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Question 8

Devise selection criteria for the post of
People Assistant using the job
description already written (Appendix
A).

Use the selection shortlisting matrix
(Appendix B) to shortlist applications
against the selection criteria to

determine candidates to be interviewed.

You must use the completed, sample

application forms provided in
Appendix C. (AC 2.2)

CIPD

You should:

Check both parts of the question are
addressed.

Start by looking at the job description and
decide what knowledge, skills etc are
needed to perform the job.

Use Appendix B to record the criteria, then
rate each candidate to produce a shortlist
for interview.
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Question 9

Interview one applicant and
decide whether they meet the
criteria for the post. The
interview could be a panel of no
more than three learners from the
same centre, or one-to-one
interview (as determined by your
centre). The interview could be
conducted face-to-face or by web
conferencing (as determined by
your centre). (AC 2.3)

You should:

CIPD

* Plan the structure of your interview.

» Decide what questions to ask.

« If working as a panel, decide who
will ask each question ensuring an

equal split.
» Conduct the interview.
 Decide whether the person

interviewed meets the essential
and/or desirable criteria and is

suitable for the role.
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Task two - Simulated interview

Evidence

The selection criteria that you devised. (Not included in
word count).

Your notes from the shortlisting process or a skills
observation feedback form completed by your assessor as
to your part in shortlisting. (Not included in word count).

A video recording of the interview (at least 20 minutes
long) ). Each learner must state their name and CIPD
learner number before the interview starts. Each learner
must be clearly visible throughout the video recording.

A skills observation feedback form completed by your
assessor about your role in the interview (Not included in
word count).

Either a video of the subsequent decision-making process
or notes from the decision-making process. (Not included
in word count).

CIPD




