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In-tray exercises

Library Services

London Metropolitan and Royal Holloway Universities

About London Met

Organisation: London Metropolitan University
Department: Library Services

Size: 48 FTE Library Staff

Industry Sector: Higher Education

About Royal Holloway

Organisation: Royal Holloway University
Department: Library Services

Size: 47.6 FTE Library Staff
Industry Sector: Higher Education
Overview

In-tray exercises are commonly used tool within selection processes to assess a candidate’s

potential aptitude to complete aspects of the role they are applying for.

The exercises often contain a business-related scenario with a list of tasks to be completed by the
candidates within set timeframe. Tasks may include prioritising a set of tasks such as responding
to complaint made by a customer, organising a rota for a front facing service or drafting an agenda
for a team meeting. The exercises will usually assess a range of essential or desirable skills and
abilities of the prospective candidates such written communication skills or ability to prioritise
workloads. An in-tray exercise can be used across a range of jobs from administrators to senior

managers.

Background
Royal Holloway has used In-Tray exercises as part of their selection process for the frontline

supervisor’s role for a number of years while London Met have recently included In-Tray exercises.



Case Studies

London Metropolitan University — Case Study

For more information contact: Laura Simmons @ London Met |.simmons@Iondonmet.ac.uk




Royal Holloway — Case Study

Carol Sadlowski @ Royal Holloway c.sadlowski@rhul.ac.uk

Summary

The integration of In-Tray exercises into the recruitment process can provide employers with an
additional opportunity to assess the candidate’s skills and abilities and suitability for a role which
would be otherwise too difficult to assess in an interview alone. In-Tray exercises can be time
consuming to create, organise and assess, however those that use this selection tool feel that it
provides an additional assessment point for both the candidate and the employer and that it is

worth the investment.



