Evidence for Task 2 – Interview
Shortlisting Matrix
	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	TOTAL

	Qualifications
	GCSE
	CIPD Qualified
	

	Experience
	Previous Administration Role
	Experience in Similar Role
	

	Knowledge
	Recruitment Processes

Basic HR
	Employment Law

HR Policies and Procedures

GDPR
	

	Skills
	Microsoft Office

Outlook 365

Excel
	HR System Experience
	

	Personal Quailities
	Attention to Detail

Excellent Communication

Ability to proitorise work

Professional and Confidential
	
	

	Additional Requirements
	Ability to work under pressure
	Willingness to progress
	

	TOTAL SCORE
	



Link to Interview Video: https://uowtsd-my.sharepoint.com/:v:/g/personal/n_l_davies_uwtsd_ac_uk/EQPt8Bjby2xGt6QhYYcP9joBdjg0oYCxKMUYNEuYAQjr4A?e=Fj5gRg
Email Trail
From: clair.george@hotmail.co.uk
Sent: 24 November 2022 09:31
To: hannahlouise11@aol.com; ffion.sian@live.co.uk
Subject: RE: Shortlisting Candidate for Interview
Hi Hannah/Ffion,

I agree with you both and I would also like to interview Karen.

Clair



From: hannahlouise11@aol.com
Sent: 23 November 2022 22:46
To: clair.george@hotmail.co.uk; ffion.sian@live.co.uk
Subject: RE: Shortlisting Candidate for Interview

Hi Ffion,

I agree with the points you made about creative side of Sian, I don’t think she would be happy working in an office doing administration tasks.

I would like to interview Karen also.
Clair, what’s your thoughts?

Thanks,
Hannah

From: ffion.sian@live.co.uk
Sent: 23 November 2022 21:25
To: clair.george@hotmail.co.uk; hannahlouise11@aol.com
Subject: RE: Shortlisting Candidate for Interview

Hi,

Sian’s CV is very limited and doesn’t have much information and would say her previous and current role is more of a creative role, rather than an admin type role and I don’t thing that is what we’re looking for.

Karen is the candidate who I would like to interview.

Thanks,
Ffion

From: clair.george@hotmail.co.uk
Sent: 23 November 2022 21:25
To: hannahlouise11@aol.com; ffion.sian@live.co.uk
Subject: RE: Shortlisting Candidate for Interview

Hi,

I like that Sian has done Marketing previously as I think when we’re selling ourselves in the recruitment side, it could be handy.

With Karen’s, if you look at her experience at the football club, she used expert knowledge office management software to increase office efficiency by 12%.

Thanks,
Clair

From: hannahlouise11@aol.com
Sent: 23 November 2022 13:47
To: clair.george@hotmail.co.uk; ffion.sian@live.co.uk
Subject: RE: Shortlisting Candidate for Interview

Hi Clair,

On Karen’s CV, it doesn’t say anything about HR experience, or recruitment process experience so that would be something I would want to ask in the interview. As she works in a HR Centre but doesn’t say she is involved side of it. If she was involved, that would be ideal.

Thanks,
Hannah 
From: clair.george@hotmail.co.uk
Sent: 23 November 2022 10:10
To: ffion.sian@live.co.uk; hannahlouise11@aol.com
Subject: RE: Shortlisting Candidate for Interview

Hi,

I agree too, so Joanne is a no from us.

So, we’re down to 2.

Clair

From: ffion.sian@live.co.uk
Sent: 23 November 2022 08:59
To: clair.george@hotmail.co.uk; hannahlouise11@aol.com
Subject: RE: Shortlisting Candidate for Interview

Hi Hannah,

I agree with your thoughts on Joanne, I would rule her out also.

Thanks,
Ffion 

From: hannahlouise11@aol.com
Sent: 23 November 2022 08:33
To: clair.george@hotmail.co.uk; ffion.sian@live.co.uk 
Subject: RE: Shortlisting Candidate for Interview

Hi,

I think there is a risk that Joanne would only stay with us until the end of her masters and go travelling, so I would rule Joanne out.

Thanks, 
Hannah

From: clair.george@hotmail.co.uk
Sent: 22 November 2022 22:49
To: ffion.sian@live.co.uk; hannahlouise11@aol.com
Subject: RE: Shortlisting Candidate for Interview

Hi,

Joanne’s CV also states that she likes to travel, which is fantastic for experience. I also notice that she has said that her career interests extend into Asia, so will she be happy settling down in Wales? 

Clair

From: ffion.sian@live.co.uk
Sent: 22 November 2022 17:02
To: clair.george@hotmail.co.uk; hannahlouise11@aol.com
Subject: RE: Shortlisting Candidate for Interview

Hi,

I did notice that and thought it was strange that she has to give 3 months’ notice, as it usually around 4 weeks.

Going back to Sian’s CV, it is rather limited. There’s no qualifications apart from 5 A Levels so I think Sian is a no from me.

Thanks,
Ffion
From: hannahlouise11@aol.com
Sent: 22 November 2022 14:59
To: clair.george@hotmail.co.uk; ffion.sian@live.co.uk
Subject: RE: Shortlisting Candidate for Interview

Hi Clair,

That is a point, I wouldn’t have noticed that but now you have, I can see it.
I did notice also that Karen has to give 3 months’ notice, which is quite a long notice period. Can we wait 3 months? 

Thanks,
Hannah 


From: clair.george@hotmail.co.uk
Sent: 22 November 2022 11:19
To: hannahlouise11@aol.com; ffion.sian@live.co.uk
Subject: RE: Shortlisting Candidate for Interview

Hi,

One thing I did notice with Karen’s CV is that the format isn’t great. When I tried to print it off, it didn’t print out with her name at the top. 
You would think having the experience that her IT skills would be better.

Clair

From: hannahlouise11@aol.com
Sent: 22 November 2022 09:45
To: clair.george@hotmail.co.uk; ffion.sian@live.co.uk
Subject: RE: Shortlisting Candidate for Interview

HI,

I understand your thinking Clair about not being so HR focused, as I would have ruled out Sian straight away as she doesn’t have HR experience.

As we have Karen, who does have some HR experience and does have the admin experience, I would still like to go with Karen. 

Thanks,
Hannah

From: ffion.sian@live.co.uk
Sent: 21 November 2022 20:22
To: clair.george@hotmail.co.uk; hannahlouise11@aol.com
Subject: RE: Shortlisting Candidate for Interview

Hi Clair,

I agree.
Looking at Sian’s CV, nothing really stands out to me with her experience. 

Thanks,
Ffion


From: hannahlouise11@aol.com
Sent: 21 November 2022 18:42
To: clair.george@hotmail.co.uk; ffion.sian@live.co.uk
Subject: RE: Shortlisting Candidate for Interview

Hi both,

Going back to the CV’s, I think Karen ticks a lot of boxes due to her administration experience. 
I don’t think Joanne would be happy staying as a People Assistant as I think she’s got more to offer.

Clair

From: hannahlouise11@aol.com
Sent: 21 November 2022 18:05
To: clair.george@hotmail.co.uk; ffion.sian@live.co.uk
Subject: RE: Shortlisting Candidate for Interview

Hi Clair/Ffion,

I also agree with your points.
Producing contracts of employment are templated, so wouldn’t need HR experience for that.

Thanks,
Hannah

From: ffion.sian@live.co.uk
Sent: 21 November 2022 17:55
To: hannahlouise11@aol.com; clair.george@hotmail.co.uk
Subject: RE: Shortlisting Candidate for Interview

Hi Clair,

I agree with your points. 
Running standard and ad-hoc reports using the HR information system, that can learn the system with in-house training.

Thanks,
Ffion


From: clair.george@hotmail.co.uk
Sent: 21 November 2022 16:07
To: ffion.sian@live.co.uk; hannahlouise11@aol.com
Subject: RE: Shortlisting Candidate for Interview

Hi,

I’m not sure if we’re focusing too much on the HR?
If we were to change the job description from People Assistant to just Assistant and look at these, how much of it is actually HR.

Produce letters using standard templates would be an admin task.
Manage end-to-end administration of recruitment and selection processes. If they were going to be reading through and selecting CV’s then I would want experience, but if it’s a system that is already set up then they wouldn’t really need experience for that. 
Prepare new starter documentation and records, which are templated so is more of an admin task.
Liaise with managers to ensure timely inductions are scheduled, is more of an admin task.
Provide reference request information – usually start dates etc so don’t need HR for that.

I think having HR experience is a bonus, but I don’t think it’s essential. 

Clair

From: ffion.sian@live.co.uk
Sent: 21 November 2022 12:19
To: clair.george@hotmail.co.uk; hannahlouise11@aol.com
Subject: RE: Shortlisting Candidate for Interview

Hi both,

I agree with you Hannah on those points.

I was looking at Joanne’s CV has a Masters in Human Resources but doesn’t have any experience in a HR setting previously.  
Her job role says Recruitment Assistant but there’s nothing in there to say what she does in her role that links her to HR. her job description states that she responsible for the end-to-end placement for both the permanent and contingent workforce. A large portion of her role includes business development, which I wouldn’t say is a HR role.

Thanks,
Ffion


From: hannahlouise11@aol.com
Sent: 21 November 2022 12:01
To: ffion.sian@live.co.uk; clair.george@hotmail.co.uk
Subject: RE: Shortlisting Candidate for Interview

Hi Clair,

I think Karen would be a progressor.
It doesn’t say that anywhere she’s interested in HR as such, but she does currently work as a Admin Officer in a HR Centre.
It does say on her CV that she has  passion for conflict resolution and building positive workplace environment, which is part of a HR role.

For me, I would say Karen would be the best one to interview, as she would be a developer.

Thanks,
Hannah

From: clair.george@hotmail.co.uk
Sent: 21 November 2022 09:14
To: hannahlouise11@aol.com; ffion.sian@live.co.uk
Subject: RE: Shortlisting Candidate for Interview

Hi,

I did see that too. Do you think she will be happy with just being a HR Assistant?

Clair

From: ffion.sian@live.co.uk
Sent: 21 November 2022 07:45
To: clair.george@hotmail.co.uk; hannahlouise11@aol.com
Subject: RE: Shortlisting Candidate for Interview

Hi Clair,

After looking at the CV’s and qualifications, I can see that Karen has a degree in Business Administration. 

Thanks,
Ffion


From: clair.george@hotmail.co.uk
Sent: 20 November 2022 21:28
To: hannahlouise11@aol.com; ffion.sian@live.co.uk
Subject: RE: Shortlisting Candidate for Interview

Hi Hannah,

I agree that they need to have some sort of HR experience but it would be unique to our company so we would provide in-house training for that. 
I was looking at what we would provide in-house and what we would expect from external. 

I would expect some level of qualification. What’s your thoughts on that?

Clair

From: hannahlouise11@aol.com
Sent: 20 November 2022 20:54
To: ffion.sian@live.co.uk; clair.george@hotmail.co.uk
Subject: RE: Shortlisting Candidate for Interview

Hi both,

I’ve been looking too.
It doesn’t say on the job description whether or not they need the experience but they do need to produce new starter documents, mange the recruitment and selection processes, but they would tell me that need to have experience doing that already.
Ideally, they would need some system experience. 

Thanks,
Hannah

From: ffion.sian@live.co.uk  
Sent: 20 November 2022 20:29
To: hannahlouise11@aol.com; clair.george@hotmail.co.uk 
Subject: Shortlisting Candidate for Interview

Hi both,

I’ve been looking at the CV’s and was wondering if we could discuss to get a candidate shortlisted?

Thanks,
Ffion

