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1.1.
It is important for HR to monitor the economic conditions, as it can have effects on recruiting, attracting and developing staff (CIPD, 2019a). The labour market considers the environment for potential employees in terms of skills, job opportunities, and employment rates (Wilkinson and Taylor, 2016). 
One of the main factors to look at it whether a labour market is tight or loose. A tight labour market exists when there are more job vacancies than there are job-seekers, which disadvantages employers as they have to compete to recruit new employees; a loose labour market exists when there are too many job seekers looking for vacancies, which means job seekers are competing against each other to gain positions (Wilkinson and Taylor, 2016). This can differ depending on the organisation type and sector. 
The UK’s labour market is currently tight, with CIPD (2020a) reporting that 64% of vacancies are difficult to fill. Employment has been at a record high of 76.5% (ONS, 2020); it is suggested that this is due to an increase in women and older workers being in employment. When comparing this to the U.S. who has an employment rate of 63.1% (TD Economics, 2020), it would suggest that it would be easier to find work in the UK as there are less job seekers to compete with. However, it would depend on the type of job the employee is looking for as sectors differ. For example, it is very difficult to recruit IT specialists in the UK, yet less skilled roles can be filled by employers quite easily. 
In both UK and US labour markets, there has been an increase in women in employment (CIPD, 2020a; TD Economics, 2020). The UK had 810,000 vacancies between November 2019 and January 2020, with health and social care, retail and hospitality sectors having the most vacancies (CIPD, 2020a). This differs with the U.S., as their retail sector has suffered a decrease in jobs in the past two years (TD Economics, 2020). In the U.S. it is the arts, entertainment and recreation services sector that has seen the highest increase in growth, closely followed by professional and technical services (TD Economics, 2020). Therefore, the employee needs to identify which sector they are looking to work in.
1.2.
Workforce planning is used by organisations to determine the skills and employees likely to be needed in the future (Wilkinson and Taylor, 2016). CIPD (2019b) notes that it is a core business process to align changing organisation needs with people strategy. 
The aim of workforce planning is to ensure that the right people, with the right skills, are in the right place at the right time (Wilkinson and Taylor, 2016). There are four stages that enable this to happen. 
Forecasting demand involves looking at what tasks will need to be done and how these can be divided into specific job roles, including the types of contracts, and finally to identify which skills are needed for each role. Forecasting supply involves looking at the current workforce to determine the number of people employed, the payroll cost, employee demographics, absence rates and turnover. It also involves looking at the current workforce’s skills through training records and appraisals. To identify any gaps, there needs to be a skills audit done through activities such as competency frameworks for each job role, individuals skills audits, and summarising the results. Once this has been done, the organisation can address any gaps by upskilling and progressing employees; activities to do this include training, moving people, and using coaching and mentoring, and using career paths to ensure they have the right skills to progress. It is important that organisations then retain the valuable staff through employee engagement initiatives. If there are gaps in existing skills, organisations can also look externally towards the labour market for new resources. CIPD (2019f) suggests that workforce planning can help the current climate, including Brexit, automation and AI. 
Ulrich (2019) notes that workforce planning has since progressed into worktask planning, with the introduction of AI; his model includes choosing the best work option for the task – whether that be a full-time employee or through technology, for example. This is something for organisations to consider in the future, as we see many tasks being delegated to computers rather than humans. Another factor to affect the need for workforce planning is Brexit (CIPD, 2018), with organisations needing to be more proactive to understand the risks and opportunities that could be caused by Brexit. 
1.3.
Succession planning contributes to the overall talent planning strategy, focusing on specific activities to ensure that existing employees have the right skills and attributes to be able to step into the next level role when needed (Wilkinson and Taylor, 2016). CIPD (2020b) defines succession planning as ‘identifying and growing talent to fill leadership and business-critical positions in the future. 
The main benefit of succession planning is cost-savings and time-savings if someone was to leave the business, as an existing employee can use their skills to continue the work, rather than spend time and money recruiting a new employee. CIPD (2020b) identify that some activities involved in succession planning include job moves and secondments, supported by training and work experience. 
Traditionally, succession planning focused on top-down schemes that aimed to put individual employees in key posts following the implementation of a career paths. However, more contemporary styles of succession planning create a pool of people that can step into these key roles (Taylor, 2018). Succession planning should also be communicated more openly and should have sophisticated selection processes, moving away from the traditional elitist and secretive selection processes. This selection process should consider the legal risks, ensuring they don’t directly or indirectly discriminate against certain employees; for example, offering job rotation must be available to all ages (People Management 2020). Taylor (2018) also states that contemporary succession planning encompasses the whole workforce, especially in organisations with flatter structures. Line managers are now encouraged to identify and develop talent, rather than an individual or team of succession planners; they can distinguish this through appraisal meetings to identify aspirations and interests to create appropriate development plans. Following this, the managers can organise activities to develop them; for example, coaching and mentoring, lateral moves, training and taking part I projects (Taylor, 2018).
2.1.
Attraction and retention strategies can differ between organisations, depending on their positioning and competitors. If there is a tight labour market there will be competition between organisations for the best talent, therefore organisations should be aware of their competitors’ strengths and weaknesses in terms of being an employer. This allows the organisation to differentiate themselves to attract the best talent. Higgs (2004) identifies the different positioning an organisation can take, depending on their culture and rewards; employers of cash, employers of values, employers of churn and employers of choice Employers should choose their values and reward strategies based upon where they wish to be positioned, which depends on their overall organisational strategy.
Employer brand is the way in which an organisation differentiates itself from its competitors through a set of attributes and qualities which promise a certain kind of employment experience, and appeals to the right talent (CIPD, 2019c). This is also known as the Employee Value Proposition (EVP), an employer’s unique selling points. CIPD (2019) notes that improving the brand can help compete effectively in the labour market and drives employee loyalty. However, it can fail if the brand doesn’t reflect the true values of the organisation, as it can conflict with reality leading to poor feelings from new and existing employees. Therefore, employee brand should reflect the actual employee experience. 
Personnel Today (2017) reported that values are increasingly important to jobseekers and should therefore be at the heart of their employer brand. CIPD (2017) reported that values are the biggest factor when attracting candidates. It is more likely that non-profit organisations highlight their values, which links to this being more prevalent in the ‘employer of choice’ positioning. 
Other attraction techniques CIPD (2017) note to be popular including highlighting career development opportunities and increasing pay and benefits. Career development opportunities can attract the type of employees who want to learn and progress. However, opportunities are sometimes limited in certain job roles so organisations must ensure there are opportunities and there is a fair selection process. Improving pay and benefits allows the organisation to be more competitive in a tight labour market (CIPD, 2020a). However, this has a significant impact on the cost of recruitment and would affect the return on investment and overall profit. 
2.2.
Organisations need to ensure that the existing talent is retained to prevent further recruitment and training costs. It is important for organisations to start by assessing the reasons that staff leave and the current engagement status (CIPD, 2019d). This can be through exit interviews and leaver surveys, as well as monitoring engagement surveys of existing staff. The results of this analysis can then help to shape the retention strategy.
The Labour Market Survey (CIPD, 2020a) identifies that 58% of organisations increased pay to manage retention issues to retain staff, which was more prevalent in the private sector. However, this can have a huge impact on the profitability of the organisation and there may be restrictions in place for pay increases to ensure fairness. 
Other initiatives undertaken by organisations to retain talent include increasing learning and development activity, improving induction processes, and improving benefits (CIPD, 2017). The report shows improved inductions as being in 24% of respondents’ top 3 most effective methods, however it was also in 16% of respondents’ top 3 least effective methods. Therefore, it could be suggested that the improved induction process should be combined with further learning and development opportunities. The implementation of added employee benefits proved to be most effective, however, increasing benefits often has a great cost depending on the benefits package offered. 
Another approach to improving retention is to train managers in their emotional intelligence, showing employees that leadership cares (HR Magazine, 2019). Senior managers should be visible and approachable and should promote reward and recognition as opposed to a blame culture. This is regarded as a very effective method of retaining staff (CIPD, 2017). However, it is sometimes difficult to implement in a short space of time due to the time taken to train managers, and it can be very difficult to change a manager’s emotional intelligence as it encompasses their personality. 
3.1.
When recruiting new employees, it is important that the relevant documents follow good practice (Taylor, 2018). Job descriptions and person specifications are created following a job analysis, which Taylor (2018) describes as a ‘systematic analysis of the duties that make up the vacant job, gathers objective information on attributes and helps fair selection’. 
The job description itself includes what roles and responsibilities the post consists of, as well as information regarding the reporting lines, pay and benefits and location (Wilkinson and Taylor, 2016). The person specification outlines the key skills and attributes the post holder is expected to have - experience, qualifications, skills, education level and personal attributes. Applicants will then decide whether to apply based upon their suitability to the role, strengthening the pool of applicants to ensure best fit. However individuals sometimes view job descriptions differently, with women are more likely to only apply for roles if they meet 100% of the criteria, whereas men are likely to apply for roles if they meet a minimum of 60% of the criteria (Ignatova, 2019). Therefore, the abilities and attributes of candidates should be matched to the job description to ensure the shortlisted candidates meet the required criteria. CIPD (2020c) state that person specifications must be clear, demonstratable and avoid bias in the wording. Both the job description and person specification are used to form a job advertisement, which is also likely to include an overview of the organisation and benefits package; this targets potential applicants and the design of this can help to compete in a tight labour market. 
Competency frameworks can also be used to recruit and select applicants; they seek to distinguish the behaviours required to perform the role well, therefore identifying the skills and attributes required (CIPD, 2020d). This results in employees having a well-defined set of required behaviours and have clarity on how they are expected to perform. In terms of recruitment, it allows employers to assess the transferable skills and behaviours of applicants, regardless of their career history; this can create a pool of superior performers who are suitable for the position. CIPD (2020d) also notes that competency frameworks ensure that processes are measurable and standardised and there is a link between individual and organisational performance. However, rapidly changing environments can lead to a requirement to constantly update the frameworks and are not always user friendly. 
3.2.
When recruiting for a position, there are several methods that can be used to advertise the role in order to ensure a suitable pool of applicants. 
Internal recruitment retains and engages staff and there would be minimal costs in filling the role, and the internal candidate would also have an existing knowledge of the business (CIPD, 2017). However, there is a limited talent pool within internal resources so organisations should also advertise externally to widen the talent pool. 
Advertising through company resources such as the organisation’s website and social media pages can be effective (CIPD, 2020c); it is inexpensive and reaches a mass audience, often targeting certain groups. However, it does not always get noticed so should be used alongside other methods such as advertising on job boards. The use of a company website, networking sites and job boards were listed as the top 3 effective attraction methods (CIPD, 2017). Other media avenues include newspapers, radio, and direct mail; this can be beneficial depending on the type of role. 
Organisations can also use specialist expertise to attract candidates. This is usually a more expensive method but results in a good pool of candidates. Employment agencies take a percentage of the salary, so for well-paid roles the cost can be high. CIPD (2017) reported that 46% of organisations had reduced the use of recruitment partners in the previous 12 months which could be due to the high costs involved. However, if the role is difficult to fill the agency can often provide value for money. 
A popular way to attract candidates is to become well-known in the community. This involves linking with schools, colleges and Universities, attending jobs fairs, as well as joining the Local Employment Partnership and linking with other organisations (CIPD, 2017). By taking part in community activities it increases positive exposure of the organisation, thus creating a positive employer brand (CIPD, 2019c). 
Once candidates have been attracted to the vacancies, a pool of candidates is formed. From this pool, organisations must select who to hire which can be done through multiple election techniques. CIPD (2019de) state that selecting candidates involves shortlisting and assessment. Candidates have usually applied by sending in a CV, and/or completing an application form. Application forms can be useful as the employer can ask specific questions whereas the candidate may not have answered these questions within their CV. However, lengthy application forms could deter applications from applying. 
Once applications are received, employers must identify who has the attributes required so that a pool of shortlisted candidates can be created. Taylor and Woodhams (2016) note that telephone interviews are effective as the first stage of the interview process, as they can be less time-consuming than face-to-face interviews. Face-to-face interviews are widely used and help identify the candidate’s ability to perform the role (CIPD, 2017). Interviews can also be used to discuss the employment proposition and give a positive impression of the organisation (CIPD, 2019e). However, there are some drawbacks of interviews such as false judgements being made; to combat this, employers should prepare questions and ensure a systematic approach is used to ensure a fair process. Panel interviews can be fairer as there are several opinions; however, this could create a daunting environment, so the candidate doesn’t perform to the best of their ability. 
Ability and personality testing can be used in addition to interviews to gain a deeper understanding into a candidate’s attributes, personality, and cognitive ability. CIPD (2019e) suggests that psychometric testing can be a good predictor of job performance, especially for roles which require complex thinking. However, employers should receive training in how to assess results of personality tests and they can be costly for the organisation. 
A popular way of selecting candidates is using assessment centres, especially in public-sector and large organisations (CIPD, 2017). Groups of candidates are brought together to undertake specific tasks which assess their skills, attributes and personalities. The content of the assessment centres differs depending on the type of role, but usually involves group tasks which identify teamwork and problem-solving techniques. Assessors need to be experienced and ensure fairness during the selection process. This can be a very effective method as it takes less time than individually interviewing candidates. However, it is recommended that they are followed with interviews for selected candidates. 
3.3.
Employers can dismiss an employee due to their conduct; this can either be ordinary or gross misconduct, or through capability. Taylor and Wilkinson (2016) define misconduct as a minor breach of an employer’s policies. A full investigation must be carried out and a meeting organised between the employee and line manager, often with HR involvement. The employee has the right for a colleague or representative to act as a companion, as well as the right to appeal. The procedure for GMC is similar, but dismissal without notice is a possible outcome. It could be advised to suspend the individual whilst the investigation is carried out. ACAS (2020a) stipulate that the order of proceedings is the meeting, the outcome and then the appeal. Daniels (2016) suggests using the Burchell test to prove the process and decision was fair. 
Redundancy is defined as a form of dismissal that happens when an employer needs to reduce its workforce (GOV.UK, 2020). The redundant employees are entitled to a redundancy payment if they have been employed for longer than two years, and all employees are entitled to a notice period. Taylor and Wilkinson (2016) state that an employer needs to identify a pool of people at risk and create selection criteria to determine which of the employees will be made redundant. The criteria can include attendance, performance, and conduct, as well as length of service. Once the pool of people has been identified, employers must consult with them (ACAS, 2020b). CIPD (2020e) note that organisations can seek volunteers for redundancy. Following the selection of the employees being made redundant, the employer must look at suitable alternative roles available within the company; if there is nothing suitable, redundancy pay and notice would be given. 
There is currently an ageing population with 22% of workers predicted to be over 60 by 2050 (Personnel Today, 2018), and a lot of those workers will be looking to retire. With a tight labour market, organisations need to ensure that the older workforce are retained. Employers should not suggest retirement to their employees or ask questions about when they plan to retire. If an employee raises a request or thoughts about retirement, employers should offer support and continue to treat them fairly (ACAS, 2020c). Personnel Today (2018) suggests that employers retain the knowledge of retiring employees by sharing knowledge and skills with their peers. Employers should have open conversations with these employees which should be handled delicately, producing a plan to help them transition into retirement. CIPD (2019f) suggests that employers need to consider flexible working options for employees, as they are more likely to have caring responsibilities. It is also suggested that employers should look after employees’ health and wellbeing, including offering a good quality of work that fulfils employees’ psycho-social needs (CIPD, 2019f). 
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