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ASSOCIATE HIRING STEPS 
 
 

Manager and/or RDM must follow all the necessary Associate Hiring Steps to properly process a new or re-
hire associate before they begin working in the store. 

 
 

1. Obtain a completed application, tell the applicant, “Thank you for completing the application. Before 
we begin, can you give me a sense of the range of pay you are seeking?” 

1.) “Currently, this position pays $X per hour, plus commissions and spiffs, and your expectations 
are higher than what the position pays. Are you still interested in continuing the interview 
process?” or 
 

2.) “Depending on an individual’s skills and past experience, the range of pay for this position is 
between $X-Y____ per hour, plus commission and spiffs. If that works for you, are you still 
interested in continuing the interview process?”  

 
2. If interested, interview the applicant by using and completing the Interview Questions and Notes.  If 

still interested, use 2nd Interview forms and then complete the Interview Results form.  If not 
interested send application to SMC Attn: HR Dept.  
 

3. Tell the applicant, “I have a couple more applicants that I’m considering for this position that starts at 
$_______per hour plus commission.  I’m going to make a decision within the next day or so.  If you 
are the one I select are you ready to accept this position and if so, when could you meet with our 
Onboarding Specialist to demonstrate you can follow all the requirements needed and complete all 
your onboarding forms at one of our Onboarding stores.” 
 

4. Use Applicant Dealmaker to obtain RDM agreement to be interviewed by RDM or to go to step 5 (see 
following page) with approved starting hourly rate and OK to hire if the applicant passes the reference 
check (see next page APPLICANT DEALMAKER); and 

 

5. Fax 4 pages to RDM 
1.) New Employment Application - 2 pgs.,  
2.) Phone References   
3.) Interview Results 
4.) Interview Questions & Notes 

 

6. RDM reviews and faxes the 4 pages to HR.   
1.) Change of Status – RDM signed w/ RATE 
2.) New Employment Application - 2 pgs.,  
3.) Interview Results 

4.) Phone References  
Approval needed from HR before scheduling (step 7 & 8)  

 
7. When HR Authorizes hiring, you can MAKE THE JOB OFFER based on the condition that the applicant 

meets with the Onboarding Specialist and satisfactory completes all the required forms.    
The offer sentence should be "I am ready to offer you the associate position at this store 
at $___ per hour plus commission.  This is a conditional offer based on you meeting all 
the requirements and complete all the necessary Onboarding documents including the 
Background Consent Form in the Packet with the Onboarding Specialist." 
 
Call HR to schedule Onboarding (see next page) 
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8. Schedule Onboarding with a specialist by calling HR to get Onboarding Date.  HR will 
fax the following to the store and have applicant come to the store to meet and 
review the following:   

1.) Manager Onboarding Confirmation Appointment – Manager completes   
2.) Applicant Acknowledgement Onboarding - Manager reviews each required item 

with the applicant and emphasize that the offer is conditional based on 
the condition that they follow 1, 2 and 3 on the Applicant 
Acknowledgment Onboarding Form.  If they don’t they will not be 
permitted to continue and job offer could be withdrawn.  

3.) Complete Background Consent – Applicant completes after the conditional job 
offer has been given by the Manager.   
 
 

 
9. Manager faxes completed 1) Manager Confirmation Onboarding Appointment, 2) Applicant 

Acknowledgement Form and 3) Background Consent Form to H.R. on or by 4:00 PM to HR and 
confirm that HR ext. 5621 or 5632 received it.  
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APPLICANT “DEALMAKER” 
 

When you call your Director, Regional or District Manager 
to recommend that someone be hired, be prepared to 
provide the specific things the applicant said regarding the 
following questions: 

 
 

1. Does your applicant want a Full-Time Position? 
 
2. Is your applicant flexible and willing to work any hours as needed? 
 
3. Is your applicant willing/able to do any task the way you ask that it 

be done? 
 
4. What do you like about this applicant that will contribute to the 

store’s success? 
 
5. Did your applicant provide you examples of their competitiveness 

(sales experience)? 
 
6. Where does your applicant see themselves in a year or 2? 
 
7. Does your applicant go to school or have a second job? 

 
When RDM approves (with or without RDM interview), complete step 
5 of ASSOCIATE HIRING STEPS on page 1.  
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DO NOT ASK THE FOLLOWING QUESTIONS: 

 

 

1. PHYSICAL OR MENTAL DISABILITY 

• Any question about or permit an applicant to tell you any details about any medical 
condition or disability or pregnancy they have or have had.  

• Example: “Do you have any physical or mental disabilities or medical problems that 
could keep you from doing this job?”   

 
2. AGE 

• Any question that could help determine if the applicant is over age of 40. 

• Example: When did you attend or graduate high school?  
 
3. NATIONAL ORIGIN 

• Any question about the birthplace of the applicant, their parents, etc.?  
 
4.  I – 9 DOCUMENTS 

• Any requirement that applicant SHOW their Resident Card or any other I-9 Right-To-
Work documents before a job offer is made. 

 
5. RACE, COLOR 

• Any question or comments about the applicant or any of their family member’s race, 
complexion, color of skin, eyes, or hair. 

 
6. SEX, MARITAL STATUS, FAMILY 

• Any question that reveals the applicant’s sex or marital status including their “Maiden” 
Name, if they have any children or dependents, details about their childcare, or birth 
control practice. 

• Example: Who do you live with?   
 
7. RELIGION 

• Any questions regarding applicant’s religion, religious days observed.  

• Example: “Does your religion prevent you from working week-ends?”  
 
8. ARREST RECORD 

• Any question about the applicant ever being arrested. 
 
9. SALARY 

• Any question about the applicant’s last or current salary. 
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SAMPLE 
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SAMPLE ONLY 
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RECRUITING REWARDS 
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