Task 2 – Leah Watkins 

There is an opening in the company for a People Assistant, I (HR partner) and 3 team members Paulina(Systems Officer), Helen(People Team Manager) and Abbie(Recruitment Officer) were given the task of shortlisting and interviewing potential candidates. The first task was to decide what criteria should be used to score the CVs, we picked out points from the job description and used it to decide whether what was an essential requirement and what was desirable.
After agreeing on the shortlisting criteria, we all went away and scored each candidate based on the information on each candidate’s CV, we then met up again to discuss our final individual scores for each candidate. All 4 team members agreed that Karen was the most suitable candidate, therefore, she was selected to progress to the interview stage with a combined group score of 56. 
Our 3rd meeting was to agree on suitable interview questions, we decided we would ask 8 questions and assign 2 questions each to a team member, we added initials at the end of the questions to avoid any confusion during the interview. (Please see questions below).
Our final meeting was an interview prep meeting, during this meeting, we discussed possible questions that Karen may ask us, and we also decided on any benefits the company would offer such as a pension, shop discount, cycle work schemes etc.



Scoring Criteria
	Attributes
	Essential
	Desirable
	Sian Jackson
	Joanne Thomas
	Karen

	Qualifications 
	· GCSE Maths & English, minimum C or equivalent 

	· CIPD qualification or working towards level 3
	2
	3
	1

	Experience
	· 1 year in administrative role/experience 
	· 1 year in HR environment
· Previous experience HRM systems  
	
	1
	3

	Knowledge 
	
	· Knowledge of care sector
· Record keeping and general HR processes
· Understanding of HR
· Understanding of recruitment processes
	1
	2
	3

	Skills
	· Efficient in use of Microsoft Office 
· IT literate 
· Ability to communicate with people at all levels
· Organisational and time management skills
	· Minute taking
· Writing reports
	3
	1
	2

	Personal Qualities
	· Able to maintain confidentiality
· Attention to detail and level of accuracy.
· Able to work on own initiative or as a team
· Able to work under pressure and to tight deadlines

	
	2
	1
	2

	Additional Requirements 
	
	· Driving licence
· Basic understanding of the Welsh Language 
	
	0
	

	Total Score
	
	
	7  
	8
	11





Agreed Interview Questions 
1. Tell us about yourself and your work history (HT)
2. What attracted you to the role (AH)
3. What skills, experience and training have you had that you could bring to the role (LW)
4. Tell me about your IT skills and what computer systems or software you are familiar with (PS)
5. The department is a busy and fast-paced environment. Can you give me an example of a time when you had to work under pressure and how you coped with this? (HT)
6. Can you give us an example of a time you successfully contributed to working effectively in a team? (AH)
7. How would you ensure you communicate effectively with all stakeholders? (LW)
8. What is your understanding of GDPR and confidentiality in the workplace? (PS)

Teams Calls Links
First Meeting -  https://uowtsd-my.sharepoint.com/:v:/g/personal/1500747_student_uwtsd_ac_uk/ESTZhr0mn7xHnO509rwM4S4B9PVJZc3ubz1j_MVrsU73mA 
Shortlisting Meeting - https://uowtsd-my.sharepoint.com/:v:/g/personal/1500747_student_uwtsd_ac_uk/ESmn0_hAC4ZBjYPaBVMNsKUBF8FLpFv6Z8aQzdT3U4J4Ig 
Interview Questions Meeting - https://uowtsd-my.sharepoint.com/:v:/g/personal/1500747_student_uwtsd_ac_uk/EZI-KUZZ31lIvH_GxJST4rABAvc8IZuzE6_ZvBGSZ7_gzw 
Final Interview Prep Meeting - https://uowtsd-my.sharepoint.com/:v:/g/personal/1500747_student_uwtsd_ac_uk/EU_LogZXg9NLvKEGjUPZV2sBbthmN29btzZr3Awa2ecUvw 







TERMS AND CONDITIONS
	Salary
	£20,000-£22,000 depending on experience 

	Probationary Period
	6 months

	Pension
	Employer Contributions 8%, Employee Contributions 5%

	Annual Leave
	25 days plus Bank Holidays

	Sickness
	First year service – SSP only
1 years service – 1 months full pay, 1 months half pay
2+ years service – 2 months full pay, 2 months half pay 

	Benefits
	Subsided onsite canteen.
Discount for shopping
Cycle to work scheme



