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[bookmark: _Toc49761254]Abstract Summary 
The aim of this report is to solve a problem within my own personal working environment. I will explain the way I have been able to present solutions and implement changed by using a range of problem-solving techniques.


[bookmark: _Toc49761255]Introduction

Within working organizations various problematic situations occur. According to (collinsdictionary.com, 2020) problems are situations that are unsatisfactory and causes difficulties.  The types of problems that you can encounter within work can be due to, communication, ethical, poor performance, discrimination, and many more.  To resolve Problems within the working environment there needs to be specific steps and various approaches according to the depth of the situation. 
Within my current workplace I have observed a variety of problematic situations and have had to make decisions on how to tackle, resolve, and assist in creating change or overturning a problem into having a positive outcome.
I have been asked to provide a report in recognizing problem solving tools and techniques to identify and create solutions within my workplace.
Within this report I will be discussing the problem I encountered during the first stages of the COVID 19 pandemic within recruitment at my workplace, and they ways in resolving the situation with different tactics and resources. 
I will be discussing the different solution techniques I used to help me make solutions to the problem


[bookmark: _Toc49761256]Methods
There are various methods I will be using to help support my solutions within this report 
 The methods I will be using are
· Fishbone method
· My own Action Plan with possible solutions 
· Consultation Role play exercise
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External candidates must fill in an online application with required information including any pending criminal convictions, ethnic background etc. After, candidates must complete a scenario and personality online assessments. Applicants must get a certain pass rate to go through to the next stage.
Our current induction is called ‘Our Learning Journey’ and is an extremely thorough process, according to www.one.walmart.com(2020), the learning journey is divided into three pathways that is relevant to department requirements, Ready to go, Ready to Serve, Ready to grow. 

[bookmark: _Toc49761258]The problem: Covid 19 Emergency recruitment
The Covid 19 pandemic is an unexpected event that will forever go down in history. it has impacted on all aspects of life and has made a drastic change in the way we work for a long unforeseeable time. 
The impact of the Covid 19 changed the way we recruit within our workplace drastically; I was informed without notice that I will be running an emergency recruitment session to temporarily replace vulnerable colleagues, colleagues that have signed off from work with symptoms of the virus, or if family member within their household showed symptoms. 
I was informed that until further notice, that applications do not need to completed online and anyone interested in a job can just turn up. A group of individuals that were already informed by word of mouth came to the building that very same day I was informed they will have a short interview and be handing in their right to work documentation. 
There was no structure to how I was to collate the information that I needed from the applicants such as name, contact number, emergency contact details, and flexibility.
I was totally unprepared and caught off guard of the situation, as this was not the normal way, we run our recruitment sessions. 
Approximately 45-50 people attended across three days and some individuals where sent away as it became over whelming for me to handle. 
Within a couple days of trying to manage taking new people on board another problem occurred, as I was informed by my doctor that I also was listed as Vulnerable due to me being asthmatic and was to isolate for 12 weeks. 

I had to come up with various plans and solutions to organise, induct, and manage the ongoing emergency recruitment process but first I had to identify the problems and its risks.
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	Lack of communication 

	I was not informed neither given enough time to prepare myself to follow a proper process such as time slots, list of attendees

	Lack of support 

	The total amount of external people was too much for only me, one interviewer, and one manager of higher level to validate right to work 

	Tools and Facilities 

	The training room had insufficient space to commute 45-50 applicants, so they had to be mixed with current working colleagues in the staff canteen

	Colleagues were asked to right down personal details on a piece of paper as there was no current document created at the time 

	Training 
No colleague other than me was adequately trained in recruitment to support and run induction sessions 

	No adequate colleague trained in replacement of my absence 

	Interview process

	This was not done in a long enough time to identify wither or not the candidate was suitable for the job. No work trial given

	Vacancies 

	There was no formal agreement on what departments these vacancies will be 

	Technology and Data

	We were unsure of how hired candidates will be placed on the system as they did not enter the information online to automatically go onto the system electronically

	Timings deadlines 

	Have candidates on-board as soon as possible as colleagues began to go off sick rapidly
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	The circumstances were still unknown on keeping distance from each other so the virus could have spread due to lack of knowledge and understanding 

	My vulnerability – I was exposed to catching the virus as I did not protect myself or keep my distance 

	Colleagues were not taken through proper application process so unable to identify if they have any current criminal convictions 

	Work ethics – covid candidates might not take work seriously, break rules, not follow policy due to temporary contracts

	Young workers – need to be monitored, work in line with persons especially at risk

	Equipment machinery – covid candidates not being professionally trained to use equipment and machinery, which can cause accidents

	PPE Personal Protective equipment – not available at the time such as gloves, face mask, hand sanitizers.
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	Communication 

	There was a communication breakdown to alert me prior before the situation occurred 

	Word of Mouth

	The total amount of candidates attended due to hearing information about vacancies and where to come in a short notice

	Knowledge 

	Their was no strict procedure as yet to organise the best way to run the session why keeping everyone safe

	Pressures 

	The business was under pressure due to colleagues going off with sudden sickness so recruitment need to be done as soon as possible 
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	Political 

	Health NHS policy, Government changes in the way we work, Lockdown measures 

	Economic

	Candidate salary, Stock levels due to pandemic, company losing money due to lockdown measures customers not buying, unable to sustain jobs for candidates

	Social 

	Impact on candidates and colleagues due to anxiety, less interaction with other colleagues. Colleagues not knowing the pressures due to pandemic

	Technological 

	Create Customer count system using technology, update equipment such as scan and go to keep distance and fast process. Better process then competitors 

	Environmental

	High risk area of COVID 19, How to reduce Waste

	Laws

	Policy changes, behaviours at work 
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After analysing the problems, risk factors, possible causes, and PESTLE. I had to find techniques to help me to identify solutions to organise the recruitment process of the Emergency COVID 19 recruitment. 
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According to (www.mindtools.com 2020) the fishbone technique was created by Professor Kaoru Ishikawa. The fishbone technique is to help brainstorm the effects and issues with the problem (appendix 1) 
According to (Pearson, n.d.) The Fishbone diagram also known as the Ishikawa diagram is a cause and also effect diagram that helps leaders solve reasons for imperfections, defects, variations and failures.
Using the Fishbone strategy was a simple way to note effects into categories such as, Man, Materials, Methods, Environment, and Policies, however I didn’t feel it help me open my mind with finding possible solutions. 
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According to (www.involve.org.uk, 2020) Action planning is a well thought out method to focus ideas and decide the steps you need to take in order to achieve goals 
I decided to create another strategy by creating a COVID 19 Possible Solution Action Plan (appendix 2). Within this plan I created five headings which was Problem, Impact, Risk Level, Possible Solution, and Responsibility. 
This technique began to create clear steps into finding a possible way to rectify the problems listed.
The problem column was to state the issues that have been highlighted, the impact was a section for me to note possible effects that can and will happen. 
I created a Risk column that had the colour Red for High Risk, Orange for Medium, and Green for Low (appendix 4) this symbolised how much of a priority it was to have the issue rectified. The responsibility column was whom the problem will be delegated to

[bookmark: _Toc49761266]Consultation Role Play Exercise 
I had to pair up with a student within in my class to conduct a Role play for a scenario of a case study I had to act as a business consultant in resolving an organisation situation where UK workers were among the most dissatisfied within Europe. (Appendix 3)
Using Consultant skills, I felt confident in advising the UK workers with professional advice, and was able to notice the potential problems, Micro factors, and PESTLE. 
This exercise helped me in structuring the decision process and offered long term and short-term solutions to help the client.
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I decided to approach the situation by planning an urgent meeting amongst all department managers including the Store Manager to present the problems, and ongoing solutions to deal with the COVID 19 Recruitment process.
The best way for me to present to the team was to use the Consultant strategy and use steps on what needs to be implemented. Also using the possible solution Action Plan assisted me to use as a tool for managers to understand the urgency and importance. 
The following solutions were presented to the managers  
· Read the Coronavirus (COVID-19) Guidance and support on GOV.UK. 
· Only 10 candidates should attend the recruitment sessions within two time slots one session in the morning and one session in the afternoon. 
· All recruitment sessions including inductions, should happen within the community room as the space is much bigger to achieve the 2 metre distance. 
· Provide sanitizers, gloves and face masks in every session
· I created a document sheet (appendix 4) to allow candidates to fill in all necessary information needed along with a flexibility sheet to help in the quickest way of getting candidates out of the building as soon as possible.
· Managers should pre book dates for COVID 19 recruitment sessions to avoid huge crowds of people coming into the building at once. 
· Interviews should be conducted over the phone, given the outcome and if successful when to attend the induction.
·  Managers need to confirm and present current vacancies to store manager for approval to go ahead and start to place new recruits in the right departments
· Give 1 week notice of temporary leave to managers along with introduction to new replacement for myself and handover folder with all important information from the company recruitment guideline and head office contact numbers 
· Run a demonstration of how inductions should be done, and preprint all relevant due diligence paper work for new candidates to complete, such as job specific training, handbooks and equipment and machinery validation. 
· Ensure any Young Persons complete a Persons especially at Risk, Risk assessment 
· Give new starters contracts stating start date, end of contract date, policy and procedures.
· Give new starters issued uniform from head office
· Keep a record of everyone recruited along with colleagues that have gone on long term absence. 
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Having reflect on both the COVID 19 Emergency Recruitment problem, possible solutions and final solution I believe that I have presented reasonable guidance on keeping the problem controlled and organised until further changes within COVID 19. 
This can only be temporary fixes and may change across time due to things going back to some normality. 
Although I was also leaving to isolate myself for 12 weeks, I was confident that the management team was able to follow on the process with the assistances of my colleague Sadiq Talukdar.
All of the Solution techniques were useful tools to help me come to a final solution, however I felt that the Consultation Role play and Possible Solution Action Plan was a more effective way for me to present it to the team along with my final step by step actions. 
For future problem situations that will occur in within the workplace I will look into other possible decision-making techniques that could also give me another approach in coming up with solutions. These approaches were an easier step by step process and was the quickest way to resolve the issues and we had to deal with the situation as quickly as possible within a short time scale. 
My Senior Management Team successfully used all advice presented to them whilst I was away and continued to use resources provided to them. They also used Guidance tools presented to them to assist for other Health Advice.
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