Task 2
I had the pleasure to be part of group no 4, together with Abbie, Helen and Leah. We decided we would be working individually and then sharing and discussing our work during Teams calls. Our first call took place on the 9th of May. We had agreed that each of us would create selection criteria for the role of People Assistant. During the meeting (Appendix 3 – link to the meeting) we shared our work with each other and decided on the final version of the criteria. We divided them into essential and desirable ones and split them into 6 categories (attributes): qualifications, experience, knowledge, skills, personal qualities, and additional requirements. The criteria that I proposed can be seen in Appendix 1. The ones that we agreed on are saved in Appendix 2. For the next call, we planned to score 3 given CVs using the selection criteria we created.
There was some miscommunication in our group on how we were going to score. We agreed that we would be scoring from 0 to 3 points, where 0– does not meet the criteria and 3 – exceeds. However, we did not say whether we would score every requirement within a particular attribute separately or together. I gave 0-3 points to each separate requirement, while the rest of the group scored attributes rather than requirements. It did not influence the final decision though on which CV is the best. At the meeting on the 22nd of May, we discussed the CVs and shared our scores (Appendix 4 – link to the meeting, Appendix 5 – my scoring). Karen (CV 1) received the highest score from each of us. Her experience, in comparison to other applicants’ experience, is the closest to HR. She is currently working in HR Centre dealing mainly with payroll. We do not know whether she is based in the HR office, but we believe she is aware of issues that can be encountered when working in an HR role. Judging from her CV, I assume she is a highly organised person, with good time management and attention to detail. These are the features we are looking for in our People Assistant as the role requires preparing contracts of employment, dealing with employees’ records, updating spreadsheets regularly and supporting our team with all administrative duties. Karen also mentions in her CV that she has good communication skills, which we will try to check during the interview as communication is extremely important in any HR position.
On the 1st of June, we met on Teams to share interview questions that each of us prepared (Appendix 6 – link to the meeting, Appendix 7 -My questions). Then we agreed on the final version of the questions that will help us learn more about our candidate’s personality and determine whether her skills and experience are relevant to the role for which we are recruiting (Appendix 8 – Final Interview Questions).
Our last meeting took place on the 12th of June (Appendix 9 – link to the meeting) and was dedicated to preparations for the interview. We divided the roles as follows: Helen – HR Manager, Leah – BP, Abbie – Recruitment Officer, and me – HR Advisor for Systems and Reporting. We discussed terms and conditions (Appendix 10) and the questions the candidate may have.
The interview was held on the 22nd of June (Appendix 11 – link to the interview). After a short introduction, each of us asked 2 questions and scored the candidate on the Interview Matrix sheet (Appendix 12– my scoring). We then let the candidate ask questions, thanked her for coming and informed her that we would be in touch by the end of the week. 
After the interview, we discussed our thoughts about Karen and decided that we did not want to offer her a job. My argumentation is that firstly, the candidate did not mention much of her work history and experience, and neither did she say anything about herself (question 1). She did not say much about what attracted her to the role. Moreover, I noticed that she contradicted herself as at the beginning she said she does not know much about Excel, but later, when I asked about IT skills, she said she works using Excel a lot. She mentioned she is organised, but she did not give us any examples or more details of that. In my opinion, the best answers that she gave, were to questions no 5 and 6 – about dealing with pressure and teamwork. She was struggling with question no 7 as she needed an explanation of what ‘stakeholders’ meant. From her answer (after the explanation had been provided) I gathered her communication skills are not high enough to professionally deal with HR issues. For the last question, I gave her a high score. Even though she did not know what GDPR meant she explained the importance of confidentiality and gave us examples of how she stays confidential in the workplace. To sum up, in my opinion, Karen may not be open and approachable enough to work in HR and build good relationships with employees and stakeholders. Some of her answers were inconsistent and unprofessional. My scoring can be viewed in Appendix 12.
























Appendix 1 – my selection criteria
SELECTION CRITERIA
	ATTRIBUTES
	ESSENTIAL
	DESIRABLE

	Qualifications

	· Educated to at least GSCE standard or equivalent 
	· CIPD level 3 completed or in progress


	Experience

	· At least 1 year of working in an administrative role

	· Previous experience of using HR systems
· Previous experience of working in HR/People 
team


	Knowledge

	· Microsoft Office: Word, Excel, Outlook

	· Knowledge of HR systems
· Knowledge of HR policies and procedures
· Knowledge of recruitment and selection
·  methods

	Skills

	· Proven administrative, planning and organizational skills
· Excellent time management and prioritising tasks
· Ability to communicate effectively with people at all levels
· Ability to work as part of a team and on your own
· Ability to carry out delicate Personnel related tasks confidentially and with discretion
· Accuracy and attention to detail
· Ability to stay calm in difficult situations
	
	· Able to take the initiative







	Personal qualities

	· Open and approachable
· Honest
· Reliable
· Loyal
· Positive attitude

	

	Additional Requirements

	· Flexible approach to work and duties to be carried out

	











Appendix 2 – group’s selection criteria
SELECTION CRITERIA
	ATTRIBUTES
	ESSENTIAL
	DESIRABLE

	Qualifications

	· Educated to at least GSCE level 3 (Maths and English minimum C) 
	· CIPD level 3 completed or in progress


	Experience

	· At least 1 year of working in a busy administrative role

	· Previous experience of using HR systems
· Previous experience of working in HR/People team


	Knowledge

	

	· Knowledge of HR systems
· Knowledge of HR policies and procedures
· Knowledge of recruitment and selection methods
· Understanding of GDPR

	Skills

	
· Excellent time management and organisational skills
· Ability to communicate effectively with people at all levels
· Proficient in use of Microsoft Office: Word, Excel, Outlook

	
	· Minute taking
· Ability to write reports







	Personal qualities

	· Accuracy and attention to detail
· Able to work under pressure and to tight deadlines
· Able to maintain confidentiality
· Ability to work as part of a team and on your own
	

	Additional Requirements

	

	· current driving license
· basic understanding of Welsh




Appendix 3 – meeting on the 9th of May

[image: ]Shortlisting Criteria Meeting.mp4

Appendix 4 – meeting on the 22nd of May
Shortlisting Scores Meeting.mp4



[bookmark: _Hlk138340114]Appendix 5                      SELECTION SHORTLISTING MATRIX

Candidate Name:   Karen J. (CV1)	              Job Title: People Assistant

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	TOTAL

	Qualifications

	· Educated to at least GSCE level 3 (Maths and English minimum C)


3
	· CIPD level 3 completed or in progress



0
	




3

	Experience

	
· At least 1 year of working in a busy administrative role

3
	· Previous experience of using HR systems 2p
· Previous experience of working in HR/People team 2p
4
	



7

	Knowledge

	

	· Knowledge of HR systems    1p
· Knowledge of HR policies and procedures  1p
· Knowledge of recruitment and selection methods  0p
· GDPR    0p
	




2

	Skills

	· Excellent time management and organisational skills
· Ability to communicate effectively with people at all levels
· Proficient in use of Microsoft Office: Word, Excel, Outlook
6p (2p for each requirement)

	· Minute taking   0p
· Ability to run reports        2p

	






8

	Personal qualities

	· Accuracy and attention to detail                                 2
· Able to work under pressure and to tight deadlines    0
· Able to maintain confidentiality                  0
· Ability to work as part of a team and on your own       1  
	
	







3

	Additional Requirements

	

	· current driving license
· basic understanding of Welsh
0
	

	TOTAL SCORE
	23

	Interview – Y/N
	y


[bookmark: _Hlk138340185]SELECTION SHORTLISTING MATRIX

Candidate Name:   	Joanne Thomas (CV2)	              Job Title: People Assistant

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	TOTAL

	Qualifications

	· Educated to at least GSCE level 3 (Maths and English minimum C)


3
	· CIPD level 3 completed or in progress



0
	




3

	Experience

	
· At least 1 year of working in a busy administrative role

3
	· Previous experience of using HR systems
· Previous experience of working in HR/People team
0
	



3

	Knowledge

	

	· Knowledge of HR systems 2p
· Knowledge of HR policies and procedures 2p
· Knowledge of recruitment and selection methods  2p
· GDPR  2p
	




8

	Skills

	· Excellent time management and organisational skills
· Ability to communicate effectively with people at all levels                                     1
· Proficient in use of Microsoft Office: Word, Excel, Outlook 1


	· Minute taking  0p
· Ability to run reports
                                                0p
	






2

	Personal qualities

	· Accuracy and attention to detail 0p
· Able to work under pressure and to tight deadlines  0p
· Able to maintain confidentiality 0p
· Ability to work as part of a team and on your own  0p
	
	







0

	Additional Requirements

	

	· current driving license
· basic understanding of Welsh
	



0

	TOTAL SCORE
	
16

	Interview – Y/N
	


[bookmark: _Hlk138340291]SELECTION SHORTLISTING MATRIX

Candidate Name:   Sian Jackson (CV3)		              Job Title: People Assistant

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	TOTAL

	Qualifications

	· Educated to at least GSCE level 3 (Maths and English minimum C)
3
	· CIPD level 3 completed or in progress

0
	




3

	Experience

	
· At least 1 year of working in a busy administrative role

3
	· Previous experience of using HR systems
· Previous experience of working in HR/People team
0
	


3

	Knowledge

	

	· Knowledge of HR systems
· Knowledge of HR policies and procedures
· Knowledge of recruitment and selection methods
· GDPR     0
	




0

	Skills

	· Excellent time management and organisational skills     2
· Ability to communicate effectively with people at all levels                               2
· Proficient in use of Microsoft Office: Word, Excel, Outlook 2


	· Minute taking  0
· Ability to run reports       2

	





8

	Personal qualities

	· Accuracy and attention to detail                               0
· Able to work under pressure and to tight deadlines   1
· Able to maintain confidentiality                 0
· Ability to work as part of a team and on your own    1
	
	







2

	Additional Requirements

	

	· current driving license
· basic understanding of Welsh
0
	

	TOTAL SCORE
	
16

	Interview – Y/N
	



Appendix 6 – meeting on the 1st of June
Interview Q's Meeting-20230601_180216-Meeting Recording.mp4


Appendix 7 – My questions

1. How would you describe yourself? 
1. Please give me a resume of your career history since leaving school. 
1. What HR training have you received?
1. Can you give details of computer software you are familiar with?
(Word, Excel, PowerPoint, Internet, Intranet, SAP?)
1. Why do you wish to move on from your current role?
1. What do you feel are the most important personality traits and skills of a People Assistant?
1.  In a multi-tasking role, how do you ensure you meet your objectives and that of your team?
1. Describe your communication skills.
1. What do you consider are your major strengths in relation to our job requirements?
1. What have been your major achievements in your career?
1. Have you got any questions?

Appendix 8 – Final Interview Questions
INTERVIEW MATRIX
	POST:
	People Assistant
	INTERVIEW DATE:
	22nd June 2023

	CANDIDATE NAME:
	
	INTERVIEWER NAME:
	

	Related Questions

	Weighting
1= Low
3= High 
	Score
1 (Low) to 
5 (High)
	Total


	Tell us about yourself and your work history. 










	2
	
	

	What attracted you to the role?








	1






	
	

	What skills, experience and training have you had that you could bring to this role?




	3











	
	

	Tell me about your IT skills and what computer systems or software you are familiar with.










	2
	
	

	The department is a busy and fast-paced environment. Can you give an example of a time when you had to work under extreme pressure and how you coped with this?












	2

	
	

	Can you give us an example of a time you successfully contributed to working effectively in a team?












	2

	
	

	How would you ensure you communicate effectively with all stakeholders?
	3















	












	








	What is your understanding of GDPR and confidentiality in the workplace?











	1

	
	

	
	
	
	Overall Total

	
	
	
	



Appendix 9 – meeting on the 12th of June

Interview Prep Meeting-20230612_180043-Meeting Recording.mp4


Appendix 10 – Terms and Conditions

Terms and Conditions
Salary:			£20,000 - £22,000 depending on experience
Probationary Period: 	6 months (can be extended)
Pension:		Employer contribution - 8%
			Employee contribution - 6%
Annual Leave:		25 days plus Bank Holidays
Sickness:		First year of service - SSP only
			From the second year – 1 month of full pay, 1 month of half pay
			From the third year – 2 months of full pay, 2 months of half pay
Benefits:		Subsided onsite canteen
			Discounts for shopping
			Cycle to work scheme

Appendix 11 – link to the interview
https://uowtsd.sharepoint.com/:v:/r/teams/Group4-L3_GRP/Shared%20Documents/General/Recordings/Meeting%20in%20_General_-20230622_113606-Meeting%20Recording.mp4?csf=1&web=1&e=SW4sPV

Appendix 12 – my scoring

	Related Questions

	Weighting
1= Low
3= High 
	Score
1 (Low) to 
5 (High)
	Total


	Tell us about yourself and your work history. 







	2
	1
	2

	What attracted you to the role?








	1






	1
	1

	What skills, experience and training have you had that you could bring to this role?




	3











	2
	6

	Tell me about your IT skills and what computer systems or software you are familiar with.










	2
	2
	4

	The department is a busy and fast-paced environment. Can you give an example of a time when you had to work under extreme pressure and how you coped with this?












	2

	3
	6

	Can you give us an example of a time you successfully contributed to working effectively in a team?












	2

	4
	8

	How would you ensure you communicate effectively with all stakeholders?
	3















	1












	3








	What is your understanding of GDPR and confidentiality in the workplace?











	1

	4
	4

	
	
	
	Overall Total

	
	
	
	34
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