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Interviewing and Selection Tips

The questions listed below are unlawful to ask prospective employees in an interview:

Marital Status 

· Are you married (single) (divorced)?

· Is this your married or maiden name?

· How many dependents do you have?

Age 

· What is your birth date?

· How old are you?

· May I see your birth certificate?

Physical 

· Can you lift heavy objects?

Capabilities or Medical Conditions
· Are you pregnant?

· Have you ever been to treatment for drugs or alcohol?

Sexual Orientation

· What is your sexual preference?

Race 

· What is your skin color?

Nationality 

· What is your (spouse’s) (parents’) nationality?

· How long have you lived in the United States?

· What language do you speak at home?

· Where did you learn to speak _______ language?

Religion/Creed 

· What are your religious beliefs?

· What religious (political) organizations do you belong to?

· Did you go to a religiously affiliated school?

Arrests 

· Have you ever been arrested?

· For what?

· How many times have you been arrested?

Financial Status 

· Have you ever been on welfare?

· Who supports you?

· What outstanding debts do you have?

STAFF SELECTION

Follow these steps during the selection process.

1. Encourage completion of an application form at the time of inquiry.
The manager should take a minute out of the rush to meet the applicant.  Be sure to make eye contact and to be sincere and friendly.  Offer a beverage and ask the applicant to completely fill out the application.  Consider requiring applications from all candidates under consideration and do not accept "see resume". 

2. Screen application for basic qualifications.
When the application is completed the Unit Manager should look over it to make sure the applicant meets the basic qualifications listed below.

Basic qualifications:
· Applicant must be at least minimum age required by child labor laws or special programs for age requirements. 

· Must be legally qualified to work in the United States i.e.; I-9 Eligibility 

· All requested information is complete.  

· Application is neat and legible. 

· Qualifications are highly desirable

· Person has a reliable means of transportation to work 

· Ending wage from previous job is similar to our starting wage 

· Relevant job experience 

· Lack of "job hopping" acceptable reasons for leaving previous jobs 
· If applicant meets your qualifications, proceed by scheduling them for a structured interview ASAP.

3. Conduct the interview using your job description as a guideline for questions.
Be aware of asking unlawful questions.

4. Conduct telephone reference checks.

· Introduce yourself: "Hello, my name is _______________ and I am the Manager for the _________ Restaurant located at _______________.  We are considering _____name_____ for a position and he/she has listed you as a reference and given permission to contact you.  Do you have a moment to talk? 

· If a previous employer, verify: position, dates of employment, ending wage, and reason for leaving.  Ask "Would you rehire this person? 

· If personal reference, ask: "How long have you known _________ applicant?" "Is he/she reliable? A team leader? Energetic? Outgoing? Personable? Able to relate to customers?" 

· Thank the person for his/her time and comments. 

· Remember to only ask job-related questions.

· Do not overlook personal references.  School counselors and teachers are also a source for applicants who have no previous work experience. 

5. Make the selection decision.

Assess the candidate and make the decision based on the criteria listed in the job description and from information gathered form references. 

6. Communicate the selection decision.

If you are not interested: thank the applicant for his/her time, state you are not able to offer a job at this time and will keep the application on file.  If you are interested, extend the offer: "I am very pleased to offer you a ___job title___ with (your restaurant name) and I look forward to your becoming a part of our team." 

7. Once the candidate has been hired supply them with the following information:

· Starting wage

· Work hours

· Typical schedules

· Training

· Start date and time

· The address and telephone number of the restaurant

· The names of the restaurant management team

· Fill out or set up a time to fill out the appropriate paperwork 

8. If it is a convenient time, introduce your new employee to on duty staff and give him/her a brief tour. 
This way they will feel more comfortable when they show up for their first day.
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