3CO04 Essentials of People Practice

Task 2 – Simulated Interview

Selection criteria based on Job description (AC 2.2)
	Key Tasks
	Selection Criteria

	1. Provide high quality, excellent customer service.
	Essential: positive, well spoken
Desirable: previous experience providing excellent customer service.

	2. Handle cash and card payments in accordance with company standards.
	Essential: GCSE Maths grade C/ 5 or equivalent.
Desirable: previous experience using EPOS till systems.

	3. Prepare orders for online delivery.
	Essential: high attention to detail.
GCSE English grade C/5 or equivalent.

	4. Unpack supplier deliveries.
	Essential: Eye for detail, diligent and self motivated. Time management.
Desirable: 

	5. Check supplier deliveries against delivery notes.
	As above

	6. Replenish shelves and fill product dispensers.
	Desirable: COSHH related qualification Food Hygiene level 1, 

	7. Ensure high standards of hygiene are maintained and ensure products are not cross contaminated.
	As above

	8. Clean up spillages.
	Desirable: Previous experience of general methods of cleaning

	9. Clean containers ready for return to suppliers.
	Desirable: As above





	Attribute
	Essential
	Desirable
	Candidate 1 
	Candidate 2
	Candidate 3

	Qualifications
	GCSE Maths grade C/ 5 or equivalent.
GCSE English grade C/5 or equivalent.
	COSHH related qualification.
Food Hygiene level 1.
	3
	3
	3

	Experience
	Previous experience providing excellent customer service.
Previous experience using EPOS till systems.
	Previous experience of general methods of cleaning.

	1
	3
	0

	Knowledge
	The role of a retail assistant. 
Benefit of excellent customer service.

	Sustainable practices. 
	2
	3
	0

	Skills
	Eye for detail, diligent, time management.
	Cleaning, stock management, excellent customer service.
	1
	3
	1

	Personal Qualities
	Positive, well spoken, people person.
High attention to detail.
Self-motivated.
	Ethical stance on environmental matters. 
	3
	2
	2

	Additional requirements
	
	Evidence of embracing sustainable practices in personal life. 
	3
	2
	3

	TOTAL SCORE
	13/18
	16/18
	9/18

	INTERVIEW – y/n
	n
	y
	n



Interview structure
· Introductions
· Brief overview of the interview format and what to expect.
· Questions based on the STARR method:	

· Tell me about yourself and your background
· Prompts: what do you like doing in your personal life (hobbies, interests etc)
· What have you been doing for the last 3 years?

· Why do you want to work for us?

· What are currently doing in your current employment, and what does the role involve?
· Can you give an example of when you have provided excellent customer service? What was the result and how did it make you feel afterwards?
· Do you have an example of when you have had to work as part of a team in order to achieve a goal? What was the result?
· Can you give an example of when you have had to work in a precise and accurate manner, what did you have to do and what was the outcome?

· What do the customers expect to see when entering our shop?

· Explain the importance of stock rotation and the consequences of not doing it.

· Have you any experience with tills and PDQ machines?

· We quite often have to merchandise, put stock away and price stock whilst serving customers.  How would you deal with this, what would you prioritise?

· Are there any questions that you would like to ask or would you like to talk further about anything you feel we may not have covered during the interview? 

Question 2 (AC 2.3) 

Link to recording of interview Group 2 20240613 104258-Meeting Recording 

Below are scanned copies of completed interview form, with notes on decision making on first and last pages.
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