AC2.2

	 SHORTLISTING SCORING SHEET

	Criteria
	001
	002
	003

	Essential 
	Lucy
	Katie
	Claire
	Lucy
	Katie
	Claire
	Lucy
	Katie
	Claire

	British Citizen/Visa Requirement 
	No. I am a British Citizen and/or have the right to remain
	No. I am a British Citizen and/or have the right to remain
	No. I am a British Citizen and/or have the right to remain

	Read and write English at a basic level  
	3
	3
	3
	3
	3
	3
	3
	3
	3

	Ability to understand and adhere to company policies and procedures
	1
	1
	1
	2
	2
	2
	0
	1
	0

	Organisational skills 
	1
	1
	1
	1
	1
	1
	1
	1
	1

	Experience working within deadlines and meeting targets
	1
	1
	1
	1
	1
	1
	1
	1
	1

	Good Communication skills 
	2
	1
	2
	2
	2
	2
	2
	1
	2

	Passion for sustainability & environment
	3
	2
	3
	3
	2
	2
	3
	2
	3

	IT skills 
	3
	1
	2
	2
	2
	2
	2
	1
	2

	Numeracy skills
	3
	2
	3
	3
	2
	2
	1
	2
	2

	 
Desirable

	Experience in customer facing role 
	0
	0
	0
	3
	3
	3
	0
	0
	0

	Experience in stock management 
	0
	0
	0
	3
	2
	2
	0
	0
	0

	Experience of hygiene management/health & Safety 
	1
	1
	1
	1
	1
	0
	0
	0
	0

	Qualification or experience understanding COSSH
	0
	0
	0
	0
	0
	0
	0
	0
	0

	Individual Totals
	18
	13
	17
	24
	21
	19
	13
	12
	14

	Total 
	48
	64
	39

	Percentage 
	53%
	71%
	43%

	Current Ranking based on scoring total
	2
	1
	3

	Additional Notes
	Candidate 001 shows industry knowledge environmental sustainability and team working. Candidate does not demonstrate any customer service skillset in their application.

	Lack of experience in customer service. Experience in sustainability in specialised role. 

	Good experience in sustainability, lack of experience in customer service role makes this candidate not appointable in my opinion. 

	Candidate 002 shows skillset within Customer service and shop environment. Candidate demonstrates a sustainable ethos in their application.

	Experience of customer service, stock management and has food hygiene certificate. Also shows passion for environment.
	Sound knowledge of customer service, stock management. The candidate also shows passion for sustainability.

	Candidate 003 shows great passion and ethos for sustainability and the environment as an embedded lifestyle choice. Candidate has no prior employment history or work experience.

	Shows interest in the environment and sustainability. No relevant experience, 1 reference.
	Shows passion for sustainability. Lack of work experience

	Do you think this candidate should be taken to interview?
	No
	No
	No
	Yes
	Yes
	Yes
	No
	No
	No







AC2.3

Interview Script

Hi Rebecca
How are you today? 
Great, well thank you for attending today, this is the interview for Sales Assistant at Clean Quarter Ltd. 
I will quickly introduce ourselves before explaining today’s process. 
My name is Katie Heath 
*Hi, I’m Lucy 
*Hi, I’m Claire

Thank you, today we will be asking you to some questions relevant to the sales assistant role you have applied for, once we have asked all the questions, we will then allow you some time to ask any questions you may have. 
To give you a bit of an overview of the role and the organisation, Clean Quarter Ltd is a small start-up business that will open to the public in two months’ time, it is a retailer, selling plastic free food products, many of which are also organic and locally sourced and a range of cleaning and cosmetic products. Customers will bring their own containers to the store and will fill them up with their product of choice. We are also developing an online delivery service. This is a new and unique sustainable retail concept that we are very excited about.
Within the role of Sales Assistant, you would be required to provide high quality customer service, handle payments and transactions, prepare orders for online deliveries, check, unpack and stock supplier deliveries and make sure the shop is clean and tidy and free of any health and safety hazards.  Does that all sound okay to you?


*If online Meeting*
Please note, we understand technical issues happen, we are not here to judge your Wi-Fi connection, if for some reason you drop out or freeze, please don’t panic, we will do everything we can to get you back on the call with us. We will also be taking notes through the interview, please try not to get distracted by us typing or scribbling away, we are listening, we are just trying to note down all the great things you say. 

*If in person*
We will be taking notes throughout the interview, please try not to get distracted by us typing or scribbling away, we are listening, we are just trying to note down all the great things you are saying.

Now, if you are ready, I will hand over to my colleague Lucy, who will start with the interview questions. 


Thank you, Katie. 

1- Please can you tell me about a time you have provided excellent customer service?
2- Were you working with/selling an item you were particularly passionate about?
3- How did you approach the interaction?
4- Did the customer leave feeling valued?
5- If you could enhance the service you provided even more, what would you do differently or additionally?

Thank you, that’s everything from me, I will now pass you over to my colleague Claire.

 
Thank you, now ‘candidate’s name’ are there any questions you would like to ask us?
…

Before we finish is there an additional supporting information you would like to tell us about?

Great, well thank you for answering all our questions today and thank you for your time, we are continuing with interviews for the rest of the week and will then review all the information we have. We will be getting back to all candidates via email at the beginning of next week. 

Thank you again. 


Interview Link:
https://uowtsd-my.sharepoint.com/:v:/r/personal/r_akers_uwtsd_ac_uk/Documents/Recordings/Simulated%20interview%20-%20Group%201-20240613_100014-Meeting%20Recording.mp4?csf=1&web=1&e=VGknSH&xsdata=MDV8MDJ8MjEyODY0NkBzdHVkZW50LnV3dHNkLmFjLnVrfGU3YTRiZTgwMjA4ZTQ4Zjc1NDZmMDhkYzhiYjYzMGFjfDRlMGYxMWY5MDQ2ZTQ1MDU5Y2I4ZGIyMTUyMzExZTIxfDB8MHw2Mzg1Mzg4NjIxMTA4MDQ5ODl8VW5rbm93bnxUV0ZwYkdac2IzZDhleUpXSWpvaU1DNHdMakF3TURBaUxDSlFJam9pVjJsdU16SWlMQ0pCVGlJNklrMWhhV3dpTENKWFZDSTZNbjA9fDB8fHw%3d&sdata=TmpMNTR5QWZVMm5ZTGlQV0hDR1g3QUNQOUlJb1Nma3l5VWppV2IvMG5NND0%3d


	 INTERVEIW SCORING SHEET
	 
	 
	 
	 
	 
	 

	 
	A

	 
	Lucy 
	Claire
	Katie 

	Overall Customer Service
	Enjoys communicating with customers, likes to think customers feel valued 
	2
	Previous experience.
Didn't give an exact explanation of a particular customer service interaction where she delivered excellent customer service. Explained CS is always a part of their role and its importance to be delivered every day. 
	2
	Did not give specific situation answer, gave an overall description of their role and day to day customer service, stocking shelves etc  
	2

	Good Communication
	Identified lost customers and those who want to be left alone 
	3
	Seems to enjoy customer interaction and talking about passion for the environment with the customers. 
She asked to clarify questions throughout (which is fine), however, came across argumentative at times
	1
	Communicated clearly throughout the interview 
	2

	Passion for the product/job
	Current role, plastic bag, big advocate against plastic bag use.
Passion for change to end the use of plastic bags, bigger picture.
Informs customer of any food waste
	1
	Passion and proactive in not producing waste in their daily role
	3
	Very passionate about 'being green' and plastic bags 
	2

	Ability to planning and approach situations clearly and confidently 
	Happy to approach customers who have been open to approach with confidence, possible over focus on shop floor. Any oversight for stock rotation, unpack deliveries, prepare for orders to be shipped?
	1
	Did not feel any information was given 
	0
	The candidate sound confident in the answers they are providing, no evidence on their ability to plan
	1

	Problem-Solving Skills 
	No problem-solving skills were discussed 
	0
	Did not get any information
	0
	No evidence provided 
	0

	Understanding of customer requirements
	Good ability to view customer behaviour, body language, able to identify if they are lost as products are moved around the shop.
	2
	Good understanding of what customer needs, knows when to approach and when to allow them time.
	1
	Greets customers coming into the store, identifies when customers are looking lost and offers them help, identifies when customers are wanting to be left alone 
	2

	Awareness of customer satisfaction
	very driven for customer service/focus.
Likes to hope and think customers feel valued 
	2
	Feels and hopes customers leave feeling valued
	1
	Thinks and hope customers leave feeling valued 
	1

	Self-awareness and ability to reflect on own performance 
	Pro ethos for environmental focus/ethic. 
Deflected self-awareness questions to shop focus.
Possible over drive for big market/big corporation
	0
	reflects what she can do for the environment but did not answer based on their own performance 
	0
	Did not answer based on own performance, talked about getting rid of bags in their current employment
	0

	Individual Totals and Percentages 
	46%
	11
	33%
	8
	42%
	10

	Total 
	29

	Percentage 
	40%

	Questions candidate asked
	Pay
Asking about training 
has food hygiene
has food hygiene certs 
start date 
	Wages
Start Date 
Training 
Food Hygiene Cert - is this applicable to the role 
	National minimum wages. 
Training?
Food hygiene certificate 
When are to planning to open?
Notice period.

	Supporting information 
	passionate about climate change 
working in a similar role for 2 years
initial attitude defensive and argumentative.
'a lot to remember' - intro information 
	Reiterate passion for the environment
	Working in a similar role for 2 years, really helpful person, like to work with a company that shares similar passions and values.

	Additional Notes
	Unsure of notice period - application stated 4 weeks - candidate will check and confirm 

Although candidate has the drive and passion for not using plastic bags, no further subjects were discussed around our ethos of plastic free food products, organic and locally sourced. Displayed lack of self-awareness/would they be approachable? 
	Deflected when given specific question of personal performance 
unsure of notice period
argumentized during process
did not come across as approachable or welcoming during interview
	Candidate initial attitude was argumentative, 'too much information to start with', first question - showed obvious annoyance. 
Candidates attitude softened as the interview progressed. 
Showed a lot of passion for one item. 
Candidate's answers were not specific to the questions asked.

	Do you think this candidate is appointable?
	No
	No
	No

	Scoring:
	
	
	
	
	
	

	0-    Does not meet criteria
	
	
	
	
	
	

	1-    Partly meets
	
	
	
	
	
	

	2-    Fully meets
	
	
	
	
	
	

	3-    Exceeds
	
	
	
	
	
	




