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Izabelle Jones



15/05/2024
Qualities needed for the Sales Assistant Role

1. Provide high quality, excellent customer service.
2.  Handle cash and card payments in accordance with company 
 Standards.
3. Unpack supplier deliveries.
4. Check supplier deliveries against delivery notes.
5. Replenish shelves and fill product dispensers.
6. Ensure high standards of hygiene are maintained and ensure products are not cross-contaminated. 
7. Clean up spillages.
8. Clean containers ready for return to suppliers




16/05/2024
Applications Scoring 

Scoring:
1. Does not meet criteria
2. Partly meets
3. Fully meets
4. Exceeds







A) Application Total- 7/15

	Attributes
	Essential
	Desirable
	Total 

	Qualifications
	Maths GCSE 
English GCSE
	COSHH training 

	2

	Knowledge
	
	Cleaning products
	0

	Skills
	Problem solving
Organised 
	Digital literacy 
Customer service
	2

	Personal qualities
	Friendly 
Articulate
Enthusiastic 
	
	1

	Additional requirements 
	Attention to detail 

	Attuned to product placement 
Environmental knowledge
Experience in similar role
	2








B) Total – 11/ 15

	Attributes
	Essential
	Desirable
	Total 

	Qualifications
	Maths GCSE 
English GCSE
	COSHH training 

	2

	Knowledge
	
	Cleaning products
	0

	Skills
	Problem solving
Organised 
	Digital literacy 
Customer service
	3

	Personal qualities
	Friendly 
Articulate
Enthusiastic 
	
	3

	Additional requirements 
	Attention to detail 
. 
	Attuned to product placement 
Environmental knowledge
Experience in similar role
	3







C) 3/15

	Attributes
	Essential
	Desirable
	Total 

	Qualifications
	Maths GCSE 
English GCSE
	COSHH training 

	0

	Knowledge
	
	Cleaning products
	0

	Skills
	Problem solving
Organised 
	Digital literacy 
Customer service
	0

	Personal qualities
	Friendly 
Articulate
Enthusiastic 
	
	2

	Additional requirements 
	Attention to detail 
. 
	Attuned to product placement 
Environmental knowledge
Experience in similar role
	1




Interview questions and responses 13th June 2024





Interview link 13th June 2024.
https://uowtsd-my.sharepoint.com/:v:/r/personal/r_akers_uwtsd_ac_uk/Documents/Recordings/Simulated%20interview%20-%20Group%205-20240613_130631-Meeting%20Recording.mp4?csf=1&web=1&e=JdIHIA&xsdata=MDV8MDJ8MjMxOTE0MUBzdHVkZW50LnV3dHNkLmFjLnVrfGE5NTI4ZTBkYzc4NTQ0MGUyM2Y3MDhkYzhiYjcxYzNlfDRlMGYxMWY5MDQ2ZTQ1MDU5Y2I4ZGIyMTUyMzExZTIxfDB8MHw2Mzg1Mzg4NjU3NTkzNTU2Mzd8VW5rbm93bnxUV0ZwYkdac2IzZDhleUpXSWpvaU1DNHdMakF3TURBaUxDSlFJam9pVjJsdU16SWlMQ0pCVGlJNklrMWhhV3dpTENKWFZDSTZNbjA9fDB8fHw%3d&sdata=S1hHYVpUc3pwVEMvTlBkcGxLcE5KbmJyY3Rlbi81RXlDdmpLcVBCTzBPYz0%3d


interview scores and rational 19th June 2024




I, as the recruitment officer, along with the store manager Izzy Jones and Molly Fletcher, HR officer, used our work WhatsApp group to discuss the Sales Assistant role interview with Rebecca Jenkins. We found this method convenient and efficient for our communication, as it allows us to easily liaise and access conversation history.
WhatsApp conversation.
MF, research scoring criteria and located this on indeed (2023). 16th June 2024
· A score of 1 – Poor: Failure to answer the question or if the response was completely irrelevant. Failure to give any personal examples and provided no other relevant examples.
· A score of 2 - Fair: The response included some points, but also made several irrelevant points. No examples provided in the answer.
· A score of 3 - Good: Candidate covered some points in their answer and also provided the interviewer with further relevant information and included some examples.
· A score of 4 – Very good: Candidate answered the question well and provided relevant information covering all or most of the points. They also used relevant examples to complement their response.
· A score of 5 – Excellent: The candidate provided a perfect answer. They covered all the points that were relevant to the question asked. They also included excellent examples to demonstrate their suitability.
(Indeed, 2023).
MF) 18th June 2024
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IJ)  18th June 2024 
https://1drv.ms/w/c/5e3e085e2946b4a2/EUNOJtXiwAJMsKQsJAMTPF8B1Vb8SbnKgCTqYQMxhcJgmw 

Hello both, 

Please see above my notes from our interview with Rebecca Jenkins regarding the Sales Assistant role. 
You can see I have given Rebecca a mark of 42 out of 90. 
Please read the above so we can further discuss. 

PR) 19th June 2024
Hi both,  Please see my attached scores for Rebecca's interview. Unfortunately, I rated her below average with a score of 41/90. While I usually believe that on-the-job learning is possible, I feel that Rebecca did not demonstrate the necessary enthusiasm, teamwork, or transferable life skills required for a startup company, which is an important consideration for us.





PR) 20th June 2024
Good afternoon both. 
Hope you are both well. 
Having now reviewed all Rebecca’s responses to the questions I feel from a recruitment perspective employing her as a sales assistant could result in a longer onboarding process, increased training costs, and potential delays in team integration. This extended onboarding would necessitate more time and resources to bring her up to speed with our products, services, and sales techniques. 
The increased training costs could divert resources from other critical areas, impacting our budget and operational efficiency. Potential delays in team integration could disrupt the functioning of our sales team, leading to slower response times to customer inquiries and reduced sales effectiveness. 
This, in turn, might result in a drop in customer satisfaction, as timely and effective service is crucial for maintaining our client base. 
Additionally, her lack of immediate readiness could hinder our ability to quickly adapt to market demands, affecting our overall productivity and project timelines. Consequently, 
I do not believe we should proceed with her application.
Phill Rees Recruitment Coordinator
MF) 20th June 2024. 
Dear Phill, 
Thank you for providing your detailed assessment of Rebecca’s responses. I appreciate your concerns regarding the potential extended onboarding process, increased training costs and the subsequent impact this could have on the team integration and overall operational efficiency. 
Whilst Rebecca has several strengths, such as previous experience within the retail industry and a demonstrated passion for the environment, I believe that the requirements of the Sales Assistant position for Clean Quarter Ltd necessitate a different set of skills and experience. Our goal is to find the best fit for our team and the role, ensuring both the success of the individual and the growth of our start up business. 
After a thorough review of Rebecca’s application, interview performance, and overall fit for the role, I agree with your assessment that moving forward with Rebecca’s application is not the best way forward at the moment. This decision was reached after considering several factors including alignment with job requirements, skill set, experience, cultural fit and passion for the sales industry.  

Molly Fletcher, HR Officer

IJ) 20th June 2024
Good evening both, 
After all of our scoring being below average I would agree that Rebecca Jenkins is not suitable for our Sales Assistant role. 
After taking into consideration Rebecca’s interview  I have come to the conclusion that she would be too dependant on myself and other colleagues, lacks in initiative and is not the character we are searching for our start up business. 
Rebecca’s desire for the environment is appealing however, she still does not quite reach the criteria. 

Izabelle Jones, Store Manager
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RECRUITMENT & SELECTION



Interview Scoring and Decision Sheet



		Interviewee:

		Rebecca Jenkins



		Date:

		13/06/2024



		Vacancy:

		Sales Assistant



		Interview panel :

		Molly Fletcher

Phill Rees

Izzy Jones



		Interviewer soring:

		Phill Rees





	

Scoring Criteria

5: Excellent response

4: Very good response

3: Good response

2: Fair response 

1: Poor response













		Related Questions

		Interviewer Comments

		Score



		1. 

		Good response currently works in a similar role, has become concerned with the amount of waste generation in the environment. Plays on a football team 

		3/5



		2. 

		Poor response, knew little about the company however knew the name and that we were trying to reduce wate which she expressed her views and values. Did say she read about the company online but didn’t go into detail. We explained more about the company.

		1/5



		3. 

		Fair response, again discussed the environment, mentioned customer service however didn’t elaborate with examples 

		2/5



		4. 

		Poor response, spoke about supporting a customer to locating an item however didn’t provide any examples of skills or qualities needed.

		1/5



		5. 

		Good response, did provide us with a situation and task during covid (following being prompted) however this did not demonstrate going above and beyond.  

		3/5



		6. 

		Good response, Rebecca stated she would research the products and understood the importance of product knowledge, however didn’t provide much detail on how she would research. She would be happy to test the products. 

		3/5



		7. 

		Good response, did cover off some factors to consider but could have provided more with a possible example.

		3/5



		8. 

		Very good response, provided us with a detailed description of steps she would take and what factors she would consider, and also informed us she would follow our processes. Rebecca didn’t feel she required a digital literacy course. 

		4/5



		9. 

		Poor response, has not had to do in previous roles. I had to explain what upselling meant. When I did she didn’t provide us with many ways in which she would upsell.

		1/5



		10. 

		Good response, has not had to meet sales targets before but offered some examples of how she would engage with the customers and tactics she would try in order to meet targets. 

		3/5



		11. 

		Poor response, previous role she relied on her manager, when prompted she did come up with some examples of things she would do, however stated she would stay away from stressful situations. In target driven environment this is not always feasible.

		1/5



		12. 

		Good response, spoke about the steps she takes when handling cash to ensure right change is given, comfortable with cash handling. However did come across as overconfident by saying “its not complicated”

		3/5



		13. 

		Poor response, offered only basic examples and strategies. Additionally, she expressed a dislike for this aspect of the role.

		1/5



		14. 

		Good response, provided some examples on quality checks however there were no examples of what strategies she would do when there are tight deadlines. 

		3/5



		15. 

		Fair response, gave a couple of examples and strategies however could have elaborated with more examples 

		2/5



		16. 

		Poor response, Did not put much effort into answering the question, even after being prompted to consider personal experiences that could be applicable in the workplace. 

		1/5



		17. 

		Fair response, provided some basic examples, but only after prompting.

		2/5



		18. 

		Very good response, as she provided tasks she would undertake. However, she could have included examples of situations where these tasks would be necessary

		4/5



		Total Score:

			41/90











		Interviewer Name

		Decision (Offer / Reject)

		Reason for selection/non selection



		

Phill Rees







		

Reject





		Even though Rebecca provided good examples to some questions and demonstrated enthusiasm for environmental issues and waste management, I would reject her application based on her overall below-average score. She required significant prompting and clarity on several questions from the panel and displayed a general lack of motivation and effort in some of her responses. Additionally, she failed to demonstrate transferable life skills when asked situational questions. Despite her experience working in a supermarket, she did not seem to consider the differences in processes, duties, and responsibilities required for this role.
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Sales Assistant Interview Questions



Date:  13/06/2024_



Interviewer: Phillip Rees (Recruitment Coordinator)	

			

Candidate: Rebecca Evans 





Welcome and introduction to panel, thank them for attending, discuss interview procedure.



		Question

		Model Response

		Comments



		1. Tell us about a little bit about you, your hobbies, interests and what you have been doing in the last six months

		· Sociable 

· Confident

· Aspirational

· Environmental interests 

		· Spends a lot of time in work

· Works in similar role

· Uncomfortable regarding waste. 

· Football (comfortable working as a team)







		2. What do you know about our Company, and what has attracted you to apply here?   

		· Some knowledge regarding Clean Quarter. 

· Self awareness (why do they believe they would be a good fit for Clean quarter?)

		

· Conducted research on Clean Quarter before the interview.

· Demonstrates a strong passion for environmental sustainability.

· Currently employed in a similar role but has concerns about waste management practices.

· Has limited knowledge about the company

· We had to explain more about the company she had a very vague response 















		3. What positive qualities do you think you could bring to the team?

		· Friendly towards staff, clients and customers. 

· Confident to do job role. 

· Approachable 

· Previous experience as working as a team. 

		

· Sincerely believes in our dedication to environmental sustainability.

· Prioritises excellent customer service.

· Confident she would be an excellent fit for the role.



















		4. How would you define great customer service?

		· Exceeds customer expectations. 

· Personalised, prompt service. 

		

· What does the customer want to do next? (Forward thinking)

· Confident to approach customers but also demonstrated she can also lack confidence in approaching customers due to not knowing id they would apricate it. 























		5. Tell me about a time when you went above and beyond for a customer. What was the situation and outcome? 

		· Past experience. 

· What they learnt from the experience. 

· The role they played in the situation and outcome. 

		



· Gave past experience. 

· Vague response. 

· The example given was basic and I wouldn’t class it as going above and beyond.

















	





		6. How do you stay informed about our products and industry trends?

		· Example (social media)



		



· Very confident that her knowledge is extensive. 

· Willing to test products. 

· Understands the importance of product knowledge. 















		7. How would you handle a difficult customer or customer complaint?  

		· Listen to customer needs. 

· Patient and understanding. 

· Logical. 













		· Listen to customer needs. 

· Try and solve the problem herself.

· Willing to provide or find relevant persons to help.



		8. As part of the role, one of the requirements will be to prepare orders for online delivery. What factors do you think you would need to consider when carrying out this task?



		· Able to prioritise.  

· Attention to detail. 

· Efficiency. 



		

· Pays close attention to product placement.

· Completes tasks promptly.

· Has a keen eye for detail.

· Connects discussions on pollution effectively to relevant questions.

· Adheres to guidelines and procedures set by managers.

· Lacks experience with online ordering.

· Possesses very limited knowledge of computers in a professional context.

· Unwilling to participate in a digital literacy course when suggested.























		9. Tell me about a time when you have successfully upsold a product to a customer?

		· Past experience. 

· What they learnt from the experience. 

· The role they played in the situation and outcome. 

		

· Needed to expand on the question.

· No experience in upselling.

· May use personal opinions to influence customers' purchasing decisions.

· Lacks comprehensive product knowledge. 





















		10. How do you approach meeting sales targets?

		· Organised. 

· Determined. 

· Competitive. 

		



· Has never worked with sales targets.

· Lacks a logical plan for achieving targets; the company cannot afford to have an employee remain in one position for an entire shift.

· Is a competitive individual.

















		11. How do you manage stress and stay organised during busy periods?

		· Example of methods they would use. 

· Willing to ask for help. 

· Able to plan ahead. 

		· Needed prompting as her initial response was "I don't get stressed."

· Forward-thinking.

· Confident in asking for help.

· Not easily stressed.

· Does not worry about unfinished tasks.

· Creates lists to stay organised.

· Actively avoids stressful situations. 





















		12. Can you describe your experience in cash handling and point-of-sale systems?

		· Comfortable handling cash. 

· Experience. 

		



· Experience in cash handling. 

· Had till training. 

· Observant. 

· Comfortable handling money stated its not hard (over confident) 









		13. Describe how you would ensure that your work is error free?

		· Methods they would use (cross referencing) 

· Confident to ask seniors to check their work if unsure. 

		

· Vague answer. 

· Emptying boxes is least favourite part of the job as heavy and dusty.

· Enjoys the customer side of the job.

· Sociable individual.  





















		14. What methods do you use to check for quality, especially when you have to meet tight deadlines?

		· Logical methods. 

· Observant. 

· Attention to detail. 

· Time efficient. 

		· Observant.

· Detail-oriented.

· Check dates etc.

· Capable of independent thinking









		15. Give an example of a time when you had to think on your feet to resolve an issue?

		· Past experience. 

· What they learnt from the experience. 

· The role they played in the situation and outcome. 

		

· Very vague answer implying lack of understanding. 

· Instinct is to go against protocol. 

· Use time effectively. 













		16. Can you tell us about a time when you've contributed to effective team working and what was your role in this?

		· Able to work as a team and an example of when they successfully worked as one. 

· What role they played to ensure the team worked successfully. 

		· Needed prompting to identify transferable skills.

· Personal experience in football.

· Emphasises the importance of communication.

· Considers colleagues' needs.

· Values teamwork and supporting each other.

















		17. Are you comfortable working on your own initiative as well as a team?

		· Comfortable to work as a team. 

· What methods they believe it’s important to work as a team, communication, listening, working together. 

		· Provides vague responses.

· Expresses no clear preferences.

· Did not provide specific examples or situations for either option.



		18. Here at Clean Quarter Ltd it’s really important that high standards of hygiene are maintained. It is also important that products are not cross contaminated, what tasks would you carry out to ensure that these standards are maintained?

		· Promptly cleaning up spillages/ cleaning containers ready for return to suppliers

		· Holds a Food Hygiene certificate.

· Adheres to hygiene practices such as washing hands, tying back hair, using personal protective equipment (PPE), and wearing a clean uniform.

· Takes precautions to prevent slips, trips, and falls while performing job duties.

· Ensures the cleaning cabinet is securely locked.

· Didn’t offer any examples of when these needed to be completed. 

















Non- scoring queries 



Shift availability- Clear that they do not want to work any Saturdays, however, is willing to complete one Saturday per month as required for the job role. 



Pre booked annual leave- 23/12/2024 – 06/01/2024. 



Drivers licence – Does not have a car, however, is willing to travel to different stores if notified at least one day before. 





		Please ask the candidate if they have any questions and record these below



		What is the pay rate?



Salary- £12 per hour before target bonuses. Target bonuses vary depending on profit made. 



Will there be opportunities to enhance their learning? – 



The employee is currently undecided about which courses they would like to pursue but is eager to expand their knowledge. They are not interested in participating in a Digital Literacy Level 2 course. They are aspirational and aim to eventually become a store manager. 
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