Assignment 3CO04- Task 2 (Simulated Interview)

Timeline of group conversations and my contribution

27th April 2023 
Group meeting 1- Initial meeting and preparation 
During our workshop, we were all split into our groups for Task 2, where I recorded my first group discussion with Jolanta and Hywel (see Appendix A). Laura could not attend the workshop, so unfortunately, she was not present at this initial meeting. 
We began by discussing how often we should have our meetings and decided to meet once a week to keep track of our work. Hywel then created our WhatsApp group, ‘CIPD Task 2 Group’, and added Jolanta and me. He thought to ask Natasha if he should add Laura straight away or if Natasha would let her know about our team so as not to startle her (update: Hywel asked Natasha when the group discussion time was over, and she said we could add her directly which Hywel did). 
We then reviewed some assignment guidance documents outlining what we needed to do for Task 2. Regarding the selection criteria, we planned to develop some essential and desirable criteria individually and then discuss which to use for the scoring process. Regarding scoring, Hywel suggested we score the candidates individually first, then share our scores to see which candidate scored the highest, to which Jolanta and I agreed. According to research, this method is the most impartial and structured way to get a fair outcome (Torrington et al., 2020). After we tentatively agreed to meet next Thursday (4th May) at 3 pm, I managed to schedule our meeting on Teams. We decided to read through the job description, CVs and instructions properly and prepare some selection criteria before our next meeting.
After the workshop, I messaged the group that I would send the recording of our discussion the next day. Hywel messaged Laura about our group and task, and she replied that she would review them (see Appendix B). 

28th April 2023
WhatsApp and Teams communication 
I sent the recording of our group discussion to Jolanta, Hywel and Laura on our Teams chat as the file was too big to send in one go on WhatsApp. I informed the group on WhatsApp accordingly (see Appendix B).

2nd May 2023
WhatsApp communication 
I messaged the group WhatsApp to check with Laura if she could make it to our Teams group meeting on Thursday as she had yet to respond to the previous messages, and I wanted to make sure she could join. Laura replied that she could attend the meeting and would review the assignment documents again. Hywel informed her that the call link is on the Teams chat (see Appendix B). 

4th May 2023
Group meeting 2- Devising the selection criteria matrix
Our group meeting on Teams lasted around 50 minutes (see Appendix A). We went over the job description and discussed suitable selection criteria for the People Assistant role. 
I suggested that we could work on a shared document so that all of us could collaborate and make any necessary edits. We discussed that we were happy to use the selection shortlisting matrix template and update it accordingly. 
I began discussing the ‘experiences’ (essential and desirable) needed. I asked the group if we were considering the position to be entry-level or if some HR experience would be expected, as that would affect the requirements for the role. Jolanta mentioned that she had seen similar online roles requiring some HR experience. Hywel added that the role seemed more admin-based and similar to his current job, which did not require HR experience. As such, Laura suggested that office experience should be in our essentials criteria and experience in an HR office could be desirable, which we all agreed. Regarding qualifications, Laura mentioned that basic GCSEs could be an essential criterion, and a CIPD qualification a desirable. I suggested we widen the pool by opening the position to individuals with GCSE and CIPD (international) equivalent qualifications. Broadening the applicant pool would help ensure that the best candidates can apply and be selected. 
Hywel made a crucial point about being careful not to unintentionally discriminate against potential candidates, we all agreed and took note. Moving on from that, Jolanta suggested being proficient with MS packages, and we all decided to put that under an essential skill. Hywel suggested having experience with HR systems as a desirable experience. I followed that up with maintaining accurate administrative systems as a possible essential experience, as the role is mainly admin-based. I also suggested knowing employment legislation and HR practices as part of the duty involves guiding policies and procedures. The others agreed that having deep knowledge of legislation and practices could be a desirable criterion, and Hywel mentioned that basic knowledge on employment legislation and GDPR could be essential.  
Laura suggested being a good team worker, and Jolanta added good communication to meet the duty of ‘maintaining stakeholder relationships’ in the job description. Jolanta further pointed out having the confidence to work alone and good decision-making skills as essential qualities. Regarding knowledge, I suggested that part of the desirable criteria could be understanding the adult and child social care field, which may better help them communicate with the employees and broader stakeholders. Everybody agreed and Hywel added that knowledge of legislation relating to child protection and vulnerable individuals might also be suitable, adding a further dimension to the candidate’s capabilities. 
Hywel also mentioned knowing the organisation as an essential criterion, as some applicants do not research the organisation they are applying for, which does not reflect well upon them. We all agreed. Furthermore, I suggested having experience in the recruitment and selection process as desirable. This would meet the job’s role in managing end-to-end administration of recruitment and selection processes; however, it would not be a barrier to entry if the candidate did not possess the exact experience. Laura touched upon the requirements for personal qualities, for example, having a positive attitude and professional manner. I added that an interest in HR and people practice could be an essential criterion as that would help us gauge their commitment to the role and how they would like to progress in the profession. 
Jolanta suggested the ability to speak Welsh as an additional requirement. Hywel backed that by mentioning how clients of care services in Wales generally prefer speaking in Welsh or at least like having that option available. We all agreed that we could add that as a desirable skill. 
Hywel initiated our next meeting, which we all agreed on 11th May, and I scheduled it on Teams. We agreed with Hywel to score the CVs separately and share them during our next meeting. Laura created a Teams Group section for us to share various files, and I shared the selection criteria matrix in the Team file and informed the group on WhatsApp (see Appendix B).

11th May 2023
Group meeting 3- Editing the selection criteria matrix 
Before our meeting, I added our selection criteria (in note form) Word document onto our Teams file to have that in addition to the matrix.
Our group meeting on Teams ran just under 30 minutes (see Appendix A). Over the week, we each went through the three CVs and scored the candidates against the selection criteria. However, we expressed that we needed another week to go over them again as the week got busy for some. I also asked for confirmation on the scoring ratings, as we did not go through them in the last meeting, and I worried that I may have been too generous in my scoring. Hywel went through the scoring and mentioned what the interview scoring process was like for his workplace and how it was rare for him to give the top mark to an applicant. 
As I could share my screen, I manually edited and updated the selection criteria matrix. Each of us inputted ways to improve the layout and wording of the selection criteria (see Appendix C). I suggested putting all three candidates’ scoring on one document to make scoring easier. 
We confirmed the next Thursday for our meeting. As Laura had to leave the meeting slightly before us, the rest of us reviewed the selection matrix again. We checked if we needed to add or remove anything else and decided to remove the ‘additional requirements’ row as we felt the essentials criteria covered much of what we wanted. I scheduled our next meeting and updated Laura on our WhatsApp group chat (see Appendix B).

19th May 2023
Group meeting 4- Sharing candidates’ scores and selecting interviewee 
Our group meeting on Teams ran for 35 minutes (see Appendix A). During the week, we individually reviewed each candidate’s CVs and scored them against the selection criteria matrix (see Appendix C for my scoring). During the meeting, we shared each candidate’s essential and desirable scores (see Appendix D for an overview of the group’s scoring). 
Candidate 1 (Karen Julius) was our highest-scoring candidate overall. She fulfilled many essential criteria, and we all scored her highly in this area. Laura and Jolanta pointed out that she scored highly on ‘experience’ for them, which was the same for me. As a group, we recognised that Candidate 1 lacked HR experience (particularly the recruitment and selection process which was part of our desirable selection criteria). Still, I mentioned that she had undertaken HR processes, such as dealing with employees’ payrolls, to acquaint herself with an HR office environment smoothly. Hywel touched on the role of People Assistant, seeming to be administratively focused. Thus, she had the required experience to fulfil the role. Laura also added that it would be a good foot into HR for her, compared to Candidate 2, who already had HR experience. 
Candidate 2 (Joanne Thomas), whilst she had HR experience in the recruitment and selection process, we all agreed with Laura’s point that she was perhaps slightly overqualified for this particular role. We all gave Candidate 2 the highest scores in the desirable criteria, which showed that she exceeded the specialist requirements and, of all the candidates, she clearly expressed great interest and her plans to progress in the field of HR. However, despite her impressive scoring in the desirable criteria, she scored moderately in the essential criteria. Jolanta and Hywel scored her less than Candidate 3 in this area. Hywel and Laura suggested that we focus more on the ‘essential’ scoring as that would clearly indicate an applicant’s suitability. For me, Candidate 2 was a generally strong applicant. However, Candidate 1 had more relevant administrative experience, which I mentioned may help her transition into the new role better.
Candidate 3 (Sian Jackson) scored the lowest overall, though she had decent skills and experience. Where she fell short by one point each, for me, was on her knowledge regarding employment legislation, attention to detail (as there were errors and cuts in the CV), and interest in HR. Compared to the other candidate’s CVs, Candidate 3 did not stand out as much. Laura highlighted that it was unfortunate that some CVs do not properly reflect the individual’s real qualities and that Candidate 3 seemed sweet and energetic. We all agreed with her point; other than where she fell short, I mostly gave her two points for each criterion. She was a decent applicant with transferable experience, but the other candidates exceeded her in some areas. 
My notes were similar to my group's, so I did not add any further comments. We all agreed with Laura that it would have been ideal to interview all three candidates to get to know each one better, thus, increasing the chances of us picking the right candidate. However, we understood that we could only select one candidate due to time restraints for the interview simulation. Ultimately, based on our clearcut scores, we unanimously decided that Candidate 1 was the successful applicant and that we would interview her. We also planned our next meeting which the group wanted to have after the school half-term. 

25th May 2023
WhatsApp communication 
As Jolanta and Laura could not attend the 25th of May workshop, I messaged our group to update them on some key information about our interview assignment. I also asked how we could create a group shortlisting form, as Natasha mentioned that we needed to submit both a group and individual shortlisting form (see Appendix B). Until now, we had only shared our individual scores and had not input them into any table/document.

2nd June 2023
WhatsApp communication 
Laura replied to my question, saying that she thought we needed to create a group shortlisting form to submit to prove our scoring metrics, and I asked how we should go about creating it. I wondered if we, as a group, needed to decide scores for each of the table’s boxes or if we could average each of our scores to input in each box. I mentioned that I could do that to save time (so we would not need to take time during our next meeting), or we could discuss it during the meeting.
As I had not heard from my group during the week, just in case we would not get a chance to discuss the topic and make the group form properly, I decided to create a document based on all our scores I had noted from our last meeting (19th May). Three tables for each candidate were created; I wrote and totalled the essential and desirable scores. Creating the group shortlisting form was important as the document presented that Candidate 1 (Karen Julis) scored the highest overall, including scoring the most under the essential criteria, and reflected our decision for selecting Candidate 1 to interview. 

8th June 2023
Group meeting 5- Creating interview questions 
We had our group meeting on Teams which ran just under 1 hour, which we dedicated to creating our questions (see Appendix A). Prior to recording the meeting, when Hywel, Jolanta and I were waiting for Laura, Jolanta brought up my question on the group shortlisting form. During our discussion about how to create the group form, I informed them that I had created a document that included the total scores of our essential and desirable criteria. I uploaded it onto our Teams file for them to view and comment on (see Appendix B), and they were happy to use it as they were satisfied with how it looked and said that our scores provided a clear picture of our decision-making. Laura later sent us a message saying that she had unfortunately gotten caught up with a work meeting and couldn’t join us, but for us to go ahead. 
We began our recording, and Jolanta prompted our discussion on how to set out our document with the questions, suggesting that we could make enough space between each question to write our notes. I seconded her point and also suggested that, in line with the STAR model of Q&A, we could allocate space to write notes for each letter in the acronym (update: in the end, we stuck to just creating big enough empty spaces between each question. In hindsight, due to the speed of the interviewee’s answers and the limited time we had for the interview, it worked out better this way). 
Hywel pointed out that we should ask open questions to allow the interviewee to share their answers freely which we noted. We then moved on to the interview structure and how to begin the interview process. Hywel mentioned that, in line with best practice, we should make sure the interviewee was comfortable, check that they have reviewed the job description and ask if they have any questions. Jolanta added that we could give an overview of the interview process so the interviewee would know what would happen. They both mentioned introducing ourselves, the panel members. I agreed with both of them and added that we could briefly introduce the organisation and the position. To wrap up the interview, Hywel brought up HR-specific questions regarding the amount of notice the interviewee would need to give or we could ask if they had any time booked that we needed to be aware of. Jolanta wondered if the interviewee might tell us that themselves, but we agreed to put those concluding questions at the end.
As a group, we wanted to cover various topics in our questions for the interviewee. To start off, I suggested that the first question could be simple, such as “why have you applied for/what attracted you to this role?” to ease them into the interview, to which Jolanta and Hywel agreed. For the next question, Hywel suggested asking a question referring to a selection criterion in which the candidate did not score as well to allow them to explain what they might know. I mentioned that I scored the candidate low on HR knowledge so we could ask a related question. Jolanta agreed, and Hywel had in his notes beforehand the question, “What knowledge and experience do you have that would be relevant to this role?” and suggested making it more specific by asking, “What HR knowledge and experience…”. Jolanta further improved the question by using the STAR model- “tell us about a time when you have used HR legislation in your work environment”. 
Moving onto the next question, I suggested asking a question which would combine their responsibility to provide support to staff and managers and their skill in managing work with tight deadlines (as per our selection criteria), “Can you give us an example of a time when you provided support to staff/managers during a particularly busy period?”. Both Jolanta and Hywel thought it was a good idea. Jolanta made a good point about touching on the adult and child social care sectors. She explained that as the candidate does not seem to have any experience within the sector, it would be good to get an idea of what she might know. Hywel suggested asking, “Why did you apply to the sector?” and “What understanding social care sector can you bring to the role?”. I wondered if the former question was linked to the first question, so we decided to update the first question with a focus on the social care sector. The latter question was decided to be our fourth question.  
I suggested having two more questions as a backup in case we ran earlier than planned. Hywel proposed an idea about asking a question related to the GDPR, which we noted. Then we discussed a question relating to her character (my suggestion) and her areas of interest within HR (Hywel’s suggestion), which led to training and development. I said that knowing what aspects of HR she’s drawn to will give us an idea of how she would like to develop and that we could ask about her leadership skills, indicating how she would contribute to employee training programmes. Jolanta suggested asking if she “would be interested in taking part in training or new qualifications in order to progress, " which would indicate her commitment to the organisation. 
Jolanta also suggested doing background research on the social care sector as we do not know much about it. We reviewed and confirmed our questions, then moved on to delegating the roles for the interview day. Following Jolanta’s suggestion at the beginning, I suggested one person opening the interview, making the candidate feel comfortable and introducing the panel. The 2nd person could introduce the organisation and position. The end section could also be split into two. Hywel agreed and stated that he had written in his notes that the beginning and ending could be divided into two. Jolanta agreed that it would allow us all to talk in the interview. She put herself forward to open the interview and, as I did not mind what I would do, Hywel suggested that I go next with introducing the organisation. He allocated himself to do the first half of the closing and Laura to conclude the interview. Hywel also delegated each of us a question to ask in the following order: Laura, me, himself and Jolanta. 
We wanted Laura’s feedback on our discussion and to meet for the final time before the interview day. We went through our availability, and Hywel uploaded the document with the whole interview structure and questions onto our Teams file. I updated Laura on WhatsApp (see Appendix B), informing her to look through the document and let us know when she could meet.  

19th June 2023
Group meeting 6- Final meeting before simulated interview day  
Our last group meeting lasted just under 10 minutes (see Appendix A). We used this opportunity to review our shared document with the interview structure and our questions and confirm that we were all happy with it. 
Jolanta agreed to send Natasha the email confirmation of the successful candidate and our four questions. Laura mentioned formatting the document to create space for our notes, an idea Jolanta also put forward previously. I asked if she could do it; otherwise, I could, but she agreed to make the update and print copies for us all.  
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Appendix

Appendix A- Group meeting links and interview (22nd June 2023) recording 
· 27th April 2023: https://uowtsd-my.sharepoint.com/:v:/g/personal/2218466_student_uwtsd_ac_uk/EcKPNpeiSQZEuhunuxofHWkBDphpxUom2NV45BCeB6V3Fg 
· 4th May 2023: https://uowtsd-my.sharepoint.com/:v:/g/personal/2218466_student_uwtsd_ac_uk/EYmtGvgKqaZMo6UkBGopb2wBJonFxXAccw5Eh5-0UuXfOQ?e=bgagmY 
· 11th May 2023: https://uowtsd-my.sharepoint.com/:v:/g/personal/2218466_student_uwtsd_ac_uk/EZhPLY-7p-JAh-n76IsemeIBzETHykCyKLcw3zFEaI_f8g?e=PRkfDA
· 19th May 2023: https://uowtsd-my.sharepoint.com/:v:/g/personal/2218466_student_uwtsd_ac_uk/EQxi5TyTBcJMkc5tJ4iX7ooBHKC99OqY2WYgrr4QO8Lsmw?e=YNPTlR
· 8th June 2023: https://uowtsd-my.sharepoint.com/:v:/g/personal/2224344_student_uwtsd_ac_uk/EYqo17eWTt1MvEEXVf2cpR0BYUq8u051TGbESZfl9YvtFw?e=QkLVfd
· 19th June 2023: https://uowtsd-my.sharepoint.com/:v:/g/personal/2218466_student_uwtsd_ac_uk/ERWPmL44X55Bny3_XIDaz4wB9RjWHHdF7I5PweXsx2xl_w?e=2nh47h
· 22nd June 2023: https://uowtsd.sharepoint.com/teams/Group5-L3_GRP/Shared%20Documents/General/Recordings/Meeting%20in%20_General_-20230622_121926-Meeting%20Recording.mp4?web=1
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Appendix C- Selection shortlisting matrix (individual)

SELECTION SHORTLISTING MATRIX
My scores 
 
              Job Title: People Assistant  
 
	ATTRIBUTES 
	ESSENTIAL (E)
	DESIRABLE (D)
	Candidate 1 
	Candidate 2 
	Candidate 3 

	
	
	
	E
	D
	E
	D
	E
	D

	Qualifications 
 
	GCSEs or equivalent (English and Maths, A*-C) 
	 
	 3
	 
	 3
	 
	 3
	 

	
	 
	Either have or willing to work towards a CIPD qualification (or all international equivalents) 
	 
	 0
	 
	 2
	 
	 0

	Experience 
 
	Previous experience in an administrative role in a busy office environment 
	 
	 3
	 
	 2
	 
	 2
	 

	
	Maintaining accurate administrative systems 
	 
	 3
	 
	 2
	 
	 1
	 

	
	Efficiently scheduling plans and projects  
	 
	 3
	 
	 1
	 
	 2
	 

	
	Working collaboratively in a team environment and having the confidence to work independently  
	 
	 3
	 
	 2
	 
	 2
	 

	
	Managing stakeholder relationships well  
	 
	 2
	 
	 2
	 
	 2
	 

	
	 
	HR experience, especially in the recruitment and selection process 
	 
	 1
	 
	 2
	 
	 0

	
	 
	Experience in using HR systems, e.g. payroll
	 
	 1
	 
	 1
	 
	 0

	Knowledge 
 
	Up to date on GDPR and basic understanding of employment legislation 
	 
	 2
	 
	 2
	 
	1 
	 

	
	 
	Sound knowledge of employment legislation and HR practices 
	 
	 2
	 
	 2
	 
	1

	
	 
	Knowledge of the adult/child social care field, especially the services provided at home 
	 
	 0
	 
	 0
	 
	 0

	
	 
	Knowledge of policies and practices relating to vulnerable individuals and child protection laws 
	 
	 0
	 
	 0
	 
	 0

	Skills 
 
	Proficient use of MS Office packages 
	 
	 2
	 
	 2
	 
	 2
	 

	
	Proficient in using social communication platforms such as MS Teams and Zoom 
	 
	 2
	 
	 2
	 
	 2
	 

	
	Ability to work within tight deadlines 
	 
	 2
	 
	 2
	 
	 2
	 

	
	Excellent verbal and written communication  
 
	 
	 3
	 
	 2
	 
	 2
	 

	
	Effective decision-making skills 
	 
	 2
	 
	 1
	 
	 2
	 

	
	 
	Welsh-speaking 
	 
	 0
	 
	 0
	 
	 2

	Personal qualities 
 
	Organised and adaptable to different situations and people 
	 
	 2
	 
	 2
	 
	 2
	 

	
	Strong attention to detail   
	 
	 2
	 
	 2
	 
	 1
	 

	
	Self-assured and takes initiative 
	 
	 3
	 
	 2
	 
	 2
	 

	
	Positive and people-focused attitude  
	 
	 3
	 
	 2
	 
	 2
	 

	
	An interest in and commitment to the field of people practice and HR  
	 
	 2
	 
	 3
	 
	 1
	 

	SCORE 
	42
	4
	 34
	7
	 31
	 3

	TOTAL SCORE
	46
	41
	34

	Interview – Y/N 
	 Y
	 N
	 N


 
Scoring: 
0. Does not meet criteria 
1. Partly meets 
2. Fully meets 
3. Exceeds 
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Candidate Interview De
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Based on the reasons outlined in each group member's notes, notably, that one candidate demonstrates a greater
variety of essential technical ability and skills relevant to the role than the others and that the candidate would also
benefit from this position in terms of their professional development into the HR field, the group has unanimously
decided the following:

Candidate to interview: Candidate 1
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Whatsapp but I've managed to
send. it o our Teams chat. Hope
you can access it, let me know if
any problems e

‘ Hrywel Llyr Jenkins
Thanks Tenzin, I've gobit. |, ,,

Brillint s |

g Yolanta Kalnina

Thanks Tenain! @)

Welcome! @) |,
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CIPD Task 2 group

Hywel, Laura, Yolanta, Y...

27 April 2023

& fessages and calls are end—to-end encrypted.
No one outside of this chat, not even Whatshpp, can
read or listen to them. Top to learn more.

Hywel Liyr Tenkins created group "CIPP Task ¢
group"

Hywel Llyr Tenkins added you

Yolanta Kalnina

1801540 @student.uwtsd.ac.uk |,

Tenzin— 221 8¢66@student.uwtsd.ac.uk
1158

Hywel Llyr Tenkins changed the subject from "CIPD
Task ¢ group” to "CIPD Task 2 group”

tey Hywel and Yolanta, it was really

nice catching up with you. ffywel, please
add Laura when you get the chance, I'll
send the recording of our group chat by
tomorrow on here ‘ Unfortunately I
couldn't find o way to record directly from
Teams, so it's o screen recording, hope
that's okay. I think I managed to record
some other bits of the workshop too (things
got a bit fiddly as I was using my phone for
the meeting) — so I'll try to send them as
well. ftave a great rest of the day! .., ,

Hywel Llyr Tenkins

Thanks for recording the session.

I've invited Laura to join this group

but she hasn't accepted yet. If she

doesn't I'll get in touch with her

directly to explain. Good to see you

too. fave o safe trip back to London.
1524

O‘ Awesome, sounds good. And thank
yei! 1529/

Hywel Llyr Jenkins added Loura Wilson

Hywel Llyr Tenkins

Hi Laurc. We've been put in groups of
¢4 to work on the second task of the
next assignment. fave you seen the
brief on Moodle? it

Laure Wilson

frello! I'm currently in Italy, that's
why I couldn’t attend today. I'm
flying home tonight so can have o

read through tomorrow! e .
Hywel Llyr Tenkins
Great. Enjoy! ..o

Laura Wilson

Fab thank you! 15:59

Nice! Hope you had o nice time, Laura.
Looking forward to our next catch up O
16:02

Hywel Lyr Jenkins changed this group's icon
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& CIPD Task 2 group -

Hywel, Laura, Yolanta, Y.

2 fay 2023

Morning All, hope you had o nice bank
holiday weekend!

Hi Laura, just checking, hope you're able

to view the recording sent before. In it,

we planned for  Teams meeting this
Thursday at 3pm. Does that work for you?
Before the meeting, we're each reading

the job description and preparing an idea
of what to include in the selection criteria,
and will discuss these to begin creating o
final one 09:09

[
g Laure. Wilson

i all! I went over it this weekend but
will go over it again. This time works
for me! Thank you look forward to
the call! ez

(4}

‘ Hywel Liyr Jenkins
The link for the call is on the teams
chat 1413

&

Laura Wilson

Perfect thank you fywel .,

4 May 2023
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Assignment 3CO04


-


 


Task 


2 


(


Simulated Interview


)


 


 


Timeline of group conversations and my contribution


 


 


27


th


 


April


 


2023


 


 


Group 


meeting


 


1


-


 


Initial meet


ing


 


and p


reparation 


 


During our workshop, 


we were all split into our 


groups for Task 2


,


 


where I 


recor


ded 


my f


irst 


group 


discussion with Jolanta and Hywel


 


(


see 


Appendix


 


A


). 


Laura could not attend the workshop, so


 


unfortunately,


 


she was


 


n


o


t present 


at


 


this initial meeting. 


 


We 


began by 


discuss


ing


 


how of


ten we should 


have our 


meet


ings


 


and decided to meet 


once a week to 


keep


 


track of 


our work. 


Hywel then created our 


WhatsApp group


,


 


‘CIPD Task 2 Group’


,


 


and added 


Jolanta and 


me


. He thought to ask Natasha if 


he 


should 


add Laura s


traight 


away


 


or


 


if Natasha would 


let her know about 


our


 


team


 


so as no


t


 


to startle her (


update: Hywel


 


asked Natasha when the group 


discussion time was 


over,


 


and she said 


we could add her directly


 


which Hy


wel did


)


. 


 


We then 


reviewed


 


some 


assignment guidance


 


document


s


 


outlining what we needed to do 


for Task 2


. 


Regarding the selection criteria, we 


planned to


 


develop


 


some


 


essential and desirable criteria 


individually


 


and then discuss which to use for the scoring process.


 


R


egarding scoring, 


Hywel 


suggest


ed


 


we score


 


the candidates individually first, then 


share our scores 


to see which candidate 


scored the highest


, to which Jolanta and I agreed


.


 


According to research, t


his method 


is


 


the most 


impartial 


and structured way to get a


 


fair


 


outcome


 


(


Torrington 


et al.


, 


2020


)


.


 


After we 


tentatively 


agreed 


to


 


meet next Thursday


 


(4


th


 


May)


 


at 3


 


pm


, 


I managed to schedule our meeting on Teams


. We 


d


ecided to read 


through the job description, CVs and instructions properly


 


and 


prepare some selection 


criteria


 


before 


our next meeting


.


 


A


fter the workshop, I messaged the group that I would send the recording of our discussion the next 


day


. Hywel 


messaged Laura about our group and task, and she replied that she would review


 


them


 


(


see 


Appendi


x B


)


.


 


 


 


28


th April 2023


 


WhatsApp 


and Teams 


comm


unication


 


 


I s


ent 


the 


recording of 


our 


group discussion to Jolanta, Hywel and Laura on our Teams chat as the file 


was too big to send in one go on WhatsApp


. I 


informed the group on WhatsApp


 


accordingly


 


(


see 


Appendix


 


B


)


.


 


 


2


nd


 


May 2023


 


WhatsApp comm


unication


 


 


I messaged the group WhatsApp 


to check


 


with


 


Laura 


if she 


could make it to our Teams group meeting 


on Thursday as she had yet to respond to the previous messages, and I wanted


 


to make sure 


she could


 


join


. 


Laura replied that she 


could attend the meeting and w


ould


 


review


 


the 


assignment documents


 


again.


 


Hywel informed her that the call link is on the Teams chat


 


(


see 


Appendix


 


B


)


.


 


 


 




Assignment 3CO04 -   Task  2  ( Simulated Interview )     Timeline of group conversations and my contribution     27 th   April   2023     Group  meeting   1 -   Initial meet ing   and p reparation    During our workshop,  we were all split into our  groups for Task 2 ,   where I  recor ded  my f irst  group  discussion with Jolanta and Hywel   ( see  Appendix   A ).  Laura could not attend the workshop, so   unfortunately,   she was   n o t present  at   this initial meeting.    We  began by  discuss ing   how of ten we should  have our  meet ings   and decided to meet  once a week to  keep   track of  our work.  Hywel then created our  WhatsApp group ,   ‘CIPD Task 2 Group’ ,   and added  Jolanta and  me . He thought to ask Natasha if  he  should  add Laura s traight  away   or   if Natasha would  let her know about  our   team   so as no t   to startle her ( update: Hywel   asked Natasha when the group  discussion time was  over,   and she said  we could add her directly   which Hy wel did ) .    We then  reviewed   some  assignment guidance   document s   outlining what we needed to do  for Task 2 .  Regarding the selection criteria, we  planned to   develop   some   essential and desirable criteria  individually   and then discuss which to use for the scoring process.   R egarding scoring,  Hywel  suggest ed   we score   the candidates individually first, then  share our scores  to see which candidate  scored the highest , to which Jolanta and I agreed .   According to research, t his method  is   the most  impartial  and structured way to get a   fair   outcome   ( Torrington  et al. ,  2020 ) .   After we  tentatively  agreed  to   meet next Thursday   (4 th   May)   at 3   pm ,  I managed to schedule our meeting on Teams . We  d ecided to read  through the job description, CVs and instructions properly   and  prepare some selection  criteria   before  our next meeting .   A fter the workshop, I messaged the group that I would send the recording of our discussion the next  day . Hywel  messaged Laura about our group and task, and she replied that she would review   them   ( see  Appendi x B ) .       28 th April 2023   WhatsApp  and Teams  comm unication     I s ent  the  recording of  our  group discussion to Jolanta, Hywel and Laura on our Teams chat as the file  was too big to send in one go on WhatsApp . I  informed the group on WhatsApp   accordingly   ( see  Appendix   B ) .     2 nd   May 2023   WhatsApp comm unication     I messaged the group WhatsApp  to check   with   Laura  if she  could make it to our Teams group meeting  on Thursday as she had yet to respond to the previous messages, and I wanted   to make sure  she could   join .  Laura replied that she  could attend the meeting and w ould   review   the  assignment documents   again.   Hywel informed her that the call link is on the Teams chat   ( see  Appendix   B ) .      

