AC 2.2 Selection criteria for the post of People Assistant using the job description (Appendix A). and selection shortlisting matrix (Appendix B).


SELECTION CRITERIA 

Post title: People Assistant 

Scoring method: 0- Does not meet the criteria 
1- Partly meets the criteria     
2- Fully meets the criteria 

Candidates: CV 1 Karen Julius
                      CV 2 Joanne Thomas
                      CV 3 Sian Jackson 
	Attributes
	Essential  
	Desirable 
	CV1 
	CV 2 
	CV 3

	

Qualification
	-Grade C or above in English and Maths

-Willing to work toward the CIPD level 3 or above qualification.

	-HR business degree or relevant    qualification


	2
	2
	1

	

Experience 
	
-Substantial experience working in an administrative role
	
-Working in recruitment 
	2
	2
	1

	

Knowledge
	
-Competent in Microsoft Systems 

-Confident with the understanding 
of Employee life cycle

	
-Familiar with Employment Law and working on policies
	2
	2
	1

	
Skills and Competencies



	
-Ability to work in a team and work on your own initiative 

-Time Management 
	
-Promoting the Company culture 
	2
	1
	2

	

Personal Qualities 


	
-Willing to learn new skills 

-A ‘can do’ attitude

-Confidential 

	
-Results driven- Measuring and recognising performance 

-Willing to grow within the company
	3
	1
	2

	

Additional requirements
	

-Flexibility 
-Integrity and Honesty 


	
-Ability to work under pressure and tight deadlines

	1
	1
	1

	TOTAL SCORE 
	
	
	12
	9
	8


Based on the job description provided on Appendices A, we created a selection criterion to assist us in shortlisting the three candidates who have applied for the role. The selection criterion was created to be as realistic, measurable, and concise and a true reflection of the job requirements. 
The six attributes were then categorised as essential and desirable with essential being minimum requirements necessary to perform the role and desirable being preferred attributes but not required. This helps in giving the candidates opportunity to be selected if they only meet certain essential criteria but have desirable attributes to offer. For instance- personal development is one desirable attribute we were looking for in candidates. 
For this role, we decided the essential qualification a candidate should have was lower formal level of education or otherwise can demonstrate their substantial working experience in the field. Often, technical skills and knowledge like adept in Microsoft systems or HR information systems can help a candidate be successful in the selection process even if they don’t possess enough working experience in the related field or has worked in administrative roles. 
To make the role competitive, we decided candidates to possess knowledge of Employee life cycle as it is one of the main components of working as a People assistant. As the job requires administrative support in end-to-end recruitment and selection process, it is a vital knowledge to have so the focus is on improving the employee experience at each stage. 
Lastly, we also decided a desirable attribute a People assistant must demonstrate is their interest in promoting company culture. Since working as a People assistant, they should assist in initiatives derived from feedback from the employees and identify the areas of focus to build or influence the desired culture. By doing this, they can retain and attract top talent who imbodies organisations’ values and culture and also build a great relationship with the stakeholders.
2.3 Participate effectively in a selection interview and the decision-making process for an identified role.

For this role, we as a group decided to interview Karen Julius CV1. We devised a selection criterion using the person specification as provided in Appendix A.  Since the main purpose of the job is to provide administrative support to the People Team, we made a conscious decision to interview Karen Julius as her qualification, skills and experience meets the shortlisting criterion with the highest score. The shortlisting was done to assess candidates against the desirable and essential criteria and helps to eliminate any personal bias and discrimination. 
Regarding the interview questions, we followed the ‘STAR’ method to formulate and plan what questions to ask to the interviewee. I personally find this an effectively method as it gives the Panel a wider sense of judgement when asking behavioural or situational based questions. This also allows the candidate to reflect on past accomplishments and show their competency in relevance to the role. This method helps in asking purposeful questions in a structured manner and allows the interviewee to answer any questions effectively. 
My peers and I collectively decided on 8 questions, 2 each and decided on who will open and close the interview. To make the interview process structured we prepared some predetermined questions, focusing on open ended questions as well to encourage conversation with the interviewee and gain information on her competency and interest in the role. This process led us to asking some probing questions to the interviewee which again helped the panel to gain further insight into a specific topic and to create a good rapport with the candidate. 
We also formulated a success criteria score criteria sheet which we thought would assist in evaluating the candidate based on the answers. It would also benefit the panel to be organised in taking notes, assess the candidate post-interview and can be a basis for comparison to make the best hiring decision. It is also helpful in recording separate judgement on candidates, eliminates any bias and keeps the interviews fair, consistent and compliant with the legislation. 

Link to Video evidence:
https://uowtsd-my.sharepoint.com/:v:/g/personal/2219187_student_uwtsd_ac_uk/EQRp33rhvUtDkMMw-lbAbrEBeoE0ESemQL04nHWyNzCspQ.


Link to written evidence:
 
https://docs.google.com/document/d/1pc7XWX8vSs1I_O8XvypY4p2l5jwLQtzeleIWCgYR-xU/edit?usp=sharing

Link to Interview Video evidence:
Meeting in _General_-20230622_105209-Meeting Recording.mp4
