Task 2 simulated interview

During our zoom lesson on April 27th, we were put into groups to form an interview panel for a simulated interview. 
Jody Francis (myself)
Mari Davies
Binita Rai
Jack Davies
We decided as a group to hold our first short meeting after the lesson to arrange further meetings and agendas. During this meeting we also discussed the best way to evidence the meetings. We decided to use WhatsApp video calls. I suggested that we also use a Google drive working document as it would allow us all to contribute and share information to the group in real time. We decided that our next meeting would be May 3rd to decide upon essential and desirable skills for the role and decide on a candidate to interview. We also discussed what we needed to do to prepare for our next meeting.
I set up the working document and sent out email requests to the group. I colour coded our names for us to easily recognise who was typing for further reference.
Link to Google working document
https://docs.google.com/document/d/1pc7XWX8vSs1I_O8XvypY4p2l5jwLQtzeleIWCgYR-xU/edit?usp=sharing

Wednesday 3rd of May Zoom meeting. We decided which skills, qualifications and experience was essential and desirable.
AC 2.2
Using this template (adapted from Appendix B), we had shortlisted between CV1 and CV2, ultimately deciding on CV 1 because of her experience.

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	TOTAL
	CV 1                       CV 2                  CV 3

	Qualifications
	· Grade C or above in Maths and English
· Willing to work towards the CIPD Level 3 or above qualification.
	· HR/Business degree or relevant qualification.
	E.g. 3
	✅                              ✅           ❌

	
	
	For example, CIPD CPP
	E.g. 2
	

	Experience
	· Substantial experience working in an administrative role
	· Working in recruitment 
	
	✅            ✅             ❌

	Knowledge
	· Competent in Microsoft systems 
· Confidence with the understanding of the employee lifecycle
	· Familiar with employment law and working on policies 
	
	✅            ✅         ❌

	Skills
	· Ability to work in a team and work on your own initiative. 
· Time management
	· Promoting the company culture
	
	✅              ❌             ✅ 

	Personal qualities
	· Willing to learn new skills
· A ‘can do’ attitude
· Confidential 
	· Results driven - measuring and recognising performance 
	
	✅              ❌                ✅ 

	Additional Requirements
	· Flexibility 
· Integrity and Honesty 
	no
	
	❌                        ❌               ❌ 

	TOTAL SCORE
	
	

	Interview – Y/N
	
	



We decided that our next meeting we should bring some interview question examples for the group to consider and decide upon.
These were my question suggestions and reasoning behind my choices.
A few ideas for interview questions
Why are you interested in this role?
I like this because it can give insight into what attracts them to this particular role and/or our company and why they think they are a good fit.

Why should we hire you for the people assistant role?
I like this because it could give insight to what sets them apart from other candidates.

What challenges do you foresee in the new role?
Answers to this could indicate whether they are proactive/forward thinkers

Tell me about a time when you have worked as a team?
Gives insight on their team working skills and this question can also be used in the STARR model (Appendix C).


Wednesday 15th May Zoom meeting. After considering everyone’s suggestions, we decided on out questions to use for interview. Our agenda for the next meeting was to make a table of colour coded questions and space for scoring which we could all have a copy of to take into the interview. Jack volunteered to make a table and bring us all a copy on interview day.

	Question 
	Score 1 
	Score 2 
	Score 3 

	
	
	
	

	
	Why are you


applying for this role?
	
	
	

	Could you talk about some essential things that attract you to a job or an organisation?
	
	
	

	How can you personally contribute to the role?
	
	
	

	What are the essential skills you have that will help you succeed in this role?
	
	
	

	How do you plan, organize and prioritise your work?
	
	
	

	Tell us about a time your employer has relied on you..
	
	
	

	Can you give us an example of how you’ve coped in a high pressured situation?
 
	
	
	

	How do you stay up to date with HR regulations and compliance?
	
	
	




Thursday 25th May Zoom meeting. We discussed as a group the best way to score the candidate with the collective decision that the person asking the question would pay full attention to the candidate while the others took notes based on a pre-determined success criteria. The team decided that Mari would open the interview with an introduction and Jack would close the interview.
Wednesday 31st May Zoom meeting. The team agreed on a success criteria plan. 
Wednesday 31st Session: - Group has come up with a Success criteria plan, see below.

	Question 
	Score 1 Criteria
	Score 2 Criteria
	Score 3 Criteria

	 
	Why are you


applying for this role?
	Candidate is leaving company/looking for career change.
 
Not much knowledge of role.
 
 
 
 
 
 
 
 
 
 
	Basic knowledge of role.
 
Shown interest in HR.
	Passionate.
 
Experience in a HR role.
 
Has relevant and up to date knowledge.
 
Has or will be studying CIPD course.
 
 

	Could you talk about the things that attract you to a role or an organisation?
	Look at reasoning.
	Look at reasoning.
 
 
	Look at reasoning.

	How can you personally contribute to the role?
	Candidate unsure on how they could contribute personally – Hasn’t demonstrated anything unique.
	Candidate expresses adequate skills.
	Candidate expresses something unique and demonstrates why THEY should be hired.
 
 
 
 
 

	What are the essential skills you have that will help you succeed in this role?
	Candidate doesn’t list any skills listed in the job description.
 
 
 
 
 
 

	Candidate shows some skills.
 
 
 
 
 
	Candidate expresses most skills listed in the job description.

	How do you plan, organize and prioritise your work?
	Candidate shows little time management skills – Struggles to prioritize work and meet deadlines.
 
 
	Candidate expresses how they do this confidently.
  
	Candidates express they have sound time management and organizational skills.
 
Lists examples on how they can achieve this.
 
 
 
 
 

	Can you tell us about a time your employer has relied on you?
	Look at the details and how relevant the answer is.
 
 
 
	Look at the details and how relevant the answer is.
 
 
 
	Look at the details and how relevant the answer is.
 
 
 
 
 
 
 
 
 
 
 
 

	Can you give us an example of how you’ve coped in a high-pressured situation?
	Flustered – Tends to cave under pressure.
 
No example given – Does not take ownership.
	Performs well.
 
Example is moderate for the context.
	Positive actions and impact.
 
Strong minded.
 
Performs well – if not better.
 
Can provide a great example.
 
 
 
 
 

	How do you stay up to date with HR regulations and compliance?
	Little to no interest in keeping up with legislation.
 
 
 
 
 
 
	Moderately keeps up to date.
 
Hardly any ownership taken.
 
 
	Always active in keeping up with regulations.
 
Always strives to keep up to date with PDP.
 
Demonstrates this within their role.
 
 
 
 



The team decided we should video call our last session with an agenda to reflect on the past month and bring up any other suggestions and concerns before the interview.
Monday 19th June recorded Zoom meeting.
Link for the recording of our final group meeting -

https://uowtsd-my.sharepoint.com/:v:/g/personal/2219187_student_uwtsd_ac_uk/EQRp33rhvUtDkMMw-lbAbrEBeoE0ESemQL04nHWyNzCspQ

Thursday 22nd June Interview day. We arrived an hour early to meet in person (as we had only met as a team in video calls). Jack brought us all a copy of the interview questions and I brough us all a copy of the STARR matrix (Appendix C). We went over our questions and ensure all the team were happy going forward.
AC 2.3


Overall, the interview went well. As a team we decided that we would not employ the candidate as we did not think she had a real interest in that particular role.
On reflection one thing I would do differently would be to familiarise myself more with the candidate’s CV to ask more probing questions to less talkative candidates where they do not give any examples to work with the STARR matrix. On our team deliberations we noticed on the CV the candidate had mentioned her ‘passion for conflict resolution and building positive workplace relationships’ which would have been an interesting subject to explore.
Overall, this has been a great learning experience and I have thoroughly enjoyed working with the team.
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