Team Leader Orientation
Learner Guide & Resources
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What is a Team Leader?

Were some of the Team Members’ answers surprising or unexpected? Use this space to take notes on
how you would define a Team Leader.
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Training Compact
Our Training Compact assumes that all parties: The trainer, Plum Market, and the trainees – That’s you –
are equally 100% responsible for the effectiveness of training.

Use the space below to jot down any notes about Plum Market’s commitment to your training, your
commitment to your training, or about what your goals for your first few months of this role are.
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Department Execution
Use the columns below to take notes on each element of Department Execution and jot down any
questions you may have.
Daily Department Setup
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Maintaining Your Department
Throughout the Day

Having a Good Close

Financial Results
Your department is essentially your own small business! In addition to the cards below, there are some
helpful resources for this content included in Appendixes B, C and D of this document.
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Use the box below to take notes on the following:

•
•
•
•

Key components of Financial Results
Your role and expectations as a Team Lead with Financial Results
What you feel will be the most challenging in this area
Any questions you may have
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Leading Your Team and Taking Care of Your Team Members
Interviewing & Training New Team Members
Use the columns below to take notes on best practices for the interview process and getting new team
members off to the right start. A copy of the Flight Plan Template and Interview Process is included in
Appendix E of this document.
Conducting Successful Interviews
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Setting up New Team Members for Success

Giving Feedback & Handling Complaints
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Use the space below to notate how to effectively support your team members by using Plum Market
tools, leading by example, and keeping communication open.
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Scheduling
It is imperative as a Team Leader that you are writing a schedule that meets the needs of the business,
and your department. You need to make sure you have enough coverage when the business needs it,
this can include early morning for stocking and ordering, as well as evenings, weekends, and holidays.
Your Team Members should be aware that they will be required to work some or all of these shifts as
needed.
Team Members availability and posting the schedule in a timely manner is expected. The time of your
Team Member should be respected as well. They need time to plan their life outside of work. Time off
requests should be approved and denied in a timely manner and communicated well with the Team
Member. If you need to deny a time off request due to scheduling conflicts, you should have an in-person
discussion with the Team Member to talk through the options. You will have training time designate on
how to access ADP to write an effective schedule.

Use the space below to jot down any notes about writing schedules.
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Self-Assessment Checkpoints

Use the space below to jot down any other questions or notes you have. Appendix A summarizes where
to go for help as a resource for you!
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Appendix A: Where to go for Help?

Appendix B: Purchase Journal Summary
The purchase journal is a tool intended to give an accurate account of sales and invoicing and is a margin indicator
for each period. Buyers and Team Leaders will have a link to Purchase Logs via the server for each sub-team.
Example blank Purchase Journal and Spoilage Sheet

The Purchase Journal is broken down into monthly periods for each sub department. From there, it is broken into 4
or 5 weekly periods. These are indicated in each monthly period on tabs at the bottom of the worksheet. There is
also a tab for Spoilage.
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Each week is comprised of 4 sections.
1- Invoice and Credit Memo log
a. Includes Date of invoice/credit, Vendor, Invoice/CM number, Debit or Credit Amount, any
relevant notes and an indicator of Reconciliation.
2- Daily Sales
a. Sales are logged for each day.
i. These can be found from SMS reporting of Sales.
3- Week Totals
a. All of your Debits and Credits from the Log will be automatically totaled in this section.
b. Daily Sales will be automatically totaled in this section.
c. Spoilage will be automatically imported from the Spoilage tab as it is logged.
d. Sales to Purchases will give an indicator of where the week’s margin is trending.
4- Month Totals
a. This section will tally each weeks Purchases, Sales and Spoilage cumulatively and give an
indicator of where the month margin is trending.
Example of tracking invoices:

Every order that you place each day should be logged as an expected delivery for the current weekly period. It is
good practice to change font color to red to indicate an expected delivery as seen in the image above.
As you receive your deliveries, they should be checked in against the invoice and any shortages or damages should
be noted.
Example of entered invoices.

.
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Near the end of your shift, take the time to enter your invoices in the Journal.
1.
2.
3.

•

1.Turn the font color to black to indicate the order was received. Log the actual invoice Date, Vendor,
Invoice Number, Debit or Credit Amount.
Enter Sales from the previous day in accordance with SMS reporting.
Log any spoilage from the day.
a. In the next set of images, you can see how the Spoilage entered for the week will auto populate.

Be sure to save. This should always be saved on the server by hitting the save icon.
o DO NOT save locally on your computer as this cannot be accessed by anyone and will not update
the shared sheets. These are meant to be shared files for verification purposes.

Reconciliation
1.
2.
3.

Bookkeepers should be giving you a weekly Balance Sheet to reconcile. If this is not happening, please
request one.
Compare each transaction in your journal to that on the balance sheet.
a. Each entry should match exactly.
Discuss any discrepancies with your Bookkeeper to resolve.
a. If a transaction does not have a discrepancy, initial your journal to indicate.
b. In the case there is a discrepancy, make note of it and the resolution in the notes column. Once
resolved, initial your journal to indicate completion.

Image of initialed journal:
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Appendix C: Purchase Journal Example
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Appendix D: Invoice Transfers Example
The following examples show how invoice transfers might look like when completing them for your
department.
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Appendix E: Flight Plan & Interview Process Resources
Flight Plan
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Interview Process
Applicant:____________________________________

Date:_______________________

Conducted by:_________________________________
Instructions for Interviewer:
•
•

Welcome the candidate
Introduce yourself! Give your background experience, what you love about working at Plum
Market, and some details about your department.

Interview Questions Part 1: Find Out About the Candidate
Tell me a little bit about you.

What do you like to do in your spare time?

Interview Questions Part 2: Experience
Tell me about your last position. What was your typical day like?

What experience have you gained in your past that would help you excel in this department?
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Why did you leave, or are you considering leaving, your last position?

What is the worst job you’ve ever had? What made it so bad?

Interview Questions Part 3: Work Ethic
How would you describe hard work?

Describe a difficult work situation that you had to overcome.

What do you enjoy the most about working?

Tell me about the best manager you ever had. What made him/her so successful?
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What is your idea of outstanding service? Can you give me a specific example?

Of all of the places you could have applied, why did you apply at Plum Market?

What is your vision for yourself in this department of the store?

Tell me about the products you are familiar with in this department.

What do you do to make work fun and enjoyable?

Do you have any questions for me about this position?
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Availability & Summary
Please fill in the candidate’s availability here, and any notes that may accompany it. Then, communicate
when a follow up will happen regarding your decision.
Day
Sunday

Available Y/N

Shift / Notes

Monday
Tuesday
Wednesday
Thursday
Friday
Saturday

We will be in touch with you by the following date: ___________________
Interviewer Review Checklist
Please make notes about the following parts of the interview.
Did the candidate smile, wear proper safety
attire, make eye contact, and dress
appropriately?
Did the candidate communicate clearly and
concisely, exhibit good writing skills, and
bring a resume?
Was the candidate pleasant? Would you
want to work an eight-hour shift with them?
Does the candidate seem teachable and
willing to learn?
Did the candidate display a passion for what
Plum Market and your department is all
about?
If you are ready to offer a position, seek store operations.
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