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The Employee Lifecycle by Sarah Russell 
Overview
Healthcare on Hand is a rapidly expanding healthcare company which focuses on providing care to children and adults with complex needs in the comfort of their own home. 
Introduction
Founded in 2017, Healthcare on hand has rapidly grown and demand for our services continues to increase year upon year. Due to the rise in demand and service needs, this briefing paper has been prepared to help us formalise our people practices and educate our managers on how to attract, recruit and retain the best people possible and outline key responsibilities required to achieve the desired outcomes. 
The different stages of the employee lifecycle and the role of people professional in the lifecycle. (AC 1.1)
The employee lifecycle is a concept that focuses on the different stages of an employee’s journey throughout an Organisation (Waite et al.2021, p.94). According to Cattermole (2019) Attraction, recruiting, onboarding, development, retention, and separation are the cycle's six main phases. On the most fundamental level, a brand or reputation of an Organisation attracts employees (Wooll, 2022). 
An employee that is attracted to our Organisation will be recruited and then go through the onboarding process after applying for the position. In order to preserve the knowledge and experience within the firm, an Organisation will then try to develop that person and retain their best talent over a long period of time, this is to reduce the need for recruitment and selection and the time and cost implications this has on an Organisation (Waite et al. 2021, p.101). 
There will come a point when the employee either retires or leaves the Organisation also known as separation (Cattermole, 2019). As people professionals we know that our most valuable resource are our staff. Employees frequently contribute to a company’s success and help build its reputation (Indeed, 2021a). It is our role to develop efficient processes to continually enhance our employee experience throughout the lifecycle and ensure that the transition through each stage is well thought out and structured to support a positive employee experience (Waite et al. 2021, p.94-95). By developing effective methods such as employee recognition programmes, promoting regular appraisals and development opportunities, HR departments may maintain skills and knowledge within the organisation and save time and costs on hiring, training, and development (Cattermole, 2019).



Different ways in which information for specified roles can be prepared. (AC 1.2)
By undertaking job analysis, we are evaluating and establishing the essential criteria of a role such as responsibilities, daily duties, qualifications, skills and expected outcomes (Indeed, 2021b). 
there are several ways in which we can perform job analysis – 
Observing – Shadowing an employee while they perform their daily tasks 
Work Method Analysis – Time and Motion study, outlining how long a task takes and how much can be achieved in one day.  
Interviews – Interviewing current employee/ supervisor to determine the duties and necessary skills required to fulfil the role.  
Questionnaires – Asking employee to complete various detailed questions to gather as much insight and information as possible into the role. (Indeed, 2021b). 
Job Analysis: A practitioners guide by Erik van Vulpen (2022), tells us a thorough job analysis will result in a stronger job description, which will improve the hiring process and boost performance after the employee is hired. It will also result in a more accurate diagnosis of training needs, which will improve formal training and, as a result, improve on-the-job performance.  
According to Market Business News (2022) Job Descriptions are used as a communication tool to help clearly outline expectations for potential staff as well as highlighting performance standards and working regulations that are specific to that role. Examples of these include –  
· Duties of the role  
· working hours/ shift patterns  
· Salary information 
· Annual leave entitlement  
· Staff Benefits 
· Organisation values/ goals 
An effective job description explains to applicants what the employment might entail or call for. Some candidates may determine they are not a good fit for the position after reading the job description (Brannen, 2021).
Different recruitment methods and when it's appropriate to use them. (AC1.3) 
Adrie Smith (2021) tells us there are a wide range of recruitment techniques available to entice the best candidates. Each department has various needs, and not all jobs have the same criteria. Therefore, we must adopt hiring strategies that are compatible with our environment and appeal to the people we are seeking. Depending on the position and the department, several recruiting strategies might be utilised until we find the best candidates within each division (Sullivan, B. 2022).  
There are usually two main ways in which we can generate interest from potential candidates  
 External Recruitment – Employer Websites, commercial job boards, recruitment agencies and professional networking websites like LinkedIn are common methods platforms to advertise externally (Morris, 2020). Linking with local institutions and job centres are also popular strategies for attracting applicants.  The better the variety of methods used the bigger the talent pool will be (Maxwell, 2022). 
Internal Recruitment – Employer Websites, Intranet and internal bulletin boards are usually the most popular methods of internal recruitment (Morris, 2020). When hiring it’s crucial to keep in mind the internal talent pool. Giving opportunities for growth and advancement can promote retention and aid in succession planning (Maxwell, 2022). 
 
Caroline Forsey (2020) suggests that creating a strong employer brand can also aid in an attracting and retaining top talent. The more effective the employer branding the more likely you are to draw top talent, so this is important to consider when preparing to recruit.   

Factors to consider when deciding on the content of copy used in recruitment methods. (AC 1.4) 

After the method of recruitment has been decided, relevant copy should be written. 
According to Indeed (2021b), First impressions are crucial during the hiring process for both the applicant and the potential employer. It's critical for job advertisements to appropriately depict the role's typical activities and responsibilities in order to attract top talent. A truthful, thorough job description can draw candidates with the knowledge and abilities necessary to carry out the responsibilities of the position. The industry and job role can influence the level of detail in the job posting. The following details are typically helpful for candidates: 
 
· Duties and responsibilities of the role  
· Contact Information 
· Deadline for applications 
· Salary information 
· Qualifications and experience required 
· Staff Benefits 
· Organisation values/ goals 
· Background of Organsiation 
 
The amount of detail we present will depend on the amount of space available and if the audience is intended to be internal or external. For instance, since the Organisations name and core values are well recognised, internal advertisements won't need to include them. There may also be information about who to speak with for more information and unofficial conversations (Waite et al. 2021, p.110-111). 
 
To keep potential applicants interested, copy should be succinct and straightforward. In Addition to this, the content should appropriately represent the organization and the role. Reflecting a positive image is crucial, However, this needs to be balanced with the truth of what is being offered. A corporate image should be used to communicate all information, which may include the font style, size, and positioning of the organization's logo (Waite et al. 2021, p.110-111). 
 
Different selection methods and when it is relevant to use them? (AC 2.1) 

Shortlisting and assessment are the two key phases of hiring workers. Employers should make sure that their selection processes in both stages treat candidates fairly, without bias or discrimination, and those decisions are based on the candidate's capacity to carry out the role, contribute to the Organisation, and advance professionally (Maxwell, 2021).  
 
Waite et al (2021) Outlines the three main selection techniques that are typically used: an application form, interview, and references. These techniques are frequently utilized in conjunction with assessment centers, psychometric testing, and work trials. 
 
Furthermore, Dr Gill Maxwell (2021) explains that when selecting a selection method, there are several things to consider, such as the role itself, the resources at hand, and the validity of the method. To avoid making the process unduly lengthy, recruiters should inform candidates in advance on what to expect from the selection process, including how long it will take, what technology will be used, and the type of assessment they will experience. Additionally, employers ought to consider if an applicant requires any special adjustments because of a disability. (Maxwell, 2021). 







The selection records that need to be retained. (AC 2.4) 

Selection records for unsuccessful candidates should be kept in the event that a discrimination claim is made against an Organisation and needs to be investigated. (Ayling, 2022).  The records that need to be stored could include original application form or CV, shortlisting scores, interview notes, test results or assessment center observations (Waite et al. 2021, p.131). 
UK Legislation advises the retention of recruitment application forms and interview notes for unsuccessful candidates should be kept for between 6 and 12 months prior to destroying (Ayling, 2022). 
In the event of hiring an applicant then becomes an employee, any necessary information from the selection process would then be transferred into a personnel file. As dictated by the Data Protection Act (GOV.UK, 2018), it is our responsibility to keep any data we collect on staff secure. This means keeping personal information safe and secure. For example, if paper records are retained these would need to be locked away in a filing cabinet with only authorised personnel permitted to access. Similarly with electronic records, these would need to be password protected with restricted access.   
 
Conclusion
This paper investigates how we can add value to Health Care on Hand by supporting employee experience and enhancing employee engagement at each stage of the employee lifecycle, by ensuring that the transition into each stage is well defined and structured. It also outlines the benefits of a consistent and fair approach throughout the cycle and the importance of ensuring processes at each stage align with our Organisational goals and brand. 
Links for standard Letter of Appointment and Non Appointment included below 
Letter of Appointment .docx
Non Appointment Letter .docx
Total Wordcount – 1383 words




References 
Brannen, A. (2021) ‘Why you should have Job Descriptions’. Available at: https://www.shrm.org/ResourcesAndTools/hr-topics/talent-acquisition/Pages/Why-You-Should-Have-Job-Descriptions.aspx (Accessed: 25th November 2022).  

Cattermole (2019a) ‘Developing the employee lifecycle to keep top talent’ Strategic HR Review, 18(6), pp.258-262. DOI - 10.1108/SHR-05-2019-0042  Available at:https://www.emerald.com/insight/content/doi/10.1108/SHR-05-2019-0042/full/html (Accessed:25th November 2022). 

Ayling, L. (2022) ‘Retention of HR records’. Available at: https://www.cipd.co.uk/knowledge/fundamentals/people/hr/keeping-records-factsheet#7762 (Accessed: 25th November 2022).  

Data Protection Act (2018), Available at:  https://www.gov.uk/data-protection-your-business/recruitment-managing-staff-records. (Accessed: 25th November 2022). 

Forsey, C. (2020) ‘Everything you need to know about employer branding’ Hub Spot 6th May. Available at: https://blog.hubspot.com/marketing/employer-branding (Accessed: 25th November 2022).  

Indeed (2021) ‘10 reasons why employees are a company’s best asset’, Indeed, 8th March. Available at: https://www.indeed.com/career-advice/career-development/asset-employee (Accessed:29th November 2022). 

Indeed (2021) ‘What is Job Analysis? An Introduction’.  Available   at: https://www.indeed.com/hire/c/info/what-is-job-analysis  (Accessed: 25th November 2022). 

Market Business News (2022) ‘What is a job description? Definition and examples’. Available at: https://marketbusinessnews.com/financial-glossary/job-description/ (Accessed 29th November 2022).  

Maxwell, G. (2021) Selection Methods, Available at: https://www.cipd.co.uk/knowledge/fundamentals/people/recruitment/selection-factsheet (Accessed: 25th November 2022). 

Maxwell, G. (2022) ‘Recruitment: an introduction’, Available at:  https://www.cipd.co.uk/knowledge/fundamentals/people/recruitment/factsheet#7038 (Accessed: 25th November 2022). 

Morris, A. (2020) ‘Recruitment methods (Best HR Techniques)’, Davidson Morris, 8th March. Available at: https://www.davidsonmorris.com/recruitment-methods/ (Accessed: 30th November 2022). 

Smith, A. (2021) “12 recruitment methods you need to know about.” Recruitee Blog, 22nd July 2021, https://recruitee.com/articles/recruitment-methods  

Sullivan, B (2022) ’10 Recruiting Strategies for Hiring great employees’, Indeed, 17th July. Available at: https://www.indeed.com/hire/c/info/10-recruiting-strategies-for-hiring-great-employees (Accessed: 29th November 2022). 

Vulpen, E.V (2022) ‘Job Analysis: A practitioner’s guide, Academy to Innovate HR’.  Available at: https://www.aihr.com/blog/job-analysis/ (Accessed: 25th November 2022).  

Waite, K. et al. (2021) People practice A complete Guide. London: Kogan Page.   

Wooll, M. (2022) ‘Employer branding and how your company can attract top talent,’ Better Up [blog]. 8 August. Available at: https://www.betterup.com/blog/employer-branding (Accessed: 29th November 2022). 






	
	
	



image1.png




