Evidence document for Simulated Interview
Our newly formed team were instructed to arrange an interview in order to find a candidate to fill the role of “People Assistant” within our People Team. For this part of the assignment, we were arranged into groups and myself, Rose, Nia and Ceris were put into Group 1 in order to carry out this simulated interview. 
Meeting 1- 27th April 2023
Our first meeting as a group was on the 27th April 2023 where we made ourselves familiar with the task at hand and how we were going to approach it. At our first meeting, we had three main sections which we wanted to focus on from this point on. These were deciding on essential and desirable skills/qualifications, agreeing on interview questions and shortlisting the relevant CVs and deciding on who we are going to select as our interviewee as a group.
At the end of this call, we then decided that we would individually think about what the desirable and essential skills should involve and how we would integrate these into our interview questions. 
Meeting 2 – 15th May 2023 
In order to guide me further, I ensured that I took the right steps to ensure what other organisations were requesting throughout similar job posts for the role which we were interviewing for. This then led me onto producing a list of essential/desirable qualifications/skills to take along to the next meeting which was held on the 15th May 2023 (please see appendix 1 attached below). To the team, I put forward the below…
· Organisation skills
· Working knowledge of HR functions and best practices 
· Excellent interpersonal skills
· IT knowledge
· Excellent written and verbal communication skills
· Experience of working as a People Assistant or related position
· Excellent attention to detail
· Knowledge of the Welsh language
Meeting 3 – 22nd May 2023
During our third meeting, we each confirmed what criteria we found as an individual that suited the post best and agreed on this as a group. We then inputted this into a list. We then decided as a group that we would go away from the meeting and score the three CVs that were provided to us using the criteria that we had decided upon using the Shortlisting Matrix.
Meeting 4 – 5th June 2023 
During meeting 4, we decided on the essential and desirables that myself and the rest of the team members had suggested. We then deliberated on scores and decided to choose the candidate that best reflected what we were looking for as a “People Team”. Once this was completed, we then decided on what interview questions would be best to ask the candidate. I decided that it would be beneficial to ask the below and decided to put these forward to the rest of the group to hear their opinions, we agreed that each person on the panel would ask three questions to the candidate: 
1) Based on the role you have applied for, what previous experience do you have the best matches the requirements of the job for which you have applied? 
2) Can you highlight what aspects of this role you are interviewing for interests you the most? 
3) Do you have any questions for us? 
As a group, these questions were finalised and each member was happy with the contribution. We then arranged the order that these questions would be asked in, along with the other questions to be asked by the other members of the group. We also discussed some key points below: 
· Interviews on the day are 10 minutes long 
· One person to invite in the candidate
· Introductions to be led by a team member
· Three questions each 
· End the interview and advise candidate of the next steps and answer any questions they may  have.
· Agree to write up notes throughout the interview
(see Appendix 3 below). 
Meeting 5 – 20th June 2023
After meeting 4 had taken place and we had chosen our candidate, we decided that it would be beneficial to hold a 5th meeting where we can discuss any last minute requirements or concerns. We ensured that we were all happy with the questions that were going to be asked and that we had enough time to ask them all by doing a run through. 
Simulated interview – 22nd June 2023
Please see recording attached in Appendix 4.















Appendix 1
Meeting 1 - Shortlisting Criteria-20230515_103937-Meeting Recording.mp4
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Appendix 2
Discussion of scores -20230522_100625-Meeting Recording.mp4
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Appendix 3
Meeting 2 - Interview Questions-20230605_103501-Meeting Recording.mp4

Appendix 4
Meeting in General_-20230622092351-Meeting Recording.mp4
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