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Introduction 
[bookmark: _GoBack]Before the simulated interview
What did we do?

When groups for the task were assigned, we stayed on to the course contact-day video-call to schedule our first few meetings and set-up a WhatsApp group as well as a group page on Microsoft Teams. The first two meetings were diarised and we defined what would be discussed in each meeting, in order to make good progress; for instance, the first meeting was to discuss the role’s job description and selection matrix, and the second was to be used to decide on the successful CV, as well as formulating questions for the interview. 

In an effort to minimise bias, prior to meeting 1 we decided to individually look at job descriptions and devise selection criteria, using the selection matrix provided by the CIPD as a framework – we then merged suggestions through discussions as a team. Again, in the interest of fairness, we all looked at the 3 candidate CVs independently, scoring them against the co-created matrix – our thoughts were shared in the second meeting and a conclusion was made. The next meeting, scheduled at the end of the previous, was used to discuss the logistics and timings of the interview, assign questions to each member of the group and ensure we had a good idea of how we wanted it to run. Overall, our meetings were successful and all members of the group contributed. 

What did I do?

Throughout the process, I was organised and adopted a proactive approach, for example, in our first conversation as a group, I created a shared Teams document to keep track of our efforts and provide clarity on calls – this included leading parts of the discussion to pull together ideas and to keep us focussed on each task (see appendix 1.3). I ensured that I came to each meeting prepared, with suggestions and helpful starting points (e.g. scribing dates for the diary[endnoteRef:1] on the shared document, suggesting we use each section of the matrix as headings/topics for questions, developing a preliminary plan for the interview timings). Despite leading on translating any information onto the shared document, I consciously ensured that the format was fair and gave all an opportunity to be involved in equal parts. I think that I brought an empathetic and realistic lens to every discussion (in relation to the candidates we were considering), especially when it came to the matrix, questions and formatting – I highlighted the importance of using inclusive language, being fair and making the candidate feel at ease and keeping them informed.  [1: 
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Selection criteria and matrix development

As already mentioned, ahead of our first Teams meeting we decided that we would all peruse the job description and formulate our own selection criteria to be potentially used in the shortlisting matrix. This meant that our meeting was productive and we managed to complete a selection matrix, through amalgamation of all of the members’ suggestions. This matrix was to then be used by all to measure the suitability of each of the three candidates, individually at first to limit biases, then together to examine each candidate and reach a decision on who we would like to interview. The below matrix was decided by the group and was used to select our interviewee.







SELECTION SHORTLISTING MATRIX

Candidate Name: Joanne Thomas                Job Title: People Assistant
  
	ATTRIBUTES 
	ESSENTIAL 
	DESIRABLE 
	TOTAL 

	Qualifications 
  
	Educated to GCSE level (including Maths and English) 
	CIPD qualification or working towards  
 
Other relevant qualification (e.g. Business Admin)  
	 3

	Experience 
  
	Experience in an administrative role (2 years) 
 
Experience of working with the public in customer facing role 
 
Experience of working both independently and as part of a team 
 
  
	Relevant experience in HR administration 
 
Experience of providing meeting support, including taking accurate minutes 
 
Producing letters and contracts of employment using standard templates 
  
Experience in the administration of recruitment and selection processes, including preparing new starter documentation and records 
 
	  2

	Knowledge 
  
	Knowledge of HR policies, procedures and services they provide 
  
General understanding of the employee lifecycle and what it means to act in an ethical manner 
 
Understanding of the importance of confidentiality and discretion 
 
  
	Sound knowledge of HR systems 
 
	  2

	Skills 
  
	Strong communication/interpersonal skills 

Attention to detail 
 
Problem-solving  
 
Highly-organised 
 
Strong IT skills (Including Microsoft Office proficiency) 
 
Professionalism 
 
Time-management 
 
Excellent admin skills 
  
	IT skills to include experience with HR information systems and databases  
 
Welsh speaker 
	  1

	Personal qualities 
  
	Effective team player 
 
Confident 
 
Friendly & approachable 
 
Self-motivated 
 
Ability to embrace personal and organisational values 
 
Positive attitude 
 
Empathetic 
 
Adaptable and flexible to needs of service 
	  
	  0

	Additional Requirements 
  
	  
  
	UK Driving License and willingness to travel between sites 
	  0

	TOTAL SCORE 
	  8

	Interview – Y/N 
	  Y


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

This is a template that can be adapted as required. 


After scoring highly on the selection matrix, we concluded that Joanne Thomas was the candidate with the most HR experience & relevant qualifications (every member of the group had decided this before the discussion coincidentally) for the People Assistant role. Although there was limited mentioning of personal qualities that would make this candidate suitable, we decided that this could be explored in the interview. 



Interview Questions (prepped individually)

These questions were prepped by myself, before the second group meeting. I devised a question to cover each of the areas of the selection matrix (except ‘qualifications’): 

Qualifications

Q. N/A

Experience

Q. Could you tell us about a time when you delivered excellent customer service?

Skills

Can you tell us about a time that required you to prioritise tasks, in order to meet a tight deadline?   

Personal qualities

How would you personally contribute to effective team-work here at Healthcare on Hand?

Knowledge

What does ‘acting ethically’ mean to you, in the context of people practice?

Describe how you built strong relationships with stakeholders in a previous role.


Group Interview Questions (decided after discussion)

Green = to be asked
Yellow = to be asked if time
Other = suggested questions that are surplus

As evident below, a variety of the questions I suggested were used, either as a first choice or as a back-up question. I proposed that we colour-coded the questions to make it clear which were to be asked and which were to be asked if we had the time. 
 
Experience 
 
What HR duties are you most familiar with?
Could you tell us about a time when you delivered excellent customer service? 
Describe how you have built strong working relationships with stakeholders. 
Tell me about a time when you have managed/overseen a process from beginning to end in the workplace. 
Please discuss your recruitment experience. What traits and skills stand out the most in a candidate interview? 
Tell us about a situation you’ve dealt with where you were under a lot of pressure. How did the pressure arise? And how do you feel you dealt with it? 
 
Skills 
  
Can you tell us about a time that required you to prioritise tasks, in order to meet a tight deadline?    

What transferable skills do you think you have that would benefit you in this role?  
 
Personal qualities 
  
How would you personally contribute to effective team-work here at Healthcare on Hand? 

Tell me about a time when you have had to provide support and guidance for someone. 
 
Have you ever experienced a difficult interaction with a colleague? What was your approach to the situation? 
What makes a good assistant? 
Why are you the right person for the role? 
What would you see as the main challenges of the role and how would you overcome these? 
Tell me about a time when you had to work as part of a team. 
How do you think you think your friends and family describe you? 

Knowledge 
  
Please can you give us some examples of how you adhere to confidentiality within your current and previous positions?  

What does ‘acting ethically’ mean to you, in the context of people practice? 

Before our third Teams meeting on 1st June 2023, I created this table below as a starting point for organising the interview schedule. In the meeting we discussed who would be asking which of the questions above, along with who would be welcoming the candidate/explaining what the interview will consist of and finally, who would conclude the interview and inform the candidate of next steps. 

	Timing
	Activity
	Team member

	0 – 2 minutes
	Welcome, introductions
	All (should there be a lead?)

	2 – 3.5 minutes
	Question 1 EXPERIENCE
	

	3.5 – 5 minutes
	Question 2 SKILLS
	

	5 – 6.5 minutes
	Question 3 PERSONAL QUALITIES
	

	6.5 – 8 minutes
	Question 4 KNOWLEDGE
	

	8 – 9.5 minutes
	Time allowing – any relevant follow-up questions 
	

	10 minutes +
	Ask if interviewee has any questions
	

	Post-interview 
	Thank you, next steps
	All (one person to lead)



Below is the table, after edits on the shared Teams document during the meeting, informed by discussion. We assigned questions (1 to ask & 1 to ask if time) to each member and ensured that all in the group were happy with their roles, all of which include 2 tasks.

	Timing
	Activity 
	Team member 

	0 – 2 minutes
	Welcome, introductions 
· Welcome into room, offer water 
· Confirm here for People Assistant role 
· Who is who 
· Explain what the interview will entail (situational questions) 
· Relax – if you have any qs or need us to clarify/repeat ourselves  
· Happy to start – candidate & panel  
	All  
Charlotte to lead 

	2 – 3.5 minutes
	Question 1 EXPERIENCE 
 
What HR duties are you most familiar with? 
 
Tell us about a situation you’ve dealt with where you were under a lot of pressure. How did the pressure arise? And how do you feel you dealt with it? 
 
	Charlotte 

	3.5 – 5 minutes
	Question 2 SKILLS 
 
Can you tell us about a time that required you to prioritise tasks, in order to meet a tight deadline?     
 
What transferable skills do you think you have that would benefit you in this role? 
 
 
	Amanda 

	5 – 6.5 minutes
	Question 3 PERSONAL QUALITIES 
 
How would you personally contribute to effective team-work here at Healthcare on Hand? 

 
	Rihana 

	6.5 – 8 minutes
	Question 4 KNOWLEDGE 
 
Please can you give us some examples of how you adhere to confidentiality within your current and previous positions? 
 
What does ‘acting ethically’ mean to you, in the context of people practice? 


	Harriet 

	8 – 9.5 minutes
	Time allowing – any relevant follow-up questions  

Tell me about a time when you have had to provide support and guidance for someone. 

	All 
Rihana to ask another q 

	10 minutes +
	Ask if interviewee has any questions 
	Harriet 

	Post-interview
	Thank you, next steps 
· Thanks for time 
· Discussion with the team etc. 
· When to expect to hear from us 
	Amanda 












































The weighting of this was as fair as possible, and all agreed that they were comfortable with the plan. For instance, we decided that ‘Personal Qualities’ were important to us in an interview, so decided to include 2 questions covering this section of the matrix. Therefore, I will be asking 2 questions as my 2 tasks. Others in the group will be asking a question and delivering another part of the interview e.g. asking if the interviewee has any questions.

The team meetings that took place ahead of the simulated interview can all be viewed via link (see appendix 1.1).




Conclusion & reflection 
After the simulated interview

What did we do?

The simulated interview (see appendix 1.2) was well-structured and all members participated as planned, contributing to its success. The team worked effectively prior to the day to prepare, which I believe led to a smooth and organised semi-structured interview. This preparation also helped us to react and respond to the candidate thoughtfully and gave us the flexibility to probe further at some points, despite the fact they were not providing the panel with answers that were expected. The interviewee was selected after the team decided they were the strongest candidate for the People Assistant role, however their interview performance did not reflect their CV; the responses were vague and lacked substance, the individual seemed to be indifferent about the role/had little enthusiasm when speaking and, when prompted to expand on their answers, they failed to evidence their experience, skills, personal qualities and knowledge. 

Following the pre-planned structure, the team welcomed the candidate, ensured they were comfortable, introduced themselves and explained what the interview would entail/what to expect, before asking the questions and finally, leaving time for any questions from the interviewee and explaining next steps. 
The experience provided the group with valuable learnings as it not only gave us the opportunity to practice the process leading up to the interview but also presented us with candidate responses that did not meet our expectations. This is something that can happen in reality and a panel should be prepared for this. After the interview, we had a discussion and compared notes, before concluding that we would not be hiring the candidate. 

What did I do?

In the interview, I asked the questions that aimed to find out more about the candidate’s ‘personal qualities’, however I realised that we would need to probe the candidate further both to ensure the simulated interview lasted the full ten minutes and to gain more insight, as they were giving short and unclear answers. For instance, a team member that preceded my questioning asked:

 “Can you tell us about a time that required you to prioritise tasks, in order to meet a tight deadline?”

Due to the fact the example given was not well-considered or matching the expectations we had as a group (she talked briefly about every day leaving the door with her kids, but did not expand on this) I decided to probe in the hope the candidate would expand or reflect on their answer by asking if there was anything in particular they do to tackle that – or if they have a personal toolkit for prioritisation (with the STARR model in mind). Despite this prompt, the candidate showed limited self-awareness and the response was poor. 

After this, I introduced and contextualised the first question about effective teamwork (see personal qualities questions on p. 5) and the candidate asked “is that was collaboration means?”, which I did not anticipate but managed to slightly re-frame, contextualise and simplify the question in the hope it would help them to understand: “We like to get together and share ideas. So, how would you effectively contribute to that?”. They then replied with “so, do you mean how I work in a team?”. I then reassured the interviewee by confirming. 

They talked about being the chair of their local PTA, making statements such as, “we raised loads of money actually. So, I guess that means we are a pretty good team”, however they did not explain their role in getting to the outcome or provide us with any reflections. Another unplanned probe followed, as I wanted to find out more about the person as an individual and show my interest in the example they had given us. I asked them what they think it is about them as an individual that makes them both a good team member and leader, to which they responded by saying, “no-one else wanted the role so I just did what needed to be done” and that they “don’t know how to say no”; highlighting that this person may be a people-pleaser and giving no evidence of a positive attitude of self-motivation (see shortlisting matrix on p. 2). I then asked my second question about providing support and guidance for someone at work or in their personal life (see personal qualities questions on p. 5). 

When the interviewee was asked if they had any questions for the panel they said:
“Well, someone told me I should ask if I told you everything that you need to know, for me to ask if there's anything you want me to say, like expand on”. So, in an effort to obtain more information about their personal qualities and how they could translate to a work-environment, I followed up on the second question I asked earlier by asking the candidate if they have been a supportive guide for somebody in their personal life and if they could give us an example of this, which did lead to an answer that demonstrated empathy (see shortlisting matrix on p.2).

Overall, I believe the interview went well and all team members effectively contributed, whilst keeping an open-mind throughout. In our post-interview de-brief, the group said that my first probing question set the precedent and encouraged them to start elaborating on their own questions/probing for further information, which helped us in dealing with the vague answers that were being provided. Despite the element of surprise, the interview went according to schedule and the candidate was treated fairly and with compassion by all members of the panel. I found the experience valuable and will know to expect the unexpected in the future, with the knowledge that CVs/applications are not always representative of the candidate shortlisted. I also believe that it left me with an improved confidence when it comes to the shortlisting process and conducting interviews. 































Appendix

1.1 Teams meeting recordings:

· Meeting 1 recording
· Meeting 2 recording
· Meeting 3 recording


1.2 The Interview: The interview recording

1.3 Screenshot of the table I put together 
(accessible to all via Teams shared document)
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