Matrix
Interviewer: Amelia Mathias 
Candidate Name: Karen
Position: People Assistant
Scale:	5 – Exceptional	4 – Above Average	3 – Average	2 – Satisfactory	1 – Unsatisfactory
Rating
5	4	3	2	1
Educational Background –
Comments: Karan is highly skilled and I feel she fits the criteria  

☒	☐	☐	☐	☐
Prior Work Experience –
Comments: Karan has previous experience in the field

☒	☐	☐	☐	☐
Technical Qualifications/Experience –
Comments: Karan is skilled in using multiple software 

☒	☐	☐	☐	☐
Verbal Communication –
Comments: Karan has excellent verbal communication skills

☒	☐	☐	☐	☐
Candidate Interest –
Comments: Karan’s experience in previous roles, her skills and knowledge

☒	☐	☐	☐	☐
Knowledge of Organization
Comments: The organisation is fairly new so karan did not know much but knew enough about the business and what we were looking for

☐	☐	☒	☐	☐
Teambuilding/Interpersonal Skills
 

Comments: Team building and interpersonal skills have been demonstrated.

☒	☐	☐	☐	☐
Initiative –
Comments:  Karan previously worked in payroll and demonstrated how she uses initiative to ensure any issues are resolved

☒	☐	☐	☐	☐
Time Management –
Comments: Karan has demonstrated time management skills that will be useful to the organisation

☒	☐	☐	☐	☐
Overall Impression and Recommendation –
Having assessed Karan’s application form and interviewed her for the position of People Assistant. She has demonstrated she is qualified for the position and recommend her for the role.

Advance	Advance with reservations	Do not advance
☒	☐	☐









	
Job title

	People Assistant 

	
Department 

	People Team

	
Reporting to

	People Manager

	Main purpose of job

	To provide a professional administrative support service to the People Team

	Key tasks

	1. Produce letters using standard templates.
1. Manage end-to-end administration of recruitment and selection processes. 
1. Produce contracts of employment. 
1. Prepare new starter documentation and records.
1. Liaise with managers to ensure timely inductions are scheduled.
1. Provide reference request information.
1. Run standard and ad-hoc reports using the HR information system.
1. Maintain accurate employee records and filing systems. 
1. Manage relationships with stakeholders. 
1. Provide basic guidance on the application of policies and procedures. 
1. Provide meeting support, including taking accurate minutes.
 










Appendix B


SELECTION SHORTLISTING MATRIX

Candidate Name:  Karan	              Job Title: People Assistant 

	[bookmark: _Hlk120092380]ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	TOTAL

	Qualifications

	
	Bachelor's and Collage Degree in Education, Department of Education, Graduate, Technical, Business, Communication, Associates, Business/Administration, Management, Faculty
	

	
	
	
	

	Experience

	Proven admin experience, Experience using Microsoft office, Excel, Word, etc
	Experience working within HR, 
	

	
	

	
	

	Skills & Knowledge

	Excellent written and verbal communication, Time management, attention to detail, should be comfortable using Microsoft office and excel spreadsheets, planning and delegation. 

	
	

	Personal qualities

	Punctuality, use Initiative, Self-Motivation, Loyal, the ability to manage stress effectively, polite and professional manner 

	
	

	Additional Requirements

	

	
	

	TOTAL SCORE 3 
	

	Interview – Y/N
	



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