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III.  JOB INTERVIEW

A. Job Descriptions
Efficient and effective employees are a major reason for the success of any business.  This holds true for the
operation of any SBE and is also a direct reflection on you and your program.  You must decide who will interview
students for employment opportunities within your business entity along with a job description for each position.

Because your SBE is unique, the student employment positions will vary from school to school.  However, there
are probably many responsibilities and jobs that will be common to each SBE.  Listed below are job descriptions
that may be used, if appropriate, for your business operation:

Manager(s) – responsible for the overall management of the store; scheduling and training of employees;
general supervision of the management team and all employees; must know how and when to delegate
authority.

Assistant Manager(s) – works closely with the manager(s) to complement their job description (see manager(s)
job description); completes specific tasks as assigned; works with the management team to resolve conflicts and
problems; ensures that store policies are followed.

Buyer(s) – responsible for the purchase of products for resale and supplies needed for daily operation; educates
staff and employees on product and service information that is needed to sell products; responsible for
inventory records and reordering; creates policies and standards for the receiving of shipments; works with the
management to address open-to-buy, payment of invoices, and establishing credit.

Merchandising Manager – responsible for proper merchandising of inventory; works with the advertising and
display manager to coordinate promotions; helps to train and communicate to employees.

Advertising and Display Manage   r    – responsible for all promotions, including advertisements and displays;
works with the buyer to obtain P.O.S. and P.O.P. materials from suppliers; proofs all advertisements and
promotions; meets all deadlines for promotions.

Accountant/Bookkeeper – responsible for all financial records, including, but not limited to balance sheets,
income statements, inventory control, and cash register records.

Employees – the basic ingredient that is the reason for the success of the business, responsible for customer
service, selling, stocking, cleaning.

Your SBE may have fewer or additional positions depending on the scope and nature of your business.

B. Application/Interview
The application procedure for each of these positions will vary from school to school.  Some of you may elect to
use the following guidelines:

• Posting of each position with respective deadlines
• Requiring a cover letter and résumé to be considered for employment
• Completing an application for employment
• Conducting a job interview
• Job training and expectations

A business organizational chart will help to define employee/management relationships within your SBE.  This
chart should also address the relationship with the school board, central administration, and school administration.
As the marketing teacher, you will be the individual that is responsible for the overall operation of this business
entity.
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C. Learning Activities
Listed below are some activities that may be used to complement your instructional units of study:

• Review the preparation of résumés and cover letters.
• Review the factors that help to make-up an outstanding employee.
• Review how to complete an application form.
• Review how to prepare for an interview.

 
 Students should feel comfortable in responding to the following interview questions:

• Why do you feel qualified for (specific position)?
• What are your strengths and weaknesses?
• What activities are you involved in this year?
• Why would you be the best applicant for this position?
• What work experience have you had that would help you with this position?
• What are your long-range plans?
• Would you feel comfortable telling other students to complete specific tasks?
• Why do you want to be the store (specific position)?
• What does success mean to you?
• How many days have you been absent this year?

It is important to maintain the goodwill of the applicants that were not selected for the position for which they
applied.  Make every attempt to keep them motivated and involved in other aspects of the SBE and the
marketing/DECA program.
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