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Hi Ben and Katie
 
We have been asked to devise selection criteria for the People Assistant role (attached Appendix A) using the selection shortlisting matrix (attached Appendix B).
 
We want to ensure we give our candidates a fair and equal opportunity to apply for this role. Having read over the job description, I have thought of some criteria that would be applicable as a starting point:
 
Essential
· Experience:
· Experience of administrative work
Justification: the role requires a professional administrative support to the People Team
· Experience of using IT systems such as Word, PowerPoint, Excel and a willingness to learn different systems required for the role
Justification: the role requires the People Assistant to produce letters, contracts of employment, new starter documents and records, taking minutes
· Knowledge
· A basic understanding of the legal requirements during the recruitment process and employee lifecycle
Justification: the role requires the People Assistant to manage the end-to-end administration of the recruitment and selection process, produce contracts of employment, provide reference request information and maintaining accurate employee records and  filing systems.
· An understanding of Healthcare on Hand policies and procedures
Justification: the candidate will need to provide basic guidance to staff on the application of policies and procedures.
· Skills
· Good communication and interpersonal skills/ability to work as part of a team
Justification: the post requires the People Assistant to liaise with managers to ensure timely inductions are scheduled and to manage relationships with stakeholders
· Personal Development
· Willingness to take part in training and development opportunities
Justification: the candidate will be using systems they may not have used before, there will be opportunities to develop within the team, yearly mandatory training will need to be updated (i.e. fire training, first aid, health and safety, safeguarding etc.)
Desirable
· Experience
· Experience of using HR systems
Justification: the candidate will be required to run ad-hoc reports using the HR information system, however in-house training will be provided.
· Experience of working in the health sector
Justification: the role will be working within the administrative team of Healthcare on Hand; working in the health sector and understanding clinical processes, policies and procedures would be beneficial but not detrimental to being successful in the post.
 
Please let me know what you think of the above as a starter. It’s important we are not discriminating against anyone during this process and as mentioned previously, give everyone a fair chance. Please feel free to provide feedback on any of the points above and it would be great if you could think of some more. We must justify our selection criteria to ensure we are following our recruitment and selection process.
 
I look forward to hearing from you.
 
Best wishes
Alys
 
Many thanks / diolch,
Alys
BH
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Hello both
 
Hope you are well.
 
Thank you for this, Alys - this is excellent. 
 
The shortlisting criteria above will ensure we hire the right candidate for our organisation. I feel as though you have covered every basis for the perfect candidate but let’s arrange a meeting to discuss this in more depth. After this, I can collate the information and create our own Shortlisting Matrix. 
 
This is a great start, thank you. Please see attached a draft of some interview questions I drew up that we can use to interview the candidates. I would love to have both of your feedback on these. 
 
I look forward to going through this process with you. 
 
Many thanks and kind regards,
 
Ben 
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To:
· Benjamin Hughes (1707142);
· Katie Heath (2128646)
Tue 15/11/2022 22:27
Hi Ben,
 
Thank you for getting back to me and thanks for those ideas for questions, I think these will help us in narrowing down the candidate we want to interview.
 
If you have any more to add to the selection criteria please let me know. To save yourself some time, I have added the criteria we have agreed on below to the selection shortlisting matrix which we will also use for scoring (please see attached link below). After doing some more reading and going through your questions, I have thought of some additional criteria:
 
Essential
· Knowledge: a clear understanding of confidentiality
Justification: the People Assistant will be required to handle highly sensitive information such as personnel files and HR data
· Skills: ability to complete tasks with or without reasonable adjustments
Justification: Healthcare on Hand is an inclusive organisation, and the People Assistant role is open to all to apply
· Skills: ability to prioritise
Justification: the candidate should be able to prioritise work depending on deadlines in line with HR policies and procedures
· Other: access to reliable transport, access to reliable internet whilst working remotely
Justification: we want to be inclusive to all people, access to reliable transport enables those who do not drive an opportunity to apply and having access to reliable, remote internet means we can offer this to those who may request home or flexible working
 
I have attached the updated selection shortlisting matrix here (Selection Shortlisting Matrix .docx) with our additions and some track changes, please take a look at my comments and feel free to reply to them. If you have issues opening this please let me know.
 
Thank you
Alys
 
Many thanks / diolch,
Alys
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· Katie Heath (2128646)
Thu 17/11/2022 23:00
Hi both, 
 
Please some more additions with comments [image: ]Updated with comments - Selection Shortlisting Matrix.docx. I'd be grateful if you had any more or if you could let me know you are happy with our chosen criteria. 
 
Once this is finalised, we can use it to shortlist our applicants. 
 
Thank you 
Alys

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To:
· Benjamin Hughes (1707142);
· Katie Heath (2128646)
Mon 21/11/2022 09:01
Hi Ben
 
Just chasing this up. Can I take it as the copy below is our finalised criteria?
 
Thank you
 
Many thanks / diolch,
Alys

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To:
· Alys Thomas (2126236);
· Katie Heath (2128646)
Mon 21/11/2022 11:54
Hi Alys 
 
Sorry for the delay in my reply.
 
I've looked at the shortlisting matrix and I can confirm it can be finalised - you have included everything I would have.
 
I can't think of anything else we can include. Great job - I greatly appreciate this! 
 
I'm going to look at the CV's this afternoon and score them based off the shortlisting matrix so expect my results this evening. I will also send you a copy of the questions I plan on asking our chosen candidate. 
 
I will inform you when this is completed.
 
Have a lovely day.
 
Many thanks and kind regards,
 
Ben

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To:
· Benjamin Hughes (1707142)
Mon 21/11/2022 13:40
Hi Ben
 
Thanks for getting back to me. That’s great, I will send you mine once completed either today or tomorrow morning.
 
Best wishes
Alys  
 
Many thanks / diolch,
Alys
People Assistant - Shortlisting
6



Alys Thomas (2126236)

[image: ]





To:
· Benjamin Hughes (1707142)
Mon 21/11/2022 16:22

JT - Shortlisting Matrix .docx
37 KB


KJ - Shortlisting Matrix.docx
37 KB


SJ - Shortlisting Matrix.docx
39 KB

Show all 3 attachments (113 KB)Save all to OneDrive - University of Wales Trinity Saint DavidDownload all
Good afternoon Ben,
 
I have taken a look at the CV’s and thoroughly compared them against the job description and our selection criteria.
 
Please also see attached my shortlisting for each candidate. You will see I have scored KJ the highest, therefore would like to proceed to interview as they are the most suitable candidate from my perspective however I am happy to have a discussion around this depending on your results. I’m open to feedback and understanding your thought process.
 
You will see in the attachments I have explained some of my thoughts in the comments for the scoring. I hope I have made reasonable decisions, but again please let me know.
 
Best wishes
 
Many thanks / diolch,
Alys
BH
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Good evening, Alys.

Thank you for your feedback.

I've looked through your results and I can see you have looked at every detail.

Attached are my shortlisting matrix's for each candidate. As you can see, we have differed slightly as my chosen candidate was JT.

Although our decisions were different, since you scored every aspect opposed to my scoring the category as a whole, I am happy to go with your decision, but let me know what you think. I don't think there was too much difference between them as they all have different strengths/weaknesses.

I look forward to finalising this and commencing the interview stage.

Speak soon.

Kind regards,

Ben


Alys Thomas (2126236)
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To:
· Benjamin Hughes (1707142)
Mon 21/11/2022 21:29
Hi Ben

Thanks for sending me your shortlisting. I appreciate your views and I must admit it was very tight between the candidates. They all provided great CV's and all have great experiences. I can see JT has scored the highest for you, however when I shortlisted I felt that KJ would be better suited and scored slightly higher due to her experience working within an administrative post for 5+ years and a busy office environment. They have also demonstrated they use a wide range of IT systems which reflects the ask in our job description.

I must highlight one thing that is clearly different between our scores is the development aspect. I think looking at their CV, they evidence their development through their studies as well as taking additional opportunities, specifically "additional courses to receive a specialisation in “Inventory and Distribution Management" and working part-time whilst studying. I feel this demonstrates proactive and enthusiastic approach to challenges as well as commitment. I also noted in KJ's CV they are passionate about conflict resolution and building positive work environments which is something we are also passionate about.  


I however agree that both candidates would be valuable asset.

I'd like to hear your thoughts on this and more than happy to debate this to ensure we get the right person. 

Kind regards
Alys

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Benjamin Hughes (1707142)
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To:
· Alys Thomas (2126236)
Tue 22/11/2022 08:41
Hi Alys
 
I agree completely - all candidates had different attributes relevant to our JD. 


After hearing your views, I must admit the experience KJ has now persuaded me to back your decision. The current vacancy at Health on Hand is going to be a similar environment and so having someone who is already worked in that and used to it will ensure they learn the new role in a more timely manner. 


If you’re happy, I’m happy to finalise our choice of KJ for our interview on Thursday morning. I have started writing our questions out on one document and will have that ready by tonight.


This selection process has been a pleasure liaising with yourself and I thank you for your dedication.


Have a great day.
Kind regards,


Ben 


Alys Thomas (2126236)
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To:
· Benjamin Hughes (1707142)
Tue 22/11/2022 09:02
Hi Ben
 
Thank you – it looks like we’ve made a decision! I’m grateful for your contribution and glad we could come to a reasonable conclusion based on our JD and selection criteria.
 
I look forward to seeing the process through with you on Thursday.
 
Best wishes
Alys
 
Many thanks / diolch,
Alys


Shortlisting Criteria 
We agreed that JT would be our chosen candidate even though we had different conclusions on our criteria, as can be seen in the emails. 
Appendix B 
People Assistant Interviews 
Thursday 24th November 2022 
 
Selection Shortlisting Matrix 
Candidate name: Karen Julius 
Job Title: People Assistant   
	Attributes 
(In line with job description) 
	Essential  
	Desirable  
	Score (0-3) 

	Qualifications & Knowledge  
	NVQ Level 2 or equivalent experience 
 
A basic understanding of the legal requirements during the recruitment process and employee lifecycle  
 
An understanding of Healthcare on Hand policies and procedures 
 
A clear understanding of confidentiality 
 
	CIPD L3  
 
 
	 
2 
 
Has a degree in Business Admin, specialising in Finance and accounting  

	Experience 
	Experience of administrative work 
 
Experience of using IT systems such as Word, PowerPoint, Excel and a willingness to learn different systems required for the role 
 
	Experience of using HR systems 
 
Experience of working in the health sector 
 
Experience of working in HR  
	3 
 
4 years of HR experience doing payroll, producing spreadsheets, liasing with Head of Operations/management  

	Skills  
	Good communication and interpersonal skills 
 
Ability to work as part of a team 
 
Ability to complete tasks with or without reasonable adjustments 
 
Minute taking 
 
Ability to prioritise tasks and manage own workload 
 
Organisation skills 
	 
	 
2 
 
Public speaking/admin skills.  
 
Comfortable with Excel and producing reports 
 
Passionate dealing with conflict and creating positive culture 

	Personal Development  
	Willingness to take part in training and development opportunities  
 
Evidence of CPD 
 
	 
	 
0 
 
Hasn’t stated any plans to progress in her career 

	Values /personal qualities  
	Committed, motivated, and dedicated  
 
Detail-orientated  
	 
	 
2 
 
Detail-orientated, efficient 

	Additional requirements  
	Access to reliable transport 
 
Access to reliable internet whilst working remotely 
 
 
	 
	 
1 
 
Hasn’t stated otherwise  


 
Total Scoring: 10 
0 - does not meet selection criteria 
1 – meets little criteria   
2 – meet criteria 
3 - exceeds criteria  
 


Appendix B 
People Assistant Interviews 
Thursday 24th November 2022 
 
Selection Shortlisting Matrix 
Candidate name: Joanne Thomas 
Job Title: People Assistant  
	Attributes 
(In line with job description) 
	Essential  
	Desirable  
	Score (01-34) 

	Qualifications & Knowledge  
	NVQ Level 2 or equivalent experience 
 
A basic understanding of the legal requirements during the recruitment process and employee lifecycle  
 
An understanding of Healthcare on Hand policies and procedures 
 
A clear understanding of confidentiality 
 
	CIPD L3  
 
 
	 
3  
 
Current student of HR Management. Will be learning every aspect of contemporary HR management. 
 
Knowledge on employment law, payroll, IT projects 

	Experience 
	Experience of administrative work 
 
Experience of using IT systems such as Word, PowerPoint, Excel and a willingness to learn different systems required for the role 
 
	Experience of using HR systems 
 
Experience of working in the health sector 
 
Experience of working in HR  
	 
2  
 
Has a lot more experience in the recruitment side of HR out of everything but 7 years of experience in current role – no particular mention of varied systems/software 

	Skills  
	Good communication and interpersonal skills/a 
 
Ability to work as part of a team 
 
Ability to complete tasks with or without reasonable adjustments 
 
Minute taking 
 
Ability to prioritise tasks and manage own workload 
 
Organisation skills 
 
	 
	 
2 
 
Specialised skill in recruitment and development, offers expert insight into the broader market 

	Personal Development  
	Willingness to take part in training and development opportunities  
 
Evidence of CPD 
 
	 
	 
3  
 
Seeking to become a HR professional with consultancy in mind 

	Values /personal qualities  
	Committed, motivated, and dedicated  
 
Detail-orientated  
	 
	 
1 
 
Responsibility in one area of HR 

	Additional requirements  
	Access to reliable transport, a 
 
Access to reliable internet whilst working remotely 
 
 
	 
	 
1 
 
Hasn’t stated otherwise  


 
Total Scoring: 12 
01 - does not meet selection criteria 
12 – meets little criteria   
23 – meet criteria 
 
3 - 4 – exceeds criteria  
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Job Title: People Assistant  
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(In line with job description) 
	Essential  
	Desirable  
	Score (01-34) 

	Qualifications & Knowledge  
	NVQ Level 2 or equivalent experience 
 
A basic understanding of the legal requirements during the recruitment process and employee lifecycle  
 
An understanding of Healthcare on Hand policies and procedures 
 
A clear understanding of confidentiality 
 
	CIPD L3  
 
 
	 
3  
 
Current student of HR Management. Will be learning every aspect of contemporary HR management. 
 
Knowledge on employment law, payroll, IT projects 

	Experience 
	Experience of administrative work 
 
Experience of using IT systems such as Word, PowerPoint, Excel and a willingness to learn different systems required for the role 
 
	Experience of using HR systems 
 
Experience of working in the health sector 
 
Experience of working in HR  
	 
2  
 
Has a lot more experience in the recruitment side of HR out of everything but 7 years of experience in current role – no particular mention of varied systems/software 

	Skills  
	Good communication and interpersonal skills/a 
 
Ability to work as part of a team 
 
Ability to complete tasks with or without reasonable adjustments 
 
Minute taking 
 
Ability to prioritise tasks and manage own workload 
 
Organisation skills 
 
	 
	 
2 
 
Specialised skill in recruitment and development, offers expert insight into the broader market 

	Personal Development  
	Willingness to take part in training and development opportunities  
 
Evidence of CPD 
 
	 
	 
3  
 
Seeking to become a HR professional with consultancy in mind 

	Values /personal qualities  
	Committed, motivated, and dedicated  
 
Detail-orientated  
	 
	 
1 
 
Responsibility in one area of HR 

	Additional requirements  
	Access to reliable transport, a 
 
Access to reliable internet whilst working remotely 
 
 
	 
	 
1 
 
Hasn’t stated otherwise  
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3 - 4 – exceeds criteria  

 MARRIOTT CONFIDENTIAL AND PROPRIETARY INFORMATION. The contents of this material are confidential and proprietary to Marriott International, Inc. and may not be reproduced, disclosed, distributed, or used without the express permission of an authorized representative of Marriott. Any other use is expressly prohibited. 

 MARRIOTT CONFIDENTIAL AND PROPRIETARY INFORMATION. The contents of this material are confidential and proprietary to Marriott International, Inc. and may not be reproduced, disclosed, distributed, or used without the express permission of an authorized representative of Marriott. Any other use is expressly prohibited. 

image1.png




image2.png




