Task one – Written advice (recruitment and selection)
You feel a good starting place is to learn about the employee lifecycle. You decide to explain the stages of the employee lifecycle and how a people practitioner could contribute to each stage. (AC 1.1)
There are 6 different stages to the employee life cycle. 
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The first stage of this life cycle is attraction. According to Waite et el (2021) future employees are attracted by employer branding. The employer brand is powerful as it promises a particular experience of work. What can be important when recruiting, is the employee value proposition. This is unique set of benefits that an employee receives in return for the skills, capabilities and experience they bring to the company. Inter Lux Hotel Group could offer specific hotel benefits to the new food and beverage workers. The brand if often influenced by culture and the ethical stance of the organisation, a people pacificator can support in this and start to create a safe and ethical culture within the organisation.  
The second aspect of the employee life cycle is recruitment and selection. Recruitment and selection can only take place once a vacancy exists within the organisation. Recruitment is defined as attracting a pool of candidates. Effective recruitment is crucial for every organisation to attract the right people for the right roles at the right time. Organisation vision and values is important when recruiting, these aspects can be shown in any marketing and advertising for this role. On any recruitment advertisement a business would incorporate this any advertising to show any potential applicants a taste of the organisation vision and values. Successful recruitment processes can take a long time due to finding the right person for the role. This might mean advertising for an extended period to get a good range of applications. 
People practitioners can support in this stage due to providing support and the onboarding process is the part of the employee life cycle. The success of this to a new employee is largely dependent on the quality of the induction. The employee experience starts well before the first day and the quality of communication between the organisation and employee creates a new impression. 
The development of staff is another aspect of the employee life cycle and people practitioners can support through setting up training and development opportunities for members of staff. Up skilling and training new members of staff can secure talent
for any future planning and departmental succession when higher members of staff retire. 
Retention is the penultimate stage of the life cycle; this can be affected by both internal and external factors. People practitioners can support by looking at the current job market and understanding the current labour market for these kinds of roles they are looking to appoint into. They could understand the pay and benefits that similar employees get in other organisations.   One way you could look at internal factors would be by getting employee engagement and get them to complete surveys and understating anything that are of worry to them. 
The last stage of the employee life cycle is separation. This can be voluntary and non-voluntary reasons. Voluntary reasons might be resignation or retirement, and involuntary reasons could be aspects like redundancy, dismissal and death in service. People practitioners can support with exit meetings and supporting employees through voluntary severance. 
Employee turnover is high for Food and Beverage Assistants, and you are about to recruit and select new employees for this role. You decide to advise the graduate trainee on how to recruit and select Food and Beverage Assistants.  
Explain the purpose and key content of a job description and person specification. Explain how job analysis can be used to decide on the content of these documents.  (AC 1.2) 
The main purpose and key content of a job description and person specification is to outline to essential and desirable needs for the role. It also can outline the main responsibilities of the role. According to Waite et el (2021) a job description should have the following information about the role, job title, reporting lines, purpose and main duties and responsibilities. Including the job title gives you a clear indication of what the job is and can be also included in an organisation chart.  It can also be outlined in the job description what would be the expectations of the job holder on a daily basis. The person specification is developed once a job description is complete. The person spec sets out the qualifications, knowledge, experience and skills. A hiring manager would score against the CV or application to shortlist an applicant. They would score this through matching up the essential and desirable criteria against the information given on the CV or application. Essential criteria are those that the job holder must possess to perform the job. For example, a Food and Beverage Assistant might have to possess a food and hygiene certificate to be able to work in a kitchen. Job analysis can be very useful in creating a job description and person spec due to it can help to gather information about the job and weather this a new or an existing position. Before advertising a role, it’s essential to assess the current needs of the role rather than previous job adverts and job descriptions. 
If an organisation is designing a job, it’s important to rely carefully on job analysis. There are four different factors when trying to achieve job analysis, these are external, organisational, human and motivation and growth factors. Job analysis should form the foundation of the job description and person specification. When thinking about a job description, this is document is something that describes what is involved in a specific post. Job descriptions are different across different organisations but normally this document would have, title of the job, purpose of the role, main responsibilities and reporting lines. Waite et el (2021) breaks down the different aspects of a job description. The title of the job would be included on a job description, this gives a clear idea of what the job is, and it’s normally included in the organisation chart. When looking at a job description it should show the purpose of the job and provide a summary of the job and sets the expectation on how the post holder will be able to achieve this. Once the job description has been created then you can create the person specification to match. According to Waite et el (2021) the person specification lays out the qualifications, experience, skills and behaviours that are needed to carry out the duties within the job description. In the person specification, it can be broken down into essential and desirable criteria. The essential criteria are what the post holder must have, and the desirable criteria are not needed but are relevant to the post. 

Explain two different recruitment methods that Inter Luxe Hotel Group could use for the Food and Beverage Assistant vacancies and why the two methods are appropriate for the role. (AC 1.3)
Before Inter Luxe Hotel Group advertise their vacancy through a recruitment method, it would be best to find out what other organisations do for similar roles. Level entry job roles and sometimes better fitted around shifts, childcare and other circumstances. It’s important to consider if to advertise this vacancy through internal channels only or extend it to external applicants too. External advertising can overcome any drawbacks from internal only advertising. As noted in Waite et el (2021) when recruiting through an external applicant a vacancy is not shifted to another part of the organisation, and they can also bring in new ideas and ways of working that they have learnt from previous organisations. One way that Inter Luxe Hotel Group could recruit is through social media. These can be through websites link LinkedIn and Facebook. I’d recommend that the organisation uses Facebook in advertising this role. According to Waite et el (2021), social networking sites are in the top 10 recruitment methods used by organisations. This can have a great outreach when advertising due to current workers of the organisation can share these posts for further reach. A different method that the hotel group could consider is through word of mouth or referral schemes. There is no cost attached to this method and the organisation will have limited control over what information is being passed on. 
Explain factors to consider when deciding on the content of copy used in the recruitment methods you have explained above. You could consider factors such as budget, balance between providing an accurate and positive image, space available, corporate image. (AC 1.4)
Some of the factors to consider when deciding on how to promote the organisation when recruiting is things like budget, organisational vision and providing an accurate outline of the role. A budget is important to factor in due to the current climate, it might be not feasible for the organisation to use any budget to advertise. Organisations could create graphic for free via Canva to promote their roles at no extra cost on a free Facebook post. These graphics could include positives images of the real-life workers doing the work of the vacancy. There could be also testimonials added onto any advertisement to show an accurate outline of the day-to-day work. It is important to consider than appointing a poor candidate could incur a higher cost to the business than taking it’s time and finding the correct candidate. 
Some of the factors to consider when deciding on how to promote the organisation when recruiting is things like budget, organisational vision and providing an accurate outline of the role. A budget is important to factor in due to the current climate, it might be not feasible for the organisation to use any budget to advertise. 
External Advertising 
When thinking about advertising externally, one of the factors to consider is budget. Advertising agencies can be very expensive, and the return on investment can be very low. When thinking of Inter Luxe Hotel Group hiring a food and beverage assistant it might not be beneficial to spend a lot of money and resources on advertising as it’s an entry level role. 

Free Social Media Advertising 
Free social media can be used in a different way that external advertising agencies, this method can reach more people that might be interested in entry level jobs. Free social media platforms could be using anything from Instagram and Facebook. Inter Luxe Hotel Group could potentially look at other hotel groups and how they advertise entry level roles. When posting on social media for free, this can create a positive image for the company and getting employee engagement on the post can show people what kind of workplace it is. 

Explain two different selection methods that Inter Luxe Hotel Group could use for the Food and Beverage Assistant vacancies and why the two methods are appropriate for the role. (AC 2.1)
There are different selection methods that Inter Luxe Hotel Group could use to select Food & Beverage assistants. One of the methods that Inter Luxe Hotel Group could use would be face to face interviews, according to Waite et el (2021) m they are the most popular and unlike telephone and video call interviews, it allowed the interviewer and the applicant to meet with each other. Face to face interviews can be a good opportunity for the interviewer to show the interviewee their potential work location. If conducting a face-to-face interview, it would be an idea to add a attainment test. This can test someone on their knowledge of food safety.  A disadvantage to this would be that applicants who live further afield could find it challenging and costly to travel. Depending on the number of applications, another quick and effective method of interviewing would be through a telephone interview. Conference telephone interviews can allow a panel of interviewers to conduct an interview. A downside to conducting telephone interviews would be that the panel does not a chance to meet the applicant and it’s difficult to build an early rapport with the management team. 
Explain what selection records Inter Luxe Hotel Group should retain and why they should retain these records. (AC 2.4). 
Inter Luxe Hotel Group would need to retain a selection of records to have a defence against discrimination claims. Recruitment documentation including application forms, CV’s and interviews can be discriminated on. It’s noted by the CIPD (2020b) that unsuccessful applicants’ records should be kept for a least six months. Prudent to retain these for a year as time limits for beginning claims against the organisation could be extended. It’s important to develop or follow organisation policies to follow these guidelines. 
As noted in Waite et et (2021) records of selection should be kept. These records can be anything from application forms to interview notes or interview scoring.  They should be kept these records in the event there is any discrimination claim comes up. Inter Luxe Hotel Group would need this information to be able to defend any claims of discrimination. These records should be kept for at least six months. Inter Luxe Hotel Group would need to create a policy that states how long these selections records will be kept for. It would be important to create this policy inline with any polices like data protection. 
Write letters of appointment and non-appointment for the Food and Beverage Assistant role. (AC 2.5) 

Non-appointment Letter
Dear NAME
Thank you for your recent application and interview for Food and Beverage Assistant at Luxe Hotel Group.
Following your interview, the panel have decided not to proceed with your application. 
If you have any further questions or require feedback on your interview, please don’t hesitate to contact us.
Thank you
Inter Luxe Group Hotel

Appointment Letter
NAME
ADDRESS
ADDRESS
ADDRESS
POST CODE
									COMPANY NAME
									COMPANY ADDRESS
									PLEASE ASK FOR 
									HR ADVISER

Dear NAME

Further to your recent interview, I write to confirm the decision to offer you employment with Inter Luxe Group Hotel in the position of Food & Beverage Assistant. 
The appointment is offered at salary £SALARY DETAILS
Attached are your terms and conditions.
I have also attached a job description, which includes in broad terms, the duties and responsibilities of the role you’ll be undertaking.
The offer is conditional on the following Pre-employment checks: - 
· Two References that the company considered satisfactory 
· Acceptable evidence of right to work in the United Kingdom 
I would be grateful therefore if you could indicate, in writing, heather or not you wish to accept this offer of employment in the terms described. Should you accept, it would be helpful if you could confirm the date on which you prose to take up the post. Ideally, we would like you to start DATE following completion of pre-employment checks.  

I you would like to discuss or clarify anything before responding, please don’t hesitate to contact Human Resources.

Yours sincerely
HR Adviser
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