Our team first came together in a breakout room in our lecture on the 27th April 2023 where we discussed our first steps in terms of the recruitment process for the People Assistant role. It was agreed that we, in our own time, would review the job description, decide what the essential and desirable criteria would be and meet again on the 5th May to make the final decision on the shortlisting criteria. Unfortunately, Helen was not able to make this meeting due to work commitments and Leah was not fully caught up due to missing the meeting in the lecture, therefore, we agreed to re-arrange for the 9th May. During this time, I researched examples of People/Human Resources Assistant and Administrator job descriptions online and what organisations were looking for from a successful candidate in that particular role. 
We agreed to use the selection shortlisting matrix provided in the assignment brief appendices, therefore, I decided my shortlisting criteria following the categories of attributes in correlation with what would be required in terms of job performance and personal qualities. This process was key as an effective shortlisting process ensures suitable candidates are hired fairly and based on their capabilities (McCartney, 2022). I chose to include both essential and desirable criteria as this would distinguish what would be required for the role and what would be an additional advantage for the candidate to possess (Ferguson, 2018). 
As Leah was not present for the first meeting in the lecture, when we met on the 9th, we began with catching Leah up on what she had missed the first time we had met. There were some technical issues in relation to the Teams meet which delayed the meeting slightly, however, it was swiftly resolved (Refer to Appendix A).
The team shared the shortlisting criteria they had researched; we found that a majority of the criteria we had decided individually were similar to each other. We discussed what we felt should be either essential or desirable in terms of importance to the role and agreed upon the wording of each criteria. We decided to make criterion such as confidentiality, communication, working in a team and time management as essential criteria as they are vital ‘soft skills’ in Human Resources roles (Mason, 2020). Once our final shortlisting criteria was confirmed, we resolved to individually score the three CV’s and come back together on the 16th May to combine our scores, thus, determining the candidate we would be shortlisting for interview (Refer to Appendix B).
Before our next meeting, I reviewed the three CV’s and scored them against the shortlisting criteria we had set and Karen Julius was my highest scoring candidate (Refer to Appendix C). I was unable to make the 16th May due to personal commitments; I informed the team in our group chat and we arranged to meet on an alternative date which was the 22nd May (Refer to Appendix D).
On the 22nd May, the four of us met over Teams and shared our final scores for the three CV’s. The highest scorer was Karen Julius and we made a note to inform Natasha of the candidate we had shortlisted by, latest, the Monday before the interview. Lastly, we agreed to individually prepare potential interview questions and planned our next meeting for the 1st June to determine the set of questions we would use in the interview (Refer to Appendix E).
In preparation for our next meeting, I referred to the STAR approach to design potential interview questions that would provide the relevant information we need as a panel and cover the skills and competencies required for the role (Clarke, 2018). The team met on the 1st June and shared the interview questions we had gathered. We agreed upon two questions for each panel member, totalling eight questions altogether for the interview. We found that we had all written similar interview questions and, after agreeing on wording, we had our eight questions ready (Refer to Appendix F). We also decided how we were going to lay out our interview matrix with a weighting for each question that would be multiplied by the score of the candidate’s answer to give a total score (Refer to Appendix G). We agreed on our last meeting before the interview on the 12th June for final interview preparation. Prior to our meeting on the 12th, I populated the interview matrix template we had agreed on with our chosen interview questions and sent it to the rest of the group (Refer to Appendix H).
On the 12th June, the team met to discuss final details for the simulated interview including what our roles would be and the particulars of the People Assistant role such as salary, pension, benefits and annual leave in order to be prepared for any questions from the candidate (Refer to Appendix I). I sent the name of the candidate we had shortlisted and our first four interview questions to Natasha on the 12th (Refer to Appendix J) and prepared and printed off our interview question matrix ready for the interview.
The interview took place on the 22nd June and the panel took notes of the candidate’s answers to score on the matrix (Refer to Appendix K and L). Following the interview, we came together as a panel to discuss our scores and decide whether we would hire the candidate or not. We concluded that we would not hire the candidate as we did not feel they had the required IT knowledge, communication skills and familiarity with HR processes to successfully perform the role. 
As I was the host of the Team meetings, I sent links to all recordings of our meetings to the rest of the team to ensure we all had copies and could watch them back if we needed to be reminded of any details we discussed (Refer to Appendix M). 
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SELECTION SHORTLISTING MATRIX

Candidate Name:  Sian Jackson

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	TOTAL

	Qualifications

	Relevant level 3 qualification
GCSE or O Level English and Mathematics – Grade C or equivalent
	CIPD Level 3 qualification or working towards
	2

	
	
	
	

	Experience

	Minimum 1 year experience in an busy administrative environment

	Minimum 1 year experience in a HR environment
Minimum 1 year experience working with HRM systems

	1

	Knowledge

	
	Knowledge of the care sector and relevant legislation
Understanding of GDPR and importance of record keeping
Knowledge of HR policies and procedures
Knowledge of recruitment and selection processes
	0

	Skills

	Ability to communicate effectively at all levels 
Proficient in use of Microsoft Office 
Organisational and time management skills
	Minute taking
Report writing 
	0

	Personal qualities

	Excellent attention to detail and level of accuracy
Able to work on own initiative and as part of a team
Able to maintain confidentiality
Able to work under pressure and to tight deadlines
	
	2

	Additional Requirements

	

	A current driving licence
Basic understanding of Welsh
	0

	TOTAL SCORE
	5

	Interview – Y/N
	N


Candidate Name:  Karen Julius

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	TOTAL

	Qualifications

	Relevant level 3 qualification
GCSE or O Level English and Mathematics – Grade C or equivalent
	CIPD qualification or working towards
	2

	
	
	
	

	Experience

	At least 1 year experience in an busy administrative environment

	Previous experience in a HR environment
Previous experience working with HRM systems

	3

	Knowledge

	
	Knowledge of the care sector and relevant legislation
Understanding of GDPR and importance of record keeping
Knowledge of HR policies and procedures
Knowledge of recruitment and selection processes
	1

	Skills

	Ability to communicate effectively at all levels 
Proficient in use of Microsoft Office 
Organisational and time management skills
	Minute taking
Report writing 
	2

	Personal qualities

	Excellent attention to detail and level of accuracy
Able to work on own initiative and as part of a team
Able to maintain confidentiality
Able to work under pressure and to tight deadlines
	
	2

	Additional Requirements

	

	A current driving licence
Basic understanding of Welsh
	0

	TOTAL SCORE
	10

	Interview – Y/N
	Y





Candidate Name:  Joanne Thomas 

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	TOTAL

	Qualifications

	Relevant level 3 qualification
GCSE or O Level English and Mathematics – Grade C or equivalent
	CIPD qualification or working towards
	2

	
	
	
	

	Experience

	At least 1 year experience in an busy administrative environment

	Previous experience in a HR environment
Previous experience working with HRM systems

	3

	Knowledge

	
	Knowledge of the care sector and relevant legislation
Understanding of GDPR and importance of record keeping
Knowledge of HR policies and procedures
Knowledge of recruitment and selection processes
	1

	Skills

	Ability to communicate effectively at all levels 
Proficient in use of Microsoft Office 
Organisational and time management skills
	Minute taking
Report writing 
	1

	Personal qualities

	Excellent attention to detail and level of accuracy
Able to work on own initiative and as part of a team
Able to maintain confidentiality
Able to work under pressure and to tight deadlines
	
	0

	Additional Requirements

	

	A current driving licence
Basic understanding of Welsh
	0

	TOTAL SCORE
	7

	Interview – Y/N
	N
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Meeting in _General_-20230622_113606-Meeting Recording.mp4
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