Task 2 – Simulated Interview
Group members: Hywel, Tenzin. Laura and Jolanta

Progress of work:
a) We decided to meet on a weekly basis.
b) We created a Whatsapp group to arrange dates for further MS Teams meetings.
c) We considered the contents of the job description and drafted a selection criteria.
d) We then met to finalise the selection criteria. (See Selection Criteria below- Appendix 1)
e) We scored CVs individually against the selection criteria.
f) We then met to discuss our individual scores and collated scores to see the total of all of us. There were two candidates who scored highly so we discussed these further. We looked again at the essential and desirable criteria and selected candidate 1 to interview based of the higher score against essential criteria as we felt that this should carry more weight.
g) Our next step was to identify 4 questions to ask, we also selected two back up questions. After research we decided how to open and close the interview and selected two people to open, and the other two to close the interview. We would be asking a question each.
h) Following the interview (see recording of interview below), the panel agreed that the candidate answered the questions well and would be a suitable candidate to be offered the position.

Evidence - Recordings of group meetings via MS Teams
· April 28 Meeting Screen_Recording_20230427_122810_Teams_1 1.mp4
· May 4 Meeting Group meeting for Task 2 assignment-20230504_150138-Meeting Recording.mp4
· May 11 meeting Group Meeting-20230511_151315-Meeting Recording.mp4
· May 19 Meeting Group meeting-20230519_150420-Meeting Recording.mp4
· June 8 Meeting Task 4 Group-20230608_152819-Meeting Recording.mp4
· June 19 Meeting Group meeting for Task 2-20230619_152050-Meeting Recording.mp4


Recording of Interview
June 22 Interview in full Meeting in _General_-20230622_121926-Meeting Recording.mp4


Appendix 1 – Selection Criteria
SELECTION SHORTLISTING MATRIX

              Job Title: People Assistant 

Scoring:
1. Does not meet criteria
1. Partly meets
1. Fully meets
1. Exceeds
	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	Candidate 1
Karen Julius
	Candidate 2
Joanne Thomas
	Candidate 3
Sian Jackson

	Qualifications

	GCSEs or equivalent (English and Maths, A*-C)
	
	3
	
	3
	
	3
	

	
	
	Either have or willing to work towards a CIPD qualification (or an international equivalent)
	
	0
	
	3
	
	0

	Experience

	Previous experience in an administrative role in a busy office environment
	
	2
	
	3
	
	3
	

	
	Maintaining accurate administrative systems
	
	3
	
	1
	
	3
	

	
	Efficiently scheduling plans and projects 
	
	3
	
	1
	
	3
	

	
	Working collaboratively in a team environment and having confidence to work independently 
	
	2
	
	2
	
	2
	

	
	Managing stakeholder relationships well 
	
	2
	
	2
	
	3
	

	
	
	HR experience, especially in the recruitment and selection process
	
	1
	
	3
	
	0

	
	
	Experience of using HR systems e.g., iTrent 
	
	1
	
	2
	
	0

	Knowledge

	Up to date on GDPR, and basic understanding on employment legislation
	
	0
	
	2
	
	0
	

	
	
	Sound knowledge on employment legislation and HR practices
	
	1
	
	3
	
	0

	
	
	Knowledge of the adult/child social care field, especially the services provided at home
	
	0
	
	0
	
	0

	
	
	Knowledge of policies and practices relating to vulnerable individuals and child protection laws
	
	0
	
	0
	
	0

	Skills

	Proficient use of MS Office packages
	
	3
	
	1
	
	2
	

	
	Proficient in using social communication platforms such as, MS Teams and Zoom
	
	1
	
	1
	
	1
	

	
	Ability to work within tight deadlines
	
	2
	
	1
	
	2
	

	
	Excellent verbal and written communication 

	
	3
	
	3
	
	3
	

	
	Effective decision-making skills
	
	2
	
	2
	
	2
	

	
	
	Welsh-speaking
	
	0
	
	0
	
	1

	Personal qualities

	Organised and adaptable to different situations and people
	
	2
	
	3
	
	2
	

	
	Strong attention to detail  
	
	2
	
	2
	
	1
	

	
	Self-assured and takes initiative
	
	3
	
	3
	
	3
	

	
	Positive and people-focused attitude 
	
	3
	
	2
	
	2
	

	
	An interest in and/or commitment to the field of people practice and HR 
	
	2
	
	3
	
	0
	

	TOTAL SCORE
	38
	3
	34
	11
	35
	1

	Interview – Y/N
	Y
	N
	N




Collated scoring
Candidate 1
Tenzin 46 (42 Essential, 4 Desirable)
Laura 47 (40E, 7D)
Jolanta 41 (38E, 3D)
Hywel 41 (38E, 3D)
Total 175 (158E 17D)

Candidate 2
Tenzin 41 (34E, 7D)
Laura 45 (36E, 9D)
Jolanta 39 (32E, 7D)
Hywel 45 (34E, 11D)
Total 170 (136E 34D)

Candidate 3
Tenzin 34 (31E, 3D)
Laura 27 (23E, 4D)
Jolanta 37 (35E, 2D)
Hywel 36 (35E, 1D)
Total 134 (124E, 10D)

Shortlisting panel decision: To interview candidate 1 – Karen Julius
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