Task 2 Interview

24th April 2023
During this study session were put into our interview groups and spent some time together on Teams discussing how we were going to proceed. I set up a WhatsApp group for us to communicate and also a Teams group and sent meeting invites for 11th and 18th May at 7pm when we had all agreed to meet. We uploaded a document to our Teams channel so that each member of the team could add to it as we went along. We agreed to devise our essential and desirable criteria for the People Assistant role before our meeting on 11th May when we would discuss which to use.

11th May 2023 Teams Meeting (appendix A)
Before this meeting each of us had devised our own shortlisting criteria based on the job description for the People Assistant role at Healthcare on Hand. The suggestions that I made were:

Qualifications
GCSEs / good general level of education
Business Administration qualification
CIPD qualification
Willingness to undergo training

Knowledge
Understanding of employment law
Understanding of recruitment methods
Maintaining databases
Understanding of policies and procedures
Previous experience of minute taking

Skills
Good IT/computer skills including Office 365
Good communication/interpersonal skills
Good telephone technique
Good organisational skills
Ability to work to tight deadlines
Good attention to detail
Ability to work under pressure
Previous experience of working in office environment
Welsh speaker
Experience of working in a multidisciplinary team

Personal Qualities
Team player
Self-motivated 
Positive attitude
Ability to embrace personal and organisational values
Flexible to needs of service


During the meeting we discussed the criteria that each of us had come up with and agreed on the shortlisting matrix (appendix B). For the qualifications criteria we decided as a group that the essential criteria should be educated to GCSE level including English and Maths. I suggested a Business Admin or CIPD qualification which we decided to put under the desirable criteria. I also wondered about inserting “or equivalent” so as not to exclude candidates without these specific qualifications and the team decided to use “a willingness to work towards”. For experience, it was suggested to include 2 years' experience in an administrative role under essential criteria and to include HR experience under desirable. I proposed “working in an office environment.” We discussed producing contracts of employment, the recruitment and selection process and meeting support including minute taking and decided to include this under the desirable criteria. I suggested including something to do with customer service and another member of the team considered that the role would involve dealing with the public and also recommended building relationships with stakeholders or working independently as well as part of a team. We understood that the essential criteria had to match with the job role/description.

For knowledge it was agreed that the essential criteria should include knowledge of the HR role, the employee lifecycle and policies and procedures. Somebody suggested including IT systems under knowledge and I queried if that would be better placed under the skills section, and we decided to move this. We had a lot of similar suggestions for the skills section and mine included communication, problem solving, organisational skills and working to tight deadlines. I also suggested adding team player, but it was decided that this should fall under personal skills instead. The need for confidentiality was unanimously agreed and we decided to put this under knowledge. We spoke about including the need to speak Welsh and I thought this would be better placed under desirable criteria. For personal qualities, the team suggested confident and approachable, and I offered self-motivated and the ability to prioritise workload. Another member of the team thought this would be better under skills and I realised that it was similar to time management anyway. I also suggested the ability to embrace personal and organisational values. We included a few other suggestions made by the team here too. We only had one suggestion for the additional requirements criteria, and this was to hold a UK driving licence and be willing to travel between sites. We agreed that this would be best under desirable criteria rather than essential.

We decided that before our next meeting we would each do our own shortlisting and think of some questions to ask at interview. The questions that I contributed were:

Experience
Describe how you have built strong working relationships with stakeholders.
Tell me about a time when you have managed/overseen a process from beginning to end in the workplace.

Knowledge
What is your understanding of the role?
What would you see as the main challenges of the role and how would you overcome these?
What is your understanding of confidentiality?

Skills
What makes a good people assistant?
How do you handle stress and pressure?
Describe a time when your workload was heavy and how you handled it.

Personal Qualities
Tell me about a time when you have had to provide support and guidance for someone.
Tell me about a time when you had to work as part of a team.


AC2.2
Prior to the meeting, I shortlisted the 3 applicants for the People Assistant position (appendix C). I felt that Sian Jackson failed to meet much of our shortlisting criteria. I had to assume that she had GCSEs based on the fact that she had 5 A Levels. Although she had worked in an office environment, these were not HR related roles. She would have gained many of the skills we required in her previous office coordinator and project coordinator roles and she indicated that she met some of the personal qualities asked for but not all of them. I scored Sian 8 out of 15.

Karen Julius had an Associate Degree in Business Administration so scored well for qualifications. She fully met the experience criteria due to working in 2 different administration roles since 2015.  She had knowledge of HR related operations as detailed in her job roles and I felt that she met all of our skills and personal qualities criteria due to the list she provided including being skilled in public speaking and a passion for conflict resolution and building positive workplace environments. She also had IT and communication skills and demonstrated self-motivation and empathy through volunteering. I scored Karen 13 out of 15.

Joanne Thomas had a Masters of Management (Human Resources) qualification so exceeded our essential and desirable criteria for qualifications. She had worked previously as a recruitment administrator and a recruitment assistant so also exceeded our experience criteria. Her roles meant that she met the criteria for knowledge and skills and although it’s difficult to determine somebody’s personal qualities from a CV, I felt that she also exceeded our criteria as her previous experience would have required these qualities. I scored Joanne 15 out of 15.


May 18th 2023 Teams Meeting (appendix D)
During this meeting we all agreed that we had scored Joanne Thomas the highest after shortlisting and decided this was the candidate we would like to interview. The fact that she had a HR related Masters degree meant that she really ticked all of the boxes and had plenty of experience. We thought that it was difficult to shortlist based on CV alone and no personal statement.

When discussing the format of the interview I suggested that we needed an introduction to settle the candidate in and an ending explaining what the next steps would be following the interview. Another member of the team noted that we would need to be prepared for any questions that the candidate might ask us. We each added our questions to our shared document so that we could first eliminate any similar ones. It was suggested that we should add a question related to recruitment or HR. We agreed that the questions needed to be open ended so that the candidate had the opportunity to expand on their responses. We decided it was important to also ask a question relating to morals or values as it was hard to get a feel of personal qualities from a CV. We decided on one question each for each category and then chose a second in case we had enough time. We successfully devised our interview questions (appendix E) and agreed to meet again on 1st June via Teams to discuss how the interview would look and to decide what roles each of us would have.

June 1st 2023Teams Meeting (appendix F)
One member of the team devised a timetable for the interview and the format it would take (appendix G). Another member volunteered to do the introduction, settle the candidate in, check that they were comfortable and if they would like a drink. We agreed that she should explain what was going to happen, we would all introduce ourselves and then she would ask the first question. I suggested clarifying the job role so that the candidate knew they were being interviewed for the correct position and when introducing ourselves to state what our job roles were too. We discussed how we could relax the candidate by telling them not to worry and to let us know if they weren’t sure how to answer or needed clarification of a question. We suggested letting the candidate know there would be an opportunity to ask questions at the end. We wanted to appear approachable and for the interview to feel like a conversation. We agreed that the first panel member would check that everybody was happy to start before she asked the first question.

I volunteered to ask the second question and to close the interview, thank the candidate for taking the time to meet with us, explain that we would discuss the interview together as a team and that we would let them know the outcome either way. We discussed when would be appropriate to tell them they would hear by, and it was suggested that we tell them not to worry if it wasn’t the following day, but they would definitely hear by Monday at the latest.

I queried whether we should have key words next to each question so that we could just tick these off if the candidate had hit that criterion successfully. We discussed who should take notes and that it might be nicer for the person asking the question to not make notes for their question so that they could concentrate fully on the candidate and their response. One member of the team volunteered to print off a copy of our interview format and questions for each member of the team. I suggested we should each ask one question, covering each of the criteria before going back and asking a second if we had time. I feel that our group worked very well together and everybody had something to contributed. We agreed to meet again on the 15th June to make sure that everybody was happy and to run through the interview.

AC2.3
Interview 22nd June 2023 (appendix H)
The interview went ahead on this date and we felt that the interviewee failed to answer the questions appropriately. The team were successful in rewording questions to try and draw the responses that we were looking for from the interviewee, however she failed to showcase her HR experience well. She didn’t come across as being passionate about her previous roles and seemed to lack drive indicating that she did thigs because somebody had to and she just wanted to get the job done. She failed to give good STARR examples and to expand on her answers prompting the team to ask more questions to try and draw information from her. Based on the interview we decided that Joanne did not meet the criteria for the post and we would not be offering her the job.









APPENDICES

Appendix A
Meeting recording 11th May 2023
CIPD Interview-20230511_190914-Meeting Recording.mp4

Appendix B

SELECTION SHORTLISTING MATRIX
 
Candidate Name:	         	              Job Title: People Assistant
 
	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	TOTAL

	Qualifications
 
	Educated to GCSE level (including Maths and English)
	CIPD qualification or working towards 

Other relevant qualification (e.g. Business Admin) 
	

	Experience
 
	Experience in an administrative role (2 years)

Experience of working with the public in customer facing role

Experience of working both independently and as part of a team

 
	Relevant experience in HR administration

Experience of providing meeting support, including taking accurate minutes

Producing letters and contracts of employment using standard templates
 
Experience in the administration of recruitment and selection processes, including preparing new starter documentation and records

	 

	Knowledge
 
	Knowledge of HR policies, procedures and services they provide
 
General understanding of the employee lifecycle and what it means to act in an ethical manner

Understanding of the importance of confidentiality and discretion

 
	Sound knowledge of HR systems

	 

	Skills
 
	Strong communication/interpersonal skills

Attention to detail

Problem-solving 

Highly-organised

Strong IT skills (Including Microsoft Office proficiency)

Professionalism

Time-management

Excellent admin skills
 
	IT skills to include experience with HR information systems and databases 

Welsh speaker
	 

	Personal qualities
 
	Effective team player

Confident

Friendly & approachable

Self-motivated

Ability to embrace personal and organisational values

Positive attitude

Empathetic

Adaptable and flexible to needs of service
	 
	 

	Additional Requirements
 
	 
 
	UK Driving License and willingness to travel between sites
	 

	TOTAL SCORE
	 

	Interview – Y/N
	




Appendix C

AC2.2
 
Candidate Name: Sian Jackson	         	   Job Title: People Assistant
 
	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	TOTAL

	Qualifications
 
	Educated to GCSE level (including Maths and English)
	CIPD qualification or working towards 

Other relevant qualification (e.g. Business Admin) 
	3

Exceeded criteria as has 5 A Levels grades A-C

	Experience
 
	Experience in an administrative role (2 years)

Experience of working with the public in customer facing role

Experience of working both independently and as part of a team

 
	Relevant experience in HR administration

Experience of providing meeting support, including taking accurate minutes

Producing letters and contracts of employment using standard templates
 
Experience in the administration of recruitment and selection processes, including preparing new starter documentation and records

	 2

Has some admin skills involved with previous roles in business and marketing

Customer facing role with advertising


	Knowledge
 
	Knowledge of HR policies, procedures and services they provide
 
General understanding of the employee lifecycle and what it means to act in an ethical manner

Understanding of the importance of confidentiality and discretion

 
	Sound knowledge of HR systems

	 0

No HR experience

	Skills
 
	Strong communication/interpersonal skills

Attention to detail

Problem-solving 

Highly-organised

Strong IT skills (Including Microsoft Office proficiency)

Professionalism

Time-management

Excellent admin skills
 
	IT skills to include experience with HR information systems and databases 

Welsh speaker
	 2

Would have strong communication skills for marketing role


	Personal qualities
 
	Effective team player

Confident

Friendly & approachable

Self-motivated

Ability to embrace personal and organisational values

Positive attitude

Empathetic

Adaptable and flexible to needs of service
	 
	 1

Only partly meets criteria. CV doesn’t indicate teamwork, embracing values or empathy


	Additional Requirements
 
	 
 
	UK Driving License and willingness to travel between sites
	 

	TOTAL SCORE
	 8

	Interview – Y/N
	N



 
Candidate Name: Karen Julius	         	  Job Title: People Assistant

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	TOTAL

	Qualifications
 
	Educated to GCSE level (including Maths and English)
	CIPD qualification or working towards 

Other relevant qualification (e.g. Business Admin) 
	3

Exceeded criteria as has a business admin degree

	Experience
 
	Experience in an administrative role (2 years)

Experience of working with the public in customer facing role

Experience of working both independently and as part of a team

 
	Relevant experience in HR administration

Experience of providing meeting support, including taking accurate minutes

Producing letters and contracts of employment using standard templates
 
Experience in the administration of recruitment and selection processes, including preparing new starter documentation and records

	 2

Has 5+ years' experience in office admin roles.
Customer facing, able to work independently and as part of a team


	Knowledge
 
	Knowledge of HR policies, procedures and services they provide
 
General understanding of the employee lifecycle and what it means to act in an ethical manner

Understanding of the importance of confidentiality and discretion

 
	Sound knowledge of HR systems

	 2

Works in HR centre

	Skills
 
	Strong communication/interpersonal skills

Attention to detail

Problem-solving 

Highly-organised

Strong IT skills (Including Microsoft Office proficiency)

Professionalism

Time-management

Excellent admin skills
 
	IT skills to include experience with HR information systems and databases 

Welsh speaker
	 3

Public speaking demonstrates strong communication skills and conflict resolution matches problem solving


	Personal qualities
 
	Effective team player

Confident

Friendly & approachable

Self-motivated

Ability to embrace personal and organisational values

Positive attitude

Empathetic

Adaptable and flexible to needs of service
	 
	 3

CV demonstrates all of these qualities


	Additional Requirements
 
	 
 
	UK Driving License and willingness to travel between sites
	 

	TOTAL SCORE
	 13

	Interview – Y/N
	N



 Candidate Name: Joanne Thomas	  Job Title: People Assistant

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	TOTAL

	Qualifications
 
	Educated to GCSE level (including Maths and English)
	CIPD qualification or working towards 

Other relevant qualification (e.g. Business Admin) 
	3

Exceeded criteria as has Masters of Management (HR)

	Experience
 
	Experience in an administrative role (2 years)

Experience of working with the public in customer facing role

Experience of working both independently and as part of a team

 
	Relevant experience in HR administration

Experience of providing meeting support, including taking accurate minutes

Producing letters and contracts of employment using standard templates
 
Experience in the administration of recruitment and selection processes, including preparing new starter documentation and records

	 3

Has worked in HR for many years


	Knowledge
 
	Knowledge of HR policies, procedures and services they provide
 
General understanding of the employee lifecycle and what it means to act in an ethical manner

Understanding of the importance of confidentiality and discretion

 
	Sound knowledge of HR systems

	 3

Already working in HR so has sound knowledge

	Skills
 
	Strong communication/interpersonal skills

Attention to detail

Problem-solving 

Highly-organised

Strong IT skills (Including Microsoft Office proficiency)

Professionalism

Time-management

Excellent admin skills
 
	IT skills to include experience with HR information systems and databases 

Welsh speaker
	 3

Job roles demonstrate all of these


	Personal qualities
 
	Effective team player

Confident

Friendly & approachable

Self-motivated

Ability to embrace personal and organisational values

Positive attitude

Empathetic

Adaptable and flexible to needs of service
	 
	 3

CV indicates that she has these qualities. HR experience demonstrates team player. Interests in Asia demonstrate confidence, positive attitude, empathy and self-motivated.


	Additional Requirements
 
	 
 
	UK Driving License and willingness to travel between sites
	 

	TOTAL SCORE
	 15

	Interview – Y/N
	Y


 

Appendix D
 
Meeting recording 18th May 2023
CIPD Interview-20230518_190810-Meeting Recording.mp4

Appendix E

Interview questions

Experience
What HR duties are you most familiar with?
Tell us about a situation you’ve dealt with where you were under a lot of pressure. How did the pressure arise? And how do you feel you dealt with it?
Knowledge
Please can you give us some examples of how you adhere to confidentiality within your current and previous positions?
What does ‘acting ethically’ mean to you, in the context of people practice?
Skills
Can you tell us about a time that required you to prioritise tasks, in order to meet a tight deadline?    
What transferable skills do you think you have that would benefit you in this role?
Personal Qualities
How would you personally contribute to effective teamwork here at Healthcare on Hand?
Tell me about a time when you have had to provide support and guidance for someone.

Extra Questions
Have you ever experienced a difficult interaction with a colleague? What was your approach to the situation?
Tell me about a time when you have managed/overseen a process from beginning to end in the workplace.
Please discuss your recruitment experience. What traits and skills stand out the most in a candidate interview?
What would you see as the main challenge of the role and how would you overcome these?

Appendix F
Meeting recording 1st June 2023
Task 2 Interview-20230601_190822-Meeting Recording.mp4


Appendix G

	Timing
	Activity
	Team member

	0 – 2 minutes
	Welcome, introductions
· Welcome into room, offer water
· Confirm here for People Assistant role
· Who is who
· Explain what the interview will entail (situational questions)
· Relax – if you have any qs or need us to clarify/repeat ourselves 
· Happy to start – candidate & panel 
	All 
Charlotte to lead

	2 – 3.5 minutes
	Question 1 EXPERIENCE

What HR duties are you most familiar with?

Tell us about a situation you’ve dealt with where you were under a lot of pressure. How did the pressure arise? And how do you feel you dealt with it?

	Charlotte

	3.5 – 5 minutes
	Question 2 SKILLS

Can you tell us about a time that required you to prioritise tasks, in order to meet a tight deadline?    

What transferable skills do you think you have that would benefit you in this role?


	Amanda

	5 – 6.5 minutes
	Question 3 PERSONAL QUALITIES

How would you personally contribute to effective team-work here at Healthcare on Hand?

Tell me about a time when you have had to provide support and guidance for someone.

	Rihana

	6.5 – 8 minutes
	Question 4 KNOWLEDGE

Please can you give us some examples of how you adhere to confidentiality within your current and previous positions?

What does ‘acting ethically’ mean to you, in the context of people practice?

	Harriet

	8 – 9.5 minutes
	Time allowing – any relevant follow-up questions 
	All
Rihana to ask another q

	10 minutes +
	Ask if interviewee has any questions
	Harriet

	Post-interview 
	Thank you, next steps
· Thanks for time
· Discussion with the team etc.
· When to expect to hear from us
	Amanda




Appendix H

AC2.3

Simulated interview recording 22/6/23
https://uowtsd.sharepoint.com/:v:/r/teams/Group2-L3_GRP/Shared%20Documents/General/Recordings/Meeting%20in%20_General_-20230622_095245-Meeting%20Recording.mp4?csf=1&web=1&e=Eq1lmX






