


Introduction
The aim of this briefing paper is to provide you with an understanding of the below services that you will provide within your organisation, Healthcare on Hand.
The different stages of the employee lifecycle and the role of the people professionals in the lifecycle. 
The employee lifecycle is known to have six stages involved within the process. These range from recruitment and selection, attraction, onboarding, employee retention and separation as well as employee development (Waite, et al., 2021). 
People professionals generally have a very important role to play within this process which normally involves enhancing the overall experience for the employee throughout each of these stages. This could include the people professional designing these or implementing processes and/or policies for our organisation (Waite, et al., 2021) As HR professionals, our main focus should always be on improving the employee lifecycle, ensuring that this is a positive experience for members of staff and in turn, improving the overall experience (Mann, 2022).
People professionals have the important role of enabling the process as well as making sure each transition with the process is structured appropriately and running smoothly (Kumar, 2019). The role of a people professional can vary throughout the employee lifecycle and can be down to the overall size of the organisation. An example of this is within a small organisation it is more than likely that the people professional is carried out by a single employee. On the other hand, within a medium organisation it is more than likely that there is a small people team who are responsible in overseeing day to day tasks. Large organisations tend to have dedicated people leaders who are responsible for each of the employment lifecycle (Waite, et al., 2021).
Different ways in which information for specified roles can be prepared.  
Throughout the recruitment process, it is important to ensure that content is prepared for roles within the organisation. This can benefit candidates and ensure that they feel motivated and enthusiastic about the potential role and gives them an insight on what is expected from them (Herrity, 2023). 
It is important that organisations spend time gathering information on the job role prior to advertising this to potential candidates. This information should generally include a job and person specification, stating the criteria for selection as well as information regarding the role and organisation that they are applying for (Cappelli, 2019). It is crucial that this is tailored towards to target audience. Job advertisements should be easy to follow while also being informative and also includes rewards and benefits available, the company’s values, job location as well as the type of employment that is being offered, this being full time or part time as an example (McCartney, 2022).
The vetting process is also a part of the process that organisations can benefit preparing for. It could be a good idea to investigate a candidate’s backgrounds and current qualifications before they are selected for the role. This is also a way to ensure that the potential employee is a good match for the role (Indeed Editorial Team, 2023).
Different recruitment methods and when is it appropriate to use them. 
Recruitment methods are everchanging throughout the working world, and it is important to ensure that the correct recruitment methods are being used to suit the organisation. Throughout the healthcare industry, it is normal for internal and external advertising to be used along with approaching recruitment agencies to advertise on behalf of you (Morris, 2023). 
Recruitment methods can be used both internally and externally. Some internal recruitment methods can include advertising posts on the company’s intranet platform, notice boards as well as newsletters and job bulletins. Externally, methods could include advertising the roles via the organisation’s own website, social networking platforms as well as agencies and job boards (Waite, et al., 2021).
In today’s current climate, there are various trends regarding recruitment methods. These involve remote interviewing due to working from home becoming a huge trend since the COVID pandemic. Diversity and inclusion is also a current trend, and is another growing focus for people professionals. Another trend to include is analytics which can assist employers with different metrics that involve the overall offer acceptance rate, diversity, and so on (Marson, 2023).
Factors to consider when deciding on the content of copy used in recruitment methods.
There are various factors to consider when deciding on content of copy used in recruitment methods involving knowing your audience and ensuring that you are tailoring to the target audience (Baluchova, 2021). 
It is important to ensure that the job description for potential candidates is captivating and one of a kind. As well as this, it is important to set clear goals and expectations. This should include an overview of roles and responsibilities as well as minimum qualifications required in order to carry out the role effectively. Occasionally, organisations can also include performance metrics as well as including genuine employee feedback (Monteiro, 2023).  
Different selection methods and when it is appropriate to use them. 
Once the recruitment process has been followed throughout an organisation and a suitable number of applications have been made, the next step of the process is to start selecting potential candidates. Selection involves the process of selecting a strong candidate in order for the organisation to make an offer of employment. Ensuring that the right candidate has been selected plays a very important role in achieving organisational performance (Waite, et al., 2021).
There are a range of selection methods that can be made, however, carrying out interviews in order to select candidates is usually the most common selection method and is an opportunity for the organisation to gauge the candidates background and experience as well as giving the organisation an opportunity to ensure that the candidates come away from the interview feeling positive (McCartney, 2022). 
As well as the interview process, there are also assessment centres which can be used in selection. These generally require the candidates to demonstrate their capability to do the role which is being advertised and take part in different tasks which are assigned to them. This can give employers a feel of the candidate’s abilities and performance (McCartney, 2022).
Another selection method that is commonly used throughout the selection process is reference checks. Reference checks can be a very useful tool in employee onboarding and can also be a very effective way of the organisation being able to gather information on what it would be like to work with the potential candidate (Heaslip, 2023).                                                                          
The selection records that need to be retained. 
Retention, giving feedback and staff discrimination are all very crucial pieces of workplace culture. If the above are monitored and followed, organisations can find it easier to attract and retain staff of all employment backgrounds (Wadsworth, 2022). 
Employee retention generally relates to the duration of which an organisation can maintain its members of staff. Measuring the rate of retention can massively benefit an organisation and give them an insight into why members of staff leave and how to improve this going forward. In order to improve employee retention in the workplace, organisations should ensure that they are flexible and accommodating where possible, treating people fairly, maintain and monitoring employee wellbeing as well as enabling employee progression (Maxwell, 2021). 
It is important for organisations to ensure that they are aware of the law regarding holding employee records and data (Martin, 2021). Employee records can include various types of personal information, however, the most important are generally applicant data, e.g. CV and cover letters, next of kin contact information, personal basic information, e.g. full name of employee and addresses as well as banking information and termination records. An employer should only keep this information for 6 years after the employee has left the organisation. This is normally because of potential circumstances that can arise such as tribunals. On the other hand, regarding applicant records, an employer should only keep this information for 6 months. If an employer chooses that they would like to keep a potential candidates CV for longer that six months, they will need to seek approval from the candidate themselves (HR Function, 2018). 
Conclusion
To conclude, it is plain to see that it is important for employers to carry out their own research prior to advertising upcoming job roles as well as ensuring that the legal side of recruitment is maintained to an acceptable level. We are now aware of the different selection and recruitment methods that can be used within an organisation to assist with locating suitable candidates as well as the employee lifecycle and how these processes can benefit an organisation.
Letter of appointment
Date:
Name: 
Dear (Name of candidate)
Thank you for your recent application and for taking the time to interview with us. 
We are really pleased to offer you the role of _______ in our ________ department. 
If you confirm acceptance, your role will commence on the ______ and you will be based in ______. 
Position hours:
Salary: 
Benefits:
Additional conditions: 
We kindly ask if you can take the time to review the above information and reply with your acceptance or declination within two weeks of receiving this. Please reply directly to this email with your response so this reaches our HR department. 
We really look forward to hearing from you in due course and thank you again for your interest and your time. 
Kind regards,
__________

Letter of non-appointment 
Date:
Name: 
Dear (Name of candidate)
Thank you for your recent application and for taking the time to interview with us. 
We received many applications for this role and unfortunately, on this occasion and after careful consideration, your application has not been successful, and we will not be moving forward with this.
We really appreciate your interest in our company, and we wish you the best of luck for the future. 
Kind regards,
__________
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