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Human Resources

“Human resources recognize that people are assets rather than liabilities in companies. In
order to keep these assets optimally productive, human resources are there to make sure a
company hires the right employees with potential, keeps everyone happy, and ensures that
employees work together to perform a great team.”

The Human Resources Department is split into many different categories. The
purpose is to support the overall business with a real ‘passion for people'.

which includes:

*The training and Development Team
*Recruitment and interviewing process
*Health and safety

*Compensation and Benefits

* Performance of employees and employee engagement which is very important for every
organisations. To have equal right, respect, trust and to have the chance to voice their views
and concerns. Therefore, keep employees motivated and happy which will lead to a
productive and successful business.

The owners have skills and experience for this business venture: Grab a pizza cafe,
has a strong management team consisting of three owners. Each owner has some
experience working in the management and Food Industry.

15t ownergkills for the workplace Level 4, plus management and administration skills, means
they can manage the cafe.

2ndowner_ |ike cooking and socializing- take a quick pizza cooking course to be the pizza chef.
training cost details and pizza chef duties/ responsibilities in (appendices 1).

3rdowner_gleeping partner, and delivery driver. As a delivery driver, car must have Business
insurance cover.

However, we are looking to recruit candidates for the position of counter service
assistant. Previous experience in hospitality or customer service would be essential,
however training will be provided. Must have level 1 food safety awareness certificate and
work permit to work in uk. (job description in appendices, 2)



Recruitment and Selection Process

The advertisement for the job description will be on the local newspaper, Jobcentre plus,
LinkedIn website and on social media. Applicants can apply online. If there's a suitable
match for the job role, the applicant will be invited to the one to one interview.

Best candidates will be selected based on skills and previous experiences. Reference
checks and will be made, this can verify candidates past employment details, including Job
performance (strengths and weaknesses).

Then the job offer letter is given to the candidate. This includes; stating the position,
salary, start date and the terms and conditions of employment that are based on the
agreement between the company and the candidate. The candidate needs to sign and date.
Also, DBS checks will be carried out.

Training and Development

e Induction day on the Job training for staff.
e Developmental programme is for improving skills which will be used in the future, to
improve interpersonal skills, problem solving skills and technical skills.

Health and safety

e Safety programmes, providing health and safety policy regulations. Level 2.

Performance of employees

e To evaluate employee's performance on a regular basis in order to help them
improve and develop more skills.

Compensation and benefits

e Liability insurance pay rise or performance bonus, paid holiday and covers sickness
pay.

The Equality Act 2010 policy and a guide from GOV.UK. Guidance to help me employ
staffs for the first time. (refer to appendices 3- 4)



Appendices 1

Job description/skills of counter service assistant

Excellent communication skills.
Friendly, polite, manner.

The ability to work in busy environment.

Numeracy skills to handle cash and stock
Follow health and safety practices

Duties of this role

Operating till and vending machines

Always keeping eating and serving areas clean and tidy
Capable of doing basic cooking or re-heating

Handling customer enquiries and complaints

Giving advice about content and menu choices

To work efficiently at busy times

Salary — from £5.90 to £7.38 an hour, depending on age.
Hours of work- 35 hrs, 5 days a week.

Appendices 2

Pizza course details

Courses for amateurs
The schedule for the course will be:

e 09:00-13:00 | Saturday
e 09:00-13:00 | Sunday the total cost of the course is of £350

_Pizza Chef Duties

Pizza chefs usually start the day by preparing ingredients for pizza. They ready the pizza
dough, grate cheese, slice and chop pizza toppings such as vegetables and meats. Some also
make fresh tomato sauce, while others use prepared sauce. Pizza chefs may also prepare
ingredients for calzones, sandwiches, garlic bread and simple pasta dishes. They then make
pizzas and other foods according to customer orders. Pizza chefs usually make pizza to sell
by the slice as well. In some cases, they may also be responsible for taking customer orders.
Pizza chefs must ensure that the kitchen meets safety and health standards as well.

Salary- 8 an hour, 38 hours a week
Mon- fri; 9-4 pm

Sat-9-12 pm



Appendices 3
The Equality Act 2010

e You must not discriminate on grounds of sex, race, disability, age. Sexual orientation
or religion throughout the entire recruitment process.

e |[tis a criminal offence to employ a person with no immigration permission to work in
uk.

Appendices 4
GOV.UK guidance for employing staffs for the first time
1. You must pay your employee at least the national minimum wage.

2.Check if someone has the legal right to work in the UK. You may have to do other
employment checks as well.

3.Check if you need to apply for a DBS check (formerly known as a CRB check) if you work in
a field that requires one, eg with vulnerable people or security.

4.Get employment insurance - you need employers’ liability insurance as soon as you
become an employer.

5.Send details of the job (including terms and conditions) in writing to your employee. You
need to give your employee a written statement of employment if you’re employing
someone for more than 1 month.

6.Tell HM Revenue and Customs (HMRC) by registering as an employer - you can do this up
to 4 weeks before you pay your new staff.

7.Check if you need to automatically enrol your staff into a workplace pension scheme.



https://www.gov.uk/legal-right-to-work-in-the-uk
https://www.gov.uk/disclosure-barring-service-check
https://www.gov.uk/employers-liability-insurance
https://www.gov.uk/employment-contracts-and-conditions/written-statement-of-employment-particulars
https://www.gov.uk/register-employer
https://www.gov.uk/workplace-pensions-employers
https://www.gov.uk/workplace-pensions-employers
https://www.gov.uk/workplace-pensions-employers
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