Rosanna Baxter: 3CO04 - Essentials of people practice – Task 2: Simulated Interview

Our newly formed People Team were tasked to run the selection process for a new post within the team for a ‘People Assistant,’ our team (Group 1) consisted of 4 members including myself, Ceris, Daisey and Nia. We first met as a team on 27/04//23 to discuss what we needed to do for the new post (all teams recording is linked in Appendix 1) we briefly met and highlighted 3 main actions we needed to complete:
· Decide on desirable and essential 
· Shortlisting – who we are choosing
· Agree on interview questions
On this date it was agreed that we would all go away and think about the shortlisting criteria and what we think the desirable and essentials should be, the next team's call will take place on 15/05/2023 to discuss these and collate onto an agreed template criteria document.
In this time, I looked at the job description we were provided and researched similar job roles online to allow me to understand what other companies are requesting for similar roles, along with this information and my own experience in similar job roles I produced a criteria list to put forward to the other team members, shown below are exampled I provided to the team:
· Comptenant with all Microsoft packages
· Prioritizing and multitasking
· Effective communication and liaison with all levels 
· GDPR acknowledgment and sensitive information
· Previous experience working in the HR environment
· Attention to detail
· Working in a multidisciplinary team
· Welsh speaking if in Wales
· Excellent organisation and interpersonal skills
On the 05/06/23 we met and each input many essential and desirable criteria's and agreed on a set which formulated our template list (shown in Appendix 2) We agreed from this that we would each go away and score the x3 applications using the essential and desirable on the shortlisting matrix (please see the shortlisting matrix in appendix 2), the next meeting will be held on 22/05/2023.
In between these meetings I reflected on the essential and desirables and suggested we make amendments in our team's chat channel to add a minimum of 5 GCSEs and to change the qualification to CIPD 3 or equivalent qualifications, the reason for this is to capture the best candidates for the job role.
22/05/2023 The purpose of this meeting was to discuss our scores we had and decide on the best applicant to interview. We made amendments to the essential and desirables that I and other team members had suggested on reflection, we all discussed and agreed any changed made.
For the shortlisting we discussed our individual scores for the candidates and as a group we made amendments. Please see appendix 3 for the final scores. From the scoring the highest scoring candite was Karen Julius and we put this person forward to attend an interview.

5/6/23 we met on this date to discuss what questions we would ask in the interview, with the 10 minutes allocation time, we agreed to each have 2 questions each and then a few more to ask to encase the interview was shorter than expected, interview questions are shown in Appendix 4. As a group we all input different questions and had similar questions and viewpoints on what we should ask for this role, which worked out well as we are all on the same page. The questions I wanted to put forward for my choices were:
· Tell us about a time where you have handled a difficult situation and how you handled this
· How do you prioritize your workload
· Working under pressure/deadlines
· What do they think are the values of a people person
We planned the day on how the interviews will go on who will introduce, conclude etc, this can be seen in appendix 4.
20/6/23 - We briefly met on this date as a group to go through the questions and to ensure everybody was happy with the interview process.  We all agreed we were happy. 
22/6/23 On this day the interview was held with Karen Julius, as a panel we followed the actions set out in appendix 4, the interview is also available to view in appendix 1 link. We worked well as a team and the interviewed flowed well with the introduction, main questions and close of interview. The candidate did not fulyl answer some of the questions so me and other members had to prompt for more information when required.
Overall, as a team I feel we worked together well, we were very organised, and all had input with different viewpoints. We communicated well together; all communication can be seen in out teams calls which are recorded and viewing in appendix 1. I believe this process was successful.


















Appendix 1 - recording links 
https://uowtsd.sharepoint.com/:v:/t/SimulatedInterview158_GRP/EQi9Rd6Xg41IhIKRPJ53xS8BKrs9pvVnelm35JJ8wB-oVg - Shortlisting criteria

https://uowtsd.sharepoint.com/:v:/t/SimulatedInterview158_GRP/EfjkSxS-v-VJps6TrZGeqqgBv4-iRQGbXvh1sbOnkX48uA- Interview questions 

https://uowtsd.sharepoint.com/:v:/t/SimulatedInterview158_GRP/Ec4JuY4jR0VLq4yCANavDG0BY-YxAhU2Fh-F4Vwor0I3tA - Discussion of scores 

https://uowtsd.sharepoint.com/teams/Group1-L3_GRP/Shared%20Documents/General/Recordings/Meeting%20in%20_General_-20230622_092351-Meeting%20Recording.mp4?web=1 - The interview 


Appendix 2 
	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	TOTAL

	Qualifications

	
	Holding the below qualifications or willingness to work towards: 
CIPD People Practice Level 3     Minute Taking Skills 
Pitman Training 

	

	
	
	
	

	Experience

	Experience of using Microsoft packages.

	Has previously worked in an administrative role.

	

	
	
	Has previous experience of working within a team.

	

	Knowledge

	Awareness of GDPR regulations and how to correctly handle sensitive and confidential information.

	
	

	Skills

	Can demonstrate general Administration Skills

	Excellent organisational and interpersonal skills. 
	

	
	Excellent communication skills verbally and written, to include whilst using telephone and communicating online.

	Welsh Language Level 1 and has a strong command of English Language skills. 
	

	Personal qualities

	Can effectively manage time and work towards deadlines. 

	Can be self-motivated and can work effectively without supervision. 

	

	
	
	Can demonstrate attention to detail whilst being able to multitask and prioritise. 

	

	Additional Requirements

	

	
	

	TOTAL SCORE
	

	Interview – Y/N
	



Appendix 3 
Shortlisting scores
	ATTRIBUTES 
	ESSENTIAL 
	DESIRABLE 
	TOTAL 

	Qualifications 
 
	 Minimum of 5 relevant GCSE of level C and above or equivalent.

3 
	Holding the below qualifications or willingness to work towards:  
CIPD People Practice Level 3     Minute Taking Skills  
Pitman Training or equivalent. 

3
 
	 E – 3
D - 3

	
	
	
	

	Experience 
 
	Experience of using IT software’s (including Microsoft packages) 
 
3
	Has previously worked in an administrative role. 

3
 
	 E – 3
D - 3

	
	
	Has previous experience of working within a team. 

3
 
	 

	Knowledge 
 
	 

	 Awareness of GDPR regulations and how to correctly handle sensitive and confidential information. 

2
	 

	Skills 
 
	Can demonstrate general Administration Skills 


 
	Excellent organisational and interpersonal skills.  


	 E – 3
D - 2

	
	Excellent communication skills verbally and written, to include whilst using telephone and communicating online. 

 
	Welsh Language Level 1 and has a strong command of English Language skills.  


	

	Personal qualities 
 
	Can effectively manage time and work towards deadlines.  


 
	Can be self-motivated and can work effectively without supervision.  


	 E – 2
D - 2

	
	
	Can demonstrate attention to detail whilst being able to multitask and prioritise.  


	

	Additional Requirements 
 
	 
 
	 
	

	TOTAL SCORE 
	 E - 11
D – 10
T - 21

	Interview – Y/N 
	 Y



Appendix 4
Template of the interview - Interview questions 

Form for a candidate interview assessment


Instructions

Divide your interview questions into five main areas. This helps to provide a logical structure to the interview and, where appropriate, can help in the division of question areas between interview panel members. For example:

· Question Area 1 – qualifications and experience
· Question Area 2 – managerial abilities – where appropriate
· Question Area 3 – personal qualities – based on the person specification on the job description
· Question Area 4 – technical abilities – based on the requirements of the role

The interview questions should consist of a number of core questions asked of all applicants plus supplementary questions that are specific to each application. Keep copies of all your questions. Before the interview, think about the type of response that would indicate that the candidate was a good performer in this area. During the interview, rate the responses given by the candidate according to the following criteria:

· Rate 4: excellent performance
· Rate 3: good performance, i.e., above average.
· Rate 2: fair performance, but below average.
· Rate 1: poor performance.

Summarise the responses to each question area overleaf and, at the conclusion of the interview, decide on an overall rating for this candidate.


	
Name of candidate:

	
Karen Jullus

	
Job title applied for:

	
People Assistant

	
Date of interview:

	
22/06/2023

	
Interviewer(s):

	
Nia Davies, Ceris Thomas, Rosanna Baxter, Daisy South



Rose – meet candidate in foyer and welcome into the interview room. 

Nia and Ceriys to do the introduction.

Nia:
· Thank for expressing an interest in working for Health Care on Hand, application and attendance; 
· Introduce interview panel members; 
· Confirm the details of the vacancy applied for (eg: speciality area/title, band, tenure, base etc);  
· Confirm if reasonable adjustments / welsh language have been requested; 

Ceris:
· Explain planned structure and timings; 
· Reassure not to worry if we take notes or prompt for further info; 
· Explain that we are happy to repeat or rephrase questions if required. 
· Confirm that there will be an opportunity for questions at the end. 

Record of responses

	Question Area 1 – qualifications and experience

	Nia Q1 – Tell us about yourself and talk us through your CV.
Ceris Q2 – Can you please tell us how you prepared for this interview today?
Rose Q3 – Can you give us an example of when you faced a challenge and how you overcame this within a professional capacity. 
Daisy Q4 – Based on the role you have applied for, what previous experience do you have that best matches the requirements of the job for which you have applied? 


	Rating:
	

	Question Area 3 – technical ability/ ability in relation to the job role

	Nia Q5 – Can you give us an example of when you have successfully worked as part of a team.
Nia – Q9 What do you believe are the most important values of a people assistant?


	Rating:
	

	Question Area 4 – personal qualities

	Ceris Q6 - You have been asked to present a report on statistics of hire time of the company by Friday, it is now Wednesday and due to your workload, you are unable to fulfil this. How would you deal with this situation and manage the teams expectations? 
Rose Q7 – How do you respond when there is a lot of pressure to meet deadlines and manage expectations?
Daisy Q8 – Can you highlight what aspects of this role you are interviewing for interests you the most. 
Ceris Q10 – We are looking for someone who has excellent attention to detail and high levels of accuracy. 
Rose Q11 – Can you give me an example of where you have developed and used these skills. 



	Rating:
	

	General questions

	Daisy Q12 – What do you do in your spare time?
FINAL QUESTION Daisy – Do you have any questions for us?


	Further comments

	






	Overall Rating:
	



Close - Daisy 
 
· Thanks for interest, hoping they’ve enjoyed the experience etc 
· Interviews up until close of play 
· Check contact number 

The decision
	Recommendation:
	· Second interview
· Reject
· Offer
· Hold as second choice

	Summary of reasons justifying the above decision:

	









	
	
	



