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AC1.1 

I have been presented with this opportunity to develop my practice by supporting to friends Jaspreet and Caroline, who have a start-up business Clean Quarter Ltd and are due to open to the public in 2 months' time. To achieve this goal, I’m sharing the employee lifecycle for you to preparedness of recruiting 3 initial employees. 
[image: ]Field, J. (2024) What are the stages of the employee lifecycle?, Redefining Communications. Available at: https://redefiningcomms.com/blog/what-are-the-stages-of-the-employee-lifecycle/ 
Stage 1 – Attraction
The starting point of the recruitment process and is imperative that the culture is represented in an unbiased and equal manner that will naturally attract candidates' attributes, ethics, values and goals that are aligned to the ethos, culture and ethics of Clean Quarter Ltd.
Stage 2 – Recruitment and Selection
Effective recruitment is critical as Clean Quarter Ltd seeks to attract the right personal for the right job role at the right time, the vacancy needs to be efficient to keep recruitment costs to a minimum whilst being able to reach a maximum talent pool possible. The vacancy must be transparent to give an insight into what attributes Clean Quarter Ltd are looking for but crucially what Clean Quarter Ltd is able to offer to the right candidate.  To ensure unbiased recruitment selection I would recommend blind selection where potential candidates are asked to remove any identifiable information in their application. I would also consider the opportunity of informal discussions taking place to ensure an open and transparent recruitment process is followed. This informal opportunity may offer Neurodiverse and digitally challenged individuals' equal opportunity. 
Stage 3 – Onboarding
The onboarding stage is commenced before their official start date of employment and offers a period where referees can be contacted references sought, whilst the candidate works their current notice period (if applicable) and key contract documentation can be signed, exchanged and a commencement date of employment is mutually agreed. Upon employment, that employee starts an induction period. This allows the employee to gain initial insight into Clean Quarter Ltd working culture and working values, thus forming the initial building blocks of a psychological contract. This is the unwritten expectations formed by employer / employee that should foster a wellbeing environment for all employees to feel safe, valued and included in the workplace. Whilst they complete initial training requirements, gain any specific mandatory qualifications e.g. Food Safety, Manual Handling etc. The employee will also be given the time and opportunity to meet fellow employees and to shadow / gain oversight for the role whilst gaining organisational knowledge of how Clean Quarter operates and how the bigger picture is achieved. Once onboarding has been certified / signed off the employee has achieved the initial investment in development and has the skills and knowledge to become operational in their required job role whilst working through an initial stage of probation period (usually 6 months). 
Stage 4 – Employee development
Though the onboarding process has equipped personnel with the skills and knowledge needed to complete their job role at Clean Quarter, it is also imperative to further develop employees' skills, behaviors and knowledge. Development should be relevant to the employees' role and should be achievable. The employee may undergo a learning style questionnaire in order to attain the identified learning style and where possible this method of learning should be prioritised in order to give them the best opportunity of success. I am mindful that costs may be involved in employee development but I feel it is an important base line to develop your staff and would encourage you to identify funded programs where possible and to ensure that all staff are given the equal opportunity to develop within their roles appropaitly. This will motivate staff and increase productivity, maximise staff retention and allow your workforce to move with technological changes within the sector Clean Quarter Ltd operates. 
Stage 5 – Retention
As Clean Quarter Ltd has developed and invested within its workforce, retention is a key principle to maintain. A happy, motivated workforce are likely to stay with you for a longer period of time. However I must make you aware there may be internal and external factors that could affect retention rates. Internal being factors within the working organisation e.g. staff benefits, work-life balance, training and development, effective owrking relationships and disatification with their role or the organisation. 
External factors being outside, a loose labour market condition allows plentiful supply of labour. Field, J. (2024) What are the stages of the employee lifecycle. 
External factors also include the economic climate, family / personal matters, childcare, health and wellbeing. 
I note that ensuring you offer employees balanced benefits e.g. Flexibile work arrangements, development and a positive engaging valued working environment will safeguard you. 
Stage 6- Separation
The final stage of the employee life cycle is Separation. This could come from either side employee or employer. Employers would be due to dismissal or redundancy. Employee would be resignation or retirment. Once written notice has been given and accepted it is important to the values of Clean Quarter ltd that good working relationships are maintained and that staff leave their role on good terms. It is valuable to invite the employee to an exit interview, this allows the opportunity to gain insight into their mindset and for any issues not formally raised to be addressed. It will help develop the behavior and culture of Clean Quarter as it grows. It also allows the opportunity to discuss the issues and ensure psychological safety has been maintained and their wellbeing needs have been addressed whilst they remain in employment. It also allows the opportunity for self reflection of both parties and ensures the employee has an effective transition to their next job role with a fond memory of their time at Clean Quarter Ltd. 
AC 1.2
A job analysis is a key process that identifies a job's purpose, duties, roles, responsibilities, legal obligations must be completed to ensure all aspects of the job role and requirements have been detailed. 
In order to attract the right employees a job description and person specification is required alongside the job vacancy. They are formed from the origins of the job analysis as it details they key attributes that are required for the role and also identifies essential and desirable standards that would be accepted for the right candidate. 
A job description is a concise summary that describes job title, reporting/line management structure, job purpose, main duties of the role and responsibilities. 
A person specification follows on from the job description and specifically lists qualifications, knowledge, experience, skills and behaviors  required in order to undertake the working duties and responsibilities of the job role. These are the attributes that Clean Quarter Ltd are looking for in an ideal candidate, some of them would be listed as essential and others as desirable and assist when reviewing / shortlisting candidates.
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Two methods of recruitment that should consider for the sales assistant vacancies are Internal and external. As a startup an internal recruitment is unlikely however I would encourage you to share your ambitions with friend and family as they may know of someone who is looking for employment. External recruitment are shared through a variety of chanels e.g. Public notice boards, shops, Newspaper, in person job fair events, online via social media, online via third parties job center and job agencies. External recruitment may have a financial impact but brings a higher potential of successful candidates as the they have completed initial work with the job boards / agencies and have an established relationship with the 3rd party. Choosing this method also allows the opportunity of advertising the Clean Quarter brand and its image. It will also assist in networking opportunities within the community.  
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I recommend the following selection methods sifting all applications received to shortlist for an interview in person. This allows the opportunity review all applications in an unbiased and fair manner whilst scoring against your essential and desirable criteria. An in person interview is suitable and preferred as the role of Sales Assistant will be a public facing role within the establishment of Clean Quarter and allows the opportunity to meet the candidate behind the application and review / score their values, skills and their behaviors that forms part of the decision making process. 
Please note that all records should be retained for legal obligations, 6 - 12 months for unsuccessful candidates, note their records will be kept in a talent pool. 
The UK Data Protection Act states that successful candidate records will form their personal file and must be kept for a minimum of 6 years, the standard time limit for any civil legal action. Retention of HR records: Factsheets (2023) CIPD. Available at: https://www.cipd.org/uk/knowledge/factsheets/keeping-records-uk-factsheet/ 


AC2.5
In order to assist you both, please find below a template letter of appointment and a non-appointment letter. 









[Successful candidate's name]
[Successful candidate's address] 
[Date of letter]
Dear [successful candidate's first name],
Following your recent interview with Clean Quarter Ltd, I am writing to offer you the post of Sales Assistant. 
The post's main terms and conditions of employment are attached in your employment particulars.
This is a permanent role and upon starting, you will report to Caroline.
As explained at your interview, this job offer is made subject to satisfactory results from necessary pre-employment checks. There will also be a 6-month probationary period which must be completed satisfactorily.
If you have any queries on this letter's contents, please contact me on the number above. 
To accept this offer, please sign this letter and return using the envelope provided.
We are delighted to offer you this opportunity and look forward to you joining the Clean Quarter family and working with you.
Yours sincerely,
Caroline
Clean Quarter Ltd
For the candidate to sign and return
I accept the job offer in this letter from Clean Quarter Ltd as Sales Assistant. 
Signed: .................................................................
Name: ..................................................................
Date: .......................................................................




















[Unsuccessful candidate's name]
[Unsuccessful candidate's address] 
[Date of letter]
Dear [Unsuccessful candidate's first name],
Following your recent interview with Clean Quarter Ltd, I am writing to inform you that you have been unsuccessful in your interview for the post of Sales Assistant. 
The Calibur of candidates interviewed for this role was exceptional and we invite you to keep in touch with us and hope that as the business grows further employment opportunities will arise.  
I would like to thank you for your time and wish you every future success. If you would like feedback on your interview, then please do not hesitate to contact me on the number above. 
Yours sincerely,
Caroline
Clean Quarter Ltd
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