Task 1
OVERVIEW OF AN EMPLOYEE LIFECYCLE AND A RECRUITMENT PROCESS

Healthcare on Hand is a rapidly growing home healthcare company, founded in 2017. The organization provides healthcare to adults and children with complex needs in their own homes.
The purpose of this paper is to provide an overview of the people team practices regarding the employee lifecycle and the importance of understanding the correlation between the different stages the employees go through within the organization. Different recruitment and selection methods have also been explained with supportive examples of how to use them effectively.

1.1
The employee lifecycle describes the various stages the employees go through when engaging with their company. Each presents different opportunities, challenges, and issues that HR and line managers need to pay attention to if they want the business to grow. The 7 stages are outlined below:
ATTRACTION
This phase starts the moment an employee becomes aware of our brand and gets interested in it. That is why, making a good first impression is extremely important to attract the right talent to the business. This can be done not only by advertising the company’s perks but especially by creating a positive culture in our workplace. The role of people practitioners is to engage the employees in developing the company’s vision and values, uphold ethical practices, and promote open communication and mutual trust. Line managers can also play a big part in building the company’s reputation by advocating positive behaviours and fostering close relationships with their employees (Chukwujama, 2018).
RECRUITMENT
The recruitment process starts with identifying the need for a vacancy and understanding the nature of the vacancy. In order to create a correct job advertisement and decide how and where to advertise it HR team need to be provided with detailed information about the role. The more the managers tell us about the position the better opportunity to attract the right people. The existing staff can be encouraged to refer potential candidates and help with creating a person specification. The recruitment and selection process should be effective, inclusive, and fair across all stages. How we treat the applicants will affect their impression and perception of the company (Verlinded, no date).
ONBOARDING
In this stage, an employee is introduced to the company. The role of HR is to form a positive and friendly relationship with the new starter when offering him a position and organizing an induction. The correct and structured induction can affect the whole employee life cycle with the company. The people team together with line managers should make sure new starters feel welcomed and supported. We provide them with all the information about the company, including its mission, goals and values, H&S rules and social packages. The proper training should be carried out for new hires during their first weeks and the People team should meet with them regularly to get feedback about their onboarding experience (Nikoloska, 2023; McCartney, 2022).

DEVELOPMENT
Development is crucial in keeping employees engaged and motivated. Line managers and people professionals should collaborate closely in this stage to identify learning needs and provide tools for learning and development to fill the skill gaps. We need to create opportunities for our employees to achieve their long-term career goals and boost their performance and job satisfaction. Effective performance management and training programs lead to increased productivity, higher quality, and reduced costs (Quilliam, 2022).
RETENTION
In this stage, the focus is on retaining employees by listening to their feedback and keeping them motivated and comfortable in their roles. The people team can additionally increase retention by implementing social packages, benefits, or competitive pay and ensuring a healthy work-life balance. However, creating a positive culture and close relationships between employees and line managers is the most important factor impacting the decision whether to leave or stay with the company (Waite at al., 2021). 
SEPARATION
Separation occurs when an employee leaves a company due to voluntary or involuntary reasons. The people team ensures that all policies and procedures are followed, exit interviews are carried out, and levers are removed from the system. Line managers should encourage their employees to speak freely about their leaving reasons or any concerns that they have. The whole process should be smooth and run in a friendly and respectful way with mutual trust and understanding (Chukwujama, 2018).
1.2
Designing a correct job description is one of the main factors determining a successful recruitment process. This document has to be designed carefully and precisely to give the readers enough details to determine whether or not they are the right candidates for the role, as well as whether the company is suitable for them. The typical features which must be included in a job description are the job title, reporting lines, purpose, main duties and responsibilities, company’s vision and values (McKinley, 2023). Besides, creating detailed person specifications is very important to ensure the readers are aware of the qualifications, knowledge, experience, skills, or personal traits required for the role. It is worth differentiating the attributes between essential and desirable. This helps the recruitment panel to select applicants objectively, consistently, and transparently (University of Strathclyde Glasgow, no date). The people team need to work closely with line managers to gather all the information regarding a vacancy. This can be achieved by conducting a deep job analysis. The data for the analysis of an existing position can be obtained by observing and interviewing the current job holders. For a new position, line managers need to analyse key tasks and divide them into sub-tasks. The more details they provide for the HR team the more successful and smooth the whole process is going to be (Vulpen, no date).
1.3
There are a range of internal and external recruitment methods available for an organization. Through the analysis of a vacancy, the HR team and managers should decide which ones are the most suitable to use. Recruiting internally is cheap and creates a strong progression path for our employees encouraging their loyalty and commitment. The vacancy can be advertised on the intranet site giving the employee the opportunity to access job descriptions and online application forms easily and effortlessly. Advertising on the noticeboards is even more effective as not all employees can access the computers. If we need a wider range of candidates, we should consider using external methods of recruitment. These include advertising on the company’s own website and using social networking and career sites like LinkedIn or Indeed. Social media give us access to a pool of active and passive job seekers. During busy periods, using agencies and recruitment consultants can be recommended. They provide services from attracting candidates to managing their responses and screening and shortlisting on behalf of the employer. For the senior and specialised roles, the HR team may consider using Headhunters who source hard-to-find candidates. Both agencies and Headcounters are very costly methods but can prove to be highly effective, especially when we need to find a new hire urgently. The People team may engage the employees in the recruitment process by introducing a referral scheme and using “word of mouth” to reach a wider group of potential candidates (Waite et al., 2021; CIPD, 2022). 
1.4
Words that we use in job advertisements are crucial for our employer brand and the type of company we want to be seen as. From the job analysis and person specifications, we know what audience we aim to attract, and this should determine the style we want to use in a copy. External and internal copies may differ in the number of details included. For instance, internal employees know the company’s values and mission, so they do not need to see them in the advertisement. Apart from all the relevant information regarding the company and the role being advertised, the copy should include an agreed corporate image as well as any perks that will make the organization outstanding. However, the latter should always be accurate and reflect reality (Baluchova, 2021).
2.1
There are several selection methods that can be used to find the right candidates for the vacancies. They involve reviewing an applicant’s qualifications, skills, experiences, and personality to determine whether they are fit for the role and the company’s culture. The first selection stage includes methods such as Sifting or Longlisting when the applications are reviewed either manually or with the use of the software. The candidates are assessed against essential and desirable criteria set out in the person specification and screened out when they do not meet them. The suitable applications are reviewed again by the recruiting manager in the Shortlisting stage and can be asked to complete the assignment and cognitive tests. The tests provide more information about the candidate’s practical skills, problem-solving skills, and ability to process new information. Personality assessment is a method which can be used when there is a need to measure a person’s characteristics and it gives information about an applicant’s work conduct. Situational judgement test presents work-based scenarios followed by multiple-choice answers to show how a person deals with the situation. The tests can be carried out either before the person is invited for an interview or as a part of the interview (Indeed, 2023). There is a wide scope of interviews to choose from telephone and video calls to face-to-face and panel interviews. Moreover, we can consider group interviews in order to save time and check the candidates’ ability to interact with each other. This however has its limitation as does not allow to discuss personal biographical data. (Waite et al., 2021).
2.4
Keeping records of our selection methods and any notes made during a selection process is recommended in case an unsuccessful candidate decides to raise a discrimination claim. We need to be able to provide evidence of why the person has been rejected and that our decision has been objective and free from bias. Selection records such as application forms, CVs, test scores, interview answers, etc. should be retained for at least 6 months to a year. It is vital that the whole recruitment process is fair, transparent, and based on objective decisions (CIPD, 2022). 
					CONCLUSION
Understanding the employee life cycle and being able to facilitate its every stage is key to the company’s success. People practitioners working closely with managers should improve employees’ experiences in their work journey by giving them opportunities for development and creating a positive work culture. The people team’s plan is to dedicate substantial time and effort to each stage of the employee life cycle in order to identify any issues and increase employee engagement and performance. Emphasis will be put on creating close relationships with new starters at the first phase of the recruitment process, checking employees’ satisfaction, and developing mutual trust and open communication. 
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2.5
PRIVATE & CONFIDENTIAL
Alan Jones
20th May 2023

People Assistant

Dear Mr Jones

Thank you very much for taking the time to interview with us for the People Assistant vacancy. We appreciate your interest in the company and the role. 

I am writing to let you know that we have selected the candidate whom we believe most closely matches the job requirements of the position.  Unfortunately, you have not been successful on this occasion.

We do appreciate you taking the time to interview with us and encourage you to apply for other openings at the company in the future. 

If you would like feedback, please let me know and I can arrange this for you.

Again, thank you for your time. 

Yours sincerely
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Paulina Szymczyk
HR Advisor
For and on behalf of Healthcare on Hand 














PRIVATE & CONFIDENTIAL
Karen James
20th May 2023

People Assistant 

Dear Ms James

We are pleased to offer you the position of People Assistant at Healthcare on Hand, starting on 1st June 2023. You were selected for this position based on your qualifications, experience, and interview performance.

As People Assistant, you will report directly to People Manager. Your starting salary will be £ 25000 per year, paid monthly, with the opportunity for performance-based raises and bonuses.

You will be eligible for additional benefits, including health insurance, paid time off, and a retirement savings plan. This is subject to the terms and conditions outlined in the employee handbook.

Your employment with Healthcare on Hand will be subject to a 6-month probationary period, during which we will assess your suitability for the position.

Please confirm your acceptance of this offer by signing and returning a copy of this letter and any other required documents by 29th May 2023.

We are excited to have you work on our team and look forward to a long and successful working relationship.
If you have any queries in the meantime, please let me know.
Yours sincerely
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Paulina Szymczyk
HR Advisor
For and on behalf of Healthcare on Hand 
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