
Example of Pre-Assess Candidates page

Purpose: Determine  which cand idates have the  past accom plishments a nd perform ance that w ould indicate a m atch with
the success characteristics and abilities of the target market as outlined on the Recruitment Plan.

Process: 
� Review resume  for positions in which the candidate had respo nsibility in the broad categories of success

competencies (highlighted in bold).  The corresponding success competencies are listed in the category.
� Call candidates to clarify information if necessary.

Evaluatio n: Curre nt or p ast po sition w ith ma nage men t/sup erviso ry resp onsib ilities is m ost crit ical. Co nside r only
candidates with this background.

Store Manager Assessment Guide 
Resume Assessment

Candidate: ___________________ Date: ______________       Conducted by: _________________________

Success Competencies Yes Somewhat No Uncertain

Management/Supervisory responsibilities

< Use effective personnel management skills to hire, counsel and
coach employe es  

< Train sup ervisors a nd ove rsee the tr aining o f front line sta ff
< Balan ce mu ltiple pr iorities  of stor e, givin g equ al atten tion to  all

aspects of operations
< Delegate the day to day store o perations to supervisors 
< Mod el the beh aviors de sired of fro nt line and  supervis ory staff
< Use problem -solving abilities to m ake decisions co ncerning sto re

and employees; know when to ask for assistance from owner
< Observe  business trend s and chang ing markets , make adjus tments

to bu siness  accordingly

Notes

Responsibility for inventory

< Supervise the ordering of all products and supplies Notes

Responsibility for cash flow

< Complete day to  day cash reconciliation; maintain adequate cash
control

< Identify innovative ways to reduce ex penses 

Notes

Responsibility for security 

< Institute and maintain means o f dealing with security issues Notes

Has background in a customer service oriented business

< Use the Customer Service Action Plan when dealing with customer
satisfaction issues 

< Identify ways for stores to be special or different from competition

Notes



Store Manager Assessment Guide
Phone Assessment

Candidate:                                                                 Date/Time: _________________ Conducted by: _____________________

PURPOSE OF QUESTION QUESTION NOTES

Deter mine  why  the can didate  is
intereste d in the p osition. 

� What interests you about this position?

� What is the  reason yo u’re looking for a
new posit ion now?

Deter mine  if their
manag ement/su pervisory
responsibilities are similar to those
of a Store Manager at our store.
Note: Some c andidates ma y have
had these responsibilities in a
previous position.  Ask about
that one instea d.  

� Give me an overview of the
management/supervisory responsibilities
you have in your current/most recent
position?

Determine if the most significant
accom plishm ent in th at pos ition is
similar to w hat is exp ected o f a
Store Ma nager at .

Describe your most significant
accomplishment in that position.

Determine  the candidate ’s ability
to overcome o bstacles.

� What was one of the biggest obstacles
you faced while (fill in with the
accom plishmen t)?

� What did you do to overcome that
obstacle?

Purpose: 
L Determ ine wh y the can didate is int erested  in the po sition. (i.e. challen ge, mo ney, po wer, etc .)
L Obtain additional information as to the management/supervisory responsibilities held in their current/most recent

position.
L Determine if those responsibilities and significant accomplishments are sim ilar to the managemen t/supervisory success

competencies of a Store Manager as outlined in the Recruitment Plan.
L To determine the candidate’s ability to overcom e obstacles.
L Obtain  this inform ation w ithout th e bias of th e visual first im pression . 
L Prevent spending time interviewing candidates whose past performance does not match the success competencies

outlined in the Store Manager Recruitment Plan.

Process: 
L Review resume prior to calling candidate.
L Begin co nversat ion with  a brief desc ription o f the pos ition and  of .
L Ask if the cand idate has any  questions ab out the po sition before starting  with the asse ssment.
L Ask follow  up question  (who, wh at, when, w here, how ) until you have  a clear understan ding of each a nswer.



PURPOSE OF QUESTION QUESTION NOTES

Determine if the most significant
manag ement/su pervisory
accomplishment is similar to what
is expected of a S tore Man ager at .

Describe your most significant management
accom plishme nt.  Skip this question if the
accomplishment discussed above w as of a 
management/supervisory nature.

Determine  the candidate ’s ability
to overcome o bstacles.

What was one of the biggest obstacles you
faced while (fill in with the
accom plishmen t)?

� What did you do to overcome that
obstacle?

Notes:

Yes Somewhat No Notes

Scope of responsibilities comparable?

Past accomplishment(s) comparable?

Management accom plishment(s) comparable?

Effective problem solving skills?

Additional Impressions:

Call candidate fo r in-person asse ssment? Yes ________      No ________

Summary:  
< Record yo ur impression s of wheth er or not the ca ndidate’s past p erforman ce and acco mplishm ents are com parable to

those e xpected  of a Store  Mana ger base d on the  success a bilities listed in th e Recruitm ent Plan fo r Store M anage rs. 
< Com parab le is defin ed as th e cand idate’s  havin g eno ugh e xperie nce so  that yo u can p redict s ucces s, but n ot nec essarily

having  experien ce in every  aspect o f the pos ition.  You ’re lookin g for som eone w ho has  done a bout 7 5% o f what’s
going to be expected.  This allows room for growth.



Store Manager Assessment Guide 
In-Person Assessment

Part I One-On-One Assessment

Candidate:                                                                     Date/Time:                                             Conducted by: __________________________________

SUCCESS COMPETENCY QUESTIONS NOTES

Use effective personnel management
skills to hire, counsel and coach
employees

T Describe the most challenging direct report you’ve ever
supervised. What did you do to meet that challenge?

T As manager, what will  you do to build an effect ive team?

T Describe your management style.

T Give an example of when your managem ent style was
ineffective?  What did you do?

Supervise the  ordering of all pro ducts
and supplies

T Describe your process for ensuring ad equate supplies.

T What w ould you  do if supplies ran sh ort?

Train supervisors and oversee training
of front line  staff

T Wha t did yo u do to  ensur e all staff  were  adeq uately
trained?

Purpose: Determine the competence of the candidate.

Process:
T Begin by briefly re-capping what was discussed in the phone assessment about the candidate’s current position and the significant

accomplishmen ts.
T Indicate that you will be taking notes.
T Procee d with th e follow ing que stions.  
T As in the phone assessment, ask follow up questions to ensure you have a clear understanding of the candidate’s past performance.



SUCCESS COMPETENCY QUESTIONS NOTES

Balance multiple priorities of store,
giving equal attention to all aspects of
operations

T Descr ibe a tim e wh en yo u dea lt effectiv ely w ith mu ltiple
priorities.

Institute and maintain means of
dealing with security issues.

T You have heard from one of your best employees that the
front liner on 3rd shift has been taking product without
paying for it.  What would you do? 

Delegate the  day to day  store
operations to supervisors.

T Wha t proces s do yo u use to  delegate  tasks to y our staff?

Identify ways for stores to be special
or different from competition.

T Name of few things you might be able to do to help our
store stand out from the competition.

Use problem-solving abilities to make
decisions concerning store and
employees; know when to ask for
assistance from  owner.

T Describe a situation in which your had to use your
problem-solving abilities.

T What kinds of decisions do you find difficult to make?

Observe business trends and changing
markets, m ake adjustm ents to
busin ess acc ordin gly

T How do you determine what business trends might
impact your work.

Use the Customer Service Action Plan
when dealing with customer
satisfaction issues 

T Our business is one of customer service.  Tell me about
one of yo ur most difficult custo mer service en counters
and how you resolved that issue.

T You hear a customer yelling at your deli staff that her
sandwich was made incorrectly.  What do you do?

Identify innovative ways to reduce
expenses

T Describe a time  in which it wa s necessary fo r you to
reduce costs? What actions did you take?

Model the behaviors desired of front
line and su perviso ry staff

T How do you ensure that your staff understand what
behaviors are  acceptable?

Complete day to  day cash
reconciliation; maintain adequate cash
control

T Candidate completes cash reconciliation case study



Store Manager Assessment Guide
Reference Check

Candidate: ________________________      Date/Time: ________            Reference: ______________________ Conducted by:
_________________

PURPOSE QUESTION NOTES

Verify reference T What was the relationship between you and
candidate? 

T How  long did the w orking relations hip last?

T How many  people did you supervise?

T Ask the reference how performance was measured.

Purpose: Obtain additional facts and to verify candidate’s competence.

Proces s: 
T A reference check is best completed between the 1st and 2nd in-person assessment so you can verify information the candidate provided in the

phone and 1st in-person interviews.  If the candidate gives any negative information during the reference check, this information can then be
discussed with the candidate in the 2nd in-person asse ssment.

T The call will take approximately 20 minutes.
T When making the call, introduce yourself and state reason for calling: “I’m calling because (candidate’s name) is being considere d for a

position  of Store M anage r and (s)he  has given  your na me as a  reference .  
T Ask if the reference has time to talk.  If not, arrange a time later when you can call again.
T Give a brief description of the Store Manager success competencies so the reference understands the requirements of the position.
T The reference check has two parts: verifying the reference and verifying the candidate.
T Verifying the reference is important so the relationship between the reference and the candidate is clearly understood, making it easier to put

the reference’s comments into perspective.
T Clearly explain to the reference that you are calling to get more information about the competency of the candidate to do the job.
T Ask any or all of the questions below (add more if necessary) to verify the candidate’s competence and obtain more information about the

candida te’s significan t accom plishme nt(s).
T Ask fact-finding questions (who, w hat, when, where, ho w, why) until you have  a clear picture of the candidate’s competence



PURPOSE QUESTION NOTES

Verify candida te T What was the candidate’s most significant
accomplishment in this position?

T What were the candidate’s top 3 strengths? 
Weaknesses?

T What did the candidate d o to overcome  those
weaknesses?

T What was the candidate’s most significant
manag ement acc omplishm ent?

T Describe how the candidate used effective personnel
management ski lls to bui ld a team.

T Describe a time the candidate had a difficult problem
to solve.  How did (s)he solve the problem?

T How  wou ld you  com pare th e cand idate to  other s in
the same position?

T Why is this ca ndidate stron ger/weak er?

T What would it take to be even more effective?

Additional
Questions



Store Manager Assessment Guide
 Second In-Person Assessment

Candidate:                                                                     Date/Time:                                             Conducted by: __________________________________

ASSESSMENT PU RPOSE QUESTION NOTES

Personal Motivation T What is the #1 reason you want to be Store Manager
for ?

T What are your g oals for the next 3 years?

T How do  you see this position fitting into those goals?

T Give me an example of when you’ve gone above and
beyond the call of duty to get something done.

Purpose: Determ ine if the can didate’s ch aracter an d perso nality are a  fit with the  success s tandard s as outlin ed in the  S tore M anage r Recruitm ent Plan..

Process:
i After the 1st in-person assessment, call the top 2 candidates for a 2nd in-person asse ssment.
i Review the resumes and all assessment notes prior to the meeting.
i Tell the employees that you’ll be unavailable except for em ergencies.
i Thank the ca ndidate for takin g the time to co me in for ano ther assessm ent.
i Offer refreshments.
i State that now that you have determined the candidate to be competent to do the job, you will now ask questions that will address other issues

that are critical for the succe ss of a Store M anager at .
i When  asking questio ns, ask enou gh follow u p questions  (who, wh at, when, w here, why , how) until yo u have a clear im pression the “re al” answer.
i Add/om it questions as n ecessary to fill in gaps in info rmation from  the earlier portions  of the assessm ent.
i At the end of the questioning  period, answer any que stions.
i Discuss why  is a great place to wo rk,  Address salary, benefits and personal grow th opportunities.



CATEGORY QUESTION NOTES

Personal Traits T Wha t wou ld the p eople  you h ave su pervis ed w ould
say is your biggest strength?  W eakness?

T What steps have you taken to overcome that
weakness?

T What do yo u consider one of your b iggest mistakes?

T   What did y ou learn from  it?

Decisio n Ma king S kills T Describe your decision making  process.

T Tell me about the most difficult decision you’ve ever
had to make.  

Wo rk Ethic T I t’s lunch time and the deli  is  very busy.  You come
out to the front to see if they need help and you see
a customer drop a whole cup of coffee on to the floor
right in front of the deli counter.  What would you
do?

Conflict Management
Skills

T A customer is complaining that the cashier has an
“attitude” problem.  What would you do?

T Describe  a conflict yo u’ve had  with a su perviso r. 
How did you handle that situation?

Team  Buildin g Skills T What will you do to build a team in your store?

T What role do you think a manager has in recruiting
and reta ining suc cessful sta ff?

Com mun ication  Skills T Describe how you would announce an unp opular
decision  to the sta ff.

Other questions

Notes:



Store Manager Assessment Guide
Second In-Person Assessment (cont’d)

Continue with a discu ssion of the compens ation package.

Salary:

Benefits (h ealth &  dental ins urance , vacation , person al days):

Personal Growth Opportunities (formal & informal training, workshops & seminars, opportunity for increased
respon sibility with in the com pany):

After discuss ion of the compensation pack age, ask the following questions:

Assuming you’re the best candidate, what are your thoughts right now about the position?

If offered the position, when would you be able to give me an answer? I f  response i s  more than 24 hours ,
or  i f  excuses are given, probe further with the next question.

What is keeping you from saying yes? Omit this question if  the candidate states you would have an
answer in  24 hours  or  less .

When  would yo u be in a position  to start?

Making the Decision:
i If at this point you  know th is is the candidate y ou wan t, proceed w ith an offer.
i If you need to decide between 2 candidates, tell the candidate when you will call with your

decision.



Store Manager Assessment Documentation Form

Candidate: _______________________________________ Assessor: ________________________________________________

Code: P = Phone Assessment #1 = 1st In-Person A ssessm ent #2 = 2nd In-Person Assessment          RC = Reference Check

Success Standards
Check Characteristics and
Competencies That Match Notes

Success Characteristics P #1 #2 RC

People person

Good delegator

App roach able

Likes fast paced work environment

Customer focused

Mature

Observant

Good time manager

Big picture person

Trustworthy & h onest

Flexible

Stron g wo rk ethic

Quick learner

Detail oriented

Purpose: Compile inform ation obtaine d from the a ssessmen t.

Process: Record you r impressions  and scores afte r each part of the  assessmen t.



SUCCESS STANDARDS
CHECK CHARACTERISTICS
AND COMPETENCIES THAT

MATCH
NOTES

Success Competencies P #1 #2 RC

Effective personnel management skills to hire,
counsel and coach employees

Com plete d ay to d ay cas h reco nciliatio n; ma intain
adequate cash flow

Supervise the ordering of all products and
supplies

Train supervisors and oversee the training of front
line staff

Balance the m ultiple priorities of the store

Institute/mainta in means o f dealing with se curity
issues

Delegate the day to day store operations

Identify ways for the stores to be special or
different from competition

Use problem solving abilities to make decisions

Observe  business trend s and chang ing markets
mak ing ad justm ents a ccord ingly

Use the LAAST plan when dealing w/customer
satisfaction issues

Identify innovative ways to reduce expenses

Mod el the beh aviors de sired of o ther staff

Pass cash reconciliation case study  Yes   No How Supervise  _______ % correct weighted 1 (80% minimum)
 _______ % correct weighted 2 (90% minimum)

Comparable (75%) Match    Yes   No     (75% com parable = a match in at least 20 of the 27  success characteristics and competencies)



Store Manager Assessment Guide
Candidate Tracking Sheet

DATES

NAME REFERRED BY
Resume

Rcvd
Resume
Assmt 

Phone
Assmt

1st 
In-person Ref Check

2nd

In-person OUTCOME NOTES

Purpose: To provide a  convenien t means o f tracking the statu s of all candidates for th e position of Sto re Mana ger.

Proces s: 
< Record  the nam e of the ca ndidate  and ho w the re ferral wa s received  (i.e. agency , netwo rk conta ct, self-referra l, etc.).
< Record the dates as each step of the assessment process is completed.
< Record the outcom e of the assessment process an d any notes.



DATES

NAME REFERRED BY

Resume

Rcvd

Resume

Assmt 

Phone

Assmt

1st 

In-person Ref Check

2nd

In-person OUTCOME NOTES



Name: _______________________     Date: __________________

Cash Reconciliation Case Study

According to Amanda, at the beginning of the day she had $100.00 in her cash
register drawer.

She had $457.67 in cash sales for the day.

According to Amanda, she made 3 deposits (drops) into the safe.  The amount of
these deposits was:

$240.00
$100.00
$135.35

How much money should Amanda have in her cash drawer at the end of the day?

At the end of the day, her cash drawer is supposed to have $100.00.  Is her
closing bank correct?

What possible reasons are there for the error?


