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Essentials of people practice- Task one

Q1.1 
According to Waite (et al), the employee life cycle involves six stages. These are;

· Attraction – This is where the potential recruit is attracted to the employer and their brand. The potential recruit will determine whether their own values and ethics align with that of the organisation they are attracted to. 
· Recruitment and selection – Recruitment is defined as ‘attracting a pool of candidates’ and selection is defined as ‘choosing candidates from the pool’. Arguably this is one of the most crucial parts of the employee life cycle as recruiting the wrong person could have dramatic consequences for a company.
· Onboarding – This is where the successful candidate is inducted. A good induction is incredibly important as it’s the start of the employee journey and this first impression of their employer could be the difference between a staff member staying for a long time or leaving pre-emptively. Before the induction, an offer letter, as well as contract of employment will be issued to the employee.
· Employee development – This is the employers opportunity to upskill an develop their staff so they can become more competent in their roles as well as providing continuous professional development (CPD) opportunities for their staff. 
· Retention – This is where all the other stages impact whether an employee decides to stay or leave an organisation. As well as the previous stages in the lifecycle, there are external factors such as the economic climate which can influence retention.
· Separation – This is where the employee parts ways with the employer, this could be due to a number of reasons, such as contract ending, retirement or resignation, or even dismissal or redundancy. 
 
Throughout the employee life cycle, a people professional can play a critical role. They can ensure that organisational values attract potential recruits, oversee recruitment and selection, and facilitate a smooth onboarding process. Additionally, providing learning opportunities for CPD and development can help improve retention. During separation, they will work with the employee to ensure they have a smooth transition period. 

Q1.2 
Torrington (2020) says that traditionally, job analysis has been used to determine the tasks and responsibilities of a particular role, and the tasks and abilities required to complete that role. 
Taylor, S. and Woodhams, C (2022) says that a job description is a key document based on the job analysis which summarises the tasks an reporting lines for a new employee, and can be used as reference throughout their employment by both the employee and organisation. According to Taylor, S and Woodhams, a job description should contain;
· job title;
· grade/rate of pay;
· main location;
· supervisor’s name/post;
· details of any subordinates;
· summary of the main purpose of the job;
· list of principal job duties together with very brief descriptions;
· reference to other documents (such as collective agreements) that may clarify or expand on other items.
Heery and Noon (2017) state that a person specification is a document which describes ‘the skills, knowledge and qualities needed to perform a particular job.’ A person specification is different to a job description in a sense that it can differentiate to the applicant what are desirable and what are essential criteria for them to be able to carry out their role. This allows the applicant to better understand the requirements for the role they are applying for and gives them scope to prepare for both their application, and their interview if successful by being able to understand what the employer is looking for.

Both the job description and job analysis are important during the recruitment process, a job analysis is carried out by the employer to determine the roles and responsibilities of a new job post, and the job description is then formulated by the employer to provide the employee context during the recruitment process of what the post they are applying for will entail. Additionally, the person specification allows a more tangible description of the qualities and criteria requested by the employer for their new potential employees to demonstrate in their role.  
Q1.3
Muduli, A. & Trivedi, J.J (2020) suggest that the recruitment process begins by creating awareness about vacancies through a variety of different advertisements and methods. They suggest that the most common form of recruitment is a job advertisement. This would be a physical advertisement either as a poster, or an advertisement in a newspaper, magazine, or noticeboard. They suggest that this is still the most common method of recruitment as it can be incredibly far reaching and attract many candidates.

Parry and Tyson (2008) suggest that using online based recruitment methods, such as commercial web sites like Indeed are highly effective ways for organisations to advertise their employment opportunities. They cite the most common reasons for using online based recruitment methods were their cost effectiveness, ease of use for candidates, larger candidate pool, ease of use for the organisation, and speed to hire. 

Utilising both recruitment methods above would ensure that the job is advertised to a large and diverse audience and would offer the organisation a large pool of candidates to choose from. Physical adverts would likely attract different candidates compared to online advertisements, although this would likely be the more expensive of the two options as printing costs and advertisement slots can be expensive. Online advertisements would likely be more cost effective and have the added benefit of reaching a very large audience as well as being able to provide more information to potential recruits than a physical advertisement.
Q1.4

 When deciding on the content for either recruitment method, it is important to remember the different constraints that each has, as well as the organisation. The cost of physical advertising is one of its key constraints as well as the limited length of information which can be inserted on a physical advertisement. When creating the content for the advertisement, it is important to ensure that the branding aligns with that of the organisation as the branding is a key factor to the ‘attraction’ part of the employee life cycle. As well as this, the job description must be created so that it is an accurate portrayal of the job which is being advertised. Physical advertisements can also not be altered once distributed, they can of course be revised at a later stage, but because of this constraint, all content must be checked thoroughly for any mistakes or inconsistencies.

Online advertising whilst it can reach a large audience if done correctly, can easily be overlooked in a crowded job market. If a website like ‘Indeed’ were to be used, the job advert would be surrounded by tens of other competitors trying to recruit. Ensuring the branding of the company stands out as well as the corporate mission and message is vital in recruiting and attracting potential candidates online. 

 Q2.1 
Nikolaou, I. and Oostrom, J.K. (2015) say that semi structured interviews are effective in almost any selection context, as the questions can be tailored to fit the post-specific competencies and requirements. A semi-structured interview should contain questions about the applicant past experiences, as well as their own personal perspectives on different aspects of their personality. Such as ‘How important is collaboration to you?’ 

 Additionally, application forms and CVs is another selection method which would be beneficial for the role of sales assistant as it will allow the employer to determine the past experience, achievements and job knowledge that any potential candidate may have before getting through to the interview. Application forms are a great way to ask more specific questions regarding an individual’s past achievements whilst CV’s will provide a broader overview of a candidate’s past. 

Both above selection methods would be suitable for the post of sales assistant, as they would provide sufficient information to the employer regarding past experiences, what the candidates skills and knowledge are and providing a broad opportunity for the candidate to display to the employer what the advantages of hiring them would be. Using application forms/CVs, the candidate would be able to provide the context required to the employer of whether they are suitable for the role, and through providing a well thought out interview, the employer can determine whether the candidate has the required knowledge, experience, and characteristics which are required and desired by the organisation.
Q2.4
It is important to retain selection records such as application forms, CVs, interview notes and reference checks to remain complaint with UK legislation, such as the Data Protection Act of 2018 and the Equality Act of 2010. During the recruitment process, maintaining these records ensure that the company is demonstrating compliance with anti-discrimination laws and ensures is also best practice for the organisation. Maintaining these records also allows the company to be able to look back at potential candidates should another vacancy arise and offer the opportunity to someone who stood out but was not right at the time.

The records also allow the company to evaluate their own recruitment process. This is important as it could allow the company insights in to how to better market or engage with the public and/or their own staff next time they are looking to recruit. For example, they could determine if any of their internal staff enquired or applied for a role, and identify that by creating physical and online adverts they have not actually targeted any of their own internal staff, and could look to promote recruitment opportunities within their own workplace. 


























Q2.5
Joe Bloggs,
12 Joe Bloggs way,
Carmarthen,
SA36 1AX

Dear Joe,
Thank you for your application and for taking the time to interview with our hiring team. I'm writing to inform you the team has made a unanimous decision to extend the offer of sales assistant with Clean Quarter Ltd on the following terms and conditions:

Start Date 07/06/2024

Position Hours – Monday to Friday: 09:00-17:00

Salary: £23,609 (annual)

Benefits:5 percent commission per sale. 28 holiday days per year.

Additional conditions: Benefits and commission only available after a 90-day probationary period. Business casual dress code on-premises, except for Fridays where employees can wear jeans and casual clothing. No smoking on office property. Must provide two weeks' notice of time-off requests totalling three or more days.

We kindly ask you to review these conditions and reply with your acceptance or declination within two weeks of receiving this letter. Please send your reply to our human resources department, which you can contact at the following email address: CleanQuarterLtd@gmail.com

We look forward to hearing from you and thank you again for your time and correspondence with Clean Quarter Ltd.

Warm Regards,

Clean Quarter Ltd
Q2.5

Joe Bloggs,
12 Joe Bloggs way,
Carmarthen,
SA36 1AX


Dear Joe
Thank you for applying to our Sales Assistant position. We appreciate the time you took to /come in for an interview.

Unfortunately, we have decided not to move forward with your application currently. Specifically, we are looking for a candidate with more sales experience. However, we were very impressed with your positive personality and can-do attitude.

We would like to keep your CV on file and consider you for future positions if you are interested. We also encourage you to apply for any future positions that fit your skills and interests.
Thank you again, and best of luck with your job search!

Warm Regards,

Clean Quarter Ltd
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