Core of Ethical and Professional Practice Task 2 – Simulated Interview Evidence Pack
Here is the evidence of the Job Description and Interview Forms being reviewed.
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Here is the evidence of the candidates screening.
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Candidate No. 001 screening matrix.
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Candidate No. 002 screening matrix.
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Candidate No. 003 screening matrix.
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Here is the screening decision and the reasons why this candidate progressed to the interview stage.
Candidate No. 002 was chosen to be interviewed due to scoring the highest by 5 points. The candidate scored the highest being that this was the only candidate that met essential criterion. 




Here is the evidence showing the recruitment documents were discussed and adjusted and that the interview was booked and that the candidate was contacted.

[image: ]Here is the evidence of the completed interview forms.
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Here is the interview decision.
Candidate No. 002 was successful at interview due to meeting all essential criteria and scoring very well. The candidate has the necessary training required by the position, has prior work experience that is related to the position, demonstrated the necessary technical skills to perform the job successfully and displayed the company values behaviours throughout the interview.
A verbal offer of employment was made to the candidate which the candidate has accepted and a start date of next Tuesday 10th has been agreed.
A formal job offer letter was sent within 24 hours of the verbal offer being made along with the contract with full terms and conditions. This is compliant with the company day one right policy. Due to the candidates request to have training support we have made a note of this in their company induction hand over with our academy team that the candidate may require more time and support to complete the office-based documents and training and that this will be handed over to their line manager on day one. The probation review has been set up for 2-8-16-24 weeks as discussed in the interview.
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Task two - Simulated interview Script

OPENING.
Hello, | am Kerry, the Recruitment Co-ordinator. Thisis Tony, the Senior Outlet Manager.
How was your journey here today?

There is no fire alarm scheduled for today so in the event it does sound, we wil walk 1o the fire muster point.
This is back via the main doors and into the main car park

Can we scan your right to work documents please.
Please help yourself to this water at any time. Are you comfortable?

We are interviewing you today for the Food and Beverage Assistant position which Tony will give us a brief
overview of now.

o

This Food and Beverage Assistant role s within our Food and Beverage department, and it is a permanent
contract not seasonal. Is that ok? There are 4 outlets a this location. This role could be based at any of the 4
outlets within this location. If you would like to work at an alternative location, this would require an
application in the future once you have passed your 6-month probation period. The 4 outlets include The
Beach House, Sunset, Happy Hour and The Blue Turtle.

“The role consists of customer facing tasks which includes greeting customers, answering questions about our
menus, taking their orders, serving orders to tables, processing payments and cleaning tables.

Does that sound ok?

Kerry will explain the interview structure for you now.

LN a

The interview will ast around 20 minutes. We will ask you 3 questions eaeh which are grouped into our
company behaviours, Grow as 2 Team, True Ovnership and Genuine Care.

Please ask us to repeat any questions
There willbe time at the end to ask any questions
il explain what will happen following the interview.
Does ths sound ok?

Are you happy and ready to begin?

Tony will begin.
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This s the experience and Grow s a Team set of questions,

Tellus about your customer services experience with a Food and Beverage setting.
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Now it s Kerry's setof questions.
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This isthe True Ownership setof questions.

Tellus about a time when you had to prioritse multipe tasks,
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How do you manage stock shortages during service?
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Now it s Tony’s set of questions
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This s the Genuine Care section,

Describe an occasion of when you went over and above to deliver an excellent dining experience.
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That concludes our questions. Kerry has some admin questions and wil explain nextsteps.
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Whatisyour avaabilty 10 oD ices Coninitrinents
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Are you available to work evenings, weekends and holidays?

“That concludes al our questions.
Do you have any questions for us?

The next steps will be for us to coneude the interviews this week.
We wil notiy candidates by the end of next week.

Please monitor your emaits.

1Fyou are successfu, we will cal you to arrange  sart date.

“This il be a company induction where you can ask more questions.

You will eceive your job offer letter and contract including company Terms & Conditions before your start
date.

Thank you for attending this interview today.

It was good to meet you

™
Any questions in the meantime, please do not hesitate to contact us via your Interview invte detsil,

Thank you. Nice to meet you.
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Scoring Matrix

Candidate Full Name: Position Interviewed for:
Candidate No.2 Food & Beverage Assistant

Interviewer(s) Date of Interview: EQ
Tony Phillips & Kerry Witty June 2025

Scoring / Assessment

Competency Comments Score Overall Score
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Communication [ tstenad Gehvely 3

Scoring:
0- Does not meet crite
1- Partly meets
2- Fully meets
3- Exceeds
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S Kerry Witty (2411724) added Sophie Pavia-Lacey (2407079) and Tony Phillps (2410595) to the chat.
09/04 1445
Hello both, please find the F&B Assistant recruitment templates in our files for our review. Please make notes of any changes
you feel need updating ahead of our Teams meeting on 30th April. Any questions, please ask or call my extension 123. Kind

Regards, Kerry
09/04 1508

Hello both, Please review our Recruitment & Selection policy and other hiring manager guides such as GDPR policy, Equal
Opportunities policy, Workplace Relations policy and Right to Work SOP, which can all be found on our company Share Point.
This will help to support you during the recruitment and selection for the F&B Assistants. If you have any questions, please
ask. Kind Regards, Kerry
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@Y Kerry Screening 001.docx May 8 Kerry Witty
@Y Kerry Screening 002.docx May 8 Kerry Witty

@Y  Kerry Screening 003.docx May 8 Kerry Witty
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Appendix B

SELECTION SHORTLISTING MATRIX

Candidate Name: 001 Job Title: F&B Assistant
ATTRIBUTES ESSENTIAL DESIRABLE TOTAL
Qualifications Completion of basic food | Handling difficult 0

hygiene course conversations
Experience Table service, customer Team Leader 0
service
Knowledge Teamwork 1
Skills ‘Ability to work unsupervised | IT skills, strong organisational | 1
and respond to emergency | skills, EPOS tills and cash
situations in an effective | handling
manner, communication
skills
Personal qualities | Empathy and customer 2
focused, professional,
composed under pressure,
accountable for progression,
problem solver, positive,
punctual, reliable, flexible
‘Additional Reliable transport to and 3
Requirements from location
Availability during Peak
Seasons
TOTAL SCORE 7
Interview - Y/N N
Scoring:

0- Does not meet criteria

1- Partly meets
2- Fully meets
3- Exceeds
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Appendix B

SELECTION SHORTLISTING MATRIX

Candidate Name: 002 Job Title: F&B Assistant
ATTRIBUTES ESSENTIAL DESIRABLE TOTAL
Qualifications Completion of basic food | Handling difficult 2

hygiene course conversations
Experience Table service, customer Team Leader 2
service
Knowledge Teamwork 2
Skills ‘Ability to work unsupervised | IT skills, strong organisational | 2
and respond to emergency | skills, EPOS tills and cash
situations in an effective | handling
manner, communication
skills
Personal qualities | Empathy and customer 2
focused, professional,
composed under pressure,
accountable for progression,
problem solver, positive,
punctual, reliable, flexible
‘Additional Reliable transport to and 2
Requirements from location
Availability during Peak
Seasons
TOTAL SCORE 12
Interview - Y/N i

Scoring:

0- Does not meet criteria

1- Partly meets
2- Fully meets
3- Exceeds
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SELECTION SHORTLISTING MATRIX

Candidate Name: 003 Job Title: F&B Assistant
ATTRIBUTES ESSENTIAL DESIRABLE TOTAL
Qualifications Completion of basic food | Handling difficult 0

hygiene course conversations
Experience Table service, customer Team Leader 0
service
Knowledge Teamwork 1
Skills ‘Ability to work unsupervised | IT skills, strong organisational | 0
and respond to emergency | skills, EPOS tills and cash
situations in an effective | handling
manner, communication
skills
Personal qualities | Empathy and customer 1
focused, professional,
composed under pressure,
accountable for progression,
problem solver, positive,
punctual, reliable, flexible
‘Additional Reliable transport to and 3
Requirements from location
Availability during Peak
Seasons
TOTAL SCORE 5
Interview - Y/N N

Scoring:

0- Does not meet criteria

1- Partly meets
2- Fully meets
3- Exceeds
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Hello both, thank you again for attending our meeting on the 30th April. | have typed up our meeting notes and revised the
F&B Assistant interview forms which | have added to our files. Please confirm the forms are correct by week commencing 12th
May and | can make any changes and have printable copies ready for the interview at 09:30 hours on 5th June. Following our
candidate screening, | have called the candidate to arrange this slot and confirmed with an email. The candidate will prepare
for the interview and is satisfied with logistics on where to check into resort to meet myself. | have booked candidate into
security visitors to resort log. | will open up and prepare our booked interview room No. 4 within the HR block. Please meet
me 15 minutes before the interview to run through the interview forms. If you have any further questions, please email me or
call my extension 123. Kind Regards, Kerry




