Task 2 – Simulated Interview (Helen Lord)

Q1. Selection criteria based on Job description

	Key Tasks
	Selection Criteria

	1. Provide high quality, excellent customer service.
	Essential: positive, well spoken
Desirable: previous experience providing excellent customer service.

	2. Handle cash and card payments in accordance with company standards.
	Essential: GCSE Maths grade C/ 5 or equivalent.
Desirable: previous experience using EPOS till systems.

	3. Prepare orders for online delivery.
	Essential: high attention to detail.
GCSE English grade C/5 or equivalent.

	4. Unpack supplier deliveries.
	Essential: Eye for detail, diligent and self-motivated. Time management.
Desirable: 

	5. Check supplier deliveries against delivery notes.
	As above

	6. Replenish shelves and fill product dispensers.
	Desirable: COSHH related qualification Food Hygiene level 1, 

	7. Ensure high standards of hygiene are maintained and ensure products are not cross contaminated.
	As above

	8. Clean up spillages.
	Desirable: Previous experience of general methods of cleaning

	9. Clean containers ready for return to suppliers.
	Desirable: As above



Q1 Selection Shortlisting
	Attribute
	Essential
	Desirable
	Candidate 1 
	Candidate 2
	Candidate 3

	Qualifications
	GCSE Maths grade C/ 5 or equivalent.
GCSE English grade C/5 or equivalent.
	COSHH related qualification.
Food Hygiene level 1.
	3
	3
	3

	Experience
	Previous experience providing excellent customer service.
Previous experience using EPOS till systems.
	Previous experience of general methods of cleaning.

	1
	3
	0

	Knowledge
	The role of a retail assistant. 
Benefit of excellent customer service.

	Sustainable practices. 
	2
	3
	0

	Skills
	Eye for detail, diligent, time management.
	Cleaning, stock management, excellent customer service.
	1
	3
	1

	Personal Qualities
	Positive, well spoken, people person.
High attention to detail.
Self-motivated.
	Ethical stance on environmental matters. 
	3
	2
	2

	Additional requirements
	
	Evidence of embracing sustainable practices in personal life. 
	3
	2
	3

	TOTAL SCORE
	13/18
	16/18
	9/18

	INTERVIEW – y/n
	n
	y
	n




Interview Form
CLEAN QUARTER LIMITED INTERVIEW FORM
SALES ASSISTANT

	Candidate Full Name:

	Position Interviewed for: 

	Interviewer(s):

	Date of Interview:



Scoring / Assessment

	Competency
	Comments
	Score (0-5)
	Overall Score

	
Buying into Company culture
	
	
	

	
Specific experience
	
	
	

	Ability to work under continuous pressure
	
	
	

	
Planning and problem Solving
	
	
	

	
Communication
	
	
	






1. Introductory Question 
	Prior to starting the questions, introduce the panel to the candidate giving a brief overview of what your roles are.  

1) Tell us about yourself and your background

2) Prompts: What do you like doing in your personal life (hobbies, interests etc)






3) Please explain what you have been doing for the last three years










2. Competency Questions
	Key Competencies

	Positive Indicators
	Core Questions
	Comments

	a) Buying into the Company & Culture


	What we are looking for:
· Understanding of main aims of organisation
· Understanding of company culture, philosophy 
· Fit with the organisation
	
· Has prepared for interview by researching Clean Quarter
· Understands the company’s goals, and is able to relate to company culture 
· Is able to match experiences with the perceived needs of the business

	
· What do you know about Clean Quarter?
· Why do you want to work for us?
· Why are you looking to leave your current role?
	

	b) Specific Experience

	What we are looking for:
· Knowledge of merchandising.
· Ability to plan effectively. whilst maintaining high standards
· Able to identify relevant issues and problems.
· Self driven
· Team Player
· Able to Multi task -  merchandise stock and serve customers
· Receiving in and unpacking goods

	
· Proactive
· Recognises own strengths and how to utilise them
· Takes pride in achievements
· Has a positive ‘can do’ attitude
	· What do the customers expect to see when entering our shop?
· Explain the importance of stock rotation and the consequences of not doing it.
· Have you any experience with tills and PDQ machines?
· What are you doing in your current employment and what does the role involve?
· Do you have an example of when you have had to work as part of a team in order to achieve a goal? What was the result?
· Have you ever had to check deliveries in?  Did you find any discrepancies, if so what was the outcome?
	

	c)  Ability to work under continuous pressure

	What we are looking for:
· Able to use initiative and make the role his/her own
· Stamina to work long hours 
· Calm, focused and able to retain composure in the most pressured  situations 

	
· Demonstrates a determination to succeed and deliver to the highest standard
· Is realistic about the work environment, long hours and pressures associated with the role 
· Is flexible to the demands of the role

	
· We quite often have to merchandise, put stock away and price stock whilst serving customers.  How would you deal with this, what would you prioritise?
· There are times when you may be working on your own.  How would you deal with this?


	

	d) Planning and Problem Solving


	What we are looking for:
· Ability to work unsupervised, and to use own initiative.

	
· Can identify and prioritise tasks and plan effectively

	
· What do you see as the main challenges?
· What would you deal with the situation if a problem arose you were unsure of?

	
	

	e)  Communication & Interpersonal Skills


	What we are looking for:
· Speaks articulately demonstrating good use of vocabulary and a good positive voice
· Builds rapport effectively by using active listening skills combined with information gathering techniques to work in a team
· Communicates in a friendly confident style demonstrating courteous and efficient manner
· Asks questions and shows an interest in Clean Quarter

	
· Communicates concisely and clearly
· Upbeat, friendly, warm and enthusiastic throughout
· Extremely positive with excellent tone
· Listens attentively and does not interrupt 
· Questions for clarity when needed
· Portrays sincerity and honesty in response to questions
	
· How do you work within a team?
· Do you have any examples of team work that you worked effectively?
· The role involves interacting with customers, do you have any examples of previous experience with customers?
· Can you give an example of when you have provided excellent customer service? What was the result and how did it make you feel afterwards?
	




3.	Candidate Questions
	Are there any questions that you would like to ask or would you like to talk further about anything you feel we may not have covered during the interview?













Thank the candidate for their time and interest, we’ll be in touch (in a given timeframe)












Scoring criteria

	Competency Areas

	Range

	Buying in to Company & Culture

	Researched the company, fully understands the ethos and aims of the business, has a genuine interest in environmental issues
	5

	Limited research and understanding of the business and environmental concerns
	3-4

	No real understanding but a willingness to learn about the business and environmental practices
	2

	No understanding, and no desire to find out more, not a positive attitude.
	1

	Specific Experience

	Excellent understanding of the role and the fast pace having worked in a similar environment previously and demonstrated enthusiasm for the role.
	5

	Demonstrated a limited understanding of the role and the fast pace and demonstrated excellent attitude and work ethic and willingness to learn
	3-4

	No previous experience but showed enthusiasm during the interview when the role was explained and also demonstrated a willingness to learn and a positive, can do attitude
	2

	No Previous experience, did not demonstrate a good attitude, did not have a good appearance
	1

	Ability to work under continuous pressure

	Evidence of being able to remain calm in pressured situations and/or working long hours
	5

	Limited experience of pressured situations and long hours
	3-4

	No previous experience of working long hours or pressured situations but demonstrated that they understand the importance
	2

	No experience of working under pressure or working long hours
	1

	Planning and Problem Solving

	Able to give detailed evidence of using initiative
	5

	Limited experience of using initiative, but demonstrated that they understand the importance
	3-4

	Unable to provide examples of using initiative but demonstrated a can do attitude and willingness to learn
	2

	Unable to provide examples of skills relevant to the role and did not demonstrate a can do attitude
	1

	Communication and Interpersonal skills

	Can do’ attitude - is open and willing to try new ideas.  Makes a positive contribution to problem solving, offers ideas and seeks to remedy issues within authority limits to avoid escalation. Takes personal responsibility for own actions. Good approach to work and towards others. Helpful, friendly and willing to provide exceptional levels of customer service. Flexible to the role, punctual and reliable. Empathy with company mission, culture and root beliefs.
(Please refer to sheet for positive indicators.  Five highest Zero lowest)
	0
	1
	2
	3
	4
	5

	

	Maximum score 25
	






Q2 Recorded interview link:

https://uowtsd-my.sharepoint.com/:v:/r/personal/r_akers_uwtsd_ac_uk/Documents/Recordings/Simulated%20interview%20-%20Group%202-20240613_104258-Meeting%20Recording.mp4?csf=1&web=1&e=IeWzZI&xsdata=MDV8MDJ8MjMyOTA0OEBzdHVkZW50LnV3dHNkLmFjLnVrfDY2NDhiNTZhMTIyMjQzZTMzODgwMDhkYzhiYjZhN2Q2fDRlMGYxMWY5MDQ2ZTQ1MDU5Y2I4ZGIyMTUyMzExZTIxfDB8MHw2Mzg1Mzg4NjM4MzExNjU2MDV8VW5rbm93bnxUV0ZwYkdac2IzZDhleUpXSWpvaU1DNHdMakF3TURBaUxDSlFJam9pVjJsdU16SWlMQ0pCVGlJNklrMWhhV3dpTENKWFZDSTZNbjA9fDB8fHw%3d&sdata=WHFEV0RKeUYyc0VQYkFVWGQvYnNMaDNiRHRqMHcxdVYxTGFFRkFJbmVHcz0%3d
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