
70 Computer Literacy Interview Questions to Ask Your
Next Candidate

Questions

1. How would you organize and manage multiple files and folders on a computer?

2. Can you explain the difference between hardware and software in simple terms?

3. How would you go about troubleshooting a slow computer?

4. What steps would you take to ensure the security of sensitive information on your work
computer?

5. How comfortable are you with using cloud storage and file sharing services?

6. Can you walk me through how you would create and format a basic spreadsheet?

7. How would you go about learning to use a new software application for work?

8. What experience do you have with video conferencing tools, and how do you ensure
effective communication in virtual meetings?

9. How do you stay updated with new technologies and software relevant to your work?

10. Can you describe a time when you used technology to improve a work process or solve
a problem?

11. How would you explain the concept of an operating system to someone with no
technical background?

12. Can you describe the main differences between a word processor and a spreadsheet
application?

13. What steps would you take to create a backup of important files on a computer?

14. How would you go about setting up a new email account on a desktop email client?

15. Can you explain what a firewall is and why it's important for computer security?

16. How would you handle a situation where a user forgets their computer password?

17. What's your understanding of software updates, and why are they important?

18. How would you explain the difference between a local area network (LAN) and a wide
area network (WAN)?

19. Can you describe the process of connecting a computer to a wireless network?

20. What steps would you take to free up space on a computer with a nearly full hard drive?

21. How would you explain the concept of phishing to a non-technical user?

22. Can you describe the basic components of a computer and their functions?

23. What's your approach to organizing digital files for easy retrieval?

24. How would you guide a user through the process of changing their display settings?

25. Can you explain the difference between copying and moving files in a file system?

26. What steps would you take to troubleshoot a printer that's not responding?

27. How would you explain the importance of strong passwords to a new employee?

28. Can you describe the process of setting up dual monitors for a workstation?

29. What's your understanding of browser cookies, and how would you explain them to a
user?

30. How would you guide someone through the process of compressing and
uncompressing files?

31. How would you create a pivot table in a spreadsheet application?

32. Can you explain the difference between CC and BCC in email communication?

33. How would you create a professional-looking presentation using software like
PowerPoint or Google Slides?

34. How do you ensure data accuracy when working with large spreadsheets?

35. How would you go about creating and managing a shared document for team
collaboration?

36. What would you do if a computer suddenly loses internet connectivity?

37. How would you handle a situation where a computer won't turn on?

38. What steps would you take if a program becomes unresponsive?

39. How would you troubleshoot a computer that's running unusually hot?

40. What would you do if you encounter a 'blue screen of death' error?

41. How would you resolve an issue where a USB device isn't being recognized?

42. What steps would you take if a user reports strange pop-ups appearing on their
screen?

43. How would you troubleshoot a situation where a computer is making unusual noises?

44. What would you do if a user reports their keyboard isn't working properly?

45. How would you handle a situation where a computer is extremely slow to boot up?

46. What steps would you take if a user can't access a specific website?

47. How would you troubleshoot an issue where the computer screen is flickering?

48. What would you do if a user reports their files have suddenly disappeared?

49. How do you manage and prioritize multiple communication channels like email, instant
messaging, and video calls?

50. Can you explain the difference between synchronous and asynchronous
communication tools and when you'd use each?

51. What strategies do you use to ensure clear and effective communication in written
digital formats?

52. How do you approach sharing large files or datasets with colleagues who are in
different locations?

53. Can you describe your experience with collaborative document editing tools?

54. What steps do you take to maintain professionalism in digital communications?

55. How do you handle time zone differences when scheduling digital meetings with global
team members?

56. What tools or techniques do you use to keep track of action items from digital
meetings?

57. How do you ensure the security and confidentiality of sensitive information in digital
communications?

58. Can you describe a situation where you had to resolve a miscommunication that
occurred through digital channels?

59. Describe a time when you had to quickly learn a new software application for a project.
How did you approach the learning process?

60. Tell me about a situation where you had to explain a complex technical concept to a
non-technical colleague. How did you ensure they understood?

61. Can you share an experience where you improved a digital workflow or process? What
steps did you take?

62. Describe a time when you encountered a persistent computer issue. How did you go
about resolving it?

63. Have you ever had to recover lost data? Walk me through your approach and the tools
you used.

64. Tell me about a time when you had to collaborate on a document remotely. What tools
did you use and how did you ensure effective collaboration?

65. Describe a situation where you had to manage multiple digital tasks simultaneously.
How did you prioritize and organize your work?

66. Can you share an experience where you had to adapt to a new operating system or
platform? How did you handle the transition?

67. Tell me about a time when you encountered a potential security threat while using a
computer. How did you respond?

68. Describe a situation where you had to troubleshoot a network connectivity issue. What
steps did you take?

69. Have you ever had to create a complex spreadsheet or database? Walk me through
your process and any challenges you faced.


