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AC 1.1 
The employee lifecycle consists of several stages, each presents opportunities for a people practitioner to contribute and support the organisation and its employees. Cattermole (2019) gives an overview of the stages and how a people practitioner can contribute to each one:
1. Attraction and Recruitment – Firstly you will need to identify staffing needs based on business objectives and growth projects. From this you can start developing job descriptions and person specifications and produce eye-catching adverts that highlight unique selling points to attract suitable candidates. For example, your commitment to sustainability and eco-friendly practices. You must ensure compliance with legal and ethical guidelines throughout the recruitment process.
2. Selection and Onboarding – During the selection process you can assist in designing competency-based interviews and assessments to accurately evaluate candidates’ suitability for the role. You also can develop a comprehensive onboarding program to help new employees integrate smoothly by understanding its culture and values. 
3. Development and Engagement – You can support employee development by identifying training needs and providing opportunities for career progression. You can also manage performance by establishing clear performance expectations like setting SMART goals and providing ongoing feedback and recognition to the employee.
4. Retention and Separation – To enhance employee retention, you can develop retention strategies such as career development opportunities and employee well-being initiatives. In the event of separation from the company, facilitating a smooth transition by providing support and guidance is essential to departing employees. 
By actively contributing to each stage of the employee lifecycle, you can help attract, develop and retain top talent to ensure success and sustainability in the long term for your organisation. 

AC 1.2 
The purpose of a job description outlines the duties, responsibilities and requirements of a specific job role within the organisation. It provides clarity on what is expected from the employee in terms of their tasks and performance (Stybel, 2010).
Key content to include in the job description to start is the job title and the department. You should provide a job summary which is a brief overview of the role’s main purpose and objectives. Additionally, you should include the duties and responsibilities, detailing the tasks and activities that employees will be responsible for performing. You could also include any qualifications and experience you’d like the candidate to have and any working conditions such as working hours and travel requirements.
CIPD (2023) explains that the purpose of a person specification is used to describe the attributes, skills, knowledge and qualifications required of the ideal candidate for the job. It helps ensure that the recruitment process is focused on selecting candidates who possess the necessary capabilities to succeed in the role.
Key content to include is skills and competencies needed to perform the job effectively. You should also include any relevant work experience or knowledge necessary for the role. You can include personal attributes which goes into detail about personal qualities, such as communication skills and teamwork that are desirable for the role. You can also include additional requirements for the role such as a valid driver’s license.
Conducting a job analysis allows you to gather and analyse information about the job’s duties and responsibilities, which can assist you in developing an accurate job description and person specification. Picardi (2020) suggests you can do this by observing and interviewing employees to identify the primary duties and responsibilities associated with the job. You can also analyse the skills and knowledge required to perform the job which can help identify essential and desirable qualifications. By conducting a thorough job analysis, Jaspreet and Caroline can ensure that their job descriptions and person specifications accurately reflect the requirements and expectations of the sales assistants’ roles and will help attract suitable candidates. 
AC 1.3 
Jaspreet and Caroline can consider various recruitment methods to attract candidates for the sales assistant vacancies at Clean Quarter Ltd. Firstly, they could use online job boards and websites. Posting job advertisements on popular job boards like Indeed and LinkedIn or specialised platforms that focus on sustainability and eco-friendly businesses. This method allows Jaspreet and Caroline to reach a wide audience of job seekers looking for employment opportunities. Brenčič & Norris (2012) emphasises that the advantages to using online job boards is that it provides a cost-effective way to reach a large pool of potential candidates quickly and efficiently. It also allows an easy application process for candidates to easily apply to job postings online. This allows streamlining the application process for both candidates and hiring managers. 
Another method they could use is local community outreach and networking. They can engage with local community organisations like universities and conferences to promote the sales assistant vacancies through word-of-mouth and presentations. This method is appropriate as Clean Quarter Ltd aims to source products locally where possible and reflecting its commitment to sustainability and supporting the community. Recruiting from the local community aligns with this ethos and can enhance the company’s reputation. It can allow Jaspreet and Caroline to build on relationships with the local community and connect with potential candidates on a personal level. It can also promote a positive brand image by demonstrating a commitment to supporting the local community and attract candidates who share similar values. By utilising both these methods, they can effectively reach a diverse pool of candidates for the sales assistant vacancies. 
AC 1.4 
When deciding on the content of copy used in recruitment methods like online job boards and local community outreach, several factors need to be considered to ensure effectiveness and alignment with the organisation’s objectives. 
Firstly, a budget will need to be considered. Some online job boards may charge for posting advertisements. Promotional materials like printing flyers for local community outreach may also incur costs so you should determine how much of a budget can be allocated to each method and prioritise based on cost-effectiveness and potential return on investment. 
Another factor to consider is corporate image. You should ensure that the tone and language used in the copy reflect Clean Quarter Ltd’s corporate image and brand values. Consistency reinforces the company’s identity and reputation. Highlighting the company’s commitment to sustainability and eco friendly practices will help attract candidates who also resonate with these values.
Waite et al (2021) describes how you should tailor the copy to your target audience’s preferences, interests and motivations. You should consider the demographics and priorities of the potential candidates when populating a message. If you use language and terminology that will appeal to your desired candidate profile you can have an increased chance on attracting them. 
By considering these factors when deciding on the content of recruitment copy, Jaspreet and Caroline can effectively communicate their job opportunities to potential candidates while reinforcing Clean Quarter Ltd’s brand and values. 
AC 2.1 
Jaspreet and Caroline can consider various selection methods to assess candidates for the sales assistance vacancies. Here are two different selection methods they could use and why they are appropriate for the role. 
Firstly, the use of structured interviews. Conducting a structured interview where candidates are asked a predetermined set of questions designed to assess their suitability for the sales assistant role. This method is appropriate as it allows them to assess the candidates interpersonal and communication skills and whether their values align with the companies. The role of sales assistant requires frequent interaction with customers, so evaluating candidates’ communication skills is crucial. Advantages to using this method include consistency as using a standardised set of questions ensures consistency across all candidate interviews, making it easier to compare responses and make informed decisions. It also helps minimise bias by focusing on job related criteria rather than subjective impressions which ensures fairness for candidates’ experiences.
Another method they could use is Assessment Centres. Candidates can be asked to simulate typical scenarios they may encounter as sales assistants, such as assisting customers with product inquiries and handling complaints. This method is appropriate as it provides a practical and interactive way to assess candidates’ ability to apply their skills and knowledge in real-life situations relevant to the role. The advantages to using this method is it gives candidates the opportunity to demonstrate their customer service skills and sales techniques in a hands-on manner, allowing to give hiring managers valuable insights into their strengths and areas for development. You can also follow up the role play with constructive feedback, which allows candidates to learn from the experience and improve their performance.
AC 2.4 
Clean Quarter Ltd should retain various selection records as part of their recruitment and hiring process. These records are important for legal compliance, maintaining transparency and support decision making. 
Firstly, they should retain applications as these documents contain information about the candidates’ qualifications, skills and experiences which are used to assess their suitability for the role. Retaining these ensures transparency in the selection process and provides documentation of the applicant pool.
They should also retain detailed interview notes, including questions asked and candidates’ responses. These provide insights into the selection criteria used and the rationale behind hiring decisions.
All onboarding checks including references, background and pre-employment checks should be retained as they verify candidates’ qualifications, employment history and suitability for the role. Retaining these records helps ensure due diligence in the hiring process and lessens the risks of hiring unsuitable candidates.
Offer letters and contracts should also be kept as they outline the terms and conditions of employment agreed with the successful candidates. Retaining these helps prevent disputes over employment terms.
Clean Quarter Ltd should also keep records of rejection letters or emails sent to unsuccessful candidates. These should be retained for at least 6 months to provide feedback on why they were not selected. CIPD (2023) explains this is essential to be able to defend against discriminations claims. 
Retaining these selection records ensures transparency, accountability and compliance with legal requirements throughout the recruitment and selection process. These records may be valuable for future reference audit or legal purposes.  




















AC 2.5
Letter of Appointment:
(Clean Quarter Ltd Letterhead)
(Date) 
(Applicant’s Name)
(Applicant's Address)
Dear (Applicant's Name)
Congratulations! We are delighted to offer you the position of Sales Assistant at Clean Quarter Ltd. Following a thorough selection process, we are confident that your skills and experience make you an excellent fit for our team. 
This offer is for ( ) hours a week which will be worked on an average of weekly hour’s basis including a combination of weekdays, weekends, evenings and public holidays. 
Your anticipated start date will commence on (Start date)
Please be advised that this is an estimate and can change depending on how quick we receive your completed paperwork and all onboarding checks have been completed. 
Recruitment
This offer is provisional and subject to the receipt of satisfactory references and proof of your right to work in the UK. You will therefore be required to produce a current passport (with visa and home office share code if applicable) and/or a birth certificate with a document that confirms your National Insurance number. 
The address for your local office is (Office Address)
The telephone number for your local office is (Office Number) 
Salary
Your compensation package includes a starting salary of (Salary Amount) per year, along with any (Additional benefits or perks). Payslips will be sent to your work or personal email address. You must ensure your details are correct, you will usually be paid on the 28th of every month.
Performance Review 
Your employment with us is subject to a successful completion of a six-month probationary period. 
Please review the enclosed employment contract, which outlines the terms and conditions of your employment. If you accept this offer, please sign and return the contract by (Deadline Date).
We are excited to welcome to the Clean Quarter Ltd team and look forward to working together to achieve our goals. If you have any questions or require further information, please do not hesitate to contact me at (Contact Information).
Congratulations once again on your appointment and we eagerly anticipate your contributions to our organisation. 
Sincerely,
(Name)
(Title)
(Clean Quarter Ltd)

Letter of Non-Appointment:
(Clean Quarter Ltd Letterhead)
(Date) 
(Applicant’s Name)
(Applicant's Address)
Dear (Applicant's Name)
Thank you for your interest in the Sales Assistant position at Clean Quarter Ltd. We appreciate your time and effort you invested in the application and selection process.
After careful consideration, we regret to inform you that you were not successful on this occasion. 
We genuinely enjoyed getting to know you during the interview process and were impressed by (specific strength or quality). Although we are unable to offer you the position at this time, we encourage you to keep an eye on our future job openings that may be a better match for your skills and experience. 
Thank you again for considering Clean Quarter Ltd as a potential employer. We wish you all the best in your job search and future endeavours. 
Sincerely,
(Name)
(Title)
(Clean Quarter Ltd)
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