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Introduction to the Graduate Assessment Procedure

This booklet contains information about parts of the Graduate Assessment Procedure that you are required to take as part of Royal Mail’s Graduate Recruitment process.  It outlines the aims of the procedure and gives you a general idea of what will be involved in the process.

What Is It All About?
· The aim of the procedure is to assist in the successful selection of individuals to graduate positions. 

· The procedure gives everyone involved the same chance to show their strengths

· The selection process consists of the following:
· Analysis & Progress Review Meeting 

· Role Play Exercise

· Interview on your motivation for joining the programme

· Area Interview  (post assessment centre) 

· No single part of the procedure is in itself used to select; the overall picture of you gained from the whole procedure is the important outcome.
· If you are successful at the assessment centre, you will attend an interview in your allocated area as soon as possible following your assessment centre. Senior Manager’s from the area will interview you. The interview will include competency questions (asked in the “Tell me about / Describe a time when you...” format) set against our graduate skills (detailed at the end of this document).
What Will I Have To Do?

· This booklet describes the exercises and the interview in which you will be taking part.

· There will usually be other people taking part in the procedure at the same time as you.

· There will be someone there on the day who will talk you through the instructions for the exercises to make sure that you know exactly what to do.

Hints on Taking Part in the Procedure

1.  Be Well Prepared
· Make sure you know exactly where you have to be for the selection procedure and exactly what time you need to be there.  Leave plenty of time for your journey.

· Try to be well rested and fresh. 

· If you need to wear glasses remember to bring them with you.

· If you happen to be ill on the day, and you do attend the procedure, tell someone.  It may be best to take part in the procedure on another day, and this can usually be arranged.

· Do not panic!  Most people feel nervous about taking part, and it is normal to be a bit worried when something important is happening.  Normal nerves can actually be of help to you - but keep them in control!

2.  Following Instructions

· The person administering the exercises will read through the instructions with you.  Listen carefully to the instructions and make sure you understand what you are supposed to be doing.  If there is anything at all on which you are unclear - ask!

· If you change your mind about something in the exercise make sure that your final answer is clear and easy to read.

3.  Working To Time Limits

· The exercises all have time limits. The person administering them will tell you what the time limits are for each exercise.

· Many people find the pressure of time the most difficult aspect.  It is a good idea to practice working to time limits in order to avoid panicking when faced with them on the day.

Remember:  These exercises do not have right and wrong answers.

Tips on the Analysis Exercise

On the day of the assessment you will be asked to complete an analysis exercise requiring you to analyse information and produce various pieces of written work.  

Remember To:

· Read all the information carefully.  Take notes, but do not begin writing until you have read all the materials

· Identify all relevant information.  Relevant information may be found anywhere in the text provided

· Clearly explain the conclusion that you have come to and the reasons which lead you to reach this conclusion.  Assessors will mark you on how well you have understood the situation presented to you and the way you have used the information.  If you do not include all the factors which lead you to your conclusion, assessors will not be able to give you credit for understanding the problem.

· Write as clearly as you can.  Emphasise your main points and present them in a logical order; try to be as persuasive as you can in order to convince the reader that the recommendation you have made is the optimum one
· Manage your time – remember to plan in your preparation time for the Progress Review Meeting.

Tips on the Progress Review Meeting
It is essential that you communicate issues and recommendations effectively to your colleagues.  In order to evaluate this, a progress review meeting has been included in the procedure.

· You will be asked to raise issues from the information in the analysis exercise with your line manager. 
· The assessor will be looking at both the content of the briefing and your skills in putting your points across.

· You will be asked some questions following the briefing.

When reading the information and preparing your briefing, remember to:

Clarity of Speech

Try to speak clearly and not too quickly.  One of the most common mistakes people make is hurrying because they are nervous.  Whilst it is normal to feel nervous, you should always pace yourself so that your speech is not rushed.  This will help the audience understand what you are saying and will give you more time to think what you will say next.

Clarity of Content

One of the best ways of making sure that the content of the briefing is clear, is to have some sort of structure.  For example:

· An introduction in which the main issues are outlined, highlighting the most important issue (if there is one).

· A further discussion of each of the main issues in turn (which may require breaking these down into smaller segments).

· A summary and conclusion.

Note: It is usually a good idea to write brief notes to remind yourself of the main points.  Set these out clearly so that you don’t lose your place.  It is easiest if these notes are “headlines” rather than being very detailed.  It is not a good idea to write everything down or to try to read out what you want to say.
Fluency of Speech

This refers to how well your speech flows, e.g. try not to have too many ‘umms’ and ‘ers’ and long pauses.  Some ways of trying to ensure that you keep going are as follows:

· Make sure that you are clear in your own mind about what you want to say.

· Make sure that your notes are easy to follow just by glancing at them.
· Try to look up, rather than down at your notes when you are speaking.

Tips on the Role Play Exercise

· Read all the information carefully. Make sure you understand what you are being asked to do.
· Role plays are about finding out how you would react in a situation – not whether you are a potential Oscar winner.

· Be yourself: don’t invent a new dimension to your character on the day – it is you that was selected for the assessment.

· Make good use of the preparation time – if you can, work out a plan on paper on how you intend to approach the situation 

· Ask yourself: why am I being asked to undertake this role play? 
Usually it is because the role play scenario is a situation you are likely to find yourself in – if you get the job. 

· Don’t drop out of your role play character: stay with your role until the time is up.
Interview Guidelines

· You will have one interview that will last for approximately 1 hour.  There will be 1 interviewer present during the interview.

· The interviewer will ask you questions about your motivations for joining the programme.
· You will be given the opportunity to ask any questions at the end of the     interview.

· The interview will also include competency questions (asked in the “Tell me about / Describe a time when you...” format) set against our graduate skills. If you’re not sure how best to answer this type of question, you may find the SOARR model (below) helpful. 
The SOARR Model 



The SOARR Model
· Situation – describe a specific situation or problem (relevant to the question) you have encountered.
· Objective – what were you trying to achieve? 
· Action – what did you do? What obstacles did you have to overcome? 
· Results – what was the outcome? 
· Reflection – what did you learn from the experience? 

Royal Mail Graduate Skills
	Enhancing efficiency & quality 
Effective in identifying ways to enhance efficiency and solve problems. Sets high goals or standards for self and others; seeking to always do things better.


	Innovative and challenging

Ability to generate innovative ideas in order to provide imaginative perspectives on organisational issues. Able to challenge current ways of working in order to enhance organisational processes.  


	Creating value for customers 

Exceeding customer expectations by displaying a total commitment to identifying and providing solutions of the highest possible standards. Able to understand the key business issues that affect profitability and growth.  


	Owning performance

Ability to motivate and inspire others to succeed through a variety of developmental techniques. Is able to engage others through effective role-modelling Royal Mail’s vision and strategy.


	Collaborating with others to win 

Ability to express ideas or facts in both verbal and written communications to colleagues of all levels and experience.  


	Drive, energy and initiative

Ability to create and maintain a high level of appropriately directed activity through actively influencing events around them. Originates action by showing determination and the capacity to work hard.


	Resilience, stamina and tenacity
Ability to maintain effectiveness in situations of disappointment and/or rejection. Persevering with an issue or problem until the matter is settled or the objective is no longer obtainable.
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