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Task Two – Simulated interview


Introduction:
My group included myself, Tenzin Tashi, Laura Wilson and Hywel Jenkins. In this document I will provide evidence of our work by explaining what work was done at each group meeting; this will show a clear timeline of the order in which we made our decisions and how we made them. This will be followed by an Appendices which will show the evidence of our work. 

Group Meeting 1 – participants: JK, TT & HJ. (27/04/2023)
· We used this meeting to introduce ourselves and get to know each other. We agreed here that we would meet once a week for 1 hour; this way we can go away and do the work and keep each other updated regularly (shown in Appendix A). 
· We then briefly familiarised ourselves with the tasks required of us. 
· We created a Whatsapp group for contact and to update Laura on the agenda (shown in Appendix A.1). 

Group Meeting 2 – participants: JK, TT, HJ & LW. (04/05/2023)
· During this session we discussed the job description and agreed that it was an entry level role, this then provided the basis for beginning the selection criteria. For example, as we deemed it to be an entry level role, we requested the candidate ideally have previous office admin experience rather than specifically HR based experience (video shown in Appendix B).
· Using our knowledge from our workplaces and online research, we collated ideas on what points should be on the ‘essential’ and ‘desired’ criteria. 
· When thinking of desired qualifications, we made sure to avoid discrimination and increase inclusivity by accepting equivalent international qualifications and being aware that not all candidates would have had the same opportunities.  
· We created a shared document that was the first draft of the selection criteria (shown in Appendix B.1).

Group Meeting 3 – participants: JK, TT, HJ & LW. (11/05/2023) 
· During this session we finalised the selection criteria into a shortlisting matrix by going over each section one by one as a group and agreed on the scoring range for this. (Video shown in Appendix C). 
· We decided to use the scoring range of 0-3 as this is easy to follow and we were all familiar with it. (Final draft of selection shortlisting matrix shown in Appendix C.1).

Group Meeting 4 – participants: JK, TT, HJ & LW. (19/05/2023)
· By this session, we had all individually scored each CV against the selection criteria we created and we used this session to compare notes and opinions on which candidate should be interviewed (video shown in Appendix D).
· CV 1: Scored well on experience. Scored higher on essential skills rather than desirable skills. Has good admin experience, has the relevant skills.
· CV 2: Very close in scores to CV 1, however scored lower on essential skills. We thought this candidate may be overqualified for the role due to qualifications and previous HR experience, risk of not feeling satisfied in the role. 
· CV 3: Scored the lowest overall in most criteria. 
· Collectively we agreed to interview candidate 1 (shown in Appendix D.1). 

Group Meeting 5 – participants: JK, TT, HJ. (08/06/2023)
· During this session we began to plan the structure of the interview, the interview questions and how we can all play an equal role (video shown in Appendix E).
· Our interview was going to be structured to ensure it was fair and consistent and we aimed at creating open-ended and competency-based questions for the interview, this allowing the candidate to provide longer, and more detailed responses. 
· We created our questions based on the job description, selection criteria, CV and also the weaknesses of candidate 1 to learn more about them and allow the candidate to expand on these. 
· It was decided that I would open the interview, Tenzin would provide an explanation of the organisation, Hywel would answer/ask any additional questions needed and Laura would close the interview (draft document shown in Appendix E.1).

Group Meeting 6 – participants: JK, TT, HJ, LW. (19/06/2023)
· We used this quick session to go over the process once more and agree that we are all happy with the questions and structure produced (video shown in Appendix F). 

The Simulated Interview – participants: JK, TT, HJ, LW. (22/06/2023)
· I feel that the interview went well as we all successfully played our roles and we opened and closed the interview effectively. We also did not talk over each other, asked all the questions planned and we revisited a question we felt needed a more concise answer. 
· To improve, we could have used the STARR Model interview questions to help the candidate to expand more on their answers. I also made an error during the interview as after the opening I did not direct to Tenzin to go next to provide an explanation of the organisation as planned, this was initially missed out; however Laura was able to re-direct back to this when the appropriate moment came. Therefore, regardless of the error, I do think we were able to work well together as a group during the interview and we were all able to remain calm and professional throughout. 









Appendix:

Appendix A:

Group Meeting 1 video: https://uowtsd-my.sharepoint.com/:v:/g/personal/2218466_student_uwtsd_ac_uk/EcKPNpeiSQZEuhunuxofHWkBDphpxUom2NV45BCeB6V3Fg 

Appendix A.1:

Whatsapp group message:
[image: C:\Users\117522\Desktop\unnamed.png]

Appendix B:

Group Meeting 2 video: https://uowtsd-my.sharepoint.com/:v:/g/personal/2218466_student_uwtsd_ac_uk/EYmtGvgKqaZMo6UkBGopb2wBJonFxXAccw5Eh5-0UuXfOQ?e=bgagmY 

Appendix B.1:

First draft of selection criteria:
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Appendix C:

Group meeting 3 video: https://uowtsd-my.sharepoint.com/:v:/g/personal/2218466_student_uwtsd_ac_uk/EZhPLY-7p-JAh-n76IsemeIBzETHykCyKLcw3zFEaI_f8g?e=PRkfDA 

Appendix C.1:
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Appendix D:

Group meeting 4 video: https://uowtsd-my.sharepoint.com/:v:/g/personal/2218466_student_uwtsd_ac_uk/EQxi5TyTBcJMkc5tJ4iX7ooBHKC99OqY2WYgrr4QO8Lsmw?e=YNPTlR 

Appendix D.1:
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Appendix E:

Group meeting 5 video: https://uowtsd-my.sharepoint.com/:v:/g/personal/2224344_student_uwtsd_ac_uk/EYqo17eWTt1MvEEXVf2cpR0BYUq8u051TGbESZfl9YvtFw?e=QkLVfd 

Appendix E.1:
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Appendix F:

Group meeting 6 video: https://uowtsd-my.sharepoint.com/:v:/g/personal/2218466_student_uwtsd_ac_uk/ERWPmL44X55Bny3_XIDaz4wB9RjWHHdF7I5PweXsx2xl_w?e=2nh47h

Appendix G:

[bookmark: _GoBack]Simulated Interview video: https://uowtsd.sharepoint.com/:v:/r/teams/Group5-L3_GRP/Shared%20Documents/General/Recordings/Meeting%20in%20_General_-20230622_121926-Meeting%20Recording.mp4?csf=1&web=1&e=ke6kZO 
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Job Title: People Assistant
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Job role: People Assistant

Scoring for Candidate 1

Selection Shortlisting Matrix

Group Scoring Overview and Candidate Interview Decision

Scoring for Candidate 3

Group Member Names | Total Essential Criteria Score | Total Desirable Criteria Score | Total Score

Laura 40 7 a7

Hywel 38 3 a1

Jolanta 38 3 a1

Tenzin 22 4 46

Total score 158 17 175
Scoring for Candidate 2

Group Member Names | Total Essential Criteria Score | Total Desirable Criteria Score | Total Score

Laura 36 9 a5

Hywel 34 11 45

Jolanta 32 7 39

Tenzin 34 7 a1

Total score 136 34 170
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Group Member Names | Total Essential Criteria Score | Total Desirable Criteria Score | Total Score
Laura 23 4 27

Hywel 35 1 36

Jolanta 35 2 37

Tenzin 31 3 34

Total score 124 10 134

Candidate Interview Decision

Based on the reasons outlined in each group member’s notes, notably, that one candidate demonstrates a greater
variety of essential technical ability and skills relevant to the role than the others and that the candidate would also
benefit from this position in terms of their professional development into the HR field, the group has unanimously

decided the following:

Candidate to interview: Candidate 1
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HR questions
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