Task Two – Stimulated Interview
Laura Wilson – Evidence.

I was selected to be involved in group 5 for task 2.
Our group consists of 4 members, myself – Laura Wilson, Hywel Jenkins, Jolanta Kalnina and Tenzin Tashi. 
For communication, we thought it would be best to create a WhatsApp group to quickly contact each other and work with each other for the assign.
Please see below screenshots of WhatsApp group:
[image: A screenshot of a chat

Description automatically generated with medium confidence][image: A screenshot of a phone

Description automatically generated with medium confidence]



















From the screen shots above, you will find our teams initial communication on Thursday 27th April. Due to myself being at another professional commitment, my group shared relevant information for me to bring myself up to date with what has been shared so far. 
Our first group meeting took place via teams on 4th May at 3PM. (Please see link of recording below)

Our goal for this meeting is to gather our understanding of the task, share our ideas and start planning our selection process.
We created a document ‘Selection Criteria’ which would help us create our selecting matrix.
We read through the job description and discussed different skills / experience / personal qualities etc would be necessary for the role. 

Link for meeting - Group meeting for Task 2 assignment-20230504_150138-Meeting Recording.mp4

Selection Criteria  

Essential  
· Experience 
· Previous experience in an administrative role in a busy office environment 
· Experience of efficiently scheduling plans and projects  
· Demonstrable experience in maintaining accurate administrative systems 
· Experience of managing stakeholder relationships well  
· Working collaboratively in a team environment  
· Skills 
· Proficient use of MS Office packages  
· Proficient in using social media platforms such as, MS Teams and Zoom 
· Excellent verbal and written communication  
· Decision-making skills 
· Working within tight deadlines  
· Knowledge 
· Up to date on GDPR and basic understanding on employment legislation e.g.  
· Knowledge of the organisation 
· Qualifications 
· GCSEs or equivalent 
· Personal qualities 
· An interest in and/or commitment to the field of people practice and HR  
· Strong attention to detail   
· Organised and adaptable to different situations and people 
· Confident initiative taker 
· Positive and people-focused attitude 
 
Desirable 
· Welsh-speaking  
· HR experience 
· Experience of using HR systems e.g. iTrent  
· Knowledge of the adult/child social care field, especially the services provided at home, to be better able to communicate with all stakeholders (colleagues, senior management, employees, clients etc.)  
· Information on vulnerable individuals and child protection laws 
· Experience in the recruitment and selection process 
· Either have or willing to work towards a CIPD qualification (or all international equivalent) 
· Sound knowledge on employment legislation and HR practices 



[bookmark: OLE_LINK1]Link for meeting –  Group Meeting-20230511_151315-Meeting Recording.mp4
Below you will find our official scoring matrix: 
SELECTION SHORTLISTING MATRIX 
 
              Job Title: People Assistant  
 
	ATTRIBUTES 
	ESSENTIAL 
	DESIRABLE 
	Candidate 1 
	Candidate 2 
	Candidate 3 

	Qualifications 
 
	GCSEs or equivalent (English and Maths, A*-C) 
	 
	 
	 
	 
	 
	 
	 

	
	 
	Either have or willing to work towards a CIPD qualification (or an international equivalent) 
	 
	 
	 
	 
	 
	 

	Experience 
 
	Previous experience in an administrative role in a busy office environment 
	 
	 
	 
	 
	 
	 
	 

	
	Maintaining accurate administrative systems 
	 
	 
	 
	 
	 
	 
	 

	
	Efficiently scheduling plans and projects  
	 
	 
	 
	 
	 
	 
	 

	
	Working collaboratively in a team environment and having confidence to work independently  
	 
	 
	 
	 
	 
	 
	 

	
	Managing stakeholder relationships well  
	 
	 
	 
	 
	 
	 
	 

	
	 
	HR experience, especially in the recruitment and selection process 
	 
	 
	 
	 
	 
	 

	
	 
	Experience of using HR systems e.g., iTrent  
	 
	 
	 
	 
	 
	 

	Knowledge 
 
	Up to date on GDPR, and basic understanding on employment legislation 
	 
	 
	 
	 
	 
	 
	 

	
	 
	Sound knowledge on employment legislation and HR practices 
	 
	 
	 
	 
	 
	 

	
	 
	Knowledge of the adult/child social care field, especially the services provided at home 
	 
	 
	 
	 
	 
	 

	
	 
	Knowledge of policies and practices relating to vulnerable individuals and child protection laws 
	 
	 
	 
	 
	 
	 

	Skills 
 
	Proficient use of MS Office packages 
	 
	 
	 
	 
	 
	 
	 

	
	Proficient in using social communication platforms such as, MS Teams and Zoom 
	 
	 
	 
	 
	 
	 
	 

	
	Ability to work within tight deadlines 
	 
	 
	 
	 
	 
	 
	 

	
	Excellent verbal and written communication  
 
	 
	 
	 
	 
	 
	 
	 

	
	Effective decision-making skills 
	 
	 
	 
	 
	 
	 
	 

	
	 
	Welsh-speaking 
	 
	 
	 
	 
	 
	 

	Personal qualities 
 
	Organised and adaptable to different situations and people 
	 
	 
	 
	 
	 
	 
	 

	
	Strong attention to detail   
	 
	 
	 
	 
	 
	 
	 

	
	Self-assured and takes initiative 
	 
	 
	 
	 
	 
	 
	 

	
	Positive and people-focused attitude  
	 
	 
	 
	 
	 
	 
	 

	
	An interest in and/or commitment to the field of people practice and HR  
	 
	 
	 
	 
	 
	 
	 

	TOTAL SCORE 
	 
	 
	 
	 
	 
	 

	Interview – Y/N 
	 
	 
	 


 
Scoring: 
1. Does not meet criteria 
1. Partly meets 
2. Fully meets 
3. Exceeds 
 


Our next meeting was to discuss our findings on each CV, share our scores and decide one final candidate to interview.
Link for meeting - Group meeting-20230519_150420-Meeting Recording.mp4
Group Scoring Matrix Below:
Selection Shortlisting Matrix 
Group Scoring Overview and Candidate Interview Decision 
Job role: People Assistant 
Scoring for Candidate 1  
	Group Member Names 
	Total Essential Criteria Score 
	Total Desirable Criteria Score 
	Total Score 

	Laura 
	40 
	7 
	47 

	Hywel 
	38 
	3 
	41 

	Jolanta 
	38 
	3 
	41 

	Tenzin 
	42 
	4 
	46 

	Total score 
	158 
	17 
	175 


 
Scoring for Candidate 2 
	Group Member Names 
	Total Essential Criteria Score 
	Total Desirable Criteria Score 
	Total Score 

	Laura 
	36 
	9 
	45 

	Hywel 
	34 
	11 
	45 

	Jolanta 
	32 
	7 
	39 

	Tenzin 
	34 
	7 
	41 

	Total score 
	136 
	34 
	170 


 
Scoring for Candidate 3 
	Group Member Names 
	Total Essential Criteria Score 
	Total Desirable Criteria Score 
	Total Score 

	Laura 
	23 
	4 
	27 

	Hywel 
	35 
	1 
	36 

	Jolanta 
	35 
	2 
	37 

	Tenzin 
	31 
	3 
	34 

	Total score 
	124 
	10 
	134 


 [image: Shape] 
Candidate Interview Decision  
Based on the reasons outlined in each group member’s notes, notably, that one candidate demonstrates a greater variety of essential technical ability and skills relevant to the role than the others and that the candidate would also benefit from this position in terms of their professional development into the HR field, the group has unanimously decided the following: 
Candidate to interview: Candidate 1 



Our next meeting was to discuss the interview process and the questions we would like to ask at the interview. 
Due to having other professional commitments, the meeting was re-arranged for 8th June. I was unable to attend but asked the group to please go ahead and I will watch the recording and catch up.
Link for meeting - Task 4 Group-20230608_152819-Meeting Recording.mp4
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After reviewing the questions, I communicated to the group my thoughts:
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Our next meeting was to review the questions and discuss the interview process.
Meeting link - Group meeting for Task 2-20230619_152050-Meeting Recording.mp4
I then made some adjustments on the question document for us to make notes during the interview and add our scores.
Questions and scoring matrix:
Scoring Matrix: 
1 – Very Poor  
2 - Poor 
3 - Good 
4 – Very Good 
5 - Excellent  
 
Opening 
JK: Introduce panel 
Make sure they are comfortable 
TT: Give title and check they’ve had job description 
There will be an opportunity for you to ask us any questions you may have at the end. 
 
1. Why have you decided to apply for a role in the social care sector. LW 
 
 
Score: 
2. Tell us about a time you have used HR legislation in a work environment. TT 

 
 
Score: 
 
3. Can you tell us of a time you have provided support for staff or managers during a particularly busy period. HLlJ 
 
 
 
Score: 
 
4. What understanding of the social care sector can you bring to the organisation. JK 
 
 
 
Score: 
 
Total score: 
 
Backup 1. Can you tell us briefly about the principles of GDPR regulations, and how it would apply to this role? 
 
 
 
Score: 
 
Backup 2. Would you be willing to undertake any HR training and development in order to progress in the organisation? 
 
 
 
Score: 
 
 
HR questions: 
HLlJ: Do you have any leave booked that we should be aware of? 
 
 
How much notice do you have to give your current employer? 
 
 
LW: The panel will now meet to discuss the interview process and you should hear our decision by the end of the day. 
 
 
Would you like to add anything to your previous answers? 
 
Would you like to ask us any questions? 
 
Any other notes: 
 
 
Overall Thoughts: 







Thursday 22nd June 
Our team decided to meet 30 minutes before the interview to fully prepare and run through our questions.
(Evidence of arranging to meet is in previous video link, also screenshot below)
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Interview link - Meeting in _General_-20230622_121926-Meeting Recording.mp4















image4.png
&
+

10:47 ol T ED

- CIPD Task 2 group
B g . 3 &

el Liyr Jenkin:

Thu 8 Jun . N
Sorry guys two seconds I'm just in
another call with work 15:00

&

Guys I'm so sorry I'm stuck on the
call please continue with working
on things and I'll catch up!
Hopefully | get off soon to join but
carry on as normal 15:25

~Tenzin Daesel +44 7939 873701
Hey Laura, no worries. We
discussed the interview structure
and some of the questions we'll
ask. Hywel uploaded a draft
document with all the details we
discussed, including the who will
say what (as indicated by our
initials). Kindly have a look through
it and let us know your thoughts
16:39

We spoke about meeting

sometime next week to run

through things, so kindly let us

know when you'll be available.

Jolanta and Hywel are free in the
afternoons, Monday till Thursday. @
And | can adjust my schedule to

youall s 1640

@ ®9




image5.png
10:09 wil 46 €2

CIPD Task 2 group o %

Hywel Llyr Jenkins, ~Tenzin

ofz thanks Hywel 10:33

Thanks Hywel happy to stay for
lunch!

I've read through the questions
and all ok my end, do we only have
to ask 1 question each? If so then
good to to! Wasn't sure how many
questions we have to ask. We can
talk more In todays meeting speak

later 10:47 &

L]

~Hywel Llyr Jenkins +44 7453 565516
Having trouble joining will be there

A asap 15:07

~Yolanta Kalnina +44 7769 277257
If you need us to re-send the link
let us know 15:09

@~Hywel Llyr Jenkins would you

rather re-schedule 15:18
~Tenzin Daesel +44 7939 873701
Thank you, Jolanta. Just received
your email 15:43
~Yolanta Kalnina +44 7769 277257 @
No worries! 15:53

e ® 3




image6.png
- CIPD Task 2 group @ %

~Hywel Llyr Jenkins, ~Tenzin
17:07

Wednesday

~Yolanta Kalnina +44 7769 277257
So what time are we meeting

. tomorrow? @ D
~Tenzin Daesel +44 7939 873701
12pm, in the building Teaching and

Learning building @ 20:37

~Yolanta Kalnina  +44 7769 277257
. Amazing, see you then! ® .,

~Tenzin Daesel +44 7939 873701
Jolanta, just to confirm, are you
going to give an overview of how
the interview structure will go? I'm
&% just practicing my piece @ 45

~Yolanta Kalnina +44 7769 277257

1 will say hello etc, introduce

myself and you guys, then will

explain that we will all be asking

questions and making notes etc,

and then yeah will just briefly @
. explain the structure! @ D





image1.png
10:07 R tey 43

CIPD Task 2 group @9 %

~Hywel Llyr Jenkins, ~Tenzin

Thu 27 Apr

@ Messages and calls are end-to-end
encrypted. No one outside of this chat, not
even WhatsApp, can read or listen to them.

Tap to learn more.

~Hywel Llyr Jenkins created this group
~Hywel Llyr Jenkins added you

~Hywel Llyr Jenkins +44 7453 565516
Hi Laura. We've been put in groups
of 4 to work on the second task of
the next assignment. Have you
9 seen the brief on Moodle? ...,

Hello! I'm currently in Italy, that's
why | couldn't attend today. I'm
flying home tonight so can have a
read through tomorrow! @&

15:57 W/

~Hywel Llyr Jenkins +44 7453 565516
a Great. Enjoy! A

Fab thank you! 5.5

©

~Tenzin Daesel +44 7939 873701
Nice! Hope you had a nice time,
T W ¥ gy e T,

S C ®9




image2.png
10:08 il 4G €

CIPD Task 2 group x %

~Hywel Llyr Jenkins, ~Tenzin

Thu 25 May

~Tenzin Daesel +44 7939 873701
Hey All, hope the link sent on
Teams is working.

We went through the 'Looking
after your employees' presentation
today (slides 1-23). Natasha
confirmed that we'll get our scores
for the previous assignment in the
next few working days!

Also, some key points regarding
our interview assignment:
- beginning of June= we'll receive
our interview time slot
- on 19th June= one of us needs to
email Natasha confirming the
person we're going to interview
and the 4 questions we've
prepared (1 for each of us).
- our group meeting links have to
be made open access for Natasha
and the additional assessors to
mark

- you might have found another
way- | opened the recording online
and clicked the 'share' button (on
top-right hand side). Then @
selected the copy link section
which gives the option of sharing

+ C ©® 9




image3.png




