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HRM Role-play Brief   

Student Name & Nr: 100% 

 

Assignment Brief: 

 

This assignment consists of two parts, and although having to prepare for both parts, 

each student will only be required to do one role-play on the day of assessment.  

 

Part 1  

Recruitment and Selection of Staff 

 

1. Conduct a ‘Job Description’ & ‘Person Specification’ for a relevant Hospitality 

related business. 

2. Based on your Job Description, conduct a ‘Job Selection Interview’ with a 

suitable candidate, for the position specified in the Job Description/Person 

Specification.  

3. Include a ‘Questions Summary’, with at least eight open-ended questions to be 

asked during the interview. Provide a strategic explanation on why each 

question will be asked and what you hope to learn from the response of the 

interviewees. Create a rating scale or scorecard to evaluate the candidate 

responses – (a five-point scale is advised). 

 

 

*Please bring your ‘Job-Description’ and ‘Questions Summary’ with on the day of 

assessment.   
 

 

Part 2  

Performance Appraisal 

 

You are required to: 

1. Compile a relevant ‘Performance Appraisal Form’ based on your Job 

Description/ Person Specification.  Ensure you have at least four (4) 

assessment categories with at least three (3) key performance indicators per 

category.   

2. Conduct a ‘Performance Appraisal Session’ with a peer on the areas of the 

employee’s job you would be monitoring to determine how well he/she was 

doing the job (performance indicators). 

 

*Please bring your ‘Performance Appraisal Form’ with on the day of assessment.   
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Part 1 – Interview Preparation Guidelines 

 

Your interview should be between 10-12 minutes long and should be conducted in a 

professional manner.  

 

1. Prepare at least eight interview questions that would give you a good indication 

whether the potential candidates will be suited for the position advertised. The 

questions should be relevant to the position advertised and based on the main 

role categories explained in your Job Description.  

2. It is important to consider ‘hard’ and ‘soft’ skills when preparing your interview 

questions and to weave in role-specific questions.  

3. Create a rating scale or scorecard to evaluate candidate responses – (a five-

point scale is advised).  

4. Define each of your rating points clearly. 

 

Considerations during the Interview: 

 

1. Create a warm welcoming atmosphere. 

2. Start with ‘ice breaker’ questions to put the candidate at ease, then start with 

the strategic questions prepared to evaluate the candidate 

3. Allow the interviewee to talk freely and avoid any interruptions 

4. Be sure to guide the conversation and explain the business operations, role 

advertised and culture of the company as they go along – (remember that you 

are being assessed).  

5. End off by asking the candidate if they have any questions – this will indicate 

if they have done research on your company and the role advertised.  

6. Provide a time frame at which they can expect feedback from the interview – 

good or bad.  

7. Thank the candidate for their time and effort to attend.  

 

 

Part 2 – Performance Appraisal Guidelines 

 

Your performance appraisal session should be between 10-15 minutes long and 

conducted in a professional manner.  

 

1. Prepare a Performance Appraisal From for the positon to be monitored. Use the 

template example in the 19.4 Human Resource Management Module Reader as 

a reference.  

2. The key performance categories included in your performance appraisal form 

should correlate with the role specific categories outlined in your Job 

Description for the specific role.  
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3. Include at least three measurable key performance indicators (goals) under 

each category (the employee should in real life be part of the goal setting 

process).  

4. Use the performance appraisal form to evaluate the employee on all of the key 

performance categories specified.  

5. Send a blank copy of the performance appraisal form to the relevant employee 

to do a self-assessment before the session. This will be presented along with 

their portfolio of evidence during the session.  

 

Considerations during the Performance Appraisal Session: 

 

1. Create a warm and welcoming atmosphere.  

2. Start off the session with a few ‘ice breaker’ questions to ease the nerves of 

the employee.  

3. Briefly explain the proceedings of the session and the point system definitions.  

4. Discuss the evaluations given on each of the key performance indicators on the 

performance appraisal form (for this assessment focus only on two relevant 

categories)  

5. Allow the employee to speak at least 50% if the time. There should be a two- 

way discussion on their performance and a comparison on the evaluations given 

for all of the KPI’s.  

6. Decide on a relevant score for each of the KPI’s and ensure the employee 

understand the reasoning behind your final rating. 

7. One of your discussion points should be around poor performance. Suggest 

performance counselling and discuss the process to be followed.  

8. End the session off by discussion some career development opportunities for 

the employee and agree on training to be included. 

9. Remember to focus mostly on the ‘good’ and thank you employee for their 

commitment and dedication.  

 
 

Marking Criteria: 

The following criteria will be used to mark your assignment, acting as a good 

guideline for setting up your assignment. 

 Part 1   

 • The job selection interview 100 

 
Part 2 

 

 • The performance appraisal interview 100 

 Total (100% Weight Contribution) [100] 

 


