3CO04 - Essentials of people practice
Task 1
You feel that you can contribute and offer advice in relation to different stages of the employee lifecycle.  You decide to explain the stages of the employee lifecycle and how a people practitioner could contribute to each stage. (AC 1.1)
Stages of an employee lifecycle
· Attraction – How to make a workplace, role or employer appeal to a potential employee; What are the salary and/or benefits packages, and are they commensurate with the role?  A people practitioner can help by assisting in the development of an Employee Value Proposition which can aid with what’s expected of both the employer and potential employee. (Waite et al, 2021, p.95)
· Recruitment and selection – The process of both generating interest in the role, through advertising, and having a pool of potential employees, and then the selection process by which that pool is narrowed down to a point where the role is filled by the most suitable candidate(s).
· Onboarding – Once a role has been filled, the task now is to ensure that the new employee(s) build a psychological contract with the employer (Waite et al, 2021, p.98).  This can take place by means of an effective induction process, encompassing local and corporate functions; physical and social orientations to get to know the place of work and colleagues.
· Development – Once in the role, and employee should be given opportunities to develop  existing, and learn new, skills and techniques to allow them to carry out the role more efficiently, leading to increased productivity and better output, and an increase in motivation, which will hopefully improve staff retention.
· Retention – The process of maintaining staff at a workplace ,which can be influenced by both internal factors – pay and benefits packages, work-life balance and others, and external factors – family/home life issues, the economic climate, employee health, changes in personal circumstances.
· Separation – the process of an employee leaving a workplace, this could be caused by a number of factors – retirement, end of fixed term contract, moving onwards and many more.  The process can be unpleasant for those involved, particularly if there has been a good working relationship between employer and employee.


Explain the purpose and key content of a job description and person specification.  Explain how job analysis can be used to decide on the content of these documents. (AC 1.2)
A job description lays out the main details of a role – what the job title is; who the postholder is responsible to, and who is responsible to them; the purpose of the role and what the roles and responsibilities will be.  It is used to describe what will be expected of the postholder, and what duties and responsibilities they may be expected to undertake, and potentially how these will be expected to be undertaken.
A person specification is what is used to determine what personal skills and experience are both necessary and desirable once the job description has been completed.  This could be relevant to the job itself, such as professional qualifications or relevant experience, or indirectly necessary, such as a driving licence if the role requires it.  The difference between the necessary and desirable criteria is important so that potential candidates can make an informed decision whether the role may be for them.
Job analysis needs to be used to prepare both the job description and person specification, as they both need to be relevant to the role, and accurate to what will be expected of the postholder.  The analysis will need to take into account all facets of the role, all duties and responsibilities so that there are no unexpected surprises at a later point with either the employer or employee having recourse to disagree about what is expected of them.



Explain two different recruitment methods that Jaspreet and Caroline could use for the sales assistant vacancies and why the two methods are appropriate for the role (AC 1.3)
Forms of external recruitment that may be suitable are online advertising – recruitment or job search websites such as Indeed.com – these advertise a wide range of roles ranging from the top to the bottom of the job market, so are used by a very wide range of people, thus giving a large potential pool of people to be interested in the job.  They work by being able to be searched by a number of parameters – location, type of work, salary, full/part time hours etc., so give an easy way to filter a search depending on a number of factors.
Another method could be by utilising a local Job Fair, if there’s one available at the right time.  These are organised events where a number of employers can come together to advertise their vacancies, thereby increasing the pool of candidates who are looking for employment.The advantage of this is that it can give the employer a chance to meet a large number of potential candidates face to face, which can be beneficial for the initial contact.  It gives candidates the opportunity to ask any questions, so that they can have a better understanding of the role, and be able to make a better decisions on whether the role  may be right for them, and therefore whether to apply or not.  As well as the actual recruitment, there’s also scope for more general marketing of the company, so it may be beneficial in more ways than just recruitment.



Explain factors to consider when deciding on the content of copy used in the recruitment methods you have explained above.  You could consider factors such as budget, balance between providing an accurate and positive image, space available, corporate image. (AC 1.4)
All copy used in the recruitment process should be accurate, so that no false information can be claimed to have bene provided.
For the online advertising, the content will depend on the parameters determined by the individual website, but will be fairly comprehensive in terms of information give.  Job title, location, salary are all searchable fields, so will be necessary.  In further information, the job description, or a brief version of it if there’s a limit on the amount of content allowed, may be included so that keywords will also become searchable.  For online advertising, it may be possible to include the company’s logo, if there is one, but much else may very well be standard formatting due to the nature of the website design.
For Job fair copy, this gives much more scope for corporate image to be presented, as there’s opportunity for advertising boards with company information, logos and colours to present the image desired.  The information available here may be more comprehensive, as it is possible to bring full copies of job descriptions and person specs, as there’s not the potential limit on space that there may be online.  The downside of the is that due to the material used here is that there may well be substantial costs involved in printing advertising boards, as well as the logistics of transporting them and any other material to and from the job fair location.  
  



Explain two different selection methods that Jaspreet and Caroline could use for the sales assistant vacancies, and why the two methods are appropriate for the role. (AC 2.1)
Two suitable methods of selection could be an interview or an assessment centre.
Interviews are very useful as it gives an employer a chance to get a proper feel for the candidate as they can speak to them and have a two way dialogue.  As the position is for a shops based position, it is likely that the majority of candidates will be from the local area, therefore face to face interviews would be appropriate in this case.  If it were for a remote working position, then either telephone or a video call may be used instead, as there’s no geographical requirement to the role.  An interview can be used to mark a candidate against a set of criteria, which can provide a score to determine the suitability of a candidate against set standards.
An assessment centre is a useful method of being able to select from a wide range of candidates at the same time, and as such can be more efficient than a series of one on one interviews.  They can help to see which candidates come out as leaders or followers, and can be useful to see how any teamworking may be happening.  They also give the opportunity to carry out interviews at the same time as other tasks, thereby combining that technique as well.  If the pool of candidates is very large, the assessment may be broken down into parts, with candidates successful in the first part progressing, while less suitable candidates are dropped from the process earlier.



Explain what selection records Clean Quarter Ltd should retain and why they should retain these records. (AC 2.4)
All documentation relating to an application should be retained as these could be necessary in the event of a discrimination claim.  These should include application forms, CVs (if provided), any interview notes or score sheets, and any paperwork relating to employment decisions.  If there were any notes from assessment centres, these should be retained as well.  In the event that an appeal is raised relating to the Equality Act 2010, then these records and documents can form part of the evidence for defending the claim.
It is important however that all personal information is stored in a way that is compliant with UK General Data Protection Regulation and the Data Protection Act 2018, so it will be necessary to determine how long this information needs to be retained, especially in the case of unsuccessful candidates.  This will likely be determined by the length of time a candidate has to appeal, but should normally be for at least six months (Waite et al, 2021, p.131)



Write letters of appointment and non-appointment for the sales assistant role. (AC 2.5)

Dear [successful candidate]

I’m writing to offer you the position of Sales Assistant at Clean Quarter Ltd., subject to satisfactory references and other pre-employment checks.
Your starting date will be [dd/mm/yyyy], please arrive at the shop at [hh.mm] and ask for myself or Jaspreet.
Your salary will be [£ per hour], paid monthly on the last working day of the month into your specified bank account.
Your normal working hours will be between 8.30 and 5.00 Monday to Friday.
As we discussed at your interview, there will be a 3 month probationary period.

If you’d like to accept this offer, please reply by either post or email, and we’ll look forward to hearing from you.

Yours truly,

Caroline


Dear [unsuccessful candidate]

Thank you for your interest in working for Clean Quarter Ltd.  I’m sorry that at the moment we’re unable to offer you a position with us.  If any other positions become available in the future, we’ll look forward to hearing from you again.

Yours sincerely,

Jaspreet
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