Task 2 – Simulated interview – Evidence. 
After initially being allocated into groups on the 19th October I tried to contact my peers via email to arrange a time and date to look through the job description and start devising a shortlisting criteria. After receiving no response, and a conversation with my lecturer (Natasha) it was decided that I would work independently to give myself adequate time to prepare for the interview. 
[image: ]
Preparing criteria to shortlist (AC2.2)
 I read through the Job description thoroughly and used the ‘main purpose’ and ‘Key Tasks’ to establish a clear understanding of the role and the responsibilities required.  I also researched similar roles currently being advertised as a comparison and to help guide my decision-making. I wrote down key elements from the job description and comparative positions until I had finalised my criteria. Please see finalised shortlisting matrix below. 
Shortlisting Matrix .docx
I have included some examples below of my criteria and justification for each. 
Qualifications 
· NVQ level 2 in business administration or 3 years equivalent administration experience – Reasoning – the role requires a professional administrator. This would suggest someone with a professional qualification or previous experience, by allowing equivalent experience we are not discouraging or discriminating against experienced administrators from applying for the role. 
Experience / Skills and Knowledge 
· Minimum 3 years' experience in recruitment or human resources – reasoning – the role requires an administrator to oversee the recruitment and selection process, to provide guidance on policies and procedures and run reports via a HR system.  This would suggest experience is needed within a previous recruitment/ HR environment and good knowledge and understanding of laws affecting recruitment and selection including discrimination, right to work in the UK, criminal records checks and data protection implications.  This also links in with -
·  Good knowledge and understanding of recruitment practises. 
Personal Qualities
· Excellent Team working and collaboration skills – reasoning – the role was created to provide support to the people team. Effective teamwork and collaboration improve the way a team works together, and problem solves, this leads to innovation, improved communication and efficient processes which in turn increases success. Together teamwork and collaboration can also promote a healthy work culture. 
Scoring Applicants (AC 2.2)
After Finalising my criteria, I then scored 3 potential applicants using my devised shortlisting matrix. Please see completed shortlisting for each applicant below. Each matrix includes scoring for each essential and desirable criterion. I have also included addition comments on each individual matrix which clearly identifies justification for scoring and my decision on if each candidate has been successful in moving on to interview stage. 
Shortlisting Matrix - SJ.docx
Shortlisting Matrix - KJ.docx
Shortlisting Matrix - JT.docx
After scoring each applicant it was my decision to Interview Joanne Thomas. 
Interview Preparation (AC 2.3) 
In readiness for interview, I compiled an Interview Evaluation Form with my questions. I decided to use mainly scenario and values-based questions as the candidate's application clearly demonstrated her previous experience, skills and knowledge, but I wasn’t able to determine much about the candidate's personality or values from this. Due to the nature of the role, I felt it was important to be able to gain insight into personality style and personal values and what the individual may be able to contribute towards the team dynamic and overall culture. I have included the evaluation form below.
Interview Evaluation Form .docx
There is also video evidence of the interview which was recorded on the day which I have also included below. 
Simulated interview-20221124_120031-Meeting Recording.mp4
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Morning both,
Happy Friday, apologies for the early email (please don’t feel like you have to respond now) | hope you don’t mind but I've made a start on the shortlisting matrix, just so we have a template to use.
Just wondering how and when you wanted to go through these? My understanding from the brief is —

- We need to devise the selection criteria

- We also need to then mark each candidate against the criteria

- We need to come up with questions we would like to ask at interview and pick one each to send to Natasha along with who we have chosen to interview next week.

Please let me know your thoughts/ ideas on how we want to do this as we don’t have a lot of time left to get this in order .

Best Wishes




