SELECTION SHORTLISTING MATRIX – Sales Assistant 
	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	Applicant 001
	Applicant 002
	Applicant 003

	Qualifications

	No qualifications needed
	Food Standards Agency Certificate in food allergy and intolerance 
GCSE C or above in English and Math
	2
	3
	2

	Experience

	No experience needed
	Customer service
	0
	2
	0

	Knowledge

	Basic math

	Knowledge of the company
	2
	2
	2

	Skills

	

	Self-motivated;
Ability to work in a team and alone;
Organised;
Punctual;
Manual handling.
	1
	2
	0

	Personal qualities

	Personable

	Confident;
Attention to detail
	To be assessed during the interview

	Additional Requirements

	Able to work from the shop location

	
	To be discussed

	TOTAL SCORE
	5
	9
	4

	Interview – Y/N
	
	Y
	



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

The completed selection shortlisting matrix is above, for the sales post position. We decided on the essential and desirable criteria based on the job description.  

	Criteria
	Questions
	Score

	Introduction
	Can you tell us a little about yourself. IB
	2

	
	Tell us why you are looking for a new role and particularly what attracted you to this one. CH
	2

	Knowledge/ Experience
	Can you describe your experience in sales and how it relates to this position. IB
	1

	
	If there was an issue of conflict between 2 customers or between a customer and a member of staff, how would you deal with this, particularly a complaint? CH
	1

	Skills
	How do you prioritise your tasks when you have multiple deadlines to meet? IB
	2

	
	Tell me about a time when you have worked as part of a team. CH
	2

	Other
	What do you think makes a good sales assistant, and how do you plan to embody those qualities? IB
	1

	
	This role would require you working from the shop’s location, is that suitable for you? CH
	2

	Closing
	Do you have any questions you would like to ask us? IB
	1

	Total
	
	14/18



Scoring is: 0 – no evidence provided, 1 – weak evidence provided, 2 – Strong evidence provided.
Notes from interview – 
· Candidate looking to move role to a more ethical and values-based company. 
· Candidate had previous retail experience but no direct sales experience. 
· Candidate able to provide examples of times where they have previously dealt with difficult situation. 
· Candidate prioritises deadlines based on importance – if a customer requires something, they will always deal with the customer first.
· Candidate was able to provide sufficient knowledge of teams working.

Candidate asked two additional questions which were relevant to the post.

Based on the scores above, both I and my fellow interviewer were happy to offer the post to the candidate.
