Task One – Katie Heath

You feel you can contribute and offer advice in relation to different stages of the employee lifecycle.
You decide to explain the stages of the employee lifecycle and how a people practitioner could contribute to each stage. (AC1.1)

These are six stages to employee lifecycle: (Waite 2021, p.95)
Stage One: Attraction 
The attraction of an organisation can be enhanced by people practitioner in several ways, one way is to create a good culture within the organisation and ensure employee happiness, this will increase the organisation’s reputation (Storie, I 2023) and previous employee’s reviews on job sites. (Coughtrie, 2020)

Stage Two: Recruitment and Selection 
People Practitioners can enhance the appearance and details included within the job vacancy adverts and descriptions e.g. within the job description being advertised include a brief explanation of the organisation’s positive culture and enhanced benefits. Another way is make sure the vacancy is advertise on appropriate and relevant platforms.

Stage Three: Onboarding 
This is an important stage of the employee lifecycle as it is the first real impression of the organisation to the new recruit and they be nervous, it is important to make sure the new employee feels welcome, valued and a sense of inclusivity. This can be done through friendly and efficient inductions, physical and social orientations and paperwork!

Stage Four: Employee Development
To retain employees and also improve the organisation productivity, output and progression, employee development and upskilling should be championed.

Stage Five: Retention 
The time and money spent on advertising, recruiting, onboarding, training and developing employees adds up to a lot, which means it essential to retain employees. When employees feel values, they are more likely to stay loyal to an organisation. Being valued is different to everyone, some see value in money, others see value in support from the organisation, development and progression opportunities. Other factors may be work-life balance or flexibility and understanding to childcare.

Stage Six: Separation
There are many different reason to leave a company, some may leave due to natural progression on good terms, other leave mutually once their fixed term contract has expired and others leave on bad terms after being forced by the employer due to dismissal or redundancy. People practitioners are important regardless of the reason the employee is leaving to ensure a smooth transition for all parties and to start the lifecycle again.

As Clean Quarter Ltd does not yet have any employees, you decide first to advise Jaspreet and Caroline on how to recruit and select their new employees. You have ascertained that, initially, they will employ three sales assistants.  






Explain the purpose and key content of a job description and person specification. Explain how job  
analysis can be used to decide on the content of these documents.  (AC 1.2) 

A job description is a document that describes the job specific including: job title; reporting lines;
Remit; duties and responsibilities. This document should give the job searcher a clear and concise understanding of the role and the level of responsibility, usually this is present in bullet points or numbered lists. The job description should be should be reviewed regularly to ensure it is up to date and as accurate as possible. It is best to stray away from internally used or confusing words or phrases that could be discriminatory and put off potential candidates.  
A person specification is developed after the job description, it sets out essential and desirable criteria of the potential candidate, it will include requirements of qualifications, experience, skills and behaviour qualities needed to fulfil the vacancy. For example, many sales role vacancy will require an Institute of Sales Management Level 4 qualification or extensive relevant experience. Person specification should not be discriminatory and use words for phrases that could be sexist and reference a particular genders e.g. salesman. (Harrower, K. 2023)
A way of deciding on the content of the job description and person specification is to use a job analysis. A job analysis identifies the purpose, duties and responsibilities of the job. In an established organisation information can be gathered in different ways, such as, from surveys, interviewing or observing someone else in the same role or the person leaving the role (if they are leaving on good terms). In a new organisation or when new roles are introduced, discussions with the line manager of the vacancy can assist to find out what is expect from the role. Market research if also beneficial, looking at similar vacancies currently being advertised can help you understand different layouts and specifications that may help you discover what does and doesn’t suit you and your organisation. A interesting method that is becoming more popular and is even an optional tool on job vacancy sites is AI, which can help you layout and identify key points for the role, although there are also negatives to using AI as it cannot capture the essence of the organisation’s culture and values.

Explain two different recruitment methods that Jaspreet and Caroline could use for the sales assistant vacancies and why the two methods are appropriate for the role. (AC 1.3)

As Clean Quarter Ltd is a new organisation Jaspreet and Caroline maybe looking for an experienced salesperson to quickly increase sale, give unexperienced sale people a good example and mentor as well as saving money and time in training and development. Using specialist recruiting agencies such as TSRN, The Sales Recruitment Network may include a premium cost, however, they will be able to find appropriate candidates for the organisation and do most of the leg work too, they may also run in person networking events which would allow Jaspreet and Caroline to meet and speak to professional sale people which may help them in understanding clearer what they would want from a potential employee or from the role. 

An alternative option, especially if budgets for recruiting and salaries are lower is to offer internships or apprenticeships, this can be partially funded and supported by the government. This will allow Clean Quarter Ltd to train and shape the apprentice into what they require without bad habits from previous organisations and improve retention by allowing the employee to learn and develop with the organisation which will give the apprentice a sense of ownership of their work. (Hay, N. 2023)

Explain factors to consider when deciding on the content of copy used in the recruitment methods you have explained above. You could consider factors such as budget, balance between providing an accurate and positive image, space available, corporate image. (AC 1.4)

When at a recruitment networking event (Smith, A 2024), the organisation is on display and it is important that all material used is consistent and positive image, if the organisation is managing a stool, roller banner containing the organisation logo, a brief explanation of the organisations mission and values and what they are looking for at the event. Leaflets, with a similar layout that could contain slightly more information, which could also include a QR code to the website/job application portal. As well as some branded freebies, such as pens, to give away to potential candidates and keep the organisation fresh in their mind. All promotion material whether it is the organisation’s social media; website; job description PDF; roller banner; leaflet or giveaway pens should be consistent to better promote the organisation and provide a clear vison in people memories. Choosing the right layout, key information and buzz words to be at the forefront of the copy will create instant engagement, if the copy is too text heavy or complicate, potential candidates may disengage before stopping, finish reading or applying. Budget will also factor in when deciding on the content of copy, the organisation should analysis where it would be beneficial to spend more and less budget (Bika, N. 2023), for example, can the manage social media be manged in house or contracted out, recruitment specialist or advertising through common jobs board e.g. indeed. 

Explain two different selection methods that Jaspreet and Caroline could use for the sale assistant vacancies and why the two methods are appropriate for the role. (AC 2.1)

One selection method is to create a scoring matrix based on the job description and person specification. This can be easily created through excel, when shortlisting candidates or interviewing a scoring scales should be decide and kept consistent throughout, each bullet point of the job description and person specification or the interview questions can then be scored, either by one unbiased person or relevant panel. A total score or percentage can then be formulated, each section scores can also be broken down, to easily identify candidate’s strengths and weaknesses. The application, whether that is CV, cover letter and/or application questions or the candidate’s answers in the interview can used respectively. 
Another traditional method is to use references for the selection process, (McCartney, C 2023) the candidate is asked to provide personal and professional referees for previous relevant positions, the organisation hiring can then create a standard form to send out to all referees for completion. An interesting and modern twist on gather references is to down reference for position of management, for example the hiring organisation would ask for reference from someone the candidate has managed, this may give a different perspective of the candidate. Although, this is not relevant for the current position Clean Quarter Ltd is currently in the market for, it maybe something to think about as the organisation expands. 
 





Explain what selection records Clean Quarter Ltd should retain and why they should retain these records. (AC 2.4)

Following on from my previous suggestion of using programs such a excel to create scoring sheets, if the organisation does not use an advance HRIS, means all candidates scoring and notes from both the shortlisting process and the interview is kept on one easy to read file within a secure GDPR folder with only relevant access in line with DATA PROTECTION ACT 2018 (Ayling, L. & Suff, R. 2023). If an unsuccessful candidate claim discrimination within the process, the organisation can easily understand the previous scores and notes and use it to defend against the claims(Ayling, L. 2023). Other record that should be kept include any assessments, references and CVs, for at a year as the time limit for bringing claims can be extended. 
Successful job applicant’s details will become part of their personnel file. Waite(2021, p.131)


Write letters of appointment and non-appointment for the sales assistant role. (AC 2.5) There is no requirement to include evidence of the use of references to wider reading to achieve a high pass for AC2.5.

‘Dear Candidate’
Thank you for applying for our Sales Assistant role. Unfortunately, we won’t be progressing with your application. 
Please keep an eye on our careers page to see exciting new opportunities in the future. 
We wish you all the best in your job search and future professional endeavours’

‘Dear (Candidate)

We are pleased to offer you the position of Sales Assistant at Clean Quarter Ltd.
We were very impressed with your qualifications and experience during the interview process and we believe you will be a great fit for our organisation. 

As discussed in your interview you have a 4 week notice period in your current role, due to this we would like to propose a start date of Monday 10th June.

I look forward to receiving your acceptance of this offer via a reply to this email. 

Sincerely,
Katie HEath
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