Task 2; simulated interview
We were issued with our groups on the 19th October.  After not hearing from either students for several weeks I took it upon myself to take the lead with this task.  I contacted both students via our student Teams account and after not receiving a reply I then contacted them via their student email addresses.  Following this I setup a what’s app group to discuss how we would approach the task and move forward.  Upon contacting the group, one student felt she needed to drop out of the course due to personal circumstances. 
I then arranged a Teams call with Alex and we together devised the shortlisting matrix using the job description provided.  We read through the job description and picked out parts we felt would be essential and desirable based on this, for example; ‘Liaise with managers to ensure timely inductions are scheduled’ we felt previous experience in a fast-office setting would be an essential skill to ensure the sucessful candidate could work to deadlines and the desirable would be knowledge of Office 365, as training on this could be provided if necessary. We done this for the whole of the job description to incorporate each point to be able to score the candidate against desirable and essential skills.  
However, after the team’s call ended and I read back through what we had done I felt the matrix needed some changes to further incorporate the skills required to match the job description.  I therefore done this using tracked changes so I could evidence what changes I made to make it clear for Alex.  For example, I felt that regarding the essential criteria for experience we needed to elaborate further to include some further attributes which I felt were also essential, e.g., effective and efficient time management skills as it relates back to meeting deadlines.  I then followed this up by sending it through to Alex via email for her input.  
Attached below as evidence A.1 and evidence A.2.
Evidence A.1.docx
Evidence A.2.docx
I didn’t receive a response from Alex so I therefore followed this up with a further email attaching a table of my questions and prompts incorporating what type of answer I expected from the candidates to be able to score them fairly when interviewing.  
Evidence A.3.docx
I received the attached response from Alex (evidence A.4) with no suggestions of further amendments regarding my changes to the selection matrix and she stated that she felt it was sufficient.
Evidence A.4.docx
I then went onto score the candidates using the matrix devised and felt that Joanne Thomas was the best candidate to interview and matched the criteria well.  I emailed Alex my shortlisting matrixes to show how I felt they scored against the job description and explained in my email to her why I felt my chosen candidate had scored the highest.  I again didn’t receive any constructive feedback from Alex and felt that her reply had just reiterated what I said in my initial email.  
Evidence A.5.docx
Evidence A.6.docx
Following this I then made some amendments to my questions and preferred answers / prompts of how I would expect the candidate to answer so I could score them appropriately.  I decided to amend these to better fit the selection criteria I used in the shortlist matrix to assess the candidates motivation for application, qualifications and experience, and their organisational skills using a scenario based question and a dignity / discriminatory question to cover the Equality Act 2010. 
Within the interview question document, I also incorporated a ‘order of proceeding’ to enable us to have some structure on the day which included a small introduction, an ice breaker question followed by the official questions and then some examples of questions the candidate may ask us with some suggested answers. 
Evidence A.7.docx
I then emailed these to Alex for feedback and received the following response (evidence A.8) 
Evidence A.8.docx 
Alex made a few slight tweaks to the order of proceedings which I was in agreement with so I then went ahead and printed off these along with the job description and the CV of the chosen candidate to create a ‘pack’ for each of us which we could use on the day and refer to. 
We then went ahead with our interview which was recorded via Teams.  We had an initial recap beforehand stating that we were both in agreement with who we were interviewing and why we came to that decision.  We then proceeded to interview our candidate and after this we decided she would be a great appointment to the organisation.  
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I felt that the whole process was quite a struggle from trying to get the group together as I initially had issues contacting them and then one student decided to pull out.  I also felt it was a lot of my hard work, effort and research that went into the process from the shortlisting matrix through to producing an order of proceedings.  Alex didn’t seem to provide much constructive feedback when I would email her with the documents, and I printed all paperwork required.  











