Essentials of People Practice (BMPD3003) - James Davies

Task 2 – Interview

Selection Shortlisting Matrix 


Candidate Name:  Karen                                                                                                                                               Job Title: People Assistant 


	Attributes
	Essential 
	Desirable 
	Total

	Qualifications
	Office Admin qualification or relevant experience
	

	2 (Experience)

	Experience
	Previous Administration Experience
Experience in the use of Microsoft Office (Excel, Word, etc.) 


	Experience in accurate minute taking
Experience in record keeping


	3

	Skills & knowledge
	Excellent communication skills 
Good time keeping
Good organisational skills
The ability to prioritise workload


	Good knowledge of recruitment and selection processes
Good knowledge of policies and procedures
	2

	Personal Qualities
	Polite telephone manner
Professional attitude
Hardworking, reliable, committed
	

	3

	Additional Requirements 
	

	

	


	Total Score:

	Interview Y/N:  YES




Scoring:
0 – Does not meet criteria
1 – Partly Meets
2 – Fully Meets 
3 – Exceeds


Name of Short lister:                                                                      Date Shortlisting completed: 
Interview Panel: James Davies

Shortlisting notes.
[bookmark: _Int_aOsZmTLa]Office admin experience (5+ years- HR Centre & Cardiff Football Club).
[bookmark: _Int_1CZGrYpa]Experience in record keeping & accurate minute taking.
[bookmark: _Int_6ThhcfSs]Excellent communication.
Organised & able to prioritise workload. 
[bookmark: _Int_LI211xmd]Meets all requirements. 
Business administration qualification.

Selection Shortlisting Matrix 


Candidate Name:  Sian Jackson                                                                                                                                        Job Title: People Assistant 


	Attributes
	Essential 
	Desirable 
	Total

	Qualifications
	Office Admin qualification or relevant experience
	

	2

	Experience
	Previous Administration Experience
Experience in the use of Microsoft Office (Excel, Word, etc.) 


	Experience in accurate minute taking
Experience in record keeping


	1

	Skills & knowledge
	Excellent communication skills 
Good time keeping
Good organisational skills
The ability to prioritise workload


	Good knowledge of recruitment and selection processes
Good knowledge of policies and procedures
	1

	Personal Qualities
	Polite telephone manner
Professional attitude
Hardworking, reliable, committed
	

	1

	Additional Requirements 
	

	

	


	Total Score:

	Interview Y/N: 




Scoring:
0 – Does not meet criteria
1 – Partly Meets
2 – Fully Meets 
3 – Exceeds


Name of Short lister:                                                                           Date Shortlisting completed: 
Interview Panel: James Davies
Shortlisting notes.
Office coordinator is Asda (some experience in office administration).
No mention of record keeping or minute taking.
Experience of Communication.
Lack of information on qualifications. 


Selection Shortlisting Matrix 


Candidate Name:  Joanne Thomas                                                                                                                                              Job Title: People Assistant 


	Attributes
	Essential 
	Desirable 
	Total

	Qualifications
	Office Admin qualification or relevant experience
	

	3

	Experience
	Previous Administration Experience
Experience in the use of Microsoft Office (Excel, Word, etc.) 


	Experience in accurate minute taking
Experience in record keeping


	1

	Skills & knowledge
	Excellent communication skills 
Good time keeping
Good organisational skills
The ability to prioritise workload


	Good knowledge of recruitment and selection processes
Good knowledge of policies and procedures
	1

	Personal Qualities
	Polite telephone manner
Professional attitude
Hardworking, reliable, committed
	

	1

	Additional Requirements 
	

	

	


	Total Score:

	Interview Y/N: 




Scoring:
0 – Does not meet criteria
1 – Partly Meets
2 – Fully Meets 
3 – Exceeds


Name of Short lister:                                                                           Date Shortlisting completed: 
Interview Panel: James Davies
Shortlisting notes.
[bookmark: _Int_sIpDIZDH]Vast experience in HR.
Qualifications. 
Do not feel the CV meets enough of the criteria for the admin role. 
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"= WorkExperience . .

Aug 2015- Present Recruitment Assistant

Hays, Swansea

| specialise in recruiting IT professionals into
Project Services across the private sector.

| am responsible for the end-to-end placement for both
the permanent and contingent workforce. «

: e e e
A large portion of my role includes business = ﬁ
development as well as w0rking with clientsto
, - offer expert insight into the broader;market;t, - £

Sot

Mar 2015- Jun 2015 Recruitment administrator
| BESTalentBeijingl g =
Internship at an Executive search firm
speciali‘s‘ing in the egal and ﬁnanciaalsectpr._: .
Responsibilities i lude reviewing and scree . ‘

o
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Education

Liverpool University

BA Marketing - 2:1

Bryngywn Comprehensive School

5 A Levels - A-C

SKILLS

Flexible Dedication Organised
TGS S T

Interpersonal

Communication Time Management

TS D > 2 P

References available upon request.
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Sian Jackson

OFFICE COORDINATOR
Lianelli 1 00000 888888 | Slan.J4ckson@SJ.com

- (G s N

WORK EXPERIENCE

Office coordinator 2016-Present & Snoiic, procclive ol
self-motivated iecxm pic}yef
Asda _who consistently  seeks

challenges and excellence.
Forward-thinking and
motivated young
professional &
interpersonal.

e Managing advertising budgets, reporting and
invoice reconciliation.

e Monitoring retailer digital presence to ensure that
brand visibility meets brand guidelines.

e Coordinating PPC, Display and SEO channels

organisational

skills as

awareness

e Planning and execution of the marketing calendar,
taking into account the overall company strategy.

e Reviewing and approving all potential PPC and
display techniques.

e Making sure all technical and creative paris are

delivered and implemented.
e Evaluating, budgeting and forecos’nng all digital

morke’rmg campaigns and activities 1o meet
revenue targets.

Project coordinator 2012-2016

*

commercial
developed
gcademic
reievr}m
expe

through
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JOANNE THOMAS

| Port Talbot | MOB: 00000000000 | Email: JT@JT.com

- @
Summary

lam a stud'ent cyrrently undertaking a Masters in Human Resource Management at
the University of Bristol. In 2013 | completed a Bachelor of Arts at the same

institution majoring in Sociology. My career interests also extend into Asia and last

year | spent three months working in Beijing for a local recruitment company
— T ———————————————

improving my Mandarin proficiency.

| began working for Hays in 2015 and have undergone and Associate program that

focuses on structured training around theirGecruitment methodology» account

management and business develop techniques. | have also developed functional
market knowledge of IT projects as well as employment law and payroll. | am
seeking to become an accomplished HR professional with a holistic skill set in the
consulting field.

-

Education

Jan 2014- Present Masters of Management (Human Resources)
University of Bristol- Bristol Business School

Subjects include: International Human Resources, Managing

People, Policies and Issues in HRM and ER, Accounting and

Conflict and Negotiation.

Jan 2011- Dec 2013 Bachelor of Arts (Sociology)
University of Bristol

Mar 2010-Jul 2019 Diploma of Language (Mandarin) |
Beijing Language and Culture University
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A ollowing job description was produced by adapting the job description template produced by

7€3s (available at httgs://www‘acas‘org.uk/iob-descrigtion-temglates)

= e
f

,f Job title People Assistant
e

' Department People Team

|

A
D
-

o

=
-
Q

~
o

Main purpose of job | To provide a professional administrative support service to the People

' Key tasks

|

1. Produce letters using standard templates.
2. Manage end-to-end administration of recruitment and selection
processes.
3. Produce contracts of employment.
¥4. Prepare new starter documentation and records.
5. Liaise with managers to ensure timely inductions are scheduled.
— 6. Provide reference request information.
7. Run standard and ad-hoc reports using the HR information

system.
8. Maintain accurate employee records and filing systems.
M49. Manage relationships with stakeholders.
# 10. Provide basic guidance on the application of policies and

procedures.
11. Provide meeting support, including taking accurate minutes.
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' Level 3 Foundation Certificate in People Management

Turnin '
g Competencies into questions using the STARR approach

Below is an e

xample of ho
inae Bt 6 hgur) W you might turn one set of competencies into a short, structured
Situation
Ask for an example of a situation in which the candidate was required to demonstrate the
competence under review.

Task

Clarify what was the task that the candidate had to undertake in the specific situation identified.

Action
Find out very specifically what the candidate did.

Result
Find out the outcome or result and what happened.

Reflect
Find out what the candidate Iearned from the experience and/or what they would do differently when
in the same or similar situation again. ,

: *CMA v Sile ML on

Below are‘sqme suggested questions for STARR. dBpg Sneon 8‘3‘93 ‘c)‘ﬁc"“&o&mux

Situation 7 . i e S""k\f? e e cote )
: Tellmeaboutatimewhere',r..\‘ > * e S

« Explain atime when..' e
;(Descnbe an occasmn when you..,‘ 0 & o ’ ' ﬁ '
Gwe me an example‘of when you... C B AN ch sse

:
-
{g |
i

:





image2.jpg
Detail-oriented office administrator with 5+ years of experience
ensuring offices run smoothly and efficiently. In e

creased office efficie
at Profession Systems Co. by introducing a new ERP Sl

software package.
An upbeat team player with an expansive toolkit of interpersonal e

and business operations knowledge. S

Education

Associate's Degree in Business Administration
Graduation Date: 2015

Cardiff University

. Took additional courses to receive a specialisation in “Inventory and Distribution Management”.
« Excelled in accounting and finance courses.

« Worked part-time in the admissions office on campus for the duration of my studies;

“_-\—-—————-———_—'.

Skills : ‘

. Skilled in public speaking, administrative skills, and communication .
o Adept at Excel, preparing and delivering reports, and budgeting , .
« Passion for conflict resolution and building posstiveworkplace ‘eq\;irqnm‘ents ..
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Personal Information

Passion for
resolution and

 building positive
workplace

environments.

Detail-oriented office administrator with 5+ years of experi

ens

uring offices run smoothly and efficiently. Increase

at Profession Systems Co. by Tntroducing

at Profession Systems Co. by introducing a new ERP software package.

An upbeat team player with an expansive toolkit of interpersonal skills
and business operations knowledge.

Work Experience

Office Administrator

HR Centre
August 2018—Present

« Managed payroll and benefits for 30+ employees, including _s:_o_ly_ir_'l_g__a_r_ly

related problems. ‘

Communicated closely with the Head of Operations regarding the needs,

concerns, or issues in the office.

Ensured accounts payable, employee benefits, inventory, and invoicing
cords were accurately kept and organised using ERP software.

Developed rolationsHips Wilh GuSTomers; VEndors

d relationships with customers, vendors, and guests to present

D e
the company in a professional manner.

Created and updated spreadsheets and presentations for weekly,

‘monthly and quarterly updates to upper management.

-monthly and quarterly updates to upper managemen

Office Administrator

Cardiff Football Club
November 2015-July 2018

« Used expert knowle
 efficiency by 12% using

Provided detail-oriented administrative support to co-workers to ensure

efficient office operations.
Supported office staff by o

scheduling.

ganising

company events (i

edga of office management software to increase office
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- pendix C — STARR Model Inter;)iepu;31 Management

— what specifically did the candidate need to do, what was their part?

— what did they actually do?

— what was the outcome, was it what they intended it to be?

— what was learned from the experience?

The model can be used in different ways:

« By candidates when answering questions to ensure they cover all the relevant information.
= By the interviewer to probe and ask candidates further questions based on their responses.

= By the interviewer to bring a talkative candidate back to the question in hand.

Using one of the three open questions below, try to give examples of probing questions you could
ask a candidate to get more information.

« Tell me about a time when you have managed a project.

Talk me through a time when you have delivered outstanding customer service.

. Tell me about a time when you have worked as part of a team.




