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4 Wheel Parts Technician - Interview Guide 
Interview Process: 

Interviewing Guidelines: 
Interviewers will conduct two separate interviews with each interviewee using separate interview guides during the process described 
above. In general, each interviewer should allow for 25-40 minutes when conducting an interview. Each interviewer is responsible for 
asking each question, listening intently to responses and marking the appropriate checkboxes that apply. Because the interview guides 
are comprised of core competencies critical to success on the job, it is important that you ask applicants majority questions contained 
herein. 

 

Both interviewers should meet at the end of the interview process to discuss the interviews and complete the scoring form before 
routing back to the recruiter. All hiring recommendations must be appropriately documented and supported by detailed notes within the 
interview guides.  Note: NO job offers will be made without interview guides and the scoring form being fully completed and submitted 
to the appropriate recruiter. 

Interviewing Tips: 
✓ Set up the physical environment where the interviews will be conducted to create a welcoming atmosphere: 

o Keep the physical environment welcoming and 
accessible 

o Sit at an angle from the applicant, not across from 
them 

 

o Take notes discreetly so that the applicant cannot read 
what you write down, be sure to write carefully and 
legibly 

o Take only job-relevant notes 

✓ Use the provided probing questions to dig into an applicant’s answers, asking clarifying questions as necessary. 

✓ Balance the applicant’s personality and presence with their experience. A history of frequent job changes, little evidence of 
dependability or a low level of experience are all red flags. 

✓ Take your time during the interview and don’t be in a hurry. Give applicants time to tell you about himself/herself. 

✓ Compare all applicants to the standard of what is required on the job rather than to each other. 

✓ Don’t ask about an applicant’s: 

o Race or Color 
o Religion 
o Gender identity 
o Sexual Orientation 
o Age 
o Ethnicity 
o Veteran Status 
o National Origin or Ancestry 
o Disability or Medical History 
o Family Medical History 
o Citizenship status 

o Pregnancy 
o Marital or Family Status, including 

pregnancy or child care 
arrangements 

o Arrest 

o Social and Economic Status 

o Do you have any disabilities? 

o How does your disability affect your 

performance?  

o What is your credit history?  

o Have you ever declared bankruptcy? 

o Are you the primary wage earner for 

your family?  

o Was your military discharge 

honorable?  

o What is your medical history? 

o Not all illegal questions listed. As this 

is a guide! 

o Check Toolbox for all illegal 

questions

  

 

 

 

All applicants must be assessed on their individual merit, without regard to race, color, religion, gender, gender identity, age, national 
origin, disability, citizenship status, sexual orientation, veteran status, marital status, ancestry, pregnancy, ethnicity, genetic information, 
or any other legally protected status in accordance with the requirements of federal, state and local law.  In accordance with the Ban the 
Box law that many cities and states have adopted, do not ask about an applicant’s previous criminal convictions during the interview 
process. 

 

Preparing to Interview 

□ Review the applicant’s resume 
and any additional materials 

□ Think about how you will talk 
about the company, be honest 
and inviting 

□ Review the job description 

□ Determine who uses each guide 
• Guide 1 – Service Manager 

• Guide 2 – Store Manager 

Interviewing the Applicant 
□ Introduce yourself, greet applicant 
□ Ask as many questions per 

competency as needed to elicit a 
complete response 

□ All interviewers are responsible for 
assessing the applicant based on 
the competencies of the job 

□  Follow the Interview Scoring 
Summary to score the interview 

Making the Hiring Decision 
□ Allow time for applicant to ask 

questions, thank them for their 
time 

□ All interviewers meet following 
interview to discuss applicant 

□ Interviewers collaborate to make 
hiring recommendation 

□ Retain all completed interview 
guides in accordance to Company 
policy 



Applicant Name: Date: Location: 
Interviewer A Name: Interviewer B Name: 

 Candidate Show  Candidate No-Show 

 

Revised 05/17/19               Technician Interview Guide                 

 

Interviewer A: 

Say: Hello, I’m  and my role at 4WP is  .  I’m glad we have the chance to talk about potential 

employment with our Company. We’ll have some time for questions at the end of the interview, but do you have any 

now?  If not, let’s begin.                                 How familiar are you with 4 Wheel Parts and our products? 

 
 

 

Work History 

Look For:                                     Work History (e.g., interest in company, experience or interest in field) 

Question Directions: Best if you ask both BUT at least ask one of the below questions to elicit a complete response from the 

applicant. 

1. Let’s focus on the last 2 jobs you held. For (insert role) tell me: 

• What 1-2 accomplishments were you most proud of? 

• What were 1-2 low points/mistakes during those jobs? 

• Repeat for 2
nd  

most recent job held. 

2. Starting with your most recent boss, when I ask them how they would describe your performance on the job, what 
will they say? 

• What was it like working with him/her? 

• What would they say are your 1-2 greatest strengths? Weaknesses? Why did you leave? OR Why did 
you feel it was time for a change? 

Behavioral Checklist Directions: Use the below checklist as a guide for behaviors from a “Good” or “Great” response 
and check off the ones you feel the applicant exhibits during the interview. Then use these to guide your overall rating for 
this competency on the last page. 

Good Answers Checklist 

□ Resume/work history shows pattern of 
increasing responsibility and accomplishment 
in each position with a history of promotion 
and attaining goals 

 

□ Has experience or interest in working in retail; 
willingness to learn more about the dynamics of retail 

 

□ Is able to provide strengths and weakness and 
shows ability to be introspective and reflective about 
previous work experience 

 

□ Has comparable skills necessary for success in this role 

Great Answers Checklist 

□ Resume/work history shows aggressive career 
path with progressive increases in job 
responsibilities, accountability and scope 

□ Demonstrates thorough knowledge and interest 
in retail; demonstrates a high level of relevant 
experience in the retail industry specifically in 
multiple levels of management 

□ Provides examples of multiple strengths and 
weaknesses, embracing feedback from 
managers; is able to turn weakness into 
strengths, strongly exhibiting authentic behavior 

□ Speaks above and beyond and gives examples 
of how their past work experience and passion 
for the industry makes them a key candidate 

 None of the above behaviors are identified 

 

Dependability 

Look For: 
• Dependability (e.g., demonstrates responsible behavior, thoroughness of work, and dependability; exhibits a 

willingness to comply with policies, rules, standards, and norms) 

• Accountability (e.g., takes responsibility for ensuring that the right actions are taken and that results are 
achieved; focuses on delivering results to make things happen; meets deadlines and produces high quality 
work) 

• Integrity (e.g., adheres to policies and procedures and maintains high ethical standards; demonstrates and 
acts in accordance with an appropriate and sound set of values, beliefs, and business ethics) 
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Question Directions: Best if you ask both BUT at least ask one of the below questions to elicit a complete response from the 

applicant. 

1. Tell me about a time when you were held accountable for "doing it right the first time" and making very few 
mistakes. 

What was the situation? 

What did you do to ensure accuracy in your work? 

Were any mistakes made? Why or why not? 
What was the outcome? 

2. Have you ever observed unethical conduct on the job? Provide a specific 

example. What was the situation? 

How did you handle it? 
What was the outcome of your actions? 

Behavioral Checklist Directions: Use the below checklist as a guide for behaviors from a “Good” or “Great” response 
and check off the ones you feel the applicant exhibits during the interview. Then use these to guide your overall rating for 
this competency on the last page. 

Good  Answers  Checklist 

o Examples demonstrate their ability 
to be held accountable for work with 
minimal guidance 

o Works quickly and effectively to correct 
mistakes made in their work 

o Escalates unethical behavior issues to 
management for appropriate action to be 
taken 

o Gives specific examples that show they 
have high integrity and ethical standards 
and explains how they demonstrate those 
standards at work 

Great Answers Checklist 

□ Monitors all workplace situations and steps up as 
needed to take on leadership roles to ensure the 
best results and outcomes 

□ Takes pride and ownership in the work that they 
do with a strong willingness to be held 
accountable for their work and actions 

□ Strong ability to easily resolve issues of ethics or 
fairness and diffuses challenging situations 
quickly 

□ Proactively monitors the workplace for potential 
ethical or fairness issues to stop situations before 
problems occur 

 None of the above behaviors are identified 

 

Safety Orientation 
Safety Orientation (e.g., demonstrates awareness of issues affecting personal safety and the safety of 

others; follows safety rules and regulations; encourages others to treat safety as a priority) 

Question Directions: Best if you ask both BUT at least ask one of the below questions to elicit a complete response from the 

applicant. 

1. What are some of the most important safety rules you follow at 

work? Provide specific examples on how you follow them. 

What safety training have you received? 
How has that training helped you in your job? 

2. Tell me about a time when a new safety rule did not make sense or slowed you 

down. What was the situation? 

What challenges did you 

face? What did you do? 

What was the result? 

Behavioral Checklist Directions: Use the below checklist as a guide for behaviors from a “Good” or “Great” response 
and check off the ones you feel the applicant exhibits during the interview. Then use these to guide your overall rating for 
this competency on the last page. 
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Good Answers Checklist 
□ Gives examples of how they set plans in the 

workplace to help them meet their goals 
 

□ Sets realistic plans they can easily follow to help them 
stay on track and produce results on time 

 
□ Gives examples that demonstrate how their time 

management skills allow them to stay on track with their 
workplace tasks 

 
□ Provides examples that show their ability to 

understand how to best prioritize tasks and to-dos so 
that all deliverables are met on time and on budget 

Great Answers Checklist 
□ Creates plans and task lists that allow them to 

meet all tasks on time and strives to finish work 
ahead of time 

 
□ Provides specific examples of detailed plans 

they have put in place for themselves and their 
department to ensure all deliverables are met 

 

□ Gives clear examples that highlight time 
management as a strong skillset that allows them 
to easily take on multiple tasks and meet 
deadlines 

 

□ Helps others to best organize their time in order 
to ensure that all goals and deadlines are met 
for their team and/or department 

 None of the above behaviors are identified 

 

Teamwork 
Look For: 
Teamwork (e.g., collaborates and builds relationships with others to get the job done and deliver high performance 

results; creates an environment that brings out the best in team members; effectively communicates information and 

ideas to team members) 

Building Relationships (e.g., cultivates and sustains an active network of trusting and mutually respectful working 

relationships; breaks down barriers and relates well to people; learns and understands the perspectives of others; 

respects and appreciates individual differences in perspective and background) 

 
Question Directions: Best if you ask both BUT at least ask one of the below questions to elicit a complete response from the 

applicant. 

1. Tell me about the most successful team effort that you have been a 

part of.  

In what ways did you personally contribute to the success? 

How did you go about working with your team members to meet goals? 

What was the result? 

2. Give me an example of a time when you needed to resolve a conflict or difference of opinion with a coworker. 

What was your approach? 

What did you find challenging about this? 
What was the result? 

Behavioral Checklist Directions: Use the below checklist as a guide for behaviors from a “Good” or “Great” response 
and check off the ones you feel the applicant exhibits during the interview. Then use these to guide your overall rating 
for this competency on the last page. 
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Good Answers Checklist 
 

o Is an effective and active team player that 
works well with others 

o Gives specific examples that show how 
they personally contribute to the success 
of team efforts 

o Remains calm and professional when dealing 
with conflict or challenging situations with 
coworkers 

o Seeks to understands the point of view of the 
person they are facing conflict with in order to 
come to an effective resolution 

Great Answers Checklist 
 

□ Takes on a leadership role when working in 
team settings in order to drive for the best 
results possible 

□ Examples demonstrate that the skills and 
leadership they exhibit in a team setting are 
contributing to strong successful results 

□ Takes time to have a meaningful and 
professional conversation with someone when 
faced with conflict or differences of opinion 

□ Easily turns conflict and negative situations into 
positive ones without harming relationships 

 None of the above behaviors are identified 

 

Interview Scoring Summary 
Ratings Directions: Please circle or check the number in the appropriate box based on the applicant’s answers in 
comparison to the checklist provided under each competency. (e.g. If the applicant had mainly “Great Answers” for a 
specific competency you would give them a 4 or 5 for that competency). Once completed you can compute the overall 
score. 

 

Once Interviewer A has completed their interviewer guide, Interviewer B asks all questions from Interview Guide #2 
and a final hiring recommendation is made. 

 

All applicants must be assessed on their individual merit, without regard to race, color, religion, gender, gender identity, 
age, national origin, disability, citizenship status, sexual orientation, veteran status, marital status, ancestry, pregnancy, 
ethnicity, or any other legally protected status in accordance with the requirements of federal, state and local law. 

 1 
Expectations 

Not Met 

2 
Some 

Expectations 
Met 

3 
Expectations 

Met 

4 
Expectations 

Exceeded 

5 
Expectations 
Far Exceeded 

 

Work History 
 

1  

 

2  

 

3  

 

4  

 

5  

 

Dependability 
 

1  

 

2  

 

3  

 

4  

 

5  

 

Safety Orientation 
 

1  

 

2  

 

3  

 

4  

 

5  

 

Teamwork 
 

1  

 

2  

 

3  

 

4  

 

5  

 

Overall /out of 20 
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4 Wheel Parts Technician - Interview Guide 
Interview Process: 

Interviewing Guidelines: 
Interviewers will conduct two separate interviews with each interviewee using separate interview guides during the process described 
above. In general, each interviewer should allow for 25-40 minutes when conducting an interview. Each interviewer is responsible for 
asking each question, listening intently to responses and marking the appropriate checkboxes that apply. Because the interview guides 
are comprised of core competencies critical to success on the job, it is important that you ask applicants majority questions contained 
herein. 

 

Both interviewers should meet at the end of the interview process to discuss the interviews and complete the scoring form before 
routing back to the recruiter. All hiring recommendations must be appropriately documented and supported by detailed notes within the 
interview guides.  Note: NO job offers will be made without interview guides and the scoring form being fully completed and submitted 
to the appropriate recruiter. 

Interviewing Tips: 
✓ Set up the physical environment where the interviews will be conducted to create a welcoming atmosphere: 

o Keep the physical environment welcoming and 
accessible 

o Sit at an angle from the applicant, not across from 
them 

 

o Take notes discreetly so that the applicant cannot read 
what you write down, be sure to write carefully and 
legibly 

o Take only job-relevant notes 

✓ Use the provided probing questions to dig into an applicant’s answers, asking clarifying questions as necessary. 

✓ Balance the applicant’s personality and presence with their experience. A history of frequent job changes, little evidence of 
dependability or a low level of experience are all red flags. 

✓ Take your time during the interview and don’t be in a hurry. Give applicants time to tell you about himself/herself. 

✓ Compare all applicants to the standard of what is required on the job rather than to each other. 

✓ Don’t ask about an applicant’s: 

o Race or Color 
o Religion 
o Gender identity 
o Sexual Orientation 
o Age 
o Ethnicity 
o Veteran Status 
o National Origin or Ancestry 
o Disability or Medical History 
o Family Medical History 
o Citizenship status 

o Pregnancy 
o Marital or Family Status, including 

pregnancy or child care 
arrangements 

o Arrest 

o Social and Economic Status 

o Do you have any disabilities? 

o How does your disability affect your 

performance?  

o What is your credit history?  

o Have you ever declared bankruptcy? 

o Are you the primary wage earner for 

your family?  

o Was your military discharge 

honorable?  

o What is your medical history? 

o Not all illegal questions listed. As this 

is a guide! 

  

 

 

 

 

 

 

 

All applicants must be assessed on their individual merit, without regard to race, color, religion, gender, gender identity, age, national 
origin, disability, citizenship status, sexual orientation, veteran status, marital status, ancestry, pregnancy, ethnicity, genetic information, 
or any other legally protected status in accordance with the requirements of federal, state and local law. 

Preparing to Interview 

□ Review the applicant’s resume 
and any additional materials 

□ Think about how you will talk 
about the company, be honest 
and inviting 

□ Review the job description 

□ Determine who uses each guide 
• Guide 1 – Store Manager 

• Guide 2 – Regional Manager 

Interviewing the Applicant 
□ Introduce yourself, greet applicant 
□ Ask as many questions per 

competency as needed to elicit a 
complete response 

□ All interviewers are responsible for 
assessing the applicant based on 
the competencies of the job 
Follow the Interview Scoring 
Summary to score the interview 

Making the Hiring Decision 
□ Allow time for applicant to ask 

questions, thank them for their 
time 

□ All interviewers meet following 
interview to discuss applicant 

□ Interviewers collaborate to make 
hiring recommendation 

□ Retain all completed interview 
guides in accordance to Company 
policy 



 

Revised 05/17/19               Technician Interview Guide                 
 

Interviewer B: 

Say: Hello, I’m  and my role at 4WP is  .  I’m glad we have the chance to talk about potential 

employment with our Company. We’ll have some time for questions at the end of the interview, but do you have any 

now?  If not, let’s begin.                                 How familiar are you with 4 Wheel Parts and our products? 

 
 

Drive for Results 

Look For: 
Drive for Results (e.g., focuses intensely on driving productivity and delivering profitable revenue growth and bottom line results; 

handles problems with minimal guidance) 

Sense of Urgency (e.g., takes responsibility for ensuring that the right actions are taken; conveys a sense of urgency to meet 

commitments and satisfy customer needs) 

Process Execution (e.g., drives and/or supports consistent process execution. understands business processes and interacts with 

associates/customers to execute policy via the approved methodology) 

Question Directions: Best if you ask both BUT at least ask one of the below questions to elicit a complete response from the 

applicant. 

1. Tell me about a time when you were required to quickly learn a new process at 

work. What was the new process you had to learn? 

How did you go about learning it? 

Describe any challenges you faced. 
What was the result? 

 

2. Describe a job or situation that you handled that required close adherence to prescribed procedures or standards. 

Please describe the procedures/standards. 

What steps did you take to ensure the quality of your work? 

How much time did you spend resolving any problems or errors? 

What was the result of your actions? 

How did you know that the work was completed correctly? 

Behavioral Checklist Directions: Use the below checklist as a guide for behaviors from a “Good” or “Great” response 
and check off the ones you feel the applicant exhibits during the interview. Then use these to guide your overall rating for 
this competency on the last page. 

Good Answers Checklist 
o Ability to learn new processes quickly and 

implement them effectively and efficiently 
in the workplace 

o Displays a sense of urgency when it comes to 
learning new ways of doing things at work 

o Examples show their willingness and 
ability to follow standards and procedures 
accurately 

o Works to ensure they are following all 
procedures correctly so that mistakes are 
avoided and quality work output is 
produced 

Great Answers Checklist 
□ Strong ability to quickly learn and implement new 

processes while keeping high quality work levels 
□ Seeks out guidance and input from others to learn 

new processes to best ensure their understanding 
□ Monitors their work closely when following 

workplace standards/procedures and produces 
high quality results with no errors made 

□ Checks work during and follows up after work is 
completed to ensure that everything is accurate 
and all steps were completed correctly and error-
free 

 None of the above behaviors are identified 
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Resiliency 

Look For: 
• Resiliency (e.g., handles him/herself effectively in stressful situations, remaining positive, composed, humble and 

professional no matter what the situation; is enthusiastic, adaptable, and appropriately strong-willed) 

• Professionalism (e.g., demonstrates a “no excuses” approach to one’s own attitude, performance, and results) 

• Positive Spirit (e.g., consistently demonstrates a “can do, you bet I will” attitude with customers and coworkers; 

demonstrates a true desire to please others) 

 
Question Directions: Best if you ask both BUT at least ask one of the below questions to elicit a complete response from the 

applicant. 

1. Give me an example of a time when you faced a stressful situation that you had to quickly 

respond to. What was the situation? 

How did you react? 
What was the result? 

2. Tell me about a time when you had a lot of demands placed on 

you at once. How did you juggle everything at once? 

How did you deal with the stress associated with trying to get everything done? 
What was the result? 

Behavioral Checklist Directions: Use the below checklist as a guide for behaviors from a “Good” or “Great” response 
and check off the ones you feel the applicant exhibits during the interview. Then use these to guide your overall rating for 
this competency on the last page. 

Good Answers Checklist 

o Reacts to stress in the workplace effectively 
while maintaining a professional attitude 

o Ability to react quickly and appropriately to 
stressful and/or challenging situations 

o Ability to handle multiple work tasks at one time 
while still meeting deadlines and producing 
results 

o May seek the help of others when too many 
demands are asked at the same time but will 
still produce results on time 

Great Answers Checklist 

□ Consistently maintains a positive attitude no 
matter the situation 

□ Remains calm and professional under stress and 
easily diffuses challenging situations while 
continuing to produce high quality work 

□ Examples show that they enjoy having multiple 
things to work on and they strive in a fast-paced 
work environment 

□ Puts multiple systems and checks in place when 
working through conflicting demands to ensure 
that all deliverables are met and/or exceeded 

 None of the above behaviors are identified 

 

Quality Management 

Quality Management (e.g., monitors quality standards for processes or products; has and applies industry 

knowledge of specific testing techniques; understands quality control principles and methodologies) 

 

Detail Orientation (e.g., is well-organized and thorough in approach; multi-tasks, follows through on open 

issues, and ensures that nothing is missed or overlooked; double-checks work to ensure completeness and 

accuracy) 

 
Time Management (e.g., makes effective and efficient use of time in carrying out responsibilities and day-
to-day actions; differentiates between urgent, unimportant, and trivial actions in establishing priorities) 
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Question Directions: Best if you ask both BUT at least ask one of the below questions to elicit a complete response from the 

applicant. 

1. Tell me about a time when you damaged a customer’s part when removing or 

installing. What was the situation? 

What did you do? 
Who got involved to solve the problem? What was the outcome? 

2. Tell me about a significant task that you managed, specifically focusing on how you made sure that 
everything was getting done correctly and on time. 

What was the task? 
What plan did you put in place? What was the result? 

Behavioral Checklist Directions: Use the below checklist as a guide for behaviors from a “Good” or “Great” response 
and check off the ones you feel the applicant exhibits during the interview. Then use these to guide your overall rating for 
this competency on the last page. 

Good Answers Checklist 
 

o Does not hide an issue when a mistake or error 
is made in their work and asks others for help 
when a part is mistakenly damaged 

o Updates the customer on all progress of 
their vehicle and is honest when an issue 
occurs 

o Clearly explains plans they put into place to 
ensure that all deliverables are met on time 

o Organizes their time in an efficient manner 
so that they can ensure all tasks are 
completed accurately and on time 

Great Answers Checklist 

□ Examples highlight strong attention to detail that 
allows them to proactively work to prevent 
mistakes and damages to customer parts/vehicles 

□ Takes direct accountability if a part is damaged 
during their work and explains to the customer 
what occurred and what steps will be taken for 
correction 

□ Takes the time to put specific action plans in place 
before starting a new task in order to ensure that 
all tasks are completed to the best of their ability 

□ Strives to produce results ahead of schedule by 
organizing their time in the most efficient manner 
and producing no errors in their work 

□ None of the above behaviors are identified 

 

Customer Service 
Customer Focus (e.g., provides customer-centric solutions by consistently keeping the customer at the 

center of everything he or she does; treats all customers with respect and dignity; works to provide efficient 

service to customers; focuses on and adheres to policies and practices that are customer focused and 

friendly) 
 
Customer Service (e.g., establishes and maintains effective relationships with customers and gains their 
trust and respect; anticipates and identifies customer needs; acts with customers in mind; removes any 
barrier impeding customer service) 

Question Directions: Best if you ask both BUT at least ask one of the below questions to elicit a complete response from the 

applicant. 

1. Give me an example of a time when you needed to work quickly to meet the demands of a 

customer.  

Who was the customer? 

What made them so challenging? 

Why was there a need for a rush? 

What did you do? 

What was the result? 
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2. Tell me about a time when you personally ensured that a customer received the highest quality service. 

What was the situation? 

What did you do? 
How do you help others to do the same? 

Behavioral Checklist Directions: Use the below checklist as a guide for behaviors from a “Good” or “Great” response 
and check off the ones you feel the applicant exhibits during the interview. Then use these to guide your overall rating 
for this competency on the last page. 

Good Answers Checklist 

□ Willing to quickly change their priorities in order to best 
meet the needs of their customers 

□ May require some guidance when faced with the need 
to quickly change directions but is still able to create 
positive customer outcomes 

□ Examples show that they place a strong emphasis on 
the importance of customer service 

□ Ensures that all customers they work with receive 
the highest quality service that they can offer them 
to ensure customer satisfaction 

Great Answers Checklist  

□ Willing and able to change their priorities and 
work direction as often as needed in order to 
best assist their customers 

□ Creates an environment of customer centricity 
and helps others on their team focus on the 
customer 

□ Leads by example when it comes to ensuring 
that all customers receive the highest quality 
service that is available to them 

□ Strives to always understand the needs of the 
customer before starting any work to ensure 
that customers are completely satisfied 

None of the above behaviors are identified 

 

Interview Scoring Summary 
Ratings Directions: Please circle or check the number in the appropriate box based on the applicant’s answers in 
comparison to the checklist provided under each competency. (e.g. If the applicant had mainly “Great Answers” for a 
specific competency you would give them a 4 or 5 for that competency). Once completed you can compute the overall 
score. 

 
 

Use the ratings scales on this form, the information obtained about the applicant’s work history and all other sections of 
this guide, feedback from both interviewers, and the applicant’s pre-hire assessment results to make a hiring decision. 
No scoring needs to occur if the Interview did not proceed to the Interviewer B section.  

 

 

All applicants must be assessed on their individual merit, without regard to race, color, religion, gender, gender identity, 
age, national origin, disability, citizenship status, sexual orientation, veteran status, marital status, ancestry, pregnancy, 
ethnicity, or any other legally protected status in accordance with the requirements of federal, state and local law. 

 1 
Expectations 

Not Met 

2 
Some 

Expectations 
Met 

3 
Expectations 

Met 

4 
Expectations 

Exceeded 

5 
Expectations 
Far Exceeded 

Drive for Results 1  2  3  4  5  

 

Resiliency 
 

1  

 

2  

 

3  

 

4  

 

5  

 

Quality 
Management 

 

1  

 

2  

 

3  

 

4  

 

5  

 

Customer Service 
 

1  

 

2  

 

3  

 

4  

 

5  

 

Overall /out of 20 
 
 

Hiring 
Recommendation  Do Not Recommend  Recommend  Highly Recommend 
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