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1.1 Describe key contemporary labour market trends. 
As part of a talent planning strategy, it is important for people professionals to keep an eye on labour market trends as these will shape the way the Organisation sets out its resourcing activities and enables quick adaptability to change for potential developments within the market. (CIPD, 2020a) 
Wilkinson and Taylor (2016) list an epidemic as one of the main factors that can impact the labour market, specifically the change between a tight or lose market. With the COVID-19 outbreak being classed as a global pandemic (WHO, 2020), it is safe to say that this has had a major impact on labour markets all across the world, therefore it is important to bare this in mind when reviewing the data below.  
Looking specifically at the current UK labour market: 
Under the banner of employment, we need to consider a number of elements; the employed workforce, those aged 16-64 that are in paid work. The unemployed workforce, individuals 16+ years of age, who are actively seeking and readily available for work but are not in a paid job. And the economically inactive, individuals aged 16-64 who are not actively seeking work. 
Table 1. 
	 
	     Employed 
	     Unemployed
	 Economically Inactive

	Total (Nov 20 to Jan 21)
	75%
	5.0%
	21%

	% Change year on year
	down 1.5%
	up 1.1%
	up 0.6%

	% Change from previous quarter (Aug 20 to Oct 20)
	down 0.3%
	up 0.1%
	up 0.3%

	 
	 
	 
	 

	Men (Nov 20 to Jan 21)
	78.2%
	5.20%
	17.40%

	% Change year on year
	down 2.3%
	up 1.1%
	up 1.4%

	% Change from previous quarter (Aug 20 to Oct 20)
	down 0.3%
	down 0.1%
	up 0.4%

	 
	 
	 
	 

	Women (Nov 20 to Jan 21)
	71.8%
	4.70%
	24.60%

	% Change year on year
	down 0.7%
	up 1.1%
	down 0.1%

	% Change from previous quarter (Aug 20 to Oct 20)
	down 0.3%
	up 0.2%
	up 0.1%



Table 1 highlights the most recent employment figures provided by the Office of National Statistics (2021). Unfortunately, these figures show the impact from the ongoing pandemic with employment numbers decreasing YOY, and unemployment and economically inactive figures rising over the past year. This is in line with an increased number of workplace redundancies, with a report of a 7.2% increase per 1000 people since last year. 
Something to consider with these figures is the fact that the employment and economic inactive data was only sourced from individuals aged between 16-64. With an increased aging demographic, you could argue the figures are not entirely accurate. 
Although the figures for UK workplace vacancies were bleak with an estimated decrease of 26.8% vacancies from the year prior. The CIPD Labour Market Outlook (2021a) reports that 56% of employers planned to recruit between the period of January 2021 to March 2021, along with the finding that net employment should increase to +11 from -1 previous quarter shows a positive step in the labour market. 
Looking specifically at monetary value, the ONS (2021) report a positive annual pay growth for the period November 2020 to January 2021. However, it is worth noting that the average pay growth rate would have been affected by the loss of lower-paid jobs over the last year. Therefore, taking that into consideration, it is believed that the estimate wage growth for total pay is around 3%. This figure is not evident of all employment sectors though, with improved pay expectations in the private sector, but deteriorations in the public sector. (CIPD, 2021a) 
Australia 
Australia’s labour market followed a similar path as the UK during the pandemic, with unemployment rates increasing to a high of 7.5% in August 2020. According to the latest Labour Force Survey (2021) unemployment rate has now decreased to 5.8% as of February 2021 which is slightly higher than the current UK figure of 5%. 
Something that differs from the UK is that Australia have an extra focus on underemployment rates. The Australian Bureau of Statistics (2011) describes this as when ‘the hours of work of an employed person are below a threshold and are insufficient in relation to an alternative employment situation in which the person is willing and able to engage’. This highlights the focus the country has on ensuring people can gain full time employment. It is worth noting that the data shows that over the past 20 years, there is a much higher percentage of underemployment for females than there is for males. Although this trend is in line with the UK, whereby there are almost three times as many women working part time jobs than men, (ONS, 2017) the definition of underemployment in Australia is that the individual wants to work full time but does not have the opportunity, whereby the UK stats cannot account for whether the females working part time is by choice or not. 
Similar to the UK trend, the number of job vacancies is also on the increase, along with a 1.4% wage growth. All following signs that the labour market is picking up following the hit of the covid-19 pandemic. (Trading Economics, 2021)
All in all, on review, both the UK and Australia have similar labour markets at the moment. 



1.2 Describe the principles of effective workforce planning and tools used to carry it out.  
Workforce planning, sometimes referred to as ‘talent planning’ or ‘human resource planning’ establishes the organisations people requirements and puts measures in place to satisfy them. (Armstrong & Taylor, 2017, p.238). The CIPD (2010) define the process as ensuring the organisation has ‘the right people, with the right skills, in the right places, at the right time’ in order to achieve strategic objectives. 
For successful application, a key consideration in workforce planning is to ensure there is an organisation wide focus. As with all plans, they should start at the top with the organisation’s strategy and business plan. The business plan will address projected change and the required activities to achieve this, whereas workforce planning will interpret the people requirements. Armstrong and Taylor (2017) also argue that the workforce plan can have influence over the business plan as it reviews the way people can be developed and utilised more effectively to further enhance achievement of business goals. Therefore, it is important that this process is a focus by all.
Workforce planning can vary in timescale (CIPD, 2020b), for those using the process to plan further out, it is important that the process remains flexible to manage constant change. It also needs to be continually reviewed and assessed so that proactive change can happen, rather than reactive change. 
A good example of the need to be flexible is the current COVID pandemic, it is safe to say that the unforeseen impact of the pandemic has meant organisations plans have needed to change drastically, or for some it has highlighted the need for such planning processes.
Wilkinson & Taylor (2016, p58-59) note 4 stages to the workforce planning process;
1) Forecasting Demand – estimating the number of people required in the future, and the skills and competencies they will need. 
2) Forecasting Supply - analyse the current workforce. For example, the demographic of the workforce, with an aging workforce it is likely that high levels of attrition will be forecast. Also, a requirement to review the performance of the current workforce and the skills they have. 
3) Identifying the gaps – Based on the information collected, conduct a skills audit to highlight the gaps between what is forecast as required and what the organisation already has. 
4) Addressing the gaps – Areas to consider a) utilising existing resources. Based on the skills audit, deployment may be required to fill potential gaps, or further training/coaching in order to enhance skills. B) utilising external resources – is recruitment required? or is outsourcing an option. Always review the local labour market first to plan effectively for potential recruitment activities. 



1.3 Explain how to develop basic people plans and succession plans.
Once potential gaps have been identified, a people plan will be developed to outline the priorities required to address the gaps. An Organisations people plan should always feed from the business objectives. For example, if it is identified that the business requires a downsize, the people plan will be developed with this in mind focusing on the activities required for this to be achieved. E.g., redeployment or redundancies. Alternatively, if the business is growing, the HR activities on the people plan will relate to development opportunities and recruitment. Succession planning will also be considered at this stage. 
‘Succession planning is the process of identifying and developing potential future leaders and senior managers, as well as individuals, to fill business-critical roles.’ (CIPD, 2020c) The idea is that the business is not under threat when key individuals leave the organisation. This could be through voluntary resignation, retirement, or involuntary processes. By having a succession plan in place, when these events do happen, there are individuals already identified in a talent pool with the right skills, lined up to take their place. Traditionally this process was only adopted in larger companies where one individual was identified as a successor through top-down confidential discussions. You could argue the unfairness of this approach as decisions were made solely through managers, which could be portrayed as objective and career progression dependent on who you knew. (McQuiag Institute, n.d.) Since then, succession planning has evolved, the mind-set is now planning for the long term by identifying key talent and nurturing these individuals so that they are able to step into key roles as and when required. (McDonnell & Collings, 2011, pp 56-73)
The approach of how to identify talent is an important subject to consider. Many organisations utilise the 9-point assessment grid as part of their performance management activities. The grid looks at current performance and potential, using a low, medium, and high scoring. This will run alongside the annual appraisal which demonstrates whether the annual objectives have been met. These discussions will also focus on career inspirations, highlighting those who aspire to progress into more senior key roles, therefore potential candidates for the talent pool. (Armstrong & Taylor, 2017, pp, 274-275). 
Other organisations, such as Morrisons, use formal development programmes for their succession planning. Morrisons use the Pathways initiative for colleagues who aspire to become department managers. Any colleague can ask to go on pathways, however it is down to the line manager to assess if the colleague is suitable for the programme. If they are deemed suitable, the line manager works alongside the HR Manager and Store Manager to develop the colleague before endorsing them to attend the assessment. (Morrisons, n,d.)
2.1 Assess the strengths and weaknesses of different approaches to attracting talent to the organisation. 
2.2 Assess the strengths and weaknesses of different approaches to retaining talent.
Being aware of who your competitors are and what they can offer, allows an organisation to look at how they can differentiate themselves to attract talent over competitors. Earlier this year, retail giant Morrisons announced they would become the first supermarket to pay their staff £10 per hour, aligning with their people ambition of ‘a fair days pay for a fair day’s work’. Having this title can only strengthen the brand and potentially persuade someone new to the retail sector to look at Morrisons over the other large brands. Although this is great for attracting talent, for those already within the business, like the people ambition states, the pay rise comes with the expectation that more is required from colleagues, which could potentially lead to attrition. 
Having a strong employer brand enables an organisation to compete for the very best talent and establish credibility. (CIPD, 2020d) However, gaining a positive employee brand is subject to various inputs. Some include: 
Employee Reward – Being known as a company that pays less than market rate is not likely to attract talent. However, salary alone is not everything, many job seekers look at the whole benefits package that is on offer, rather than the salary alone. (HBR, 2017) My previous employer offered flexible working alongside a paid day for my children’s first day at school, this showed me as a candidate that they were a family focused organisation. 
Depending on the type of rewards offered in order to attract and retain talent, some elements will come at a heavy financial cost to the organisation, for example, private medical insurance. Whereas other non-financial rewards, such as training and career development opportunities will be more time consuming rather than costly. All things to consider when reviewing reward packages. (CIPD, 2021b)
Social Media - The power of social media has a massive impact on how the labour market sees an employer. Promoting things like employee success and community initiatives on social media, can give the impression that an organisation is invested in their people but also the community around them. However, the impact of social media can also bring negativity to the brand. The ability to comment on posts and leave reviews on platforms such as glassdoor, opens the floodgates for criticism towards a company, potentially putting off job seekers. An example of this is Amazon, news articles are often reporting that the conditions in the fulfilment centres are worse than those in prisons and that staff are treated like slaves, (The Mirror, 2019) which is likely to have a major impact on the brand. 
The most recent CIPD Resourcing and Talent Planning survey (2020e) found that the values of an organisation remained the most important factor when attracting new employees. Therefore, the reality is that the employer brand needs to be right, the advertised culture and values need to align with the reality of day to day working. If this is accomplished, the organisation will be able to not only attract talent but retain it. (Wilkinson & Taylor, 2016, P.62)  
Other approaches to retaining talent include having a strong performance management system. The 2019 Global Human Capital Survey (Deloitte) found that the top answers for the question ‘what inspires you most at work?’ were ‘the nature of the work itself’ and the opportunity to ‘learn, grown and progress’. These fundamental elements can be supported through effective performance management processes such as agreeing on strong objectives, developing good development plans, consistent real time feedback supported by a coaching culture and ensuring that there are opportunities for growth. (Clear Review, 2020) If performance management is managed poorly, this can result in decreased levels of employee engagement, motivation and quite often increase attrition. (Forbes, 2012)
Utilising exit interviews is another great approach to retaining talent. Research has found correlations between high turnover and low performance, (HBR, 2016) therefore, the interviews are used to understand why employees are leaving the company and if there are any trends that can be addressed in order to proactively reduce turnover. From my own experience, when an exit interview goes well and reasons for leaving are acknowledged, there are occasions where the employee changes their mind and decides to stay with the organisation. To gain impactful data from the interviews, the questions need to be meaningful and not just a tick box exercise that turns into a disgruntled employee ranting about their manager. Consideration needs to be given as to how the interview works, for example is it facilitated by the HR department, line manager, or a simple online survey. Most importantly the findings need to be shared with senior managers and acted upon, otherwise it will be a waste of time for all. 
Other important elements of retaining employees include, having competent line managers with great coaching skills, offering a good work life balance and one of the most important approaches are employee voice mechanisms. Having the tools to listen to the workforce, understanding what they need/want and following through with change.

3.1 Explain key aspects of good practice in relation to the development of job descriptions, person specifications and competency frameworks. 
Recruitment activities are required when a job vacancy has arisen and cannot be filled by distributing job tasks to existing employees. In order to effectively recruit for a vacancy, a job analysis is conducted to identify the skills and experience required for the role. Following this, a job description and person specification can be created. The job description highlights the day-to-day tasks and responsibilities of the role, along with highlighting the reporting line and performance criteria. (Wilkinson & Taylor, 2016, P64) The person specification on the other hand, relates to the knowledge, skills and abilities required of the candidate, along with other attributes such as behaviours, work experience, education, and qualifications (Armstrong & Taylor, 2017, p248). Both documents tend to follow a basic structure and layout allowing for easy reading by job seekers. 
The above is known as the traditional approach to recruitment and are still used widely by organisations, however, according to Forbes (2018) these are now outdated and obsolete. Competency frameworks are becoming a normal part of recruitment activities as they set out and define individual competencies required for a job vacancy. (CIPD, 2020f) This approach differs to the traditional job analysis as it focuses more on the individual and the personality and behaviour traits to fit the organisation, rather than the duties of the job role itself. It is normal for organisations to use a blended approach by utilising a competency framework, alongside the traditional job analysis approach. 

1.2 Evaluate different methods of recruitment and selection. 
There are a number of different methods to choose from when it comes to recruitment activities, data already collected should help identify which of these methods is more suitable. For example, through skills analysis of the workforce you may decide that there is already talent within the organisation who could fill the vacancy, therefore internal recruitment is likely the best method, offering the opportunity for promotion or job rotation. Advertising is likely to be through internal emails, noticeboards, and company intranet sites. This method is less time consuming, less expensive than external advertising and the applicant will already be known to the business. On the other hand, by only promoting internally, you may only have a small number of applications and you stop the opportunity of fresh ideas being introduced into the business. (BBC, n.d)
The rise of technology and in particular, social media, has allowed for businesses to reach more candidates through advertising via these platforms. The latest CIPD Resourcing and Talent Planning Survey (2020e) found that the most effective method of attracting candidates was through ‘corporate websites and professional networking sites such as LinkedIn.’ In my opinion this is heavily dependent on the type of role you are needing to fill. For example, it is unlikely that you would source candidates on LinkedIn in for a retail cleaner, therefore this would not be effective advertising. However, job websites like Indeed are popular for attracting candidates for many different professions (Indeed, 2020). The downside to focusing mainly on technology to advertise is that you may miss out on talent from other groups such as the older generation, who may not be tech savvy, or disabled candidates unable to use these methods. 
Other methods include utilising recruitment agencies, this saves time reviewing all applications, however it comes at a financial cost. Another method is liaising with local schools and job centres to support younger workers into the workplace. This could be seen as taking a risk as the individual is likely to have no previous work experience, however initiatives such as apprenticeships are there to develop and nurture talent. 
In terms of selection methods, following on from sifting through CVs/application forms, interviews tend to be the next step for many. This can include, telephone interviews, face to face interviews or panel interviews. An advantage of a face-to-face interview is that the interviewer has the opportunity to read into non-verbal cues such as body language and facial expressions to gain an insight into a person’s true intent. This can support the decision as to whether the candidate would fit in with the company’s culture. (Bizfluent, 2018) On the other hand, the face-to-face interview can also allow for bias, which if used for decision making can lead to claims of discrimination. It is important to note that telephone interviews can also allow for bias, with a study in 2019 finding that there was bias towards ‘standard’ English speech, versus the accents describes as ‘working class’ and ethnic ‘London’. (People Management, 2019) 
Assessment centres are another popular selection method being used by Organisations, regardless of the financial cost. (Personnel Today, 2011) Described as ‘one of the most effective methods for predicting a candidate’s suitability for a job’ (Xpert HR, n.d.) assessment centres combine a number of assessments, such as interviews, group tasks, personality testing and roleplay which allows for a more valid measure of the candidate’s suitability for the role. A long with the financial cost, they are only effective if there are a number of potentially suitable candidates to take part. 

3.3 Explain key aspects of good practice in relation to dismissal, redundancy and retirement.
Dismissal is classed as involuntary employee turnover and needs to be handled fairly and sensitively. The ACAS Code of Practise on disciplinary and grievance procedures (2015) highlights the processes that need to be followed to ensure a dismissal has been handled in a fair and transparent way. Firstly, any concerns need to be highlighted, this will either be conduct or capability. The concerns need to be discussed in detail with the employee and they need to be given the opportunity to improve. If improvement is not seen, the employee will need to be given appropriate notice to attend a formal meeting, whereby they can be accompanied by a companion or trade union representative. The invite pack must also include a copy of any evidence that will be relied upon at the meeting. The outcome must be appropriate and consistent with the allegations, and the employee will need to be given the opportunity to appeal any decision. 
Redundancy is another involuntary employee turnover process that needs to be handled with care to ensure it is carried out fairly and lawfully. Good practice is for an organisation to consider all other options before pursuing redundancies. Such measures include, offering voluntary redundancy, altering working hours, redeployment of employees into other roles, reduction in temp or contact workers and stop any overtime. (ACAS, 2021) Should there be no alternative than redundancies, all staff need to be informed and consultation periods will need to commence depending on how many redundancies are required. The selection process needs to open and transparent with clear criteria. It is vital that processes are adhered to and honest communication is used throughout all stages, supporting employees along the way. 
It is no longer lawful for organisations to retire an employee when they reach a certain age, therefore it is important that retirement conversations are handled with care and sensitivity. A CIPD survey (2017) found that over a third of older workers (55+) had every intention of working up to the age of 70 with the hope of remaining mentally fit. With this in mind it is important that Managers are having ongoing discussions with their teams in terms of their future intentions. This allows for open communication about potential plans for retirement, which will impact workforce planning. Retirement can have a major impact on organisations as it comes with a loss of experience, therefore the ongoing discussions are a great platform to discuss alternative options, such as; reduced hours, stepping down into a role with less responsibility, atypical contracts or looking at consultancy as opposed to a permanent contract. (Wilkinson & Taylor,2016, p.74) Supporting an employee through the transition period with communication and information is key. 
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