
106 PowerPoint Interview Questions to Hire Top Talent

Questions

1. Can you explain what PowerPoint is used for, like explaining it to a kid?

2. What are slides in PowerPoint, and what kind of stuff goes on them?

3. Have you ever added pictures or shapes to a PowerPoint slide? How did you do it?

4. What’s your favorite thing about using PowerPoint?

5. If you wanted to make the words on your slide look different, how would you do that?

6. How would you add a new slide in PowerPoint?

7. What does 'formatting' mean in PowerPoint?

8. Have you ever seen a PowerPoint presentation? What did you like or not like about it?

9. Explain what slide layouts are and why they're useful?

10. What's the deal with saving a PowerPoint presentation? What happens if you don't?

11. How do you print a PowerPoint presentation?

12. What are transitions in PowerPoint, and can you give an example?

13. What are animations in PowerPoint, and how do they differ from transitions?

14. What is the 'Slide Master' in PowerPoint, and when would you use it?

15. What is the purpose of using headers and footers in a PowerPoint presentation?

16. How do you insert a chart or graph into a PowerPoint slide?

17. What are some best practices for making a PowerPoint presentation accessible to
people with disabilities?

18. How do you record a narration for your PowerPoint presentation?

19. What are presenter notes in PowerPoint, and how can they be helpful during a
presentation?

20. Describe the steps to embed a video into a PowerPoint slide?

21. What is the difference between 'design ideas' and manually designing a slide?

22. Can you explain what it means to 'align' objects on a slide, and why it's important?

23. What are the advantages of using templates in PowerPoint?

24. Explain how to insert and modify shapes in PowerPoint?

25. How do you check your presentation for spelling and grammar errors in PowerPoint?

26. Explain the difference between embedding a font and linking a font in PowerPoint, and
when would you choose one over the other?

27. Describe a scenario where you would use the 'Morph' transition in PowerPoint, and how
to set it up effectively.

28. How can you create a custom slide size in PowerPoint, and why might you need to do
so?

29. What are the different types of Masters available in PowerPoint, and how do they
influence the design of your presentation?

30. Explain how to use the 'Selection Pane' in PowerPoint, and what benefits it offers when
working with complex slides.

31. Describe the process of creating and using custom color palettes in PowerPoint to
maintain brand consistency.

32. How can you add and manage animations to individual objects on a slide, and what are
some best practices for using animations effectively?

33. Explain how to record a narration for your PowerPoint presentation, and what
equipment is needed for good audio quality.

34. Describe how to create interactive elements in PowerPoint, such as buttons that link to
other slides or websites.

35. How do you use PowerPoint's 'Presenter View' effectively during a presentation, and
what features does it offer?

36. What are the steps involved in creating a custom PowerPoint template, and how can it
be used to ensure consistent branding?

37. Explain how to import data from Excel into a PowerPoint chart, and how to update the
chart if the Excel data changes.

38. Describe how to use the 'Eyedropper' tool in PowerPoint, and why it's useful for design
purposes.

39. How can you create a looping presentation in PowerPoint, and what are some use cases
for this feature?

40. Explain how to reduce the file size of a PowerPoint presentation without significantly
compromising the visual quality.

41. Describe how to add a watermark to every slide in a PowerPoint presentation, and why
you might want to do so.

42. How do you use the 'Align' and 'Distribute' tools in PowerPoint to create a visually
balanced slide layout?

43. What are the different options for saving a PowerPoint presentation as a video, and
what are the pros and cons of each?

44. Explain how to use the 'Compress Pictures' feature in PowerPoint, and when it is most
beneficial.

45. Describe how to create a photo album in PowerPoint, and how to customize its layout
and design.

46. How can you insert and format audio and video files in PowerPoint, and what are the
best practices for using multimedia effectively?

47. Explain how to use the 'Slide Master' to add a logo or other design element that
appears on every slide.

48. Describe the process of creating custom shapes in PowerPoint using the 'Merge
Shapes' tool.

49. How can you password protect a PowerPoint presentation, and what security
considerations should you keep in mind?

50. Explain how to use the 'Action Settings' feature to create hyperlinks within your
presentation. Describe different use cases.

51. Explain how you would use PowerPoint's Morph transition to create a sense of smooth
animation between slides.

52. How would you embed a live Excel chart within PowerPoint, ensuring that it updates
automatically when the Excel data changes?

53. Describe your approach to designing a PowerPoint template that maintains brand
consistency across multiple presentations.

54. What are some best practices for optimizing PowerPoint presentations for accessibility,
particularly for users with visual impairments?

55. How would you use PowerPoint's Action Settings to create an interactive presentation
with branching navigation?

56. Explain how to record and embed narration and video within a PowerPoint presentation
for self-paced learning.

57. Describe your experience with using PowerPoint add-ins to enhance functionality and
productivity.

58. How would you troubleshoot common PowerPoint issues such as corrupted files, slow
performance, or compatibility problems?

59. Explain how you would prepare a PowerPoint presentation for delivery on different
devices and screen sizes.

60. Describe your process for effectively using animations and transitions to enhance
storytelling without distracting the audience.

61. How would you use PowerPoint's Presenter View to effectively manage your
presentation and engage with the audience?

62. Explain your strategy for creating effective data visualizations in PowerPoint,
considering clarity, accuracy, and impact.

63. Describe how you would use PowerPoint's Master Slide feature to create a consistent
design and layout throughout a presentation.

64. How would you integrate multimedia elements like audio and video into a PowerPoint
presentation to enhance engagement?

65. Explain how you would use PowerPoint's collaboration features to work with a team on
a presentation.

66. Describe your approach to creating a visually appealing and engaging opening slide for
a PowerPoint presentation.

67. How do you handle version control and track changes when collaborating on a
PowerPoint presentation with multiple users?

68. Explain how you would optimize a PowerPoint presentation for online sharing and
distribution, considering file size and security.

69. Describe your experience with using PowerPoint's chart animation features to tell a
story with data over time.

70. How do you ensure that your PowerPoint presentations are compatible with different
versions of PowerPoint and operating systems?

71. Explain how you would use PowerPoint's Selection Pane to manage and organize
complex slide layouts with multiple objects.

72. Describe your approach to using SmartArt graphics to visually represent processes,
relationships, and hierarchies in PowerPoint.

73. How would you create a custom PowerPoint theme with specific fonts, colors, and
effects to align with a company's branding guidelines?

74. Explain how you would use PowerPoint's Merge Shapes feature to create custom
graphics and illustrations.

75. Describe your strategy for creating a compelling call to action on the final slide of a
PowerPoint presentation.

76. How would you use PowerPoint's Zoom feature to create a non-linear presentation with
interactive navigation?

77. Explain the steps involved in setting up a PowerPoint presentation to run automatically
as a kiosk or trade show display.

78. Describe how you would use PowerPoint Designer to quickly generate professional-
looking slide layouts and design ideas.

79. Describe a complex PowerPoint animation you created and the steps you took to
achieve it.

80. How do you ensure consistency in design and branding across multiple PowerPoint
presentations?

81. Explain your process for creating interactive PowerPoint presentations with features like
quizzes or simulations.

82. What are some advanced techniques you use to optimize PowerPoint files for size and
performance?

83. How do you approach designing PowerPoint templates for different departments or
purposes within an organization?

84. Describe a time you had to troubleshoot a complex PowerPoint issue. What was your
approach and the solution?

85. What are your favorite PowerPoint add-ins and how do they enhance your presentation
design process?

86. How do you use PowerPoint's master slides feature to create efficient and consistent
presentations?

87. Explain how you would use PowerPoint to create a visually appealing and informative
infographic.

88. What are some best practices for using multimedia elements (audio, video) effectively in
PowerPoint?

89. Describe your experience with using VBA (Visual Basic for Applications) to automate
tasks in PowerPoint.

90. How do you handle version control and collaboration when working on PowerPoint
presentations with multiple people?

91. What are some creative ways you've used PowerPoint beyond traditional presentations,
such as for training materials or interactive games?

92. How do you stay up-to-date with the latest PowerPoint features and design trends?

93. Explain your approach to designing PowerPoint presentations that are accessible to
people with disabilities.

94. What are some common PowerPoint mistakes you see and how do you avoid them?

95. How do you use PowerPoint's Presenter View to deliver a more engaging and effective
presentation?

96. Describe a time you had to adapt a PowerPoint presentation for different audiences or
delivery methods (e.g., online vs. in-person).

97. What are your strategies for creating PowerPoint presentations that are both visually
appealing and data-driven?

98. How familiar are you with using 3D models and animations within PowerPoint, and what
are their ideal use cases?

99. Discuss your approach to integrating data from Excel or other sources into PowerPoint
presentations dynamically.

100. Explain how you would use PowerPoint to create an interactive prototype for a website
or application.

101. How do you optimize PowerPoint presentations for different screen sizes and
resolutions?

102. Describe your experience with using PowerPoint's morph transition to create seamless
animations and transitions.

103. What are your go-to resources for finding high-quality images, icons, and other visual
assets for PowerPoint?

104. How do you use PowerPoint's recording features to create narrated presentations or
training videos?

105. Explain how you would use PowerPoint to create a visually compelling annual report
or investor presentation.


