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1. An employee is emigrating and asks you if the labour market trends of their destination country are the same as in the UK. Describe the key contemporary trends in both the UK labour market and in the labour market of any other country (of your choice).  
The decision to leave the EU in 2016 had relatively low impact on employment levels within the UK (OECD, 2016). Employment levels continued to grow until 2019, when they started to slow down. The labour market remained tight (ONS, 2019; CIPD, 2020); however, the number of vacancies were still high. The CIPD labour market report highlights the portion of organisations reporting hard-to-fill vacancies increased from 56% in the Spring 2017 report to more than three in five (61%) organisations in the Spring 2019 report (Labour Market Outlook, 2019). As a result, numerous organisations increased salaries, particularly for key staff and new starters (59% of private sector employers reported raising salaries to help offset their recruitment difficulties) (LMO Autumn, 2019). The shortage of skills and labour indicates that workforce planning within organisations should be a priority (CIPD, 2018,2020, 2021). Also, the introduction of new migration restrictions this year (UK Government, 2020), means employers will need to ensure they have made the required arrangements to guarantee they have access to the skills their organisations need (Turner, 2020; CIPD, 2018). Its essential organisations continue to invest in training and development post Brexit to alleviate the risk of future skill shortages (Labour Market Outlook 2017/18). 

The global pandemic has impacted on global labour markets (appendix 1).The UK’s employment rate during October 2019 was at its highest of over 75% and positioned towards the middle of the OECD range (13th out of 35 countries) (UK Economic outlook, 2019). As of February 2021, it was reported that there were 726,000 fewer employees employed within the UK compared with February 2020. Yet, latest reports indicate that this has increased slightly to 83,000 more people when compared with December 2020 (this is the second consecutive monthly increase). Evidence indicates 18-24-year olds seen the greatest decrease in payroll employment, since February 2020. Unemployment within the UK, estimated at 5.1%, continues to surge, (1.3 percentage points higher than a year earlier and 0.4 percentage points higher than the previous quarter). Consequently, employment rates, estimated at 75.0%, are falling (1.5 percentage points lower than a year earlier and 0.3 percentage points lower than the previous quarter) (Prospects, 2021). 
Recruitment difficulties are slightly higher in the public sector (62%) compared to the private sector (56%). Most are prevalent in healthcare (75%), which could attribute to the pandemic (Kings Fund, 2021; Collins, A 2020). However, Government restrictions and national lockdowns recently have had an impact on vacancies in some private industries, particularly the hospitality industry. An estimated 599,000 vacancies were reported within the UK in November 2020 to January 2021; this is 211,000 fewer than a year ago and 64,000 increase than the previous quarter (Search, 2021; ONS, 2021; Prospects Luminate,2021); This is evident with only 26% of job vacancies within the UK between November 2020 to January 2021.  However, reflects a development on the situation during summer 2020 when vacancies were down by nearly 60% year on year, yet the rate of improvement has slowed in the past few months) (LFS). Nevertheless, some public sector organisations remained working from home virtually. 

The redundancy rate, in the three months to December 2020, was estimated at 12.3 people per thousand employees. Redundancy intentions has fallen significantly within the private sector, over the quarter (34% since the autumn, to 20% presently) (appendix 2). This is mainly due to the implementation of the furlough scheme (CIPD, 2020/2021). In disparity, the public sector (77%), recruitment aims in the private sector (51%) continue to delay. However, hiring within both the private and public sectors looks hopeful compared with the previous quarter.  (appendix 3). 

The pandemic has an impact on hard to fill labour and skill shortages during 2020/21. Compared to the same quarter last year, an additional 57% of organisations are experiencing vacancies (a 7% decrease this time last year- 64%). 

Location-based salaries and compensation are now being questioned and re-evaluated considering the success of the massive work-from-home or anywhere-remotely trend (Kelly,2021). Haf (2021) suggests the ease of lock down resections and the rollout of the vaccine gives businesses an optimistic future outlook. His research highlights the 190% increase in job postings for remote roles since the start of the pandemic which demonstrates the successful transitions many organisations have made to working from. However, its essential technical aptitudes are accompanied by people-focused expertise, to form new hybrid skill blends. 

The future outlook on pay remains passive with average basic pay increase prospects staying at 1%. Pay expectations in the private sector has increased from 0% last quarter to 1.5%. However, there has been a decrease in the public sector from 2% to 0%, a significant reversal of recent trends (CIPD, 200/2021; ONS, 2021). 

Americas Labour market
Data reflects the impact the coronavirus (COVID-19) pandemic is having on Americas labour market (Hamermesh, 2000-2018). Wide-ranging sectors shut down as a result of the global pandemic. Broad elements of the economy stopped completely and suddenly; Travel immobilised, restaurants, gyms and hair salons closed etc). Employment dropped by more than 50% in the entertainment industry, personal and laundry services, dental offices, and clothing stores. At the same time, other sectors had to find ways to get food, medical care, household essentials, and utilities to people staying at home. According to indeed labour market review sectors within America have either gained, are rebounding have been damaged or paused as a result of the global pandemic (appendix 4) (Mitchell, 2020: OECD, 2020; AIER, 2020).
Similarly, within the UK, the coronavirus recession within America is dissimilar from other downturns, which resulted in moderately more job losses within goods-related economy areas, such as construction and mining (appendix 5).
In contrast, like the UK, service jobs have suffered the most, and much of the job loss temporary. This recession has especially hit leisure and hospitality sectors where employment is down 25%. Furthermore, those requiring face-to face interaction, such as the performing arts are down more than 40% (indeed, 2021) (appendix 6).
It’s also been identified that there are large proportion of city workers, i.e. finance / tech, who are now working from hope which has impacted on the retail and personal service sectors. A further gauge of long-term labour market damage is the job losses in industries where most employees can work from home (finance and tech) and therefore as a result are not directly affected by the pandemic. Employment was 3.5% lower in October than February (Department of Labour, USA, 2021). This is much lower than the low working from home sectors (restaurant / clothing) at 8.3% however, remote worker sectors have recovered much less. This may be linked to the cost of recruitment and the ability to retain highly skilled employees within an uncertain market force (indeed, 2021) (appendix 7).
Unemployment data indicates a higher level of unemployment compared to the UK; however, the US is a far bigger country with a larger population.  According to latest unemployment data as of February 2021, there are currently 10 million Americans unemployed (6.2%). However, both are considerably lower than April 2020 and remain well above their pre-pandemic levels in February 2020 (3.5 percent and 5.7 million, respectively) (Mitchel, 2020;, 2020).
The number of long-term unemployed (those jobless for 27 weeks or more), at 4.1 million, changed little over the month but is up by 3.0 million over the year. At the start of the pandemic employment in March and April 2020 plummeted to 14.5% from February 2020. Alike, In February 2020, these long-term unemployed accounted for 14.7% of the total unemployed. The number of persons jobless less than 5 weeks, at 2.2 million, also changed little over the month. However, fell to 6.9% in October 2020. 

In February 2020 (before the global pandemic was announced), most of the job gains occurred in leisure and hospitality, with smaller gains in temporary help services, health care and social assistance, retail trade, and manufacturing. Employment declined in state and local government education, construction, and mining. Midst the unemployed, the number of Americans on temporary layoff fell by 517,000 in February 21 to 2.2 million. Which is higher than the previous year, however, is down considerably from the recent high of 18.0 million in April 2020. The number of Americans that had permanently lost their jobs in February 21 was fundamentally unchanged at 3.5 million, however data indicates this is 2.2 million higher than the previous year. Since 2000 prime age employment (25-54) decreased to 69.7% (lower than the great recession) in April 2020 but has recently increased to 76%. This may be due to employee’s reluctance to work or search for a job due to fear of fae-to face contact or health reasons during the pandemic. Others may be reluctant to seek work if they have been laid off temporarily and are expecting to return to their job i.e. the arts industry. School closures have had an impact on parents and carers Labour market metrics indicate employment fell much more for mothers than for fathers, however, there was no gender gap evident for childless households (Department of Labour, USA, 2021; Indeed, 2021) (appendix 8).

Like the UK 2021/22 labour market outlook depends on the virus behaviour and vaccinations.  Politics and policy decisions within the new Biden administration, may also have an impact. Furthermore, the extent to which organisations embrace permanent agile / remote working within the pandemic-era will also impact the future labour market, both within the UK and America. During February 2021, the labour force participation rate remained at 61.4 %, 1.9% lower that February 2020.  However, most labour market measures are more than halfway back to pre-pandemic levels. According to the Wall street Journal forecasters, the service-led recession recovery is likely to be slower than previous goods led recessions. They anticipate the labour market won’t be as tight as pre-pandemic and unemployment is anticipated to be at 5.6% at the end of 2021 (2% points higher than its pre-pandemic level). Indicating more unemployed candidates applying for the same post. It may also mean that employers are less inclined to capitalise in training or hire from broader backgrounds. Persistent inequality gaps have broadened during the pandemic. This prediction could impact on equality of opportunity and those with less education / those with more education, racial and ethnical groups (statista research, 2021; Lee, 2021; indeed, 2021). 







2. A new HR assistant asks you to explain the following aspects of workforce planning: 
 key principles of workforce planning 
 tools used in workforce planning 
 how to develop a basic people plan, including succession planning
After organisations are aware of the labour market and sources of employees they can start to workforce plan. 
Workforce Planning (WFP) balances skills (labour supply) with demand (numbers needed). WFP permits an organisation to make better decision-making, which enables long-term organisational performance.  An organisation should examine their present workforce, establish future need, identify current and forthcoming gaps, and use tools to implement resolutions which can be achieved within an organisations business plan/objective along with long term objectives (CIPD, 2020). WFP benefits organisations in a number of ways (appendix 9). This can inform HR best practice (appendix 10a and b)
Effective Workforce planning (or human resource planning) aligns core organisational goals with the changing organisational and people strategy, which is needed to drive the strategic objectives of the organisation in a way which ensures that projects are managed effectively, and risks are mitigated (ibid: 37; Tichy et al, 1982: 47; Fombrun; Beer; Lengnick-Hall et al , 2009; Baird and Meshoulam, 1988; Wright and McMahan, 1992; Dyer and Holder, 1988; MacDuffie, 1995). Delery and Doty, 1996: 804; CIPD, 2020; Wright & Nishii, 2007) (appendix 11). 
Operational workforce planning is a tool to manage business as usual. The planning has a rapider forecast horizon, characteristically three to twelve months. The emphasis is on identifying skill gaps, numbers of people needed to meet immediate organisational needs and mechanical processes such as recruitment or training spend. Not all WFP is the same (appendix 12), in contrast a strategic (soft) WFP advises good business decisions and yields, significant data (such as hiring ease or difficulty, time to hire, attrition rate) whilst balancing skills (labour supply) against numbers needed. This may be achieved by analysing workforce trends, gap analysis between current and future trends and implementing solutions which can help identify risks, contingency actions and  ensure  an organisation can achieve its strategic plan (CIPD,2021; Parry and Tyson, 2011); thus individuals who have the essential skills are employed at the right time, cost, contract, to deliver long and short-term organisational objectives (CIPD, 2020). Within the challenging climate CIPD (2020) recommends that talent planning is a crucial element of an organisations business planning process. Industry and market intelligence and metrics can provide intelligence which may help organisations focus on challenging issues and support longer term business objectives and goals (appendix 13). According to the Kings Fund (2015) talent management aims to create a high-performance sustainable organisation that meets strategic, organisational goals and objectives. This is achieved through a set of Integrated workforce processes are designed to attract, develop, motivate, and retain productive, engaged employees.
According to Taylor and Woodhams (2016) there are four stages an organisation should follow when developing a people plan in talent planning, as it can vary in terms of scope (size of department, number of sites, scalability – national or international) and timeframe (immediate or over a 10 year timeframe, such as the NHS Workforce plan) (Taylor & Woodhams, 2016) (appendix 14). 
· Further skill demand forecasting 
· Skill forecasting within an organisation 
· Gap analysis of future skill supply and demand 
· Plan to fill gaps 
Workforce Planners or HR use techniques to establish future demand requirements; systematic requirements look at historic trends to predict future demand / need and work back from the outputs desired. Managerial judgement is essential and an vital part of WFP people management; applying their knowledge and experience of an organisation / industry and environment (mainly external) working back from costs (Taylor and Wilkinson, 2017)  and analyses future budget against how many staff can be afforded. These activities allow WFP or HR to determine the job roles needed and the number of skills sets that need to be commissioned in particular roles. Effective communication between the organisation, HR teams and stakeholders is essential within the planning process.  Bersin (by Deloitte- appendix 15) suggest, 90% of organisations conduct some level of workforce planning, however only 15% take a strategic approach to addressing the talent demand, talent supply, and the phases required to close the gap between the two (Fombrun et al, 1984: 26). Bersin debates, only 20% of the workforce planning produce useful results for business leaders while forecasting revenue and operating budgets. Nevertheless, CIPD (2020) suggest there are serious organisational risk and implications if WFP is not undertaken, and organisations should be adding greater urgency to undertaking WFP practices, that identify skills and knowledge e.g. Automation skill gaps (Ryanair; Skills for Health). 
Forecasting demand is the first stage of the process. Employers need to establish what skills will be required in the future, what tasks will need doing and can these be divided into individual jobs, do they require full or part time positions whilst considering headcount. 
Systematic techniques will establish past trends and predict future skill needs. It is advised an organisation should word back from their desired needs (Taylor, 2018). Managers are encouraged to use their judgement in line with the knowledge and experience of senior employees within the organisation, the sector i.e. private / public along with external environments (a PESTLE analysis (CIPD, 2020) could be undertaken to assess factors, such as Brexit). It’s advisable an organisation works back from future costs i.e. begin with future budget and determine how many employees can be afforded. 
Forecast supply
Organisations need to establish the composition of the current workforce (Taylor & Woodhams, 2017) and the number of employees who are likely to remain within the organisation at that point in time. Organisations need to establish a head count of employees, the total wage and length of service (inc. age, grade, and length of service) whilst also considering the impact this has on delivery of service. Also need to assess employed skills within the organisation by consulting personal specification for current job roles).
Employee turnover (Kings Fund, 2021) should also be considered when assessing the number of employees that are likely to be employed in the future i.e. consider retirement age and general trends i.e. millennials. Also consider promotions and retention figures (leaveboard, 2021; Roder, 2019). After establishing current composition factors, organisations must assess the skills within the organisation, which can be achieved through consultation of personal specifications internal training records and appraisal information. An organisation should then look at employee turnover trends i.e. retirement data to establish how many employees are likely to still be employed in the future. Sophisticated analysis of lateral movers and promotions will allow organisations to consider job roles that employees will be working in, in the future. 

Gaps 
[bookmark: _Hlk66895948]An organisation should determine future skills and job roles which are planned in contrast with present job roles and skills. This can be achieved through a competency framework inclusive of common organisational roles i.e. a list of competencies and skills required for the role. An organisation can then conduct a skills audit to determine and regulate the extent of the disparity between the two scenarios (scenario plan). It is best practice for an organisation to analyse the results to identify the current overall organisational skills available and the amount to which these ties in with the future organisational skills base need.
Succession planning 
According to CIPD (2020) succession planning is the process of identifying critical posts and developing potential identified current members of the workforce (future leaders and senior managers, as well as individuals) to fill future positions (appendix 16-). Succession planning denotes a collection of activities which aim to ensure an organisation has adequate employee numbers with the skills, knowledge, and personal attributes (Hirsh, 2020; CIPD 2020, Croner, 2021; SHRM, 2021) (appendix 17). The purpose is to be able to fill business crucial roles efficiently and develop managerial capacity through a systematic evaluation and training process, from a pool of talent (contemporary rather than traditional approach) (Day, 2004), if a vacancy at a higher level becomes available. Succession planning schemes can focus on individual senior or key positions or take a more general approach by targeting a ‘pool’ of positions for which similar skills are needed or essential within emergencies such as the pandemic. It was wise for organisations such as the NHS to expand the pool of successors needed to ensure technical role, which potentially leave them vulnerable if not filed quickly.  It was also essential they identified successors external to the organisation to ensure continuity if needed (Kings Fund, 2021; Groysberg et al, 2009).
It is vital that consideration is given during regular performance appraisal conversation of the employee’s aspirations, and whether or not any development can take place to support succession and career planning (HEIW, 2018; CIPD Good Work Index, 2020). (Succession planning programmes typically include practical, tailored work experience relevant for future roles (HEIW, 2018; Taylor, 2018), formal training programmes and on the job training, coaching, and mentoring, acting up, experiencing different areas within and organisation and lateral moves. Fair access and transparency are important as all opportunities will help an employee flourish and gain appropriate experience to move to the next level. However, in contrast, it could be debated that new employees external to the organisation may bring innovation and different perspectives into the organisation. CIPD (2012a) advocate organisations should aim for an 80:20 split of internal and external employees. However, suggest that organisations should avoid appointing external employees at board level due to lack of corporate culture knowledge. 



3. Your Director asks for your thoughts on how the organisation can attract the talented people it requires and ensure that these people stay with the organisation. Explain different approaches an organisation can take to both attracting and retaining talent, and the strengths and weaknesses of each approach. 
The current job market is extremely competitive (Kelly, 2021; Richmond, 2020; Miller Cole, 2018). However, according to Keller & Meaney (2017) almost one-third of senior leaders cite finding talent as their most significant managerial challenge (appendix 18). 
There are a number of approaches an organisation can take to present and position itself within the labour market (appendix 19). According to both Taylor (2011) and Higgs (2004) approaches can differ on two factors;  Organisational culture attracts talent and displays the degree employees are respected and ethically treated within an organisation (SHRM, 2021; SHRM Effective Practice Guidelines Series, 2021); Reward; the quantity of money an organisation is prepared to pay an employee. Employers of cash are sometimes treated dictatorially, with excessive hours but reimburses with good pay (Trebilcock, 2021). In contrast, employers of values are dedicated to treating employees well and offer security and impartial treatment, which is usually associated with the voluntary and public sectors. In disparity employer of churn are inclined to both pay unwell and treat employees unreceptively resulting in high turnover and dis-engaged employees. These are often targeted at low skilled workers, those working from overseas or students looking for temporary work. It could be suggested this environment is only possibly workable within a loose labour market when employees can be replaced. 
However, an employer who sustains a positive position within the labour market over a lengthy period of time can judiciously claim they have achieved employer of choice status. An employer of choice has low attrition (Jackson, 2019; McCartney, 2018) and has the ability to attract and retain the best candidates, i.e. university student (who compete for graduate training programmes). They usually have a desirable company culture, bottom-up leadership style, high trust/  employee engagement / empowerment, learning and development opportunities and employee recognition schemes (The Times, 2021; Glassdoor, 2020; Shah, 2020; Carpenter, 2020; Sunday Times top 100 employers, 2020; Robinson, 2018). This can be evident within an employee of choices high engagement index score, which highlights responses to questions exploring features of their employment that may impact on their engagement i.e. development opportunities purpose, team relationships, inclusion and fair treatment, relationship with manager etc (CIPD, 2018; Kings Fund, 2015,2017 ). Through a talent management perspective, these organisations tend to attract a vast number of outstanding applicants wherever they advertise (Taylor, 2018).  Taylor (2018) suggests providing an organisation recruitment selection processes are effective, and managers continue to engage effectively and listen to employees etc, an employer of choice ensures the presence of an highly talented and motivated workforce who perform well and are retained (Google, 2020) (appendix 20)
Organisations are competing for talent in a tight economy, where attracting and retaining talented employees is becoming increasingly challenging, therefore employee retention is a critical issue. An organisation can increase competitive advantage and maximise employee retention by focusing on delivering  a modern benefits package (CIPD, 2018), such as flexible/agile working and options of a career break or sabbatical leave which is an extremely valued component and increasingly popular, particularly amid Generation Y. Wills Towers Watson (??)conducted a study to identify best practice from organisations across the Benelux region and found one out of three organisations has a formal policy on sabbatical leave in place.
More organisations are focusing on improving and promoting employee benefits to attract and retain talent (HEIW, 2018). During the pandemic health and well-being has become increasingly important to employees. A consequence more organisations have  a workplace approach, including health benefits and EAP services, resulting in the right conditions for all employees of an organisation, increased productivity, commitment to their organisation’s goals and values, motivated to contribute to organisational success, with an enhanced sense of their own well-being, and the well-being of others.
This could also be achieved by observing outside the organisation to establish what competitors are implementing and look inside the organisation to establish why people are leaving (SHRM, 2021; Robinson,2018) (appendix 21). Marketing insights have a big impact on retaining talent compared to competitor organisations, their performance, culture, reward, benefits and learning offering have on retaining talent (CIPD, 2018).
Depending on the role, employee turnover can cost an organisation approximately 2.5 times an employer’s salary (Merhar, 2020; Dwomoh et al, 2013). Additionally, soft costs such as lowered productivity, cultural impact, decreased engagement are evident. Not all turnover is negative, functional turnover removes poor performers, savings on wages and facilitates the progression of other employees and new blood (Newton, 2019). However, dysfunctional turnover can be expensive, negative, and has direct and indirect costs associated (appendix 22). Organisations can use a variety of quantitative methods to determine their turnover (appendix 23). Organisations should follow this up with internal and external benchmarking to put data into context (Personnel Today, 2020; Hollinger, 2015; HRM Practice, 2021; Lerner,2017; Human Resource Today, 2019). Staff satisfaction surveys highlight employee satisfaction and dissatisfaction and are a pro-active tool to gauge turnover and can help organisations target retention initiatives, rather that those who have decided to leave the organisation. Organisations can also analyse surveys of ex-employees, stayers (to establish what keeps them engaged) and previous job surveys, to establish why employees left their las job (which will provide an organisation with key information that operate within key labour markets) (Insight Link, 2020; Sullivan, 2020; Groysberg & Spain, 2016). However, it could be debated that too much time passes from survey to results and some employees feel they create an expectation of change, however see no perceived value in them, as they have no expectation that taking part will improve conditions. Surveys also tend to measure satisfaction, not happiness and therefore do not highlight problem areas (Alexander, 2014). 

Once an organisation has established their turnover levels, they are in the position to establish their recruitment strategy to meet the expectations of employees without losing sight of the organisations objectives to ensure maximum return on investment (Talentlyft, 2021; HRZone, 2021; Florentine, 2019 Half, 2020). Senior managers need to, demonstrate their support and recognise push and pull factors within the competitive labour market, identify appropriate initiatives, gain commitment from all managers, and appreciate no two employees will be the same (Moore, 2016; Florentine, 2019) (appendix 24). The strategy must align with all retention activities and strategy, HR strategy and organisational strategy.

It could therefore be debated employer of choice is not enough to attract talent, as all may offer recruits the same employer value proposition as their rivals. A bespoke approach would make an organisation unique (Ladjemi, 2014). This could be achieved with highly sophisticated employer branding and by subdividing the labour market the way marketing professionals subdivide target markets for products and services. It is essential recruitment messages are written prudently to appeal to the right callabra / audience at the right time (Appendix 25). 

Employer branding is the highest recruitment trends of 2020 and is extremely important to both attract and retain employers (Walker, 2017) and is reflected within the percentage of new recruits joining organisation as a result of targeted role advertisements. In order to be effective, it should be aligned to values, strategy and policies and demonstrate horizontal and vertical integration (Appendix 26). The Wonderful Workplaces (2019) Employer Branding Insight report revealed that 94% of employees would consider an employer’s brand when applying for jobs, yet nearly half (46%) felt their most recent employer did not effectively communicate their brand. A LinkedIn study established more than 75% of job seekers research a company’s reputation and employer brand before applying (BMS Performance, 2021; Potentialpark, 2021; Post Beyond, 2021). Its therefore essential organisations market themselves consistently and truthfully as a dishonest brand message and bad reputation will discourage new recruits and obscure existing employees, thus over time the organisational reputation will diminish, and they will struggle to retain employees. 
Discontented employees who criticize their employer impinge the employer brand of the organisation and make it more difficult to recruit positions (CIPD, 2020). Team members who are negative block creativity and reduce moral which can also have an impact on performance and the organisational brand. The effects of a negative attitude in the workplace can also have detrimental effects on employee Health and wellbeing. Its essential organisations establish the perceptions of existing employers experience to ensure the brand reflects reality. It’s essential to establish what they key aspects of employee experience are perceived to be, as they need to be both positive and unique in contrast to other employees. This will help retain existing employees and attract new talent. Consulting with existing employees from the beginning is important when creating an employer brand. Lievens et al (2007) suggests five options that organisations can align themselves to when deciding how to present themselves to potential employees (Appendix 27). 
Haf (2021) research furthermore highlights, 89% of UK employers accept that hybrid working is imminent, considering the ongoing versatility of much of the labour market over the longer term. This will benefit employees from a wider talent pool, while employees will preserve flexibility and an improved work-life balance. However, Kelliher & Anderson (2010) report evidence of work intensification being experienced by those who work reduced hours and those who work remotely. Therefore, employees respond to work-life-balance by entering additional effort to return benefits to the employer. They reported that those employees who work flexibly, record higher levels of job satisfaction and organisational commitment (French, 2016).  They conclude that employees adopt the social exchange theory to respond to the ability to work flexibly by exerting additional effort, to return benefit to the employer. However, research indicates employees don’t always respond negatively to intensification, especially whereas a consequence they believe they will gain some benefits (psychological theory) (ibid p99). 
Building on an employee offer through non-financial benefits and enhancing an organisational brand along with more inclusive recruitment will address hiring difficulties in the short term and make an organisation more attractive as an employer in the future (CIPD, 2018). 




4. In preparation for input at a managers meeting*, summarise the following:  key aspects of good practice in relation to developing job descriptions, person specifications and competency frameworks  different methods of recruitment and selection, and the strengths and weaknesses of each  good practice in relation to dismissal, redundancy and retirement.
According to CIPD (2020) the pandemic has had an impact on organisational recruitment, and there is a need for them to take a strategic approach to recruitment, selection and talent management. However, operative resourcing is not about filling a vacancy instantly. Employers need to ensure that the right people with the right skills are recruited for roles within their organisation (Watt, 2021; NHS England, 2013; Skills for Care, 2021; ACAS, 2021;), whilst ensuring the workforce has the appropriate knowledge and skills for current and future organisational needs and establish the long term success of an organisation (CIPD, 2020). When posts become available, Taylor suggests using the best practice recruitment and selection Traditional Approach model to systematically analyse a  job, including; the duties that make up the vacant job, collates objective information on characteristics, helps fair selection, establishes how it fits into organisational structure and use workforce planning data to understand what skills are needed for organisational performance (MS Solicitors, 2021).  Job descriptions and person specifications are derived from the job analysis and form main tools for hiring (Taylor, 2017; CIPD, 2020) (appendix 28)

Job Descriptions 
Within recruitment and selection, the job description (JD)  is an important organisational marketing tool which focuses on the nature of the role and should therefore be presented in a positive way which reflects the organisational brand; excellent learning and development opportunities and a pro-active employer (Business Balls, 2017; Astron Solution, 2015; Wright State University,2021; Johnson, 2020). 

JDs are a written narrative that details the role of the job along with areas of responsibility of the position, performance criteria and a statement which details reporting lines. Job titles should avoid bias to a particular characteristic as defined by the Equality Act 2010 (Equality and Human Rights Commission, 2014; CHANGE, 2021; CIPD, 2021; UK Government, 2010). Consideration should be given to flexible working in accordance with Equality legislation (Unison, 2017; Equality and Human Rights Commission, 2009; Citizens Advice,2021). Working hours or patterns that are not necessary should not be stated (Daniels, 2019; CIPD, 2021). According to IRS (2003, p43) 75% of employees include copies of JDs in application packs and 82% use them whilst formatting job advertisements. The analysis of a JD considers knowledge, skills, and ability an employee needs to perform a job. 
Its important best practice is adopted when writing a JD (Mckinley,2021; Glassdoor, 2021; Pote,2016). A well written JD is essential as it ensures solid organisational expectations are established and met. It also establishes a solid set of expectations for employers to communicate to their employees. An awareness of expectations for employees also helps employers evaluate performance (LBMC, 2019; Wilki Job, 2021). A well written JD is essential as it ensures organisations are recruiting the best candidates. They also ensure organisational expectations are established and met; They support greater employee accountability, promote greater productivity, mitigate risk, and limit liability. However, there are many limitations. JDs can sometimes be inflexible and sometimes individuals cannot demonstrate their full capability to undertake other tasks due to the limits within a JD. This can lead to employee frustration and the organisation does not benefit from the talents of the employee. JDs can also become outdated quickly, as they are time bound. They are formulated and analysed considering current organisational need at a particular point in time, however advances in technology, skills and knowledge requirements mean that organisations constantly need to keep these updated, which involves costs (Parikh, 2019).    
The psychological contract is also applicable to retention and turnover, as its essential an employer does not breach their side of the psychological contract, which can result in distrust and low productivity (CIPD, 2021; Business Balls, 2010; HR Zone, 2021; Stevenson, 2018). Deceptive messages within a recruitment process can lead to unrealistic expectations and candidates accepting jobs which are unsuitable. Its therefore essential JDs are accurate, and expectations are discussed within the interview.  It’s also, best practice to offer a job preview and permit a team member to be involved within the recruitment process (Wilkinson & Taylor, 2017). 
Personal Specifications
In contrast, a personal specification focuses on the necessary human elements and attributes required for a potential employee to perform the specified role (appendix 29). 72% of employees make the use of personal specifications (IRS, 2003). Personal specifications detail the skills required (these are classified as essential or desirable within the  role), such as an ability to use a specific toolkit, IT competence, experience of working in a similar role/industry, qualifications, minimum standards of education requirements, professional qualifications (SOAS, 2021). They can help organisations; select the most appropriate individual for the job; help screening of applications and save time when there are numerous applications by selecting those who are closest to the job specification; The interviewing process is more refined and streamlined; Helps organisations through performance appraisal and promotions. However, it can only give a framework of emotional characteristics and personality behaviours and cannot specify the experience or forecast complex issues (Reed Global, 2021; HEE, 2021). 

Competency Framework Good Practice
According to Rees and French (2016) traditional models of recruitment try to match the ideal characteristics of a job to a role. This selects potential individuals who match a wide-ranging job description and personal specification, which may detail potential candidates to have a wide range of knowledge, skills, and personal qualities. However, it could be suggested that this method may create difficulties in application judgement if characteristics are suited to current rather than changing circumstances. Furthermore, difficulties may be created if an individual’s personality is characteristically subjective and open to error. 
In contrast, a competency model identifies abilities needed to undertake a role rather than focus on characteristics (assertiveness / politeness). CIPD (2020) define competency as behaviour that employees must have or must acquire to apply to a situation in order to achieve high levels of performance. In contrast, competence relates to a minimum standard or is demonstrated by performance or outputs. Torrington et al (2014) suggests that competencies can be used in an integrated way so that following selection competency can be linked with employee development, performance and management including appraisal and also reward activities. However, he debates it is important to establish the necessary attributes to undertake a role or what attributes are shared by employees who have previously applied best practice within their role. Both CIPD and Torrington agree that a competency-based approach can present barriers within organisational equality and diversity objectives. They conclude innovation and creativity are essential and diverse characteristics could benefit organisations. Establishing which competencies are necessary for success within an organisation can plan adequately for succession, help safeguard that individuals demonstrate sufficient expertise, assist change management processes to work more efficiently (Mindtools, 2021; SHL, 2021; Strebler ,1997; Deloitte, 2015).
Competency based recruitment has become increasingly prevalent within graduate recruitment, to identify talent.   Farnham and Stevens (2000) found managers in the public sector view traditional JDs and Personal Specification dated, ridged and infrequently a true reflection of job requirements. CIPD resource and Talent Planning surveys (2008-2015) established that next to interviews based on contents of a CV/application form, nearly 80% of organisations now use competency-based interviews. Suggesting that competency-based interviews were a popular method of selecting applicants within recruitment and development. 
It could therefore be suggested that competency-based recruitment may be a more meaningful way of attracting talent and underpinning recruitment and selection within the current fast pace climate, which could ultimately contribute to securing high performance teams. 
Method of Recruitment 
There are a number of factors that affect recruitment (appendix 30). Employee referral schemes (appendix 31) offer existing employees the opportunity to assist within the recruitment of friends or contacts (CIPD, 2020, 2021). However, employees should balance other attraction retention techniques and should not depend on this scheme to the detriment of attracting a diverse workforce. 

Internal recruitment occurs when an organisation fills a vacancy from within its existing workforce (promotion or lateral move) and thus always have a talent pool to fill gaps. In contrast, external recruitment looks to fill a vacancy, with a suitable candidate from outside the organisation, resulting in a diverse workforce (appendix 32). This can sometimes be outsourced to recruitment agencies or consultants (CIPD, 2020; Cappelli, 2019).  An organisation should identify best practice and identify the most appropriate advertising method for the role and organisation (Bright HR, 2020) (appendix 33).
Social media helps organisations recruit potential candidates, either by relying on individual social networks or actively searching via publicly available information on social networks (HRZone, 2021). Social recruiting offers organisations opportunities to proactively search a wider audience for possible candidates, build a relationship with them and inspire them to apply for vacancies (Smart Recruiters, 2021; Talentlyft, 2021; CapePLC, 2021) (appendix 34). The tools offer help to organisations to engage, nurture, find and attract talented candidates into applicants. Social recruiting has become one of the top 2020 recruitment trends, due to all the possibilities it offers (Zojceska, 2018; Suff, 2013; CIPD, 2015). Using an organisation website to advertise jobs also increases applicant’s knowledge about the organisation and how it works. This is valued by perspective employees as it facilitates organisational branding (Businessballs, 2020, Strategy Marketing Agency. 2021). Social recruitment software can be used both internally and externally. Recruitment automation tools streamline the hiring process so that its faster and more efficient. 80% of UK employers use job boards to assist with their vacancies (Rees & French, 2016); Monster and Reed being the most common with employees (Suff, 2013b). Nevertheless, there are a number of advantages and disadvantages (Fletcher, 2020). Although recruitment and selection virtually have increased speed and efficiency along with reduction in cost and administration burden (Whiteford. 2003), this needs to be balanced with loss of personal communication (Johnson & Gueutal, 2004). It should also be noted that inclusivity (i.e. digital accessibility) should be considered and not everyone has access to the internet, thus there is still an need for conventional job advertising (IDS, 2006; Ability Net, 2020). Organisations need to evaluate and monitor their use of technology within recruitment and selection (YOH, 2019; Crail, 2007) (appendix 35). Employers can also use social media as a communication channel to support employees, nevertheless must consider the importance of data security, information management and safeguard, and be aware of inappropriate use of social media and the effect this can have on employee brand (CIPD, 2014, 2020;). 
Method of Selection 
In order to drive an organisation forward within the labour market and see a ROI, its crucial organisations follow best practice with effective selection to recruit people with the right skills and experience first time (Appendix 36) (Skills for Care, 2021; CIPD, 2020, 2021). According to the future of recruiting (2019) LinkedIn report, 57% of recruiting professionals use soft skills assessments, and 60% think these assessments will make a great impact in the next five years (LinkedIn, 2019).

Employers should ensure the selection methods are reliable, valid, consistent and measure what they set out to measure (Watt, 2021; Pulakos, 2005). There is no one-size-fits-all solution to selection and employers should choose the blend of selection tools most appropriate for the role and organisation. 

Diversity and inclusion (CIPD, 2020; CIPD, 2015, 2018, 2021) should be considered throughout the process. Under the Equality Act 2010, every employer is lawfully responsible for ensuring that no unlawful discrimination happens within the recruitment and selection process on the grounds of protected characteristics. Its important organisations are aware that reasonable adjustments may need to be adapted within the recruitment process, for candidates. Such as those with physical difficulties (CIPD, 2018; ACAS, 2020; Tricres, 2020)

Practices and tools should be frequently revisited to safeguard applicants and ensure they are both inclusive and hidden bias is eliminated.  It’s also best practice to ensure everyone involved within shortlisting and interviewing are aware of relevant legislation and the need to mitigate discrimination.  

Its important organisations are aware of the strengths and weaknesses of recruitment and selection methods to establish the most appropriate method for their organisation. A recruitment and selection policy will ensure transparency within the process, consistency, organisational credibility and helps write appropriate JDs (Yoh, 2018). 

Application procedure 

Applying for a job is a process (Glassdoor, 2021). However, different jobs will have bespoke application procedures. Most will require submission of a CV or application form to register an interest. Organisations will follow their procedures for shortlisting applicants for an interview. 

A variety of interview options are available depending on the type of role being advertised; Telephone Interviews; Face to face, one-to-one, interviews; panel interviews; group interviews; competency-based interviewing. (appendix 37). 

Personality Test 
CIPD (2015) Resource and Talen Management Survey recorded 50% of the UK labour market use forms of aptitude testing when selecting potential employees. The tests aim to test ability and measures may include IQ, literacy / numerous and skills specific to the role. The purpose is to measure the performers against the poorest within shortlisting (appendix 38). The technique is not used exclusively, it provides additional evidence for deliberation, combined with other recruitment techniques.  The test is cost effective, standardised and may be an appropriate method within graduated schemes, where there are a high number of applicants to short list (Harver, 2021; Myers-Briggs, 2021). However, there is a risk of applicant task anxiety, incomplete assessments and the test does not demonstrate consideration for soft skills such as communication, emotional intelligence (Brooks, 2019; MindTools, 2021; Oxford Review, 2021), and diplomacy, which are essential within management roles (CFI, 2021). In contrast, personality tests are a popular technique when appointing management and trainee roles, where softer skills are tested. According to CIPD (2015) Resource and Talent Management Survey recorded 36% usage within UK organisations. Dissimilar to ability tests, there’s not a correct answer to questions within the selection process. An applicant’s personality, when answering questions, is matched to the nature of the specific post. 
Assessment Centres
Organisations use assessment centres to examine and evaluate an applicant’s aptitude, performance, and suitability for a specific type of role i.e. management (Sharma, 2017). Candidates are usually asked to respond to a scenario-based question, and assessors can observe the applicant’s behaviour first-hand i.e. how an applicant would behave within a team, and how they would apply their skills and knowledge during a variety of activities. It could be suggested candidates can improve their performance and demonstrate their strengths and remove their weaknesses. This method benefits assessors as it’s an effective way of measuring a candidate’s suitability for the position, when cross-referenced with other information sources (Taylor & Wilkinson, 2017). However, as this technique is timely and costly, its only practicable when there are moderately vast number of candidates. There is also a risk an assessor may be biased, and candidates may not receive good feedback. 
Irrespective of selections methods used by an organisation, once the suitable candidate has been identified the organisation will seek further appropriate checks i.e. references, DBS etc. It is common practice for organisations to seek two references for either both from previous employers or one professional and one personnel. However, recently employers have become more reluctant to include personal information and therefore tend to only outline dates of employment, job title and reason for leaving (i.e. voluntary or involuntary). 
Dismissal 
Dismissal refers to involuntary employee turnover (along with redundancy) (Mayhew, 2019; Heathfield, 2021; Bryan, 2018). Claims such as wrongful dismissal do not have to start in an employment tribunal. They can be brought to a County Court, High Court as well as Tribunal, however, wrongful dismissal cases of more than £25,000 cannot be brough to a tribunal (Daniels, 2019). 
Dismissal relating to pregnancy is automatically unfair (Daniels, 2019). Dismissal due to transfer of undertakings would also be classed as automatically unfair. To take up a claim of unfair dismissal there’s a requirement that an employee must have qualifying service of one (2 years if employment commenced on after 6 April 2012). 
Section 94 of the Employment Rights Act, states that an employee has the right not to be unfairly dismissed by their employer. There are exceptions; an employee must have worked for their employer for a minimum period of 2 years (as of 6th April 2012) before qualifying for the right to claim unfair dismissal at a tribunal. Some groups of employees are protected by discrimination laws thus protecting them from unlawful dismissal, even when the law of unfair dismissal does not e.g. dismissal on the grounds of gender, race or sexuality is unlawful. In contrast potentially fair reasons for dismissal include, capability, qualifications, conduct etc. An employer’s actions must demonstrate reasonableness has been established in case law thus, an employer must follow correct procedures (Taylor & Wilkinson, 2019; Daniels, 2019; ACAS.org).  
During recruitment an employer should make sure an employee understands the job requirements, determining training needs and act on them. An employer should inform an employee of the consequences of failing to meet the required standards. If an employee does not meet the required standards an employer would be expected to try to assist the employee through further training and education before taking disciplinary action. If capability relates to ill health an employer must have due regard for the Equality Act 2010 (UK Government, 2020). An employer should take responsible steps in understanding the issue and investigate potential solutions. If capability remains an issue but the employer has taken reasonable steps to help the employee improve the standard of performance, dismissal can be potentially fair.
Misconduct (time-keeping etc) should be dealt with through disciplinary warnings. The ACAS Code of Practice suggest the following levels of procedure: Formal written warning, which remains on an employee’s record for 6 months; Final written warning, which remains on an employee’s record for 12 months; Dismissal, an employer must demonstrate they have fully investigated the situation meticulously, fairly and acted with a range of reasonable responses in reaching the decision (British Home Stores v Burchell (1980) IRLR 379; Daniels, 2019).
Gross misconduct (fighting / use of illegal substances etc) can result in dismissal without notice. However, lawful procedures should be followed. A full investigation should take place, a hearing should be convened (an employee has the right to be accompanied by a fellow worker or trade union representative (if the hearing falls within certain criteria) along with a legal right to appeal. If the hearing is informal there is no statutory right to be accompanied (Taylor & Woodhams, 2016; Daniels, 2019). 

Redundancy
The definition of redundancy is set out within Section 139 (1) of the Employment Rights Act (1996). Redundancy occurs when, there has been or will be a closure of a business / workplace or employers reduce their headcount for economic reasons and employers can no longer afford to continue their employment (involuntary turnover). Therefore, employees are dismissed with compensation. Its best practice for an organisation to identify a pool of at-risk employees and a consultation should take place with those who are at risk. Employees should be notified of the proposed method of selection and ways of minimising the number of redundancies. Individual consultation is imperative (CIPD, 2019; Daniels, 2019 ACAS, 2021). 
Trade Unions and Labour Relations Consultation Act 1992, Section188 (4) states that an employer must write to an employee at the start of a consultation to inform of the reason, numbers and type of job for redundancy along with the total  number of employees that will be affected. Employers should also detail the proposed method of selection and the procedure that will be followed in dealing with redundancies, along with the method of calculating redundancy payment. The act also specifies that employers should spend a minimum of 45 days in consultation if potential redundancies affect more than 100 employees. More than 20 employees but fewer than 100 a consultation must take place over at least 30 days. Legislation does not cover fewer than 20 employees, however case law demonstrates that an employer should consult with potentially affected employees and the consultation must take place within a reasonable timeframe. 
An organisation should ensure that redundancy selection is fair, objective, reasonable and justifiable. Employers could be selected based on a last in, first out basis or at-risk staff could be asked to apply competitively for jobs within a new structure. 
Organisations should consider the minimum levels of compensation set out in employment statute which is based on age, length of service, notice to pay and current salary. 
Section 98 of the Employment Rights At 1996 details five potentially fair reasons for dismissal, redundancy is one of them. 
Retirement
According to ACAS (2021) there is no legal set retirement age (this ended in 2011). An employee does not need to retire when they reach their state pension age and therefore has the right to decide the age they would like to retire. However, an employer is legally entitled to set a retirement age for certain job if it can meet certain legal criteria (organisations business or societal need) (appendix 39). Nevertheless, this can be difficult to prove and very few organisations implement it. The retirement age is what the law calls 'a proportionate means of achieving a legitimate aim' (ACAS, 2019). 
 An employer must not instigate a conversation about when an employee might retire, nor ask questions such as when, nor put pressure on an employee to retire. However, if an employee approaches the subject without being prompted an employer or manager can initiate a discussion with an employee. An employer must not treat an employee adversely because they are thinking about retirement or could already take their work pension or state pension. Nor should they suggest an employee should retire before or during a dismissal process. It is unlawful for an employer to make changes to an employee’s contract once they take any pension (HR Inform, 2021; Businessballs, 2021; Oxford Brooks, 2011; Wilkinson & Taylor, 2016; Rees & French, 2016; CIPD, 2012; Equality and Human Rights, 2021; TUC, 2020). 
In the instance an employee becomes unable to meet the needs of their job role, which are linked to age factors any exits should be managed through an organisation’s capability or performance procedure. However, its good practice for an organisation to engage with employees and discuss their short, medium, and long-term plans during an appraisal, when managing retirement within the organisation. An employee should be offered a range of options when they are considering retirement, such as reducing hours to a part time post, stepping down to a role with slightly less responsibility, retiring from permanent employment but remaining  on an organisations payroll as a consultant (Age UK, 2021; CROW, CIPD, 2011). It is also important employers recognises an employee’s wealth of knowledge and experience and put WFP tools/mechanisms in place with new talent (i.e. training), to ensure this knowledge is passed on to other employees before gaps become evident. 
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Appendix 1 – UK Recruitment and Redundancy Outlook
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Appendix 3
	Public
	Private 
	Voluntary

	Healthcare (80%), public administration and defence (78%) and ICT (67%)
	Hiring intentions remain subdued in the hospitality (36%), construction (44%), administration and support service activities (45%), and manufacturing (49%) sectors.
	Almost two-thirds of voluntary sector respondents (63%) are planning to recruit, which is consistent with the last quarter (64%).
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Appendix 9 CIPD (2020) Workforce Planning
	Workforce Planning can offer market and industry intelligence and help organisations to focus on: 


	Reducing labour costs in favour of workforce deployment and flexibility 

	Responding to the needs of their customer base 

	Identifying skills gaps and areas of succession risk 

	Relevant strategies for talent management and people development 

	Targeting specific and identified inefficiencies 

	Employee retention initiatives.

	improving the quality of outputs 

	Improve organisational retention, employee productivity, output, and work-life balance

	Recruitment and training responses to changes in the education system

	Organisations can identify appropriate strategies for focused people development

	Make recommendations to deliver strategic value (ROI) through talent



Appendix 10a – Taylor & Woodham (2016)
	This can inform HR best practice:

	Retention planning initiatives, such as learning and development, flexible working and well-being.
 

	Recruitment and selection processes, along with job design


	Talent and succession planning


	Organisational design and development


	Reward and recognition 




Appendix 10b continued - Stages of Workforce Planning
3. Determine future workforce Need:

Identify future capabilities and skills and forecast the timeframe needed. Undertake scenario planning to establish how different situations may impact the workforce and requirements. This will help facilitate and formulate contingency / adaptive organisational plan to achieve aspirational future business case goals.  

6. Monitor, evaluate action plans and solutions:
Organisations should formulate, develop, and agree actions with suitable support and information manager can use detailing regular updates of outcomes. Evaluation processes should be clearly embedded into all stages of the process.  


4. Identify gaps in workforce skills and knowledge:
Look a factors such as the gig economy and the future impact; future roles will require better digital and technological awareness. 

5. Develop an action plan that has functional, numerical, and adaptable flexibility:
A flexible / agile workforce can aid a proactive change- ready organisation to adapt to change when required.

2. Analysing the workforce
Analysing the workforce: undertake a workforce analysis and identify talent profile, skills, and knowledge along with attrition rates. Also engage with employees and gather information on employee views such as a staff survey, satisfaction surveys, Health needs assessments. This will produce information regarding how employees feel about job security, health and wellbeing, organisational culture, satisfaction, and intention to leave. Assess how work is resourced, demographics differences such as age, geographical location etc and contractual arrangement / differences and impacts this may have on the workforce. 

1. Understand the organisation and the operating environment:
Consider factors such as organisational structure currently and in the future. Consider future plans such as organisational structure / change etc. 


CIPD (2021) Available at: workforce-planning-guide_tcm18-42735.pdf (cipd.co.uk)



Appendix 11
Workforce planning practice | CIPD | Guidance
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Appendix 12
Strategic vs operational workforce planning 
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The Path to Transformation and Organisational Effectiveness? (aka Strategic Workforce Planning) | myHRfuture
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Strategic workforce planning guarantees an alignment to an organisation’s business strategy. It is a holistic approach to assessing and analysing the internal business drivers and goals, and external environment developments impacting upon your business. It primarily focuses on identifying critical job roles and families and the strategic capabilities required to meet future goals. It typically has a three- to five-year forecast horizon. Effective and timely quantitative and qualitative data capture will inform potential future risks by predicting possible alternative futures. Actions can then be taken today to mitigate against future workforce risks. Timeframes for change initiatives Another important consideration to address is the distinctive issues that occur within different timeframes of change, the type of change involved and over what period of time.

workforce-planning-guide_tcm18-42735.pdf (cipd.co.uk)
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Appendix 14 
Developing Resourcing Strategies: 4 Steps to Strategic Human Resource Planning | Lucidchart 

[image: steps to strategic human resources planning]
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Appendix 16 - Approaches to succession planning diagram traditional / contemporary
	Traditional 
	Contemporary

	Bigger organisations

	Less secrecy, open communication

	Top down approach

	Bottom up approach 

	Continuousness of leadership 

	Devolution to line managers


	Managers recognise and nurture individuals with talent

	Pools of talent


	Steady and predictable environment

	Management development techniques


	Subjective and selective

	Modern selection techniques which embraces the importance of organisational culture


	
	Encompasses all





Appendix 17
Totah, Z (2021) Available at: Succession Planning | Nurturing Your Talent Pipeline In 2021 (selecthub.com)
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Appendix 19
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Appendix 20
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Talent Management strategy and its implications on an increasingly competitive workplace | SuccessDart 
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Retaining Talent | London Leadership Academyb
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Appendix 23 Turnover calculation 
	Crude turnover rate calculation 

	Establishing the percentage of the workforce left in a year

	Stability rate
	Establishing the length of time employees tend to stay within the organisation. This is vital as the action that is taken when employees are lost within the first few months of employment is different to that if they have been with the organisation for a long time. 

	Cohort analysis 
	Establishing the stability rate of a specific cohort of employees (graduate intake) , to track the retention rate of these employees over time. 
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Appendix 25  Bersin’s Talent Management Maturity Model
Talent Management strategy and its implications on an increasingly competitive workplace | SuccessDart) 
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	Talent Management system Advantages
	Talent Management system Disadvantages

	1. Help in ascertaining the right person is deployed in the right position.

	1. The implementation of talent management program could be expensive in terms of time, resources, and financial costs.

	Contributes in retaining their top talent.
	Lack of support from line managers can impede the level of commitment from employees. 

	Better hiring by hiring assessments
	A core drawback of talent management is, it can contribute in raising the conflicts between HR and management by not reaching to proper agreement or consensus

	Helps in understanding employees better and shaping their future
	

	Promotes effective communication across different disciplines.
	



Talent Management strategy and its implications on an increasingly competitive workplace | SuccessDart
Appendix 26
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https://www.talentlyft.com/en/blog/article/87/15-new-recruiting-trends-you-should-implement-in-2020 
Appendix 27
Lievens et al (2007) suggests five options that organisations can align themselves to when deciding how to present themselves to potential employees (Appendix 15 p 62 Zebra Book). 
	Sincerity 
	Truthful and welcoming branding 

	Excitement
	Innovative, modern branding i.e. Google welcomes innovation and creative freedom that is applied to future web technologies in an organisational culture that embraces collaboration, creativity, well-being and contentment

	Competence
	Attainable and successful  

	Sophistication
	Respected branding

	Ruggedness
	Masculine and tough branding 





Appendix 18 been moved to q 4
Appendix 28  CIPD Intermediate Studies - ppt download (slideplayer.com)
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Appendix 29
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https://www.reedglobal.com/blog/2017/07/the-purpose-of-a-person-specification 

Appendix 30 
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https://www.talentlyft.com/en/blog/article/211/8-recruitment-strategies-to-attract-the-best-talent 

Appendix 32
People Management: Methods of Recruitment (GCSE) | tutor2u 

[image: People Management: Methods of Recruitment (GCSE) | tutor2u]

Appendix 33
	Internal Recruitment 
	External Recruitment 

	Vacancies filled by existing employees. 
	Recruitment agencies

	May involve promotion or sideward moves
	Headhunting, linked in 

	Advertised via staff notice board / staff intranet page etc. 
	Online advertisement

	Word of mouth – encouraging current employees to recommend the organisation to other internal applicants (refer a friend scheme)
	Word of mouth – encouraging current employees to recommend the organisation to other external applicants (refer a friend scheme)

	
	Job centre

	Internal graduate schemes
	External Graduate schemes

	
	Employment agencies

	
	Educational liaison – career fairs, student societies etc. 

	
	Personal recommendation 



Taylor & Woodhams (2016) 
HRM _ Recruitment & Selection (slideshare.net)
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Make sure to implement an employee advocacy program. Employers need employees for a successful talent attraction strategy. 
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Appendix 35 - The Pros and Cons of Using Social Media in the Hiring Process (newtontalent.com)
	Pros
	Cons

	Social media can easily rule out candidates
Some candidates can be ruled out based on their social media posts before the interviewing and hiring process has even begun. 
	Your timing could leave you open to legal problems
Once an employer has viewed a candidate’s online profile, a court will assume they  are aware of that person’s “protected characteristics” that are often part of their online postings. These characteristics include gender and race as well as those that are not always evident in a face-to-face interview such as religion, age, sexual orientation, or disability. Most experts recommend reviewing social media as part of organisational screen (if a chosen method), after individuals have met face-to-face in an interview.


	Social media checks can highlight discrepancies

	Social media might not be relevant to the job

	
	Information might be inaccurate or out of date


	
	 It could be seen as an invasion of privacy


	
	Privacy Concerns 

	
	According to ACAS (2013) Job seekers do not believe that avoiding social media presence or keeping one that is fake or neural, is not a prerequisite to getting into a new job. 

	
	Although the internet is public reclaim, individuals consider them as personal bubbles. 


Appendix 36
[image: ] HHiring Top Executives: A Comprehensive End-to-End Process
The Definitive Guide to Recruiting in Good Times and Bad (hbr.org)




Appendix 37
	Type of Interview 
	Overview 


	Telephone interview 
	This is sometimes used during the first stage of the process to establish an applicant suitability for a more substantial interview or when applicant are being recruited from overseas. 


	Face-to-Face interview / one-to-one interview
	This is usually led by a HR employee or a line manager of the vacant role.

 


	Panel Interview
	More than one organisation representative attends the interview.


	Group Interview 
	Recruitment teams interview a group of applicants at the same time. There is not a set format to these interviews. Tasks may sometimes be set, which is observed by the interviewers. 


	Competency-based interviewing
	Applicants are asked to provide examples of how they have demonstrated competency in the past or alternatively answer a scenario-based question which highlights / demonstrates their ability to deal with a particular situation. 



To ensure consistency and fairness interviews have changed structure. Rather than questions structured around individual’s CV and application form, interview now follow a structure and tailor discussions when looking for answers. 
Appendix 38
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https://www.shrm.org/hr-today/trends-and-forecasting/special-reports-and-expert-views/Documents/Selection-Assessment-Methods.pdf 
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Figure 1: Decomposition of net employment balance over time
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Figure 2: Overall effect of increasing or decreasing staff over the next three months, by sector
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Figure 3: Steps in workforce planning process
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Figure 2: Different timeframes of change
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Figure 1: Some factors contributing to the need for workforce planning
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Keys to Succession Planning

Succession planning plays a vital role in ensuring a company’s long-term growth and
endurance. However, it's often overlooked, put off for too long or done poorly. The
tips below act as a starting point for realizing success with succession planning.

Start With a Strategy
Begin with goals, values and needs. Then consider the scope, taking both the present
and future into account. Finally, determine what metrics you'll measure against.

Focus on the Entire Organization
Include talent at every level in your succession planning. A wide pool of candidates
ensures you end up with the right people for the right jobs.

Develop a Talent Pipeline
Successful execution depends largely on having a rich talent pipeline to draw from.
Hiring, mentoring and communication are a few areas you should concentrate on.

Consider All the Factors
Ask questions to determine who will be in charge of the process, what the timeline
is, etc. The goal is to weigh your succession planning from every angle.

Source: & SelectHub
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Sample Personality Test Items

It does not make sense to work hard on something if no one will notice.

a. Definitely true

b. Somewhat true

c. Neither true nor false
d. Somewhat false

e. Definitely false

I tend to let others do most of the talking in conversations.
a. Definitely true
b. Somewhat true
c. Neither true nor false
d. Somewhat false
e. Definitely false

1 have remained calm in situations where others have become upset.
a. Definitely true
b. Somewhat true
c. Neither true nor false
d. Somewhat false
e. Definitely false
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