Task 2
Essentials of people practice 


Teams meeting 
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Screening 
Candadate 001, May 8th 2024
Candadate 002, May 8th 2024
Candadate 003, May 8th 2024
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Candidate 2 was chosen because they scored the highest. They were the only one with experience and fit the criteria the best. 
[image: A close-up of a email

AI-generated content may be incorrect.]

Interview form = 
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Interview Feedback – Candidate No. 002

Candidate No. 002 was successful in their interview and has verbally accepted an offer of employment. In line with our Day One Rights policy, a formal offer letter and employment contract—detailing full terms and conditions—were issued via email within 24 hours of acceptance.

The candidate has expressed a need for additional training support. As such, we have coordinated with our Academy Team to ensure that their company induction includes tailored assistance. It has been noted that the candidate may require extended time and guidance to complete office-based documentation and training modules. This information will be formally handed over to their designated line manager to ensure a smooth onboarding experience and appropriate support throughout the induction period.
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Appendix B

SELECTION SHORTLISTING MATRIX

Candidate Name: 003 Job Title: F&B Assistant
ATTRIBUTES | ESSENTIAL DESIRABLE TOTAL
Quallfications | Completion of basic food | Handling dificult 0
hygiene course conversations
Experience Table service, customer | Team Leader g
service
Knowtedge. Teamwork T
E Ability 1o vork unsupervised | T SKI, strong organisational | 0
and respond to emergency | skils, EPOS tlls and cash
situations in an effective | handiing
manner, communication
sills
Personal qualities | Empathy and customer T
focused, professional,
composéd under pressure,
accountable for progression,
problem solver, posiive,
punctual, reliable, flexible
Aadonal Reliable transport o and T
Requirements | from location
Availability during Peak
Seasons
TOTAL SCORE 5
Tnterview - Y/N i
Scoring:
0 Does not meet criteria
1= Partly meets
2 Fully meets

3 Exceeds
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Helo ot thank you aganfor atendingcur meetng onthe 0t e have typed up outmeetng noes and eisedthe
FaB Asitantnenin oms which e 2802 o cur e, Plss confim theforms e corec by week commencg 128
Mayand] canmakeanychangs andhae rntaecoiseadyfor th e at 0930 hurs an St e, Foloning o
candictescrering | have called hecandidst o aangetis ot and confimedwith an el The cndidte il prepare
fortheitenew and s atisied with ot on wheefo check o esr o meet myselt | have booked candidatento
secunty istrs toesr g, willope upand prepare ur booked ntevewroom No. it the HR bock. Plss mest
me 15 minutesbeorethe ntevie to n though th nteview forms. youhave anyfuthr questons, s emal meor
cllmy etersion 123.Kid Regards Kery
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Task two - Simulated interview Script

opeNNG:
-

el m Kerry, the Recritmant Co-ordinator Tisis Tony, the Saior Outit Mansger.
How was your journey here today?

Tnere s o fr alarm scheduled fo today 5o the event ¢ does sound, we willwalk o the fire muster point.
Tisis ack via the min doars nd nto t maincar par.

Can we scanyour ight o werk documents pease
Please help yoursel tothis water at any Gme. A you comfortabie?

‘We arsnterviningyou todsy for the Food and Baverage ASsstant postion which Tony will gve s 3 brief
overviewof now.

s

T oo and Beverage Assstan ol s within our Foad and Beversge department, and s 2 parmangnt
Contractnotsessonl I hat ok? Tnare e outlets st acaion. Thisrle coud be based 3t amy ofths &
outies it this ocaton. I you would ie o work ot an alermativelocation, s would require an
appiication inthe future once you ave passed your &-manth probation period The § outet include The
Beach Hous, Sunses, Happy Hour and The Blue Turle.

T rolsconsists o customer facing tasks which ncudes graetng customers, answering questions 3bot our
menus,taking ther ordars, snig orders t able, processing payments an claring tables.

Doss that sound o2

Kerrywillxpai the intenvew structure for you now:

w.

T ntrview will st around 20 minutes. We wil sk you 9 questions each which ae grouped nto our
company behaviours, Grow 25 Team, True Ownershp and Genuine Care.

Please ask s o rapest any questons.
“Tnere will e i st the enc to sk any questions.
il explin what il happen flloving the nterview:
oss i ound o2

are you happy and ready to begin?
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Tony will begin.

s
Tisis the xparience and Grow as a Team set of estions.

Tl s about your customer sevies experience with a Food and Beverage sexting.

Talked trough taleservice % current ob.
Gave an example of customer sanvice,

Talk s through any traiing ncuding certicates you have had relevant 0t role.

a2 currant Food Pygens cerificas
Unsure wht evel cersiicate

Explined she somesimes has ficuy forusing.

15 wiling 1o tran t 2 hghr ave infood hygiene  nesded.

Tl s about a e when you have worked 2 part o  team.

Had  Gesignated work zone, showed iy i helping other zones when nesded

Now it Kery's set of questions.
w.
Tisis the Trus Ovnersni s of quessions.

Tl s about a Gme when you had o prioricse multpl asks.

ustomrs upto dat by engagn et themknc they il o seved scon.
Epline tatiswhat sh would wan fshewee the ustoms:,

T sy perodned 31 o sevie 11 s e Froteed s oo, st soved, wibept ol o

How do you handle mistakes when gperating a 7

‘Being flavibie, being abla 1o take oash when e tl s down
Mindiul thet ot everyone carred cash.

Report o the manager as soon a3 thefssus arises with the tl.

How do you manage stockshortages dring senvice?

B transparentwith the customers
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“Offer aternatives.
Manage the customers’ expectations

Ty and source the product locally.

Nowitis Tony' et of quesions.
i
Trisis the Genuine Caresesion..

Describe an occasion o when you went over and above o deiver an excalent dining xperience.

‘Customer arrived but had o boOKIng, very Upset as this was a birthday booking, 7 people,

Escalatedto the manager, gave free drinks as a table would be available in 30 minutes.

(Canyou think o 2 ime when you have supported 3 collesgus?.

Team member was Upset dus (0 a elationship breakup, SNowed compassion by helping, but
did not overplay / step.

Can you tink of e when you have esolved »customer complaint?

Longwait time, Kill with indness, gave free arnk tuined the senvice around

Tt concludes our questions. Kery s some admin questons and wil explain nes steps.
w.

Whatisyour vaiabiity?

re you available o werk evenings, weskends and hoiidays?

D0 ou have your wn, raliabl transport int and from tis ocaton?

100w nsed o crry out any rassonable adjstments t hep you cary ot your rle?
Tt concluds al ur questions.

00 you have any quesions for us?

T next steps wil e or s 0 condude the ntrviews tis waek.

We wil ity candidaes by the end of et week.

Plesse monitor your emais.

18you s successul,we il cll you t2srange  stare e

Tz will e compny induction where you can a2k mare qusstions.
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You wil receive yourJob offerette and conractncluing company Terms & Conditons before your tart
e

“Tnank you for atending s cenview today.

ewas good to mest you

s

Ay quistions n the mesntime, plesse do not hEsitats to contact s Vi your intervew nite detais.

Thank you. Nice to mest you.

Scoring Matrix

‘Candidate Full Name: Position Interviewsd for:
Candidate No.2 Food & Beverage Assistant
Interviewer(s): Date of Interviews:
Tony Phillips & Kerry Wity 5 June 2025
Scoring / Assessment
Competency. Comments Score Overall
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Buying into Company.
Culture & Behaviours

showed support to team
members, customers, and
business

3/3

2yearsina simiar fole 23
Relevant Experience e =
‘met our criteria, would have 23
GrowasaTeam liked some examples of
(Teamwork) teadership
True Ownership gave good examples. 25/3
(Planning and Problem
Solving)
gave good examples. 3/3
‘Genuine Care
polite, clearin her 3/3
Communication ‘communication, postive body
tanguage, good eye contact.
Scoring:
0- Does not meet criteria
1 Partly meets
2- Fully meets

3 Exceeds
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081485
Hello bt plese i th F&B Assitant recrimenttempates s e for o rvi. Plesse makenotesof anychnges
you e need updating abeadof our Teams meeting on 30 Apr Any qestons plese sk or call my etension 123 Knd
Regars ey

041508

Helo both,lesa reiew our Rectment & Selecton polcy and othr iing mansge qides such a5 GDPR poicy,Equal
ppotuntespokc,WorklaceReltor oy 2nd Rght o Work 0P, hichana e o ur company S o
This will help to support you during the recruitment and selection for the FAB Assistants. If you have any questions. please
a5k Kind Regards Kerry
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Appendix B

SELECTION SHORTLISTING MATRIX

Candidate Name: 001 Job Title: F&B Assistant
ATTRIBUTES ESSENTIAL DESIRABLE TOTAL
Qualications [ Competion o B food [ Handling Ve g

hygiene course conversatons
Eperience Table senice, cstorer | Team Leader g
Knowledge Teamwork 1
g Foiy o work ursapervaed | TSR, srong organiarional | 1
and respond to mergency | sls, EPOS tls and cach
Situatons i aneffective. | handiing
manner, communication
pord
Personal qualities | Empathy and customer Z

focused, professional,
composed under preséure,
accountable for progression,
problem solver, positive,
punctual, reliable, flexble

“Additional Relable transport to and 3
Requirements | from location
Avallability during Peak
Seasons
TOTAL SCORE 7
Tnterview, V71T |
Scoring:
0 Does not meet criteria
1+ Partly meets
2 Fully meets

3 Bxceeds
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Appendix B

SELECTION SHORTLISTING MATRIX

Candidate Name: 002 Job Title: F&B Assistant
ATTRIBUTES | ESSENTIAL DESIRABLE TOTAL
Qualifications | Completion of basic food | Handiing difficut 2

hygiene course: conversations
Experience Table service, customer | Team Leader 7
senvice
Knowtedge Teamwork 7
£ ity To vork unsupervised | T SKIl, strong organfsatonal | 2
and respond to emergency | ki, EPOS tls and cash
situations i an effective | handiing
manner, communication
sills
Personal qualities | Empathy and customer 7
focused, professional,
composed under presiure,
accountable for progression,
problem solvr, pasitive,
punctual, reliabl, flexble.
Additional Relable transport (o and 7
Requirements | from location
Avallabilty during Peak
Seasons
TOTAL SCORE 7
Interview - Y/1 K|
Scoring:
0~ Does not meet criteria
1+ Partly meets
2 Fuly meets

3 Exceeds





