Task 2 notes
	Selection Criteria (see below Appendix 1)
Being an entry level job, the selection criteria was quite basic with very little being essential only desirable. One suggestion I would have made in this area to adapt the job description slightly would be to suggest the Welsh language as a desirable skill. As a team we converted the key tasks from the job description and created the attributes in the selection shortlisting matrix.
	Shortlisting Process (see below Appendix 1)
Applicant 1 had a very strong background in academia and was clearly committed to their previous role, having said this they did not have any previous experience in sales, they also didn’t sell their personal skills and attributes in their supporting statement to match what the job was looking for.
Applicant 2 was currently a customer’s assistant, therefore a very similar job, their current duties were closely matched with those duties expected of the prospective sales assistant. Their supporting statement reinforced their current experience gave a little more insight into the type of worker this person is.
Applicant 3 is soon to be leaving school therefore no work experience, although their supporting statement was very aligned with Clean Quarter Ltd’s vision in helping the environment, they did not use this space to sell their skills and personal qualities.
Based on the scoring matrix applicant 2 came out on top and it was agreed they would be offered the interview. Having said that if there was availability to offer more job interviews, given the fact there are 3 sales assistant openings, all 3 would have been offered an interview.
Interview plan
· Begin with introductions and a brief explanation about the company:
Clean Quarter Ltd is a new business run by Jaspreet and Caroline who sell plastic free products, many of which are organic. In addition, a range of cleaning and cosmetic products will be sold. Customers will be able to bring their own containers to the store, which can be filled with products of their choice. An online delivery service will also be available. To reduce carbon emissions, products will be sourced locally where possible.
· Interview questions. (see below Appendix 2)
· Closing questions for us – will contact in the next 24 hours

Link to interview video - Simulated interview - Group 6-20240613_141335-Meeting Recording.mp4
Decision-Making Process
Following the interview, the panel discussed how the interview went. Rebecca was engaging with the interview and maintained eye contact with the panel throughout. They were happy to give encompassing answers showing their experience in the industry but also linking to their personal opinions and desire to work for Clean Quarter, “reducing plastic use”. Their answers supported what was put in their application form but also supported some of the skills that weren’t apparent in an application form, i.e they were confident and some examples they showed their attention to detail and team working ethos through examples from their current job. Rebecca’s overall impression was positive being very personable and seemed like they would be good with customers.
Applicant 2/Rebecca turned out to be a very strong candidate ticking off all the desirable and essential attributes and would be offered the opportunity to work for Clean Quarter.


Appendix 1
SELECTION SHORTLISTING MATRIX – Sales Assistant 

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	Applicant 001
	Applicant 002
	Applicant 003

	Qualifications

	No qualifications needed
	Food Standards Agency Certificate in food allergy and intolerance 
GCSE C or above in English and Math
	2
	3
	2

	Experience

	No experience needed
	Customer service
	0
	2
	0

	Knowledge

	Basic math

	Knowledge of the company
	2
	2
	2

	Skills

	

	Self-motivated;
Ability to work in a team and alone;
Organised;
Punctual;
Manual handling.
	1
	2
	0

	Personal qualities

	Personable

	Confident;
Attention to detail
	To be assessed during the interview

	Additional Requirements

	Able to work from the shop location

	
	To be discussed

	TOTAL SCORE
	5
	9
	4

	Interview – Y/N
	
	Y
	



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

Clean Quarter Ltd Sales Assistant – Interview Questions & Scores
13th June 2024
Scoring is: 0 – no evidence provided, 1 – weak evidence provided, 2 – Strong evidence provided.

	Criteria
	Questions
	Score

	Introduction
	Can you tell us a little about yourself. IB
	

	
	Tell us why you are looking for a new role and particularly what attracted you to this one. CH
	1

	Knowledge/ Experience
	Can you describe your experience in sales and how it relates to this position. IB
	1

	
	If there was an issue of conflict between 2 customers or between a customer and a member of staff, how would you deal with this, particularly a complaint? CH
	2

	Skills
	How do you prioritise your tasks when you have multiple deadlines to meet? IB
	2

	
	Tell me about a time when you have worked as part of a team. CH
	2

	Other
	What do you think makes a good sales assistant, and how do you plan to embody those qualities? IB
	2

	
	This role would require you working from the shop’s location, is that suitable for you? CH
	1

	Closing
	Do you have any questions you would like to ask us? IB
	




