Breifing Paper

1. Stages of the employee lifecycle and the role of the people professionals in the lifecycle. (AC 1.1) 
· Attraction – First point at which any potential applicants will get a feeling for the company, so it’s essential to make a good first impression (Personio, 2023). Ensure that the company branding is clear. Candidates will want details of the role, but if the branding doesn’t strike a chord with them, they might switch off even before they reach that point.
· Recruitment – Choosing the right person for the job and who will fit in the team is important. The process should be thorough but compact, to avoid anyone dropping out of the selection process (Verlinden, 2023). Having a well-managed interview and scoring system will speed things up and ensure fairness.
· Onboarding – Introducing new staff to an organisation and team is about much more than giving them copies of policies and information. Employees also need to know about the culture of the organisation and what success looks like. This takes regular check-in meetings by managers. (Newhouse, 2020)
· Retention – This is a long step in the cycle but needs regular attention or resources will have been wasted. Staff benefits, employee wellbeing, correct IT equipment, flexibility and understanding through challenges, and a healthy work-life balance all play a part.
· Development – Employees can learn new skills on the job or take formal training to improve development. There might also be opportunities to progress within the organisation or being seconded to other departments to gain new experience and perspective.
· Leavers – People leave an organisation for a variety of reasons, but organisations need to be aware of those reasons. With this information the organisation can identify any improvements that need to be made or identify any trends that explain why people are leaving e.g., dissatisfaction working in a particular department or team. (Maxwell, 2021)

2. Explain different ways in which you can prepare information for specified roles. (AC 1.2)
There are several elements to this. One of these is a job description which will give an overview of the company and its ethos and purpose (Indeed, 2022). It will most importantly give a list of duties the successful applicant will need to perform. Defining these duties should include input by the line manager and HR to ensure they are suitable and balanced against similar roles. Feedback from a departing member of staff in an end of employment interview can also shape these duties.
A person specification outlines the types of skills, qualifications, and previous experience a candidate will need. These can be seen as either essential or desirable for the candidate to possess. It’s important to include what is needed for the role but don’t be too specific. Make sure you justify the inclusion of each point, or you might risk ruling out candidates who would be ideal for the job, or even discriminating (DavidsonMorris, 2022).
A job advert should also clearly state the length of contract, salary and benefits, contracted hours, contact details and closing date.
The final part of the advert might be an application form which gives candidates a clear format to present their details, although some companies accept a CV.
The amount of detail and resources which a company put into the advert and related information will depend on the level of the role, for example, a company will invest more time preparing an advert for a CEO role that they will for a junior or middle manager. They could also include information about the area if looking to attract applicants from further afield or include a relocation package. Another way to give people an idea of the role is to prepare a video showing someone carrying out the role.

3. Different recruitment methods and when is it appropriate to use them. (AC 1.3)
Employers are sometimes attracted to the possibility of advertising internally only as it’s quicker and cheaper to do so (Peninsula Group, 2020). If a role can’t be left vacant without a negative effect on a business this might be the option they choose. However, advertising internally can mean that you don’t get the best person for the job. It is especially important to avoid this method if you are actively working to increase diversity within the company as appointing an internal applicant works against that initiative. Some employers only choose to use this option for fixed term contracts and have a policy to advertise any permanent positions externally.
Using a recruitment agency can be costly depending on the services you chose to use but they can save the company time. Their screening service can also save you the trouble of sifting through a lot of unsuitable candidates (Waite, K et al. 2021, p.93). This can be useful to companies with a limited HR team and their expertise in advertising on a wide range of platforms might help you get better quality applicants, which is a big plus. It is essential that the agency understands your company to get the best out of the process. There are also many agencies around with each specialising in a certain industry sector, therefore it is important to choose the right agency for the task (Brite Recruitment 2021).

4. Explain factors to consider when deciding on content of copy used in recruitment methods. (AC 1.4)
The copy should increase the reader’s brand awareness and encourage them to take an action i.e., ‘apply for the role’.
Job title makes instantly clear what the role is. It’s a major switch off for searchers if they don’t know what the job is from the title. The title should be accompanied with a short text including key words that will score highly on search engines. There should be a clear button with text like ‘click for more details’ which takes you to a landing page. The text should be written in easy-to-read English, avoiding unhelpful jargon where possible, this will keep the reader’s attention. Use bullet points to make sentences shorter and catchier. Link buttons to other files e.g., ‘View job description’, ‘View person specification’, ‘View job benefits’ etc. Finally, a button which takes you to the application page or form with an appealing text like ‘Apply now’. Entice people to apply by using questions e.g., ‘Ever wondered what your next job would look like?’. Keep a balance between being positive and maintaining accuracy. If advertising internally it would be more suitable to use less on the section explaining the company.
Check how the advert looks on desktop as well as mobile devices as while people seem more likely to use a desktop or laptop for making applications, 67% (Hiley, 2023), they may be more likely to use a mobile device to search though job vacancy adverts.

5. Explain different selection methods and when it is appropriate to use them (AC 2.1)
A psychometric test can be used to support the selection process, although it shouldn’t be used solely to choose the successful applicant. Tests have been shown to be a good prediction of how an applicant will perform at their job (McCartney, 2022). HR should give selection panels a criteria showing how the applicant has scored compared to others who have taken the test. Candidates should be made aware of the test beforehand, and steps taken to ensure they have the correct resources and environment to take the test. The selection panel and candidate should be made aware of when feedback on the test should be given. Some people perform strongly in interviews, but it doesn’t always lead to high achievement in the job. Adding a psychometric test into the selection process can add a different element to the panel to consider when making their selection. It should contribute to giving them a more rounded picture of a person’s abilities and help them compare candidates more effectively. It’s important to ask a candidate whether they require reasonable adjustment to be made or have access requirements.
Depending on how many applicants you have for a role it might be worth including longlisting and shortlisting candidates prior to offering interviews. Longlisting allows you to identify candidates who don’t meet all the essential criteria in the person specification. Those candidates who progress to the shortlisting stage will have their applications considered in more detail before choosing which will be offered an interview. A clearly defined matrix should be available to the panel to assist them in the process, and this completed record should be stored for later reference if needed. To avoid any bias by the selection panel an organisation might have a policy of removing a candidate’s personal details from the applications. This aids with ensuring fairness and helps avoid any discrimination.

6. Explain the selection records that need to be retained. (AC 2.4)
Application forms or CVs, together with interview notes and scoring sheets, either handwritten, or typed, should be kept for at least 6 months. Once they are ready to be disposed of, they should be destroyed e.g., shredded, to avoid any breach of personal data. Under the Data Protection Act 2018 (GDPR) an organisation should have a nominated Data Protection Officer to monitor compliance and who can assist with advising on practices.
Any recruitment documents relating to successful candidates will be transferred to personnel files and stored until at least 6 years after the employment ends. Paper files must be stored in a lockable filling cabinet or room and digital records should be password protected. Only relevant trained staff should have access to this data. Organisations must make sure that their procedures limit collection of data to that which is strictly necessary and have a duty to make sure it is destroyed safely when it is no longer needed.
The Freedom of Information Act 2000 gives staff rights to request access to see any data held on them. Employers have up to 30 days to make these available (UK Government 2023).
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24 May 2023
Sian Morgan
23 Station Street
Maerdy
Rhondda Cynon Taf
CF38 7TR

Dear Ms Morgan

Post: Administration Manager

Thank you for attending the interview for a post above.
It was a pleasure to interview you and listen to what you had to say and offer us.
Unfortunately, on this occasion, you were unsuccessful. If you wish to receive formal feedback following the interview, please feel free to pick up the phone for further conversation with me or another member of the HR department.

I wish you well and thank you once again for your input.
Yours sincerely


Llewelyn Powell
Human Resources Officer




Healthcare on Hand – Your health is our top priority
HealthcareOnHand.Com


Healthcare on Hand
The Centre
Clogwyn Bay
Abergwaun
Sir Benfro
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The Centre
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24 May 2023 
Healthcare on Hand

Nia Harris
59 Trethomas Way
Hirwaun
Merthyr Tudful
CF46 9PL

Dear Ms Harris

Post: Administration Manager

Thank you so much for attending the interview for the above post.

I am pleased to formally offer you the position, your appointment will be dependent on:

1. receiving two satisfactory references 
1. receiving a satisfactory DBS disclosure 
1. proof that you are eligible to work in the United Kingdom
1. receiving evidence that you hold the relevant qualification certificates for the position.

The offer will be withdrawn if the above conditions are not met.   

Once we have received both references, we will send you an employment contract and company handbook and confirm your start date.

We kindly ask you to complete the enclosed personal details form, personal medical form, and Starter Checklist to allow us to add you to the payroll.  Delay in returning these forms could prevent us from processing your salary. We also ask that you send us your P45 after receiving it from your former employer. Please return to hr@healthcareonhand.com

Once again, warm congratulations.

Yours sincerely

Healthcare on Hand – Your health is our top priority
HealthcareOnHand.Com



Llewelyn Powell
Human Resources Officer
Healthcare on Hand – Your health is our top priority
HealthcareOnHand.Com
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