				Recruitment and Selection

AC 1.1
	The six stages of the employee life cycle helps employees to reach the full potential which allows them to excel within the organisation. The employe life cycle consists of the six stages below:
[image: ]
(Blanks, 2019)	Comment by Rhiannon Akers: No need for the full name here: (Blanks, 2019) would suffice. 
	
	Recruitment and selection is choosing new employees. People professionals must look for the right people, at the right time, for the right roles for the organisation meaning, their knowledge regarding the organisation must be strong to help managers decipher what is correct for them. People professionals can advertise internally and externally. I would advise that you choose a method which is efficient and cost effective because you are starting a new business.  	Comment by Rhiannon Akers: Is this always down to people professionals or would they support line managers throughout the process? 
	Onboarding is defined as inducting new employees. People professionals can send new employees joining instructions before their first day, which would prevent the new employee from entering the complete unknown. A local induction could be conducted rather than a corporate induction. Local induction includes, company culture, immediate pay, benefits, breaks etc. 	Comment by Rhiannon Akers: Consider rewording to improve grammar. 	Comment by Rhiannon Akers: This is a good point.	Comment by Rhiannon Akers: Consider utilising this factsheet: Induction | Factsheets | CIPD 
	Development is training current employees. People professionals can put current employees forward for training. This would result in increased production, increased output, ability to deal with ever- evolving changes e.g technology, increased motivation and staff retention. This also secures a talent pipeline for the future of the organisation. 	Comment by Rhiannon Akers: This is quite a lengthy sentence, consider breaking it down. Is training the only option for development? What other opportunities could an organisation provide? 	Comment by Rhiannon Akers: Should be all one word.
	Retention is keeping employees. People professionals have more control over the internal factors such as, pay, employee benefits, recognition, work life balance and securing line manager relationships. People professionals cannot control when an external factor will happen but can prepare by having procedures in place. An example of an external factor would be a family emergency. To prepare for this you could have cleaning mobiles to cover their hours. Other external factors are economic climate, health and well- being, childcare, etc. 
	Separation is losing employees. Employees leave for voluntary reasons such as retirement and resigning. People professionals can prevent a resignation by creating a positive workplace environment making it less tempting to leave the organisation. “Women and LGBT+ employees, are more likely to be disproportionately subject to ‘push’ factors such as discrimination, exclusion and barriers at work” (CIPD, 2024). It’s crucial that employees are heard and valued to lessen employee turnover as employee turnover can have an adverse effect on the organisation's performance. If an employee does hand in a resignation people professionals can ensure managers talk to the employee, determine what is wrong and see if the problem can be fixed. The employee can then retract their resignation. There are also involuntary reasons such as dismissal, death in service and redundancy. People professionals can advise managers throughout to ensure a fair process is followed.  
AC 1.2
	There are three steps to defining a role, job description, person specification and job analysis. A job description “provides an overview of the role, including responsibilities and objectives” (CIPD, 2023a). A job description allows people to understand what the job role would entail. A job description should include what the job title would be, full time/ part time, a ball figure of the salary and job conditions/ environment etc. A person specification allows each candidate to fully understand what requirements are needed for the job role. These requirements will be needed to proceed to the recruitment process. An example of this would be any required qualifications, skills and experience. A job analysis is defining the requirements an applicant must retain to be able to qualify for the job description. A job analysis is collecting and reviewing information that is required for the job role. This should be done because you are recruiting for a specific job role.	Comment by Rhiannon Akers: Qualifications are usually part of the person specification, not the job description. Could be worthwhile revisiting the literature to ensure you are providing the correct advice. 
AC 1.3
People professionals can attract new employees with employer brand, emphasise employer culture, explain the organisations vision and values and highlight employee value proposition (EVP). EVP tempts new employees because it shows the positives of an organisation. You can express this via social media. This way people outside of the organisation will be tempted to relocate to Quarter Clean therefore, your organisation can grow and develop. 
“Effective resourcing is not just about filling an immediate vacancy but about impacting the long-term success of the business” (CIPD, 2023b). It is just the beginning of your business therefore it is crucial to decipher what essential skills is needed for the business now and long term. A sales assistant role can be highly dependant on a person's social skills. In order to evaluate a person's social skills a people professional could organise an open day allowing the people professional to engage in face-to-face conversation with potential new employees. An open day would also attract people genuinely interested in the sales assistant role because they have taken time out of their day to attend.  
	A further recruitment method which could be considered by you could be job adverts online. Indeed, would be a perfect example. Unfortunately, you do have to pay a small price to advertise job roles as a priority but, it is free for the public to use, meaning it is very popular and you are likely to fill job roles, resulting in return in investments. 
AC 1.4
	As a small business, at the very beginning of its career, you do not want to spend too much time or too much money on recruitment. An open day is not extremely costly, but you would have costs to consider such as opening the site for the day, banners, fact sheets regarding the organisation, staff to promote the business and facilities, for example, bathrooms. Open days promote the image of an inclusive organisational culture because nobody is selected to participate in the open day, anyone is welcome. An open day can be time consuming when taking into consideration, meeting potential new employees face to face at the open day, then having correspondence to schedule the interview etc. An open day adds another step to the recruitment process and really you want the organisation operating as soon as possible so you can begin making a profit. 
Using Indeed is a more efficient way of recruitment. It is a quick and easy to use app which is very popular. Indeed, can be free to use, or your organisation can pay £5 per day. My organisation pays the £5 application fee because I have seen first hand the impact it has. When you pay the £5 the job advert remains relatively close to the top of the advertising page meaning, more people will view your job advert. Posting job adverts for a sales assistant on Indeed promotes the image that your organisation is trying to develop and expand. Indeed, is also a non- intrusive recruitment method. Indeed allows potential new employees to decide if the job is for them purely from the job description and person specification. Not like an open day where you may subconsciously try and persuade individuals to apply for the sales assistant role. 
AC 2.1
	The selection process takes place after the recruitment process. “Selecting candidates involves two main processes: shortlisting, and assessing applicants to decide who should be made a job offer.” (CIPD,2023c) The selection process is evaluating candidates that have applied for the sales assistant role. As part of the selection process, I would advise on conducting a telephone interview. This allows you to query applicants on their CV and does not have to be scheduled. Telephone interviews prevent discrimination because you cannot see what the applicant looks like, nor how they present themselves. It also allows you to go into more depth regarding the job role and gives the applicant an opportunity to ask questions. This would allow you to shortlist the candidates because a telephone call would not take a significant amount of time and the best suited candidates can be invited to a face-to-face interview. 
	I would also advise a trial shift. A trial shift is when an applicant can spend some time doing sales assistant duties in the organisation. You invite the applicant to the location their job would take place and you can determine their ability to do the role. This is also cost effective, morally, there is no need to pay someone for a trial shift unless “tasks undertaken have a value to the employer beyond testing the individual” (Anderson Strathern, 2023). This should not be the case because I would advise the trial shift to be done under supervision and the applicant to be educated throughout. A trial shift does not discriminate because you are basing your decision on their ability to do the role. 
AC 2.4
	It is important to retain records throughout the selection process so, you can refer back to the records when deciding who should be made a job offer. It is important to follow the Data Protection Act 2018 when going through the selection process. 
Documents such as:
· CV’s- You will receive in first instance.
· Right to work documents- When the applicant reaches a face-to-face interview. 
· Letters of recommendations- You would a request if deciding to proceed with the application. 
· Interviews notes- These would be taken during an initial telephone interview and a face-to-face interview. 
· Background checks such as a DBS to ensure the applicant has no previous convictions. 
You will need to retain documentation, so you have access to their qualifications throughout the selection process. This will help when you are trying to whittle down applications. Keeping these documents highlight compliance with employment law regulations such as equal employment opportunity Act 1972. You will also need a right to work document, so you are aware that they are eligible to take up the job role. 
You will only need to retain documents if you are proceeding with their application. Once an applicant has been deemed unsuccessful, their documents should be disregarded in a timely and correct manner. An application should be “kept for no longer than is necessary” (UK Government, 2018) If kept you would be in breach of the law. This is stated within the Data Protection Act 2018. 
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AC 2.5

Private and confidential 

Name:


Date:

Dear name,

Re: Letter of Appointment 

Following your recent recruitment and selection process, I am pleased to announce that you have been successful. You will be appointed with a sales assistant role within Clean Quarter Ltd from Monday 20th May 2024. As discussed, you will be based in our headquarters. 

I would like to reiterate the following:
As previously detailed your salary will be £24,000 per annum payable one month in arrears on the last working day of each month. You will be contracted to 37.5 hours per week. Your working pattern will be as follows:
· 8:30 am – 5:00 pm
· Monday – Friday.
· 1-hour unpaid lunch break per day. 

Your annual leave entitlement will be 20 days plus 8 bank holidays per year. Your holiday year will run from 1st January – 31st December. You will report to myself, Caroline, CEO.

I have enclosed a copy of Clean Quarter Ltd’s terms and conditions followed by your contract which will take effect from Monday 20th May 2024. This is due to your contracted two weeks notice with your current employer. 

You will be employee on a probationary basis of three months. During this time your performance will be assessed. 

Your appointment has been based on the evidence that you have put forward during the recruitment and selection process. If in future, we discover any discrepancies in documents that you have provided we retain the right to investigate and review your contract of employment within the organisation.

I would like to further congratulate you on your offer of employment. To accept this offer, please can you reply to this letter via the email address stated below.

If in the meantime you have any further queries, please contact me via email shown below:
Caroline@CleanQuarters.com 

On behalf of Clean Quarters Ltd
Yours sincerely 




Caroline surname
CEO
























Private and confidential 

Name:


Date:

Dear name,

Re: Letter of Non- Appointment 

Following your recent interview which took place on Wednesday 1st May 2024, with myself at Clean Quarter Ltd Headquarters.

I would like to thank you for attending the scheduled interview to discuss our advertised sales assistant vacancy however, at this moment in time you have been unsuccessful. 

Clean Quarter Ltd received an overwhelming number of applications and unfortunately, we are unable to offer you the job role at this moment in time. 

All applicants underwent the same recruitment and selection processes: telephone interview call, face to face interview, trial shift and letter of recommendation.

If you require any further information, please do not hesitate to contact me via the email address stated below. We wish you all the best in the future.

Caroline@CleanQuarters.com

On behalf of Clean Quarters Ltd
Yours sincerely 




Caroline surname
CEO
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