Order of proceedings; 
Fran:  So as you know we are here today to interview for the position of People Assistant here at Healthcare on Hand.  Firstly, I’d like to introduce myself; I’m Fran and I am a part of the HR Team.  
Alex: Hi there, I am Alex and I am also a part of the HR team at Healthcare on hand, it is lovely to meet you.
Fran:  Before we go onto the questions would you like to start off by telling us a bit about yourself?
	Suggested answers 
	Candidate answers

	· Summary of employment history 
· Summary of background qualifications 
· Previous experience / Achievements 
· Career Goals 





	




FOLLOW QUESTIONS ON TABLE BELOW 

Alex: That’s great, thank you for answering those questions.  
Fran: Do you have any questions you would like to ask us? 
Examples; 
· What are some of the challenges people typically face in this position – high pressured, stressful situations that need to be handled with compassion and dignity as you will come across highly confidential / sensitive information 
· When can I expect to find out if I have been successful – hopefully by the end of today we would have come to a decision 
· What is the salary – the salary is non-negotiable starting at 22k per annum with yearly increments for up to 5 years based on yearly PADR reviews 

Conclude the interview:
Alex: We would like to take the opportunity to thank you for attending your interview today and you will hear the outcome of today by the end of today 
Fran: Can we confirm your phone and email address details please?
Fran & Alex- Thank you, goodbye. 


Interview Questions for: People Assistant 
Interview Date:  24th November 2022
Name of candidate:  Joanne ThomasRATING:
0- Does not meet criteria
1- Partly meets
2- Fully meets
3- Exceeds
4- 








	Competency being assessed
	Question
	Preferred answer to cover and follow up question
	Notes on Candidate’s answer
	Score 
0-3

	





Genuine motivation for application/
/qualifications/ experience 












Organisational Skills / Scenario





(FP asks questions 1-4)
	
1.
Can you tell me your main reasons for applying for this role and why you feel your personal attributes would be beneficial to the organisation?  
	

· Genuine application based on type of role etc as opposed to pay increase or an exit strategy from current role – do they have any long-term goals? 
· Demonstrates that they have fully considered the post on offer – understand the role in which they will play in the team
· Relevant experience and or qualifications – why do they think this is beneficial for the post? Transferrable skills? 
· Steppingstone gaining experience in the People Practice, fits in with future career goals 

	







	

	
	
2. 
What do you think will be your main objectives in first 6 months?
	
· Understanding the organisation as a whole and what we do
· Provide support to the People Managers of HR
· Familiarise with the organisations HR systems 


	






	

	
	3.
You arrive in work at 08:30am.  The People Manager, Steve, has a meeting starting at 09:00am via Teams that you also need to attend to take minutes for.  

However, the following tasks are in your inbox; please talk us through the order in which you prioritise them.

Steve has been requested to check & approve / sign off a report for the Board meeting next week
Steve has requested a printed copy of the papers for the 9am meeting
The Director of the company has requested clarification on something in Steve’s paper being discussed in the management meeting at 9am
One of the HR Advisors comes into the office in a distressed state asking to speak with Steve immediately

	
· Print requested papers for the meeting 

· Clarify with Steve re the Directors query and inform them of the answer 

· Set the Teams meeting to record in case you’re going to be late attending while dealing with other queries 

· Explain to the HR Advisor and offer them a cup of tea / drink to try and alleviate the situation, explain to them that Steve has a meeting to attend but offer a convenient time to discuss their issues this afternoon – make Steve aware of the situation

· Find time in Steve’s diary to approve and sign off relevant papers for the Board Meeting next week  
	
	

	
	4
You are in the staff room making a cup a tea and you overhear a colleague using discriminatory language while referring to another colleague.  How do you approach this?
	· Firstly gauge the situation and if you think conflict would arise from confrontation, if so report the issue to the line manager 
· Mention the Equality Act 2010

	
	

	




(AJ to ask questions 5-8)
	5 
The role of People Assistant involves a range of admin duties such as producing contracts of employment , maintaining records, and taking minutes at the meetings. This can be challenging at times; can you tell us how you have previously managed your workload and dealt with competing demands. 
	· Given a clear of how the individual has previously prioritised a heavy workload 
· Following the example given, explained how they did that such as, communication with colleagues, to do list and calendar organisation 
· Outlined the importance of managing workload whilst dealing with competing demands 
	
	

	
	6.
Here at Healthcare on Hands, we believe in the importance of working together as a team,
Can you give us an example of when you have worked together as part of a team and if you believe it is important and why.

	· Given a relevant example of a time when the individual has worked as part of a team 
· Stated if they believed teamwork is an important skill to understand 
	
	

	
	7.
In the people team department, you will be expected to be able to communicate well with both internal and   external customers, can you explain a time when you have been able to demonstrate this.

	· Individual has mentioned an example of dealing with external/ internal customers
· Mentioned how they believe communicating with these customers is essential in the role of People Assistant 
· Mention the Equality Act 2010

	
	

	
	
	
	
	
	

	
	
	
	
	
	




SELECTION SHORTLISTING MATRIX Template

Candidate Name:    		              Job Title:  People Assistant

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	TOTAL

	Qualifications

	NVQ Level 2 in Business & Administration 
	CIPD Level 3
	

	
	RSA Level II or demonstratable experience of typing 
	Welsh Language (Level 1)
	

	Experience

	Previous experience in a fast-paced office setting including;
· Effective and efficient time management skills
· Receiving visitors in a friendly manner 
· Maintaining an accurate filing system

	Experience of using Office 365 including Microsoft Word and Teams although basic training will be provided 
	

	Knowledge

	Previous experience within a  HR role 

	CIPD Level 5
Knowledge in the private health care sector 
	

	Skills

	Organised and efficient with good communication skills 
Minute taking 

	Producing reports using an internal system

	

	Personal qualities

	Approachable and friendly with good listening skills being able to deal with stressful situations
	Previous experience in dealing with conflict in the workplace 
	

	Additional Requirements

	Employment law knowledge & experience 
	Knowledge of the organisations policies and procedures 
	

	TOTAL SCORE
	

	Interview – Y/N
	



Scoring:
5- Does not meet criteria
6- Partly meets
7- Fully meets
8- Exceeds
















                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                       SELECTION SHORTLISTING MATRIX

Candidate Name: Joanne Thomas 	Job Title:  People Assistant

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	TOTAL

	Qualifications

	NVQ Level 2 in Business & Administration 
	CIPD Level 3
	3

	
	RSA Level II or demonstratable experience of typing 
	Welsh Language (Level 1)
	2

	Experience

	Previous experience in a fast-paced office setting including;
· Effective and efficient time management skills
· Receiving visitors in a friendly manner 
· Maintaining an accurate filing system

	Experience of using Office 365 including Microsoft Word and Teams although basic training will be provided 
	3

	Knowledge

	Previous experience within a  HR role 

	CIPD Level 5
Knowledge in the private health care sector 
	3

	Skills

	Organised and efficient with good communication skills 
Minute taking 

	Producing reports using an internal system

	3

	Personal qualities

	Approachable and friendly with good listening skills being able to deal with stressful situations
	Previous experience in dealing with conflict in the workplace 
	2

	Additional Requirements

	Employment law knowledge & experience 
	Knowledge of the organisations policies and procedures 
	3

	TOTAL SCORE
	19

	Interview – Y/N
	YES



Scoring:
9- Does not meet criteria
10- Partly meets
11- Fully meets
12- Exceeds










SELECTION SHORTLISTING MATRIX

Candidate Name: Karen Julius   	            Job Title:  People Assistant

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	TOTAL

	Qualifications

	NVQ Level 2 in Business & Administration 
	CIPD Level 3
	3

	
	RSA Level II or demonstratable experience of typing 
	Welsh Language (Level 1)
	3

	Experience

	Previous experience in a fast-paced office setting including;
· Effective and efficient time management skills
· Receiving visitors in a friendly manner 
· Maintaining an accurate filing system

	Experience of using Office 365 including Microsoft Word and Teams although basic training will be provided 
	3

	Knowledge

	Previous experience within a  HR role 

	CIPD Level 5
Knowledge in the private health care sector 
	2

	Skills

	Organised and efficient with good communication skills 
Minute taking 

	Producing reports using an internal system

	3

	Personal qualities

	Approachable and friendly with good listening skills being able to deal with stressful situations
	Previous experience in dealing with conflict in the workplace 
	2

	Additional Requirements

	Employment law knowledge & experience 
	Knowledge of the organisations policies and procedures 
	1

	TOTAL SCORE
	17

	Interview – Y/N
	No



Scoring:
13- Does not meet criteria
14- Partly meets
15- Fully meets
16- Exceeds















SELECTION SHORTLISTING MATRIX

Candidate Name:  Sian Jackson           Job Title:  People Assistant

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	TOTAL

	Qualifications

	NVQ Level 2 in Business & Administration 
	CIPD Level 3
	0

	
	RSA Level II or demonstratable experience of typing 
	Welsh Language (Level 1)
	1

	Experience

	Previous experience in a fast-paced office setting including;
· Effective and efficient time management skills
· Receiving visitors in a friendly manner 
· Maintaining an accurate filing system

	Experience of using Office 365 including Microsoft Word and Teams although basic training will be provided 
	3

	Knowledge

	Previous experience within a  HR role 

	CIPD Level 5
Knowledge in the private health care sector 
	0

	Skills

	Organised and efficient with good communication skills 
Minute taking 

	Producing reports using an internal system

	2

	Personal qualities

	Approachable and friendly with good listening skills being able to deal with stressful situations
	Previous experience in dealing with conflict in the workplace 
	2

	Additional Requirements

	Employment law knowledge & experience 
	Knowledge of the organisations policies and procedures 
	0

	TOTAL SCORE
	8

	Interview – Y/N
	No



Scoring:
17- Does not meet criteria
18- Partly meets
19- Fully meets
20- Exceeds

2

