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Here is a guide to what you should do after you receive the applications. 

1. Once the applications are received, call to thank all applicants. 

a. If not interested in the application: Say “Thank you for applying to work here. At 

this moment, we have someone else for the position. We will keep your 

application on file if something else becomes available. 

b. If interested: Say “Thank you for applying. Would you be interested in coming in 

to interview?” Make sure you set a date and time when you know you won’t be 

distracted and/or busy. 

2. Things to review during the interview. 

a. Make sure all information on the application is accurate. Make sure they are 

available for what and when you need them. 

b. During the interview (not on the application form), you are allowed to ask about 

criminal background. 

c. Ask about their previous/related work experience in more detail. 

d. Make sure they are willing to train in multiple positions (order takers, drivers and 

cooks). They will need to understand all departments to work effectively in one. 

e. Ask for three references (at least one should be a previous employer). Call the 

references.  

3. Things to look for (bad signs). 

a. Applicant is late to the interview and doesn’t call beforehand to inform you. 

b. Applicant is not dressed professionally. Yes, this is a pizza shop, but it is still an 

interview. If they aren’t serious about the position at the interview, then they 

never will be. 



c. Applicant doesn’t smile during the interview. This indicates they might not be 

very friendly with customers and employees. 

d. Applicant doesn’t talk much. This indicates that they might have weak 

communication skills. 

e. If past jobs they mention have been for short periods of time, chances are they 

won’t be with you for that long either. 

f. If they talk about their previous employers inappropriately, then they don’t 
respect the people who hire them and pay them. 

4. Post-interview 

a. Don’t hire on the spot. Interview at least 3 options first and then make a 

decision. 

b. Make sure you check their references. This means calling the people and telling 

them why you are calling. From there, ask the reference their relationship with 

the applicant and to describe their work habits, their motivation, their 

personality, etc. 

c. Once the employee is hired and the paperwork is signed, make sure you train 

them according to the Operations Manual. Make sure you tell them that the 

Operations Manual is confidential and cannot be shared outside of the Pizza 

Boli’s family. Have the employees should read each section themselves and 

complete the questionnaire. You should be available during that time for any 

questions. After that, they should “shadow” another employee for at least 1 day 

per department before you leave them on their own. All employees must be paid 

for training, as required by law. 

5. Pay 

a. Make sure you check local minimum wage! 

b. Explain to the employee that raises are based off performance and added 

responsibilities. 

 

 


