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Date: 

 

 
 

 

Interview Guide 
Sample Questions 

Candidate Evaluation Form 

 
Position: Dealer Sales Rep 



 

BEHAVIORAL INTERVIEWING: BEST PRACTICES 

Prepare in Advance 

 Find a quiet place to interview.   

 Silence office and mobile phones. 
 Take time to familiarize yourself with the competencies and behavioral themes you are looking for 

so your time with the applicant is productive. 
 

Meet & Greet 

 Build rapport – give a warm greeting with 30 to 40 seconds of casual, non-controversial 
conversation. 

  

Set the Stage 

 State your objective for the interview; outline how the interview will proceed. 

 Describe the type of questions you will be asking and the types of responses you will be expecting. 

 Explain you will be looking for specific examples of times when the applicant has done well and 
times when he/she might have been disappointed with his/her results. 

 Explain that you will be taking notes and why. 
 

Be Aware 

 Control your non-verbal communication – be aware of your tone of voice, eye contact/movement, 

and facial expressions. 
 Avoid giving the applicant clues on how best to answer the questions. 

 Use nods, smiles and verbal encouragement to build rapport and create a relaxed atmosphere. 
 

During the Interview 

 Keep reactions to yourself. 

 Observe non-verbal clues from the applicant.   
 Give the applicant time to answer each question – allow him/her silence to think of examples. 

 Use open-ended questions.  If the applicant’s response is insufficient or vague, ask him/her to 
elaborate.  Probe for information in order to get a complete answer. 

 If a close-ended question is unavoidable, always ask the applicant to elaborate on his/her answer. 

 Be consistent – for a particular position, ask all applicants the same questions in the same order.  
 Avoid questions that may violate fair employment practice legislation. 
 Control the interview, but be a good listener.  The applicant should generally do 70% to 80% of 

the talking.  Use this time to assess what you are hearing.   

 Always give the applicant an opportunity to ask questions. 

 Close the interview on a positive note and express appreciation for the applicant’s interest in the 
company. 

 

Evaluation of the Applicant 

 Evaluate the candidate carefully.   

 Be careful of rushing to judgment. 

 Take a couple minutes right after the interview to complete the Candidate Summary Evaluation. 
 

Interview Questions and Candidate Evaluation Form 

To provide in-depth assistance to you, there are three interview question forms (pages 3, 4, 5) related 

to competencies associated with successful sales representatives.  These forms provide standardization 
to how you interview and evaluate potential employees.  You can also develop your own questionnaire 

forms with additional or replacement interview questions. 

 
The last two pages of this document contain a long-form candidate evaluation form (pages 6, 7) that 

can be used to rank candidates before making your final hiring decision. 



 

   

 

Candidate:   
Interviewer:  Date of Interview: 

Drive for Results 
You are looking for skill sets that include problem solving, peer relations, and listening.  Does the 

candidate persevere to a successful conclusion; can they close the sale for you? 

MAIN INTERVIEW QUESTION:  

Tell me about a time when you almost lost a customer but were able to save the sale. 

LEARNING PROBES: 

A. ACTIONS How did you approach it? How did you do it? (Listen for specific action steps.) 

B. THINKING Explain your thinking - why you selected that approach. Why did you choose to do it that way? (Listen for rationale and 

consideration of alternatives.) 

C. OUTCOME What was the result? What was the impact? 

D. LEARNINGS What did you take away from that experience? (Listen for principles or rules of thumb.) 

E. APPLICATION Describe a time when you used those lessons in different situations. 

IDENTIFY THEMES FROM CANDIDATE'S RESPONSES: (Check all that you are hearing.) 

Balanced description of situation; uses objective language 

Self-awareness—aware of own emotions at the moment 

Able to work through a situation without showing anger or irritation 

Knows the danger signs when he/she is about to let emotions guide 

actions; can describe triggers and manage them 

 Clearly includes self and role in the situation 

(Overuse) Can't relate to the emotions of others; seems impersonal 

Goes silent and passive under pressure 

Lets emotions, anxieties and frustrations show 

Becomes cynical, critical and judgmental 

Gets easily overwhelmed and overreacts 

Becomes inflexible, aggressive and rigid 

NEGATIVE THEMES TO WATCH OUT FOR: POSITIVE THEMES TO LOOK FOR: 

5 4 3 2 1 Overuses Far exceeds 

requirements 

Exceeds 

requirements 

Meets 

requirements 

Less than 

requirements 

Clearly misses 

requirements 

OVERALL COMPETENCY RATING: Where would you rate this person on this competency? 

 



 
Candidate:  

 

Interviewer:  Date of Interview: 

Customer Focus  
You are looking for skill sets that show the candidate is dedicated to understanding and meeting 

customer needs.  Can they help you increase customer survival? 

MAIN INTERVIEW QUESTION:  

Tell me about a time when you sold a customer something other than what they came into the store to buy. 

Demonstration:  using an object in the room (phone, pen, paper, etc.), ask candidate to sell you the item. 

 

DE 

 
LEARNING PROBES: 

A. ACTIONS How did you approach it? How did you do it? (Listen for specific action steps.) 

B. THINKING Explain your thinking - why you selected that approach. Why did you choose to do it that way? (Listen for rationale and 

consideration of alternatives.) 

C. OUTCOME What was the result? What was the impact? 

D. LEARNINGS What did you take away from that experience? (Listen for principles or rules of thumb.) 

E. APPLICATION Descrie a time when you used those lessons in different situations. 

IDENTIFY THEMES FROM CANDIDATE'S RESPONSES: (Check all that you are hearing.) 

Timely and responsive actions to serve customers 

Makes product/service improvements based on feedback 

Handles difficult customers comfortably 

Listens and reacts to customer input 

Has an organized method for improving quality and customer relations 

(Overuse) Doesn't balance organization/ customer needs; gives away 

too much 

Reacts to customer issues one at a time versus long-term 

solutions 
Lack of timely response to customer issues; reactive, not 

proactive 
Thinks he/she already knows what the customer needs 

Focuses on making his/her own job easier, not customer needs 

Uncomfortable handling customer complaints 

NEGATIVE THEMES TO WATCH OUT FOR: POSITIVE THEMES TO LOOK FOR: 

5 4 3 2 1 Overuses Far exceeds 

requirements 

Exceeds 

requirements 

Meets 

requirements 

Less than 

requirements 

Clearly misses 

requirements 

OVERALL COMPETENCY RATING: Where would you rate this person on this competency? 

 



 

Candidate:  

 

:  
Interviewer:  Date of Interview: 

Negotiating 

You are looking for candidates that can negotiate skillfully; can win concessions without damaging 

relationships.  Can they overcome customer objections? 

MAIN INTERVIEW QUESTION: (Pick one.)  

Tell me about a time when you had to explain the features, price and/or benefits of a product or service?  What 

was the end result? 

LEARNING PROBES: 

A. ACTIONS How did you approach it? How did you do it? (Listen for specific action steps.) 

B. THINKING Explain your thinking - why you selected that approach. Why did you choose to do it that way? (Listen for rationale and 

consideration of alternatives.) 

C. OUTCOME What was the result? What was the impact? 

D. LEARNINGS What did you take away from that experience? (Listen for principles or rules of thumb.) 

E. APPLICATION Describe a time when you used those lessons in different situations. 

IDENTIFY THEMES FROM CANDIDATE'S RESPONSES: (Check all that you are hearing.) 

Finds agreement points 

Good listener 

Diplomatic and tactful under pressure 

Wins concessions without damaging relationships 

Lets other side get some wins; can walk away 

(Overuse) Overwhelming need to win on all points 

Not diplomatic 

Doesn't take tough stands 

Doesn't look for common ground 

Hasn't defined what he/she wants and is willing to give up 

Doesn't see feelings and emotions as data points 

NEGATIVE THEMES TO WATCH OUT FOR: POSITIVE THEMES TO LOOK FOR: 

5 4 3 2 1 Overuses Far exceeds 

requirements 

Exceeds 

requirements 

Meets 

requirements 

Less than 

requirements 

Clearly misses 

requirements 

OVERALL COMPETENCY RATING: Where would you rate this person on this competency? 



  

Candidate:   
Interviewer:  Date of Interview: 

1 2 3 4 5 Clearly Misses 

Requirements 

Less than 

Requirements 

Meets 

Requirements 

Exceeds 

Requirements 

Far exceeds 

Requirements 

1 2 3 4 5 Clearly Misses 

Requirements 

Less than 

Requirements 

Meets 

Requirements 

Exceeds 

Requirements 

Far exceeds 

Requirements 

1 2 3 4 5 Clearly Misses 

Requirements 

Less than 

Requirements 

Meets 

Requirements 

Exceeds 

Requirements 

Far exceeds 

Requirements 

1 2 3 4 5 Clearly Misses 

Requirements 

Less than 

Requirements 

Meets 

Requirements 

Exceeds 

Requirements 

Far exceeds 

Requirements 

1 2 3 4 5 Clearly Misses 

Requirements 

Less than 

Requirements 

Meets 

Requirements 

Exceeds 

Requirements 

Far exceeds 

Requirements 

    

2. Job / Functional / Technical Skills (can they learn your POS and other systems?) 

4. Organization / Fit with Store (would you and your other employees like working with this person?) 

Candidate Summary Evaluation 

1. Experience, past performance and track record (have they been in sales or customer relations before; are they reliable?) 

3a. Competencies (can they close the sale while establishing a relationship with the customer that will help survival?) 

3b. Other characteristics related to job requirements (does the candidate has other skills that would be helpful in the job?) 

 



 

 

Candidate:   
Interviewer:  Date of Interview: 

1 2 3 4 5 Well Below the 

Standard 

Slightly Below the 

Standard 

At the Standard Slightly Above the 

Standard 

Well Above the 

Standard 

1 2 3 4 5 20% Sure 40% Sure 60% Sure 80% Sure 100% Sure 

5. How do you rate this person relative to other successful employees you have? 

6. Can this individual grow to reach the standard for this position in a reasonable period of time? 


