2

Essentials of People Practice-Task 2
Group 5:
Phillip Rees
Molly Fletcher
Izabelle Barnes

Qualities needed for the Sales Assistant Role: 
1. Provide high quality, excellent customer service
2. Handle cash and card payments in accordance with company standards
3. Unpack supplier deliveries
4. Check supplier deliveries against delivery notes
5. Replenish shelves and fill product dispensers
6. Ensure high standards of hygiene are maintained and ensure products are not cross-contaminated
7. Clean-up spillages
8. Clean containers ready for return to suppliers. 

1) Selection criteria: 

0-   Does not meet the criteria
1- Partly meets the criteria
2- Fully meets the criteria
3- Exceeds the criteria

Notes and scores from the shortlisting process prior to interview:

Applicant A) total- 7/15
	Attributes
	Essential
	Desirable
	Total

	Qualifications
	Maths GCSE & English GCSE
	COSHH training
	2

	Knowledge
	
	Cleaning products
	0

	Skills
	Problem solving
Organised
	Digital Literacy
Customer service
	2

	Personal qualities
	Friendly
Articulate
Enthusiastic
	
	1

	Additional requirements
	Attention to detail
	Attuned to product placement
Environmental knowledge 
Experience in similar role
	2






Applicant B) total- 11/15
	Attributes
	Essential
	Desirable
	Total

	Qualifications
	Maths GCSE & English GCSE
	COSHH training
	2

	Knowledge
	
	Cleaning products
	0

	Skills
	Problem solving
Organised
	Digital Literacy
Customer service
	3

	Personal qualities
	Friendly
Articulate
Enthusiastic
	
	3

	Additional requirements
	Attention to detail
	Attuned to product placement
Environmental knowledge 
Experience in similar role
	3



Applicant C)- 3/15
	Attributes
	Essential
	Desirable
	Total

	Qualifications
	Maths GCSE & English GCSE
	COSHH training
	0

	Knowledge
	
	Cleaning products
	0

	Skills
	Problem solving
Organised
	Digital Literacy
Customer service
	0

	Personal qualities
	Friendly
Articulate
Enthusiastic
	
	2

	Additional requirements
	Attention to detail
	Attuned to product placement
Environmental knowledge 
Experience in similar role
	1













2) Interview notes and scores

My notes
[image: A close-up of a questionnaire
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Link to the video recording:  
<image001.png>
Simulated interview - Group 5-20240613_130631-Meeting Recording.mp4


3) Notes from the decision-making process following interview:

My scores and notes:
[image: A screen shot of a screen
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Group discussion via Whatsapp ‘Interview scores and decision-Rebecca’
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Interview Scoring and De:

n Sheet

Rebecca

13/06/2024

Sales Assistant

Molly Fletcher
Phill Rees
Izabelle Jones

Scoring Criteria
5: Excellent response
4: Very good response
3: Good response

2: Fair response

1: Poor response
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Good response, interested in the environment and the company ethos and
plays in a football team demonstrating sociability and teamwork.

Fair response, spoke about the environment and her values and advised she
had read ‘stuff’ online but didn't elaborate.

2/s

Fair response, spoke again about commitment to the environment and
mentioned customer service. Rebecca didn’t expand or provide any examples.

2/s

Fair response, spoke about assisting a customer to find something but didn’t
mention key skills or provide an example of great customer service.

2/s

Good response as provided an example but not an example which
demonstrated going above and beyond.

3/5

Fair response which included some valid points about research but didn’t
mention social media or provide an in-depth response.

2/s

Good response covering the key points. Could have provided an example o
expanded more.

3/5

Very good response as demonstrated thorough understanding of factors to
consider when carrying out the task. Could have provided an example and
wasn't keen to do a digital literacy course.

4/5

Fair response considering no previous experience but could have demonstrated
more enthusiasm.

2/s
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e 10 Good response as provided a few examples of what she would do in this 3/5
situation but required a lot of prompting and could have demonstrated more
enthusiasm.
. 11 Fair response as provided some good strategies when prompted. However, she 25
stated that she would avoid being in a stressful situation which in retail cannot
always be helped. She provided good examples but didn’t take much
ownership.
. 12 Good response with some examples. Could have shown more enthusiasm. 3/5
. 13 Poor response didn't provide good examples or demonstrate key skills or 175
strategies. She expressed she didn'’t like this aspect of the job.
. 1 Good response with a few examples. Didn't mention about deadlines or 3/5
prioritisation.
. 15 Good response with a couple of examples but could have elaborated more. 3/5
. 16 Poor response, didn’t really attempt to answer the question or provide a 1/5
through example.
. 17 Good response with a few examples given but required a bit of prompting. 3/5
. 18 Very good response with lots of examples of tasks. Could have provided an a5
example for a score of 5.
Total Score:

46/90
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Molly

Reject

Although Rebecca did provide good examples to
some of the questions and expressed passion for the
environment, | would reject on the. basis of the overall
low score, the amount of prompting that was required
by the panel and the general lack of enthusiasm
shown in some of the responses
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You created group “Interview scores and
decision-Rebecca’. Tap to add members.

« A score of 1~ Poor: Failure to
answer the question or if the
response was completely
irrelevant. Failure to give any
personal examples and provided
no other relevant examples.

« A score of 2 - Fair: The response
included some points, but also
made several irrelevant points.
No examples provided in the
answer.

« Ascore of 3 - Good: Candidate
covered some points in their
answer and also provided the
interviewer with further relevant
information and included some
examples.

« A score of 4 - Very good:
Candidate answered the
question well and provided
relevant information covering all
or most of the points. They also
used relevant examples to
complement their response.

« Ascore of 5 - Excellent: The
candidate provided a perfect @
answer. They covered all the
points that were relevant to the
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answer. I ney coverea ail tne
points that were relevant to the
question asked. They also
included excellent examples to
demonstrate their suitability.

(Indeed, 2023). 13:56 W/

phill
. © This message was deleted. 43.57

Tuesday

Hi both, following the interview
with Rebecca on the 13th June
2024, please find attached my
scoring and notes. 13220
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Izzy Jones
https://1drv.ms/w/c/
5e3e085e2946b4a2/
EUNOJtXiwAJMSKQsJAMTP-

F8B1Vb8SbnKgCTqYQMxhcJgmw

Hello both,

Please see above my notes from
our interview with Rebecca
Jenkins regarding the Sales
Assistant role.

You can see | have given Rebecca
amark of 42 out of 90.

Please read the above so we can
further discuss. 9:54

Wednesday

Phill

Rebecca Interview Scoring
Matrix Rebecca Jenkins cop...
1 page - 33KB - docx

Hi both, Please see my attached

scores for Rebecca's interview. @
Unfortunately, | rated her below

average with a score of 41/90.

C @9
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Hi both, Please see my attached
scores for Rebecca's interview.
Unfortunately, | rated her below
average with a score of 41/90.
While | usually believe that on-the-
job learning is possible, | feel that
Rebecca did not demonstrate the
necessary enthusiasm, teamwork,
or transferable life skills required
for a startup company, which is an
important consideration for us.

39

Yesterday

Phill
Good afternoon both.

Hope you are both well.

Having now reviewed all Rebecca's
responses to the questions | feel
from a recruitment perspective
employing her as a sales assistant
could result in a longer onboarding

C @9
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Phill
Good afternoon both.

Hope you are both well.

Having now reviewed all Rebecca'’s
responses to the questions | feel
from a recruitment perspective
employing her as a sales assistant
could result in a longer onboarding
process, increased training costs,
and potential delays in team
integration. This extended
onboarding would necessitate
more time and resources to bring
her up to speed with our products,
services, and sales techniques.

The increased training costs could
divert resources from other critical
areas, impacting our budget and
operational efficiency. Potential
delays in team integration could
disrupt the functioning of our sales
team, leading to slower response
times to customer inquiries and
reduced sales effectiveness.

This, in turn, might result in a drop
in customer satisfaction, as timely

and affantiva canira ic rriicial far

©
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Additionally, her lack of immediate
readiness could hinder our ability
to quickly adapt to market
demands, affecting our overall
productivity and project timelines.
Consequently,

| do not believe we should proceed
with her application.

Phill Rees Recruitment Coordinator

Edited 13:48
Dear Phill,

Thank you for providing your
detailed assessment of Rebecca’s
responses. | appreciate your
concerns regarding the potential
extended onboarding process,
increased training costs and the
subsequent impact this could have
on the team integration and overall
operational efficiency.

Whilst Rebecca has several
strengths, such as previous
experience within the retail @
industry and a demonstrated
passion for the environment, |
heliava that tha rentiremante of

C @9
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Dear Phill,
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Thank you for providing your
detailed assessment of Rebecca’s
responses. | appreciate your
concerns regarding the potential
extended onboarding process,
increased training costs and the
subsequent impact this could have
on the team integration and overall
operational efficiency.

Whilst Rebecca has several
strengths, such as previous
experience within the retail
industry and a demonstrated
passion for the environment, |
believe that the requirements of
the Sales Assistant position for
Clean Quarter Ltd necessitate a
different set of skills and
experience. Our goal is to find the
best fit for our team and the role,
ensuring both the success of the
individual and the growth of our
start up business.

After a thorough review of @
Rebecca’s application, interview
performance, and overall fit for the
role | aarea with vaiir assassment
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After a thorough review of
Rebecca's application, interview
performance, and overall fit for the
role, | agree with your assessment
that moving forward with
Rebecca’s application is not the
best way forward at the moment.
This decision was reached after
considering several factors
including alignment with job
requirements, skill set, experience,
cultural fit and passion for the
sales industry.

Molly Fletcher, HR Officer .59

Izzy Jones
Good evening both,

After all of our scoring being below
average | would agree that
Rebecca Jenkins is not suitable for
our Sales Assisstant role.

After taking into consideration
Rebecca's interview | have come
to the conclusion that she would
be too dependant on myself and
other colleagues, lacks in initiative
and is not the character we are
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requirements, skill set, experience,
cultural fit and passion for the
sales industry.

Molly Fletcher, HR Officer  15.59

Izzy Jones
Good evening both,

After all of our scoring being below
average | would agree that
Rebecca Jenkins is not suitable for
our Sales Assisstant role.

After taking into consideration
Rebecca's interview | have come
to the conclusion that she would
be too dependant on myself and
other colleagues, lacks in initiative
and is not the character we are
searching for our start up
business.

Rebecca’s desire for the
environment is appealing however,
she still does not quite reach the
criteria.

Izabelle Jones, Store Manager
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