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Task 1- Written Advice (Recruitment and Selection)
1. You feel a good starting place is to learn about the employee lifecycle. You decide to explain the stages of the employee lifecycle and how a people practitioner could contribute to each stage. (AC 1.1)
[image: ]Tulpule and Pandya (2020) explained that the employee lifecycle is a series of stages that an employee goes through and helps to visualise their engagement with their organisation. There are six stages, as shown in Figure 1: attraction, recruitment and selection, onboarding, development, retention and separation.
                                                           Figure 1 (Waite et al., 2021, p.94)

· Attraction: People are attracted to an organisation through their employer brand (Waite et al., 2021, p.95). The employer brand is influenced by culture and the organisation’s visions and values. People professionals have a role in creating and advertising an employee value proposition (EVP), which outlines the values, rewards, recognition support and company culture an employer gives employees (Verlinden, 2025).
· Recruitment and Selection: People professionals are responsible for defining the role, attracting applicants and managing applications during recruitment. They are then responsible for the selection, choosing the most suitable candidates, conducting interviews/tests, making sure they are effectively planning, following a fair process and making reasonable adjustments where necessary (Taylor, 2021)
· Onboarding: During onboarding, people professionals must make a good impression before the new employee starts, for example, communicating and answering any questions they may have. Inductions are the most vital part of onboarding; people professionals are responsible for making sure the new starter is settled into the organisation and becomes familiar with their new role and the culture (CIPD, 2025)
· Development: In this stage, people professionals must encourage development by providing training to make employees more competent in their roles. This will help increase productivity, work quality and motivation (Waite et al., 2021, p.100).
· Retention: Retaining employees is important after investing in them through the other stages. Therefore, people professionals must ensure they are satisfied. This could be through pay, benefits, opportunities or flexibility. Conducting performance appraisals or staff surveys can help to see which areas need to be improved.
· Separation: Employees may leave an organisation voluntarily (resignation or retirement) or involuntarily (redundancy, dismissal or death in service) (Waite et al., 2021, p.102). People practitioners are often responsible for exit interviews, which are important for looking into workplace culture by assessing the employee experience, which will contribute to improving retention and engagement (Muller, 2023).

2. 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 outlines key responsibilities and requirements for a specific role (BBC Bitesize, 2025). The key content in a job description includes job title, reporting lines, purpose, main duties and responsibilities. Person specification sets out the type of person they require for the role. This includes skills, qualifications or personality. Most organisations categorise these into essential, what the employee must hold, for example, a driver’s licence or a qualification and desirable, such as experience with food and beverages. Desirable criteria are not necessary for the role but would give applicants a better chance of progressing to the selection stage (LSE, 2019). Sometimes, person specification can be substituted with competence and competency frameworks, which can be described as ‘the behaviours that individuals must have, or must acquire, to perform effectively at work’ (CIPD, 2024).
Job Analysis is a process used to assess characteristics in a job, such as purpose, duties and responsibilities (Gray, 2022). To ensure an organisation obtains the best, most suitable employees, they must identify the most necessary skills and abilities that will benefit them in their role. Current job holders can be interviewed and observed if the role already exists, and questionnaires can be sent out to gather information on what individuals do in their roles and how they do it (Waite et al., 2021, p.105). Although conducting job analysis interviews and questionnaires can be time-consuming due to the importance of making sure it is consistent and standardised, it is a benefit as it helps to determine if the information on the job description and person specification aligns consistently with the role. CIPD (2024) explains that job analysis should also be informed by external factors, such as the labour market, demand from customers and technological developments.

3. Explain two different recruitment methods that Inter Luxe Hotel Group could use for the Food and Beverage Assistant vacancies and why the two methods are appropriate for the role. (AC 1.3)
One recruitment method that Inter Luxe Hotel Group could use is job boards. Job boards are online platforms where employers list job vacancies, and individuals can apply (Marinaki,2025). Job boards are beneficial as they often offer some features without charge. However, they do offer premium services that can enhance the visibility of the adverts. Many job boards, such as Indeed and CV Library, allow many different industries to advertise on their platforms (Waite et al., 2021, p.108). This method is appropriate as the position is entry-level and, therefore receive many applications as it will not require too many essential criteria. 
Another method could be through job fairs and recruitment events. Job fairs allow employers to meet candidates and answer any questions they may have about the role. It is also useful to employers to promote a positive employer brand as they are actively taking the time to talk to potential employees (Hi People, 2024). According to CIPD (2020), 25 per cent of organisations use job fairs for entry-level roles. Therefore, this method is appropriate for recruiting food and beverage assistants. 

4. 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)

During recruitment people professionals must consider many factors when deciding the content of copy used in job boards and job fairs. 
Budget is an important factor to consider for both job fairs and job boards. In job fairs, we need to consider the fees such as salaries of staff running the booth, booth rental fees, travel costs and materials to promote the business, for example, leaflets or brochures (Roberts, J., 2024). To attract candidates, the booth needs to be appealing and eye-catching; this is important because if we do not have a good turnout or attract the best candidates, the costs of the job fair outweigh the benefits. 
Job boards can be free; however, organisations can often pay a fee for greater visibility and extra benefits. For example, on Indeed, sponsoring a job can increase job applications by 60%, therefore making it more likely to find the right candidates (Indeed for Employers, 2024)
It is also important to consider the employer brand. Job fairs are a good way of promoting an employer's brand; setting up an attractive, memorable booth allows employers to make a positive impression while communicating their organisation's mission and values. CIPD (2024) reported that 81% of respondents reported taking action to improve employer brand to improve recruitment and retention. Job boards can increase employer brand by promoting the organisation's values, roles, rewards and aspirations (Jobs.ac.uk, 2025). It Is important to use the correct information in job boards, such as an accurate job description, to ensure alignment between the organisation's goals and employee expectations, fostering clarity and reducing misunderstandings (Paydata, 2022).

5. Explain two different selection methods that Inter Luxe Hotel Group could use for the Food and Beverage Assistant vacancies and why the two methods are appropriate for the role. (AC 2.1)

One selection method that Inter Luxe Hotel Group could use is interviews. Interviews can be telephone, face-to-face, video call, one-to-one or with a panel (Waite et al., 2021, p.119). Due to the nature of the role, a face-to-face interview would be the most appropriate interview method. The benefit of the face-to-face interview is that it gives the individual the opportunity to visit their potential work location, and it also helps build a rapport using facial expressions and body language. In a role where you are customer-facing, personality is important; therefore, being face-to-face allows the candidate to show their personality and the interviewer can see if they will be a good fit for the role and culture (The Job Fairs.,2025). As the role is an assistant level, a panel interview with minimal people would be necessary. The panel must make the candidate feel comfortable, so they do not get overwhelmed. A panel is helpful so that they can both take notes and reduce the likelihood of bias (Pinjani,2022)
Another method Inter Luxe Hotel Group could use is trial shifts. This is where the applicant gets to experience the role as a food and beverage assistant, reducing the risk of leaving soon after starting due to the role not being what they expected (Waite et al., 2021, p.128). It is also appropriate as you can assess the candidates in the role, which can be vital in making final decisions after the interview stage. The trial shift should be long enough to assess the candidate's abilities. However, it must be clear that the trial shift is part of the selection process to avoid breaching National Minimum/Living Wage entitlements (GOV.UK,2025). 

6. Explain what selection records Inter Luxe Hotel Group should retain and why they should retain these records. (AC 2.4). 
Inter Luxe Hotel Group must retain key documents that are compliant with the Data Protection Act 2018 (CIPD, 2020). Documents used during the interview stage, such as interview notes and selection criteria, should be kept for 6 months, even if the candidate is unsuccessful, as protection against discrimination claims (Bright HR, 2025). Job descriptions and person specifications should be retained for successful candidates as they can be used for managing performance and can be referred to in future. For example, they can be a helpful tool when you are looking at promoting an employee and assessing if they are doing jobs above their job description (Jaynes, 2017)
It could be useful for the organisation to retain information from other candidates in the future. If they feel they have strong talent and could be suitable for future roles, this could save time. However, it is important to ask for permission from candidates to keep their information as it could be a data breach.
People professionals must ensure employee data is stored securely and accurately, as breach of employee data could result in legal claims, damaging the organisation's reputation (CIPD, 2024). 

7. Write letters of appointment and non-appointment for the Food and Beverage Assistant role. (AC 2.5) 







Letter of Appointment 
Dear Candidate, 
We would like to offer you employment at Inter Luxe Hotel Group as a Food and Beverage assistant on the following terms:   
1. Your salary will be National Living Wage, payable weekly by credit transfer on a Friday.  
1. Your manager will be the Food and Beverage Manager, Joe Thomas.
1. Your employment will commence on 5th May 2025.
1. You will be entitled to 25 days holiday each full year (pro-rata).
1. You may be required to work on bank holidays, depending on contracted days. 
1. Your normal hours of work are 37.5 hours per week. You are required to work four weekdays and one Saturday or Sunday per week. You will be entitled to one weekend off every four weeks. Working hours are flexible between 9.00am and 17.30pm with up to one hour for lunch (minimum of 20 minutes). Any authorised overtime will be paid at the standard rate.   
1. On joining Inter Luxe Hotel Group you will be automatically enrolled in the NEST Pension scheme.   
You will initially be on a nine-month probationary period. During this time, the organisation will assess your performance and has the right during this period to terminate your employment with one week’s notice without following any disciplinary procedure.   
During this period, you must give one week’s notice if you wish to terminate your employment. Periods of notice thereafter will be stated in your contract. The Firm also reserves the right to extend your probationary period.  
This offer of employment is conditional on the following documentation being obtained: 
· Proof of your stated qualifications    
· Evidence of your right to work in the UK
Full details of all your terms and conditions of employment are contained in the Contract of Employment that you will receive.   
May we take this opportunity of welcoming you to the Inter Luxe Hotel Group. 
Please contact HR@InterLuxeHotelGroup.co.uk with your response to our offer. We look forward to hearing from you.
Yours sincerely,
Human Resources Team



Letter of non-appointment
Dear Candidate,
Thank you for attending an interview and a trial shift for the role of Food and Beverage Assistant. 
We really appreciate your time and effort invested in your interview and trial shift, and we would like to thank you for your interest in joining Inter Luxe Hotel Group. Unfortunately, after much deliberation, on this occasion we will not be offering you the Food and Beverage Assistant role. The position was filled by a candidate who matched more of our desirable criteria. 
We wish you all the best for your future endeavours and hope you find a position that you thrive in. If you would like any further feedback, please feel free to get in touch using HR@InterLuxeHotelGroup.co.uk.
Many thanks
Human Resources Team
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