
 

 
Manager Interview Checklist – Hourly Employees 

Candidate Information 

Candidate Name:      

Position Applied For:     

Interview Date:    

Interviewer:   

Availability & Reliability 

☐ Reviewed required days, nights, weekends, and holidays 

☐ Candidate availability meets business needs 

☐ Transportation reliability discussed 

☐ Attendance expectations explained 

Notes:   

Attitude & Team Fit 

☐ Demonstrates positive, professional demeanor 

☐ Willingness to learn and accept coaching 

☐ Communicates respectfully 

☐ Comfortable working in a team environment 

Notes:   

Customer Service Mindset 

☐ Understands importance of customer service 

☐ Provides example of handling customers or busy situations 

☐ Responds appropriately to conflict or complaints 

Notes:   

 
Job Understanding & Expectations 

☐ Pay rate and pay frequency discussed 



 

☐ Scheduling and hours explained 

☐ Time-clock, breaks, and overtime reviewed 

☐ Safety and conduct expectations communicated 

Overall Assessment 

☐ Proceed with Offer 

☐ Hold / Follow Up 

☐ Do Not Proceed 

Comments:   


