Harriet Davis 
Task 2 – AC 2.2 and AC 2.3
Task 2 – Simulated Interview

Meeting 1 – 27th April 2023
Our group had its first meeting on 27th April 2023 where we discussed how we were going to approach the preparation and planning of the shortlisting and interview processes. We discussed what our options were for holding our group discussions, I suggested that we do meetings virtually on Teams video calls as it may be difficult to all get together in person as we are all based in different locations across South Wales, the rest of the team agreed and we decided to book in Teams meetings in our diaries for 7pm on 11th May 2023 and 18th May 2023 to begin with. We agreed that prior to our first meeting we would each put together our own shortlisting criteria (Appendix A) using the template in the assignment brief. We planned to bring our own shortlisting criteria to the meeting so that we could discuss and combine our ideas into a final version. We all agreed that we should shortlist based only on the information provided in the candidates’ CVs and that we should not make any assumptions from the CVs to ensure fairness and accuracy of our shortlisting (Morris, 2020). 
Meeting 2 – 11th May 2023
We met to discuss each of our own shortlisting criteria that we had prepared individually. We went through each of the attributes on the shortlisting matrix template that was provided in the assignment brief and listed what we had put for ‘essential’ and ‘desirable’. We found that we mostly had similar things written down for each attribute and so where this was the case we added these to the collective shortlisting matrix, however, where someone had something different we discussed whether we all thought it should be included in the criteria. I suggested that we include ‘an understanding of what HR/People Teams do and the services they provide’ under the Knowledge section of the matrix and I also suggested that we put ‘IT Skills’ in the skills section and ‘an understanding of HR systems’ in knowledge so that these are separate criteria. Noone else had anything written down for the ‘additional requirements’ section so I suggested that we could put ‘a Full UK Driving Licence and willingness to travel between sites as required’ as I explained that given Healthcare on Hand are a home healthcare company there might be a need in this role to travel to multiple offices/sites, the team agreed that we should add this into the matrix. 
Rhiana was the designated person to update our shared document on our Microsoft Team chat and so once we had compiled all of our ideas into the shortlisting matrix she asked if everyone could have a read through to check we were happy with the content, everyone agreed that they were happy with it (a copy of our finalised shortlisting matrix can be found in Appendix B). We then discussed the next steps and agreed that we would all prepare a few draft interview questions for each section of the shortlisting matrix so that we could bring our potential questions to the next meeting for discussion. I suggested that we all could do our own shortlisting individually before our next meeting and then discuss our scores in the meeting to see if we have a clear highest scoring candidate to shortlist for interview and if we didn’t then we could discuss our scores and findings together to come to an agreement, the rest of the team felt this was a good approach and agreed to this. We then scheduled our next meeting for 18th May 2023 and closed the meeting. Following this meeting I found that the transcript from the meeting wasn’t very clear and couldn’t find the video recording, as a back-up I took it upon myself to type up and tidy up some meeting notes using the Teams transcript which I then saved to our Teams chat just in case the meeting hadn’t recorded properly. I then messaged the rest of the team to let them know what I had done and they appreciated my effort to come up with a back up should we not be able to recover the recording. 
My individual shortlisting
Our group had decided we would each shortlist the 3 CVs separately using the shortlisting matrix we had collectively created. For each candidate I read through their CV in full and then went through the shortlisting matrix and noted a score next to each attribute to determine if the candidate didn’t meet, partly met, fully met or exceeded the criteria. I then added up the total score for each section before calculating their total score. Copies of my completed shortlisting for each candidate can be found in Appendix C, D and E. I found it difficult to score the CVs  based on the shortlisting matrix as there was limited information on the CVs and this information didn’t always specify certain skills or experience. To ensure my scoring was objective I based the scores purely on the information provided within each CV and avoided making any assumptions based on the information given, i.e. it could be assumed that a candidate possesses certain skills due to a job role they’ve held or qualification they have, so I have based my scoring only on the information actually stated in the CVs. Once I had completed and added up the shortlisting scores I found that Joanne Thomas (CV 2) was my top scoring candidate and so I decided I would suggest to the rest of my group that we interview this candidate.
Meeting 3 – 18th May 2023
In our third meeting we discussed our shortlisting and found that Rhiana had Joanne (CV 2) and Sian (CV 3) as the same overall score however, the rest of the group had Joanne as a clear top score for shortlisting, Rhiana was also happy with this and we all agreed to shortlist Joanne for the interview. I then suggested we move on to discuss the interview questions that we had prepared individually so that we could finalise our set of interview questions. We each wrote our own potential interview questions onto our shared document on teams and then went through each question and discussed which ones to keep as some we had were very similar to each other. We managed to narrow down the questions so that we had two for each section of the shortlisting matrix (experience, skills, personal qualities and knowledge) and also some reserve questions and probing questions for if there is still some time near the end of the interview. We agreed to meet up again on 1st June 2023 to put together a schedule for the interview and decide on who will be doing what during the interview. 
Meeting 4 – 1st June 2023
We discussed how we were going to conduct the interview and put together a schedule of timings for each part of the interview (appendix). I asked if we wanted a designated note taker or if it would be easier for us to each have a question to ask and then write notes on the answer for our own individual question. We agreed that we would each make notes on the question that we have personally asked the candidate and then we could discuss our notes after the interview. I suggested some ideas for what we should include in the introduction such as greeting the candidate, asking if they needed anything to drink and individually introducing ourselves to the candidate. Rhiana made some bullet points of these so that Charlotte would have a bit of a guide to follow on the day to ensure nothing important would be missed in the introduction section of the interview.  We then also did the same for the closing section of the interview so that Amanda would also have a guide to follow. I volunteered myself to prepare all the interview paperwork and offered to print the CV, shortlisting matrix and interview questions/schedule to bring on the day so that everyone would have hard copies. We agreed we would make handwritten notes on paper as this would be less distracting and intimidating for the candidate. We agreed that we would have another meeting on 15th June to check everything was prepared and to check we’re all happy with the plan for the interview. We agreed we would also have a quick meeting on 15th June 2023 to go through everything again and check that we were all happy and comfortable with our plans for the interview.
Meeting 5 – 15th June 2023
We met to check that everything was ready for our interview and to discuss our plan for the interview. Everyone was happy, we arranged that we would also meet around an hour early just to make sure we had everything we needed and to have a quick run through of the interview schedule and questions. We felt it was important to have this check-in meeting to make sure that the whole team were fully prepared and that the questions we were going to ask were relevant to the job description and person specification (Knight, 2015). 
Interview – 22nd June 2023
Our group all met at about 9:30am and waited in the reception area, we discussed our plan for the interview, who would be doing what and went through the interview questions to ensure we felt prepared. Charlotte did the welcome and introduction, asked the candidate if they wanted a drink, each member of the interview panel introduced themselves and Charlotte then checked that the candidate was happy to start the interview. The interview seemed to go well, we each took it in turns to ask a question so that everyone had opportunity to play their part. The candidate gave fairly short answers which meant that we needed to probe a little on some of the questions. When it got to my questions I asked a few follow up questions just to get some more information from the candidate as they had given a very brief answer. When the candidate answered any of our questions I made sure to keep engaged whilst writing notes throughout the interview. This was particularly important during the interview as many of the questions the candidate didn’t actually answer, this can be frustrating for interviewers but I was mindful of not letting any frustration show and being patient with the candidate to try to get the best interview out of them. Once the interview finished we asked the candidate if they had any questions, the only question they asked was if there was anything else we needed to know to consider her for the role, this was a difficult question to answer and wouldn’t be fair to other candidates to answer this so we just asked the candidate a few additional probing questions to gain further information on the questions we had already asked. Amanda then explained to the candidate that we would go away and discuss the interview and get back to them in the next week. 
Following the interview we all discussed how the interview went and agreed that the candidate gave brief answers and seemed to struggle to answer some of the questions. We felt that the interview questions flowed well and that we had asked a variety of questions to cover all requirements of the role. Everyone in the group agreed that based on the candidate’s interview answers we would not offer them the position as their answers were brief and struggled to actually answer the questions asked, therefore we didn’t feel on this basis that they met the criteria and requirements of the role. 







Appendix A – my individual draft shortlisting matrix 
SELECTION SHORTLISTING MATRIX

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

	Qualifications

	GCSE English and Maths (Grade C or above)
	Holds or is currently working towards Level 3 CIPD Qualification or educated to degree level
	

	Experience

	Previous experience in an administrative role
Previous experience of producing letters and other formal documentation
	Previous experience of working in HR and/or Recruitment
Previous experience of working within the Healthcare sector
	

	Knowledge

	Knowledge and understanding of the services HR/People teams provide.
Knowledge of the employee lifecycle
	Good knowledge of employment law including basic HR policies and procedures
Knowledge of how to us HR information systems efficiently
	

	Skills

	Proficient IT skills, specifically the use of Microsoft Office
Excellent organisational and time-management skills
Strong communication skills, both verbal and written
Keen attention to detail
	Ability to take minutes/meeting notes
Data analysis skills and report writing
	

	Personal qualities

	Values driven and empathetic towards others
Approachable with excellent interpersonal skills
Enthusiastic and friendly persona
Personal resilience and ability to work under pressure
Able to careful handle confidential information with discretion
	Positive approach to learning and development
	

	Additional Requirements

	

	Full UK driving licence and willingness to travel between sites
	

	TOTAL SCORE
	

	Interview – Y/N
	



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

Appendix B – our group final version of the shortlisting criteria
SELECTION SHORTLISTING MATRIX
 
Candidate Name:                            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) 
	

	Experience
 
	Experience in an administrative role (2 years) 

Experience working with the public in customer facing role 

Experience working both independently and as part of a team 
 
	Relevant experience in HR administration 

Experience providing meeting support, including taking accurate minutes 

Producing letters and contracts of employment using standard templates 
 
Administration of recruitment and selection processes, including preparing new starter documentation and records 
	

	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 

	 

	Skills
 
	Strong communication/interpersonal skills 

Attention to detail 

Problem-solving 

[bookmark: _Int_OnqvSfap]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 
	

	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 
	 
	 

	Additional Requirements
 
	 
 
	UK Driving License and willingness to travel between sites 
	 

	TOTAL SCORE
	 

	Interview – Y/N
	 


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

Appendix C – Completed shortlisting for CV 1 
SELECTION SHORTLISTING MATRIX
 
Candidate Name: Karen Julius	         	Job Title: People Assistant
 
	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	TOTAL

	Qualifications
 
	Educated to GCSE level (including Maths and English) 0
	CIPD qualification or working towards 0

Other relevant qualification (e.g. Business Admin) 2
	2

	Experience
 
	Experience in an administrative role (2 years) 2

Experience working with the public in customer facing role 0

Experience working both independently and as part of a team 0

 
	Relevant experience in HR administration 1

Experience providing meeting support, including taking accurate minutes 1

Producing letters and contracts of employment using standard templates 0
 
Administration of recruitment and selection processes, including preparing new starter documentation and records 0
	 4

	Knowledge
 
	Knowledge of HR policies, procedures and services they provide 1
 
General understanding of the employee lifecycle and what it means to act in an ethical manner 0

Understanding of the importance of confidentiality and discretion 0
	Sound knowledge of HR systems 1

	 2

	Skills
 
	Strong communication/interpersonal skills 1

Attention to detail 1

Problem-solving 2

Highly-organised 0

Strong IT skills (Including Microsoft Office proficiency) 1
 

Professionalism 0

Time-management 1

Excellent admin skills 1
	IT skills to include experience with HR information systems and databases 1







Welsh speaker 0
	 7

	Personal qualities
 
	Effective team player 0

Confident 1

Friendly & approachable 0

Self-motivated 0

Ability to embrace personal and organisational values 0

Positive attitude 1

Empathetic 1

Adaptable and flexible to needs of service 0
	 
	 3

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

	TOTAL SCORE
	 18

	Interview – Y/N
	 No


 
Scoring:
0-	Does not meet criteria
1-	Partly meets
2-	Fully meets
3-	Exceeds
This is a template that can be adapted as required. Examples should be removed from submission for assessment.

Appendix D – Completed shortlisting of CV 2
SELECTION SHORTLISTING MATRIX
 
Candidate Name: Joanne Thomas       Job Title: People Assistant
 
	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	TOTAL

	Qualifications
 
	Educated to GCSE level (including Maths and English) 1
	CIPD qualification or working towards 2

Other relevant qualification (e.g. Business Admin) 2
	5

	Experience
 
	Experience in an administrative role (2 years) 2

Experience working with the public in customer facing role 2

Experience working both independently and as part of a team 1

 
	Relevant experience in HR administration 1

Experience providing meeting support, including taking accurate minutes 0

Producing letters and contracts of employment using standard templates 0
 
Administration of recruitment and selection processes, including preparing new starter documentation and records 1

	7

	Knowledge
 
	Knowledge of HR policies, procedures and services they provide 1
 
General understanding of the employee lifecycle and what it means to act in an ethical manner 0

Understanding of the importance of confidentiality and discretion 0
 
	Sound knowledge of HR systems 0

	 1

	Skills
 
	Strong communication/interpersonal skills 1

Attention to detail 0

Problem-solving 0

Highly-organised 1

Strong IT skills (Including Microsoft Office proficiency) 0
 

Professionalism 0

Time-management 1

Excellent admin skills 1
 
	IT skills to include experience with HR information systems and databases 0







Welsh speaker 0
	4

	Personal qualities
 
	Effective team player 1

Confident 0

Friendly & approachable 1

Self-motivated 0

Ability to embrace personal and organisational values 0

Positive attitude 1

Empathetic 0

Adaptable and flexible to needs of service 0
	 
	 3

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

	TOTAL SCORE
	 20

	Interview – Y/N
	 Yes


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









Appendix E –Completed shortlisting of CV 3
SELECTION SHORTLISTING MATRIX
 
Candidate Name: Sian Jackson	         	Job Title: People Assistant
 
	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	TOTAL

	Qualifications
 
	Educated to GCSE level (including Maths and English) 0
	CIPD qualification or working towards 

Other relevant qualification (e.g. Business Admin) 
	0

	Experience
 
	Experience in an administrative role (2 years) 2

Experience working with the public in customer facing role 2

Experience working both independently and as part of a team 0

 
	Relevant experience in HR administration 0

Experience providing meeting support, including taking accurate minutes 0

Producing letters and contracts of employment using standard templates 1
 
Administration of recruitment and selection processes, including preparing new starter documentation and records 0

	 5

	Knowledge
 
	Knowledge of HR policies, procedures and services they provide 0
 
General understanding of the employee lifecycle and what it means to act in an ethical manner 0

Understanding of the importance of confidentiality and discretion 0

 
	Sound knowledge of HR systems 0

	 0

	Skills
 
	Strong communication/interpersonal skills 2

Attention to detail 0

Problem-solving 0

Highly-organised 2

Strong IT skills (Including Microsoft Office proficiency)
 0

Professionalism 0

Time-management 1

Excellent admin skills 1
 
	IT skills to include experience with HR information systems and databases 0







Welsh speaker 0
	 6

	Personal qualities
 
	Effective team player 0

Confident 0

Friendly & approachable 0

Self-motivated 0

Ability to embrace personal and organisational values 0

Positive attitude 1

Empathetic 0

Adaptable and flexible to needs of service 1
	 
	 2

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

	TOTAL SCORE
	 12

	Interview – Y/N
	 


 
Scoring:
0-	Does not meet criteria
1-	Partly meets
2-	Fully meets
3-	Exceeds
This is a template that can be adapted as required. Examples should be removed from submission for assessment.

Links to video recordings of group meetings
Appendix F
https://uowtsd-my.sharepoint.com/:v:/g/personal/2218938_student_uwtsd_ac_uk/EV4KACbl9cpAnkLr8ghePqQBIiBlQ8XZXRxxFXPPdi76Rg - link to recording of meeting 1 
Appendix G
https://uowtsd-my.sharepoint.com/:v:/g/personal/2218938_student_uwtsd_ac_uk/EQ0GU_MVKmlCpYhhl5DUW7IBxlWuK9OPLPduAOsmrcovJg?e=58UN5c – link to recording of meeting 2
Appendix H
CIPD Interview-20230518_190810-Meeting Recording.mp4 - link to recording of meeting 3
Appendix I
https://uowtsd-my.sharepoint.com/:v:/g/personal/2218938_student_uwtsd_ac_uk/EWhZu3r084VGrT54BPydGPUBgTamw6MXF5wul-FDx-vwIQ  – link to recording of meeting 4

Appendix J – Interview Questions/My interview notes
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1. Experience
a) What HR duties are you most familiar with?
b) Tell us about a situation you’ve dealt with where you were under a lot of pressure. How
did the pressure arise? How did you deal with it? What do you think you would do

differently if faced with a similar situation in the future?
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3. Personal Qualities
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4. Knowledge

a) Please could you give us some examples of how you adhere to confidentiality within
your current and Previous positions?

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