Task 2 – Simulated Interview
25th May 2023
During our lecture which was delivered via Teams, we were advised of our groups for the interview process, and I was in group 4 with Abbie, Leah, and Paulina. We were put into break out rooms to start the process and we arranged to meet via teams on Friday 4th May at 4.00 pm, I was going to send the invitations and Abbie was going to reach out to Leah via the WhatsApp group as she was not present at this first meeting. Leah responded and Abbie set another WhatsApp group just for us to arrange and discuss between us and I sent a teams invitation to Abbie, Leah, and Paulina.
5th May 2023 – 4.00 pm
Teams meeting had been scheduled for 4.00pm on Friday 5th May however I had been called to attend a last minute meeting at work at 3.30pm which unfortunately was unavoidable, this meeting went on beyond 4pm and I missed the scheduled 4.00pm teams.  Immediately following my meeting, I messaged the girls to apologise, and we all agreed that it would be easier for us all to meet after work and arranged for Tuesday the following week at 6.00pm.
9th May 2023 – 6.00 pm
Had a few technical issues with logging into teams, eventually joined the girls at 25 past 6.  We went straight into discussing the shortlisting criteria and discussed what we wanted covering the following topics: qualifications, experience, knowledge, and communication all based on the job description provided.  We also discussed whether each point would be essential or desirable.  We all contributed well and I questioned if we wanted to add Welsh speaking in our criteria and whether we would be looking for basic Welsh and if it would be desirable or essential.  Once we had decided on our criteria we discussed our scoring method, and it was decided our scores would range from 0-3, 0 being does not meet criteria and 3 exceeds. We then proceeded to arrange another teams meeting for Monday 22nd May where we would combine our scores and decide on who we wanted to interview. 
A link to access and confirm the meeting on 9th May is below:
Shortlisting Criteria Meeting.mp4 (sharepoint.com)
22/05/2023 – 6.00 pm
Abbie started the meeting, and we all shared our scores with her.  I scored Sian 7, Karen 12, and Joanne 9.  I scored Karen higher as she has experience in a busy office environment, she also mentions on her CV that she is adept at Excel and her record keeping was accurate.  Sian makes no mention of working in a busy office or that she has experience in word or excel.  Joanne is studying Human Resources Management at masters level, however she does not show on her CV any of the qualities required for this position.  Once Abbie had all our scores combined, Sian Jackson totalled 25, Karen Jamus, 56 and Joanne Thomas 38.  Karen’s application scored the highest and she was selected as our candidate for interview. We all agreed we would go and research our questions and come together again on 1st June to discuss and agree on our questions for interview. 
I have added my shortlisting matrixes for all candidates as appendix 1 – 3.
A link to access and confirm this meeting is below:
Shortlisting Scores Meeting.mp4 (sharepoint.com)
01/06/2023 – 6.00 pm
We all came together again and put forward our suggestions for questions, we also agreed on the number of questions we wanted to prepare.  I believe we all contributed well, and I feel I put forward some good ideas for questions which the girls liked and many of my ideas were used in the final selection.  Once our questions were agreed, we discussed what roles we would play in the interview, and I was nominated as People Services Manager. We also discussed what potential questions could be asked by the applicant and all agreed that we would meet again on 12th June to discuss further.
Link to access and confirm this meeting is below:
Interview Q's Meeting-20230601_180216-Meeting Recording.mp4 (sharepoint.com)

12/06/2023 – 6.00 pm
Met again to discuss any potential questions that may be asked by the candidate, we also agreed on basic information such as salary, pension, and benefits.  I feel I contributed well and suggested maybe completing a terms and conditions document, which could be referred to at the interview if needed and would bring with me on the day.  We also agreed which questions each of us would be asking, Abbie said she would put our initials against the relevant questions and bring a copy of the questions for each of us and can be used should we want to make any notes. Abbie offered to submit that Karen Jamus was the successful candidate that we would like to interview along with the first few questions. It was also agreed that we would meet half an hour prior to our interview slot to discuss any last minute thoughts. 
I have added the completed interview matrix as appendix 4
Link to access and confirm this meeting is below:
Interview Prep Meeting-20230612_180043-Meeting Recording.mp4 (sharepoint.com)

22/06/2023 11.15 am
Met at Trinity St David’s Carmarthen at 11.15 and briefly discussed who will start the interview, Abbie shared the interview questions with us, and I shared the terms and conditions, which I have included as appendix 5, It was also agreed that myself as People Services Manager would start the meeting and we would briefly introduce ourselves and our roles leading into asking our questions.
We went into the interview, and we were told to start once given the thumbs up, unfortunately I did not notice the thumbs up, but Abbie jumped in to start.  We all asked our questions and the responses we were given were very jumbled and the attitude of the candidate was vague, and I thought a little abrupt and disinterested. We asked the candidate if she had any questions for us and she responded with she had been told that she didn’t answer well and was there anything further we wanted to ask her.  None of us asked her anything further, and the interview ended.  Upon leaving we all briefly discussed as a group if we would hire her, and it was a unanimous decision not to offer her the role.  My reasons were that she was very vague with her answers, she did contradict herself, she initially said she was not very good with excel and yet her response to another question was that she did excel spreadsheets as part of the PTA and gave the impression she did this well, her answers were not consistent.  She also seemed disinterested in the role and not fully engaged, for example when asked about GDPR she did not know what this meant until it was explained to her, her response was ok after this and partly answered the questions, hence my score of 1 for this question.  I scored the candidate a total of 10, which did not meet our requirements for his role and she was unsuccessful.  
My interview matrix with my scores is attached as appendix 7
Link to recording of the interview is below:
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 
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                          Selection Shortlisting Matrix
Candidate Name: Sian Jackson	Job Title: People Assistant
	Attributes
	Essential
	Desirable
	Total

	Qualifications
	GSCE English and Maths – Grade C or above, or equivalent qualification 
	CIPD Level 3 qualification or working towards
	2

	Experience
	Minimum 1 years experience working in a busy administrative environment
	Minimum 1 years experience working in a HR environment.

Minimum 1 years experience working with HR systems
	1

	Knowledge
	
	Knowledge of the care sector and relevant legislation

Understanding of GDPR and the importance of record keeping.

Knowledge of HR policies and procedures.

Knowledge of recruitment and selection processes
	0



0



0


0

	Skills
	Ability to communicate effectively at all levels

Proficient in the use of Microsoft Office 

Organisation and Time Management
	The ability to take accurate minutes in fast past meetings

The ability to produce accurate reports
	0



2

	Personal Qualities
	Excellent attention to detail

Ability to work as part of a team or work on own initiative

Ability to  maintain confidentiality

Ability to work under pressure and to tight deadlines
	
	1


0



0


1

	Total Score
	
	
	7

	Interview Y/N
	
	
	N




Scoring:
     0 – Does not meet criteria
     1 – Partly meets
[bookmark: _Hlk134553425]     2 – Fully meets
     3 – Exceeds
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Selection Shortlisting Matrix
   Candidate Name: Karen Jamus	Job Title: People Assistant

	Attributes
	Essential
	Desirable
	Total

	Qualifications
	GSCE English and Maths – Grade C or above, or equivalent qualification 
	CIPD Level 3 qualification or working towards
	2

	Experience
	Minimum 1 years experience working in a busy administrative environment
	Minimum 1 years experience working in a HR environment.

Minimum 1 years experience working with HR systems
	2

	Knowledge
	
	Knowledge of the care sector and relevant legislation

Understanding of GDPR and the importance of record keeping.

Knowledge of HR policies and procedures.

Knowledge of recruitment and selection processes
	0



2



0


0

	Skills
	Ability to communicate effectively at all levels

Proficient in the use of Microsoft Office 

Organisation and Time Management
	The ability to take accurate minutes in fast past meetings

The ability to produce accurate reports
	1



2

	Personal Qualities
	Excellent attention to detail

Ability to work as part of a team or work on own initiative

Ability to  maintain confidentiality

Ability to work under pressure and to tight deadlines
	
	1


1



0


                      1

	Additional Requirements
	
	Full Driving Licence

Basic understanding of Welsh
	0

0

	Total Score
	
	
	12


	Interview – Y/N
	
	
	Y



                                                                                                                                                      
Scoring:
     0 – Does not meet criteria
     1 – Partly meets
     2 – Fully meets
     3 – Exceeds
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Selection Shortlisting Matrix
Candidate Name: Joanne Thomas   Job Title: People Assistant                                                                                            

	Attributes
	Essential
	Desirable
	Total

	Qualifications
	GSCE English and Maths – Grade C or above, or equivalent qualification 
	CIPD Level 3 qualification or working towards
	2

	Experience
	Minimum 1 years experience working in a busy administrative environment
	Minimum 1 years experience working in a HR environment.

Minimum 1 years experience working with HR systems
	1

	Knowledge
	
	Knowledge of the care sector and relevant legislation

Understanding of GDPR and the importance of record keeping.

Knowledge of HR policies and procedures.

Knowledge of recruitment and selection processes
	0



0



1


1

	Skills
	Ability to communicate effectively at all levels

Proficient in the use of Microsoft Office 

Organisation and Time Management
	The ability to take accurate minutes in fast past meetings

The ability to produce accurate reports
	0



1

	Personal Qualities
	Excellent attention to detail

Ability to work as part of a team or work on own initiative

Ability to  maintain confidentiality

Ability to work under pressure and to tight deadlines
	
	1


1



0


1

	Additional Requirements
	
	Full Driving Licence

Basic understanding of Welsh
	0

0

	Total Score
	
	
	9


	Interview – Y/N
	
	
	N




Scoring:
     0 – Does not meet criteria
     1 – Partly meets
     2 – Fully meets
     3 – Exceeds
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INTERVIEW MATRIX
	POST:
	People Assistant
	INTERVIEW DATE:
	22ND June 2023

	CANDIDATE NAME:
	Joanne Thomas
	INTERVIEW NAME:
	Helen Thomas




	Question:
	Weighting
1= Low
2= High
	Score
1 (Low) to 
5 (High)
	Total

	Tell us about yourself and your work history?



	      
      2
	
    2
	
    2

	What attracted you to this role?



	     
      1
	
     1
	
     1

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



	
      3
	
     1
	
    1

	Tell me about your IT skills and what computer systems or software you are familiar with? (PS)



	
     2
	
      1
	  
   1

	The department is a busy 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? (HT)



	
      2
	     
      2
	
     2

	Can you give us an example of a time you successfully contributed to working effectively in a team. (AH)



	    
      2
	
     1
	
     1

	How would you ensure you communicate effectively with all stakeholders? (LW)



	
      3
	
     1
	
      1

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



	

     1
	

     1
	

     1

	Overall Score


	
	
	
   10
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Appendix 5
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Terms and Conditions
Salary:                            £20,000- £22,000 depending on experience
Probationary Period:  6 months (can be extended)
Pension:                        Employer contributions 8%
	                            Employee contributions 5%
Annual Leave:              25 days plus Bank Holidays
Sickness:                        First year – SSP only
	                            1 years service 1 months full, 1 months half 
	                            2+ years service 2 months full, 2 months half 
Benefits:                        Subsidised onsite canteen
	                            Discount for shopping
	                            Cycle to work scheme
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