technical & Operational Competencies (Aviation Focus)
Objective: To evaluate technical knowledge relevant to airline administration, ground support, and record-keeping.


1. Ground Operations & Crew Coordination:
· In an airline environment, administrative staff often coordinate between ground handling agents, flight crews, and station managers. Can you describe how you would handle simultaneous communications regarding a delayed departure, a gate change, and crew check-in updates?

2. Compliance & Safety Documentation:
· Eloah Airlines maintains strict adherence to aviation safety protocols. What experience do you have maintaining audit-ready documentation, tracking staff training logs, or managing safety incident reporting files?

3. Passenger Services & Ticketing Administration:
· Describe your familiarity with passenger reservation systems, re-accommodation policies during flight cancellations, and managing VIP or special assistance requests.

4. Vendor & Fleet Supply Management:
· How do you typically track and process vendor invoices, catering supply logs, and ground equipment maintenance schedules?

Section 3: Software, Systems & Tools Proficiency
Objective: To determine technical tool adaptability.

Please check the systems and software you have hands-on experience utilizing:


· [ ] Enterprise Resource Planning (ERP) Systems (e.g., SAP, NetSuite, Oracle)

· [ ] Airline Reservation Systems / Departure Control Systems (DCS)

· [ ] Advanced Microsoft 365 / Google Workspace (Complex spreadsheets, macros, shared calendars)

· [ ] Document Management & Secure Digital Archiving Platforms

· [ ] Enterprise Communication Tools (Slack, Microsoft Teams, Paging Systems)

Section 4: Situational Judgment & Problem-Solving Scenarios
Objective: To assess critical thinking, composure under pressure, and decision-making capabilities.


1. Scenario A: Operational Disruption & Crisis Management


· Situation: A regional flight operated by Eloah Airlines is grounded for four hours due to severe weather conditions. Several connecting passengers are frantic about missing international codeshare connections, and the gate agents are overwhelmed.

· Question: As the administrative coordinator on duty, what immediate steps do you take to assist ground personnel, organize rebooking logs, and update internal management systems?

2. Scenario B: Data Security & Confidentiality


· Situation: You are tasked with organizing sensitive executive travel itineraries and senior personnel records. A mid-level colleague approaches your desk and urgently asks to view a senior manager's upcoming travel destination and meeting schedule.

· Question: How do you respond to this request in strict alignment with airline data privacy and confidentiality protocols?

3. Scenario C: Conflicting Priorities


· Situation: You are midway through preparing weekly compliance audit reports for the station manager when the flight operations desk calls requesting an immediate transcription of crew roster changes, and an executive drops off urgent correspondence that needs mailing by noon.

· Question: How do you prioritize these competing tasks to ensure operational compliance and meet all deadlines?

Section 5: Behavioral & Cultural Fit
Objective: To evaluate alignment with Eloah Airlines’ core values of safety, punctuality, collaboration, and service excellence.


1. Working Under Pressure:


· Tell us about a time when you faced a high-stress administrative bottleneck. How did you maintain accuracy and composure?

2. Attention to Detail:


· In aviation administration, a single typographical error in scheduling or manifest logs can create major compliance issues. Can you share an example of how you ensure absolute accuracy in your day-to-day work?

3. Interpersonal Collaboration:


· How do you build and maintain positive working relationships with operational teams (such as flight crews, maintenance staff, and customer service reps) who operate under high-pressure conditions?

Section 6: Interviewer Evaluation & Scoring
To be completed by the interviewer(s) following the interview.


· Technical Knowledge & Aviation Understanding (1-10): _____

· Problem-Solving & Situational Judgment (1-10): _____

· Communication & Professionalism (1-10): _____

· Cultural Fit & Adaptability (1-10): _____

Overall Recommendation:

[ ] Highly Recommended

[ ] Recommended for Second-Round Interview

[ ] Not Recommended

Interviewer Notes & Remarks:

Final Approval / Signature: ___________________________ Date: _______________
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