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LO1 - Be able to review and evaluate an organisation’s approach to talent planning. 

1.1 Assess how and to what extent the organisation undertakes workforce and talent planning.   

1.2 Analyse internal and external information relating to the organisation’s future people and skills 

needs and the availability of talent 

1.3 Assess the extent to which current organisational planning activities are addressing potential 

needs. 

 

My job role is to recruit and manage a contingent workforce of manufacturing employees at 

Dow Silicones for recruitment agency Adecco. We take our lead from Dow in terms of what 

talent is required and when. I hold monthly meetings with the production manager where we 

discuss the production requirements for the following month and any recruitment required, 

we also discuss any leavers and whether these need backfilling, copy of April monthly 

recruitment planning meeting notes provided (Doc.1) along with copy of the spreadsheet we 

refer to for leavers (Doc.2) When the Dow production leader identifies a talent requirement, 

they put in a request via the Dow internal system, which needs to be signed off by US and 

Terneuzen HR teams, once this is approved, which can take a 5-10 working days, I receive 

an email with the approval and job detail from a central workforce team based in Holland, 

example provided below of recent request (Doc.3) I will then check over the detail and create 

a report with market data on that particular role, covering average rates of pay, candidate 

availability, how many similar roles are out there currently, and other useful information to 

send back to the team and line manager to review, and suggest increases in rate if the 

report shows the rate Dow have provided is less than the average (Doc.4). Often there is 

information missing from the request or the job description and specifications are not 

detailed enough, which can delay beginning the recruitment process as I then need to go 

back to the Central workforce team with questions and await replies or set up meetings or 

calls with hiring managers to gain more detail, once I have all I need I will then go on to 



advertise the role on our multi posting site broadbean (Doc.5) and search for candidates. 

Once suitable candidates are sourced, I send copies of CVs back to the central workforce 

email address who upload them onto a DOW portal that the hiring manager can check and 

update the status of to arrange interviews or reject the candidates. The hiring manager and I 

usually schedule a call or meeting when going through the CVs to answer any questions 

they have and provide feedback. This approach has worked relatively well over the last 7 

years, as Dow are an employer of choice in the area, and there have been candidates 

available on the market as It has been loose labour market. There has been a change in the 

last few years due to Covid19 and Brexit which has meant we have moved to a tight labour 

market with unemployment currently at 3.8% (ONS,2022) making it more difficult to recruit 

due to less candidates being available. It is also taking longer to find the right candidates, 

which has left line managers frustrated and without the workforce required to manufacture 

the correct number of products in line with orders. No succession planning currently exists 

despite agency workers being there 10-15 years. Often when agency workers leave, as they 

only have a two week notice period it means there is no time for the employee who is leaving 

to train a new employee up, or sometimes even to train someone else on the shift to operate 

their machine, resulting in others having to cover on overtime or move shifts to train. 

Similarly, when a permanent employee retires, there is no plan beforehand on upskilling 

agency workers to replace them, this is only discussed in the monthly workforce planning 

meeting during the month they are leaving, with a decision made then on who will take over 

their role whether that be internal or external recruitment, and discussions on what training is 

required. If internal, the decision on who moves into this role is usually made my hiring 

managers, rather than it being offered as an opportunity to all. Whilst our current retention 

rate is good at 88.5%, this may also change in the current market with more job 

opportunities available, The number of job vacancies in January to March 2022 rose to a 

new record of 1,288,000. (ONS,2022) which shows there will be more competition for roles 

and opportunities for current employees to leave. Those that have left so far this year have 

done so for permanent roles elsewhere, feeling like they are stuck within the same agency 

role at Dow, working on the same machine they are trained on. According to Meister (2022) 

writing for Forbes, longevity leads to multiple careers, and employer should constantly look 

to upskill, develop and provide opportunities for employees, such as Amazon career centre 

teaching in demand skills to low skilled workers, changing their careers from warehouse 

operatives to IT professionals.  
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LO2 – Be able to recommend ways to improve an organisation’s approach to talent planning. 

Notes: Recommendations should follow on from the conclusions in LO1 above and be 

explained and justified. 

Evidence: Written recommendations. 

To improve our approach to talent planning, based on my review above of the current methods, we 

need to work with Dow to have a strategic workforce plan, as currently our planning is all operational 

and very short-term working usually no more than a month in advance. I suggest we use the CIPD 

(2018) Workforce planning practice guide (Doc.6) to come up with a longer-term strategic forecast, 

and complete more in depth operational planning to better understand Dow and its environment, to 

analyse the current and potential workforce, determine future workforce needs, identify any gaps ,take 

action to address shortages and monitor and evaluate our actions. (CIPD,2018) We need to help our 

client Dow by providing constant up to date information on how to attract / retain talent and current 

market data, and work with them to become more forward thinking with requirements, so that roles 

can be recruited for sooner and therefore there is no negative affect on production. We need to 

complete a competitor analysis of organisations that we complete with for talent, researching what 

salaries, working hours, culture and benefits they offer (Octopus,2020) and hold meetings with Dow to 

discuss the findings and whether we can make changes to ensure we stay an employer of choice in 

the area. We need to discuss having joint employee branding, as currently potential employees see 

the jobs advertised by Adecco, with no Dow branding. Having Dow branding on the advert too could 

encourage more applicants. As an organisation we need to ensure we have an attraction strategy 

and are presenting ourselves and Dow our client in the best way possible, with a brand 

message reflecting the reality of working for the organisation. (Wilkinson & Taylor, 2016) In 

our attraction strategy we can discuss options with Dow such as social media advertising, 

employee referrals, and not just rely on the web page posting we do currently. Due to the 

current great resignation whereby according to Mahony (2022) for Harvard Business Review 

41% of the global workforce are considering resigning from their jobs, we need to focus on 

our employee value propositions (EVPs) to ensure we attract and retain talent. They believe 

the EVP needs to have input from current employees and tell a story of who the organisation 

is and what it stands for, be linked to the organisations purpose, so that employees 

understand their purpose in helping the organisation achieve the greater good, We must 

create a culture of belonging, flexibility, and growth. We understand the reasons behind 

employee turnover but we need to create initiatives with Dow to reduce this and increase 



employee retention, according to CIPD (2020a) during the past 2 years measures employers 

have taken to improve this have included increased training investment (24%) offering more 

apprenticeships (19%) investment in brand (17%) introduced or improved a workforce 

planning strategy (16%) Improved employment conditions (15%)  these are some of the 

solutions we can suggest to implement with Dow, and create an environment where we get 

more feedback from our employees. We need to undertake succession planning, to identify 

and develop talent to fill key positions in future by firstly identifying and considering business 

critical roles or pools of similar skilled roles that will need to be filled by successors, training 

and developing people and ensuring smooth transitions into the roles. We can include 

traditional methods which offer a top-down confidential approach, managers identifying and 

developing individuals with talent which can be subjective and elitist or the  contemporary 

approach which has less secrecy, broader vision, encompasses all and uses sophisticated 

selection techniques to develop pools of talent (Wilkinson & Taylor, 2016) Our Succession 

plans need to be fair and transparent by advertising, communicating to all, having a section 

criterion and encourage diversity and inclusion. (Weeks, 2020) We also need to improve the 

vacancy release process whereby line managers put requests in for new hires via the 

internal system for approval, and once approved the central workforce team email me the 

vacancy, often with missing data. I propose I create a document alongside the central 

workforce team to educate line managers on what information is needed on the request such 

as qualifications, experience and job description, this will ensure all the required information 

is contained in the form and will avoid delays to starting the recruitment process. 
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LO3 – Be able to contribute to people resourcing activities. 

 Learners should identify and explain a business need for one of the following resourcing 

activities: developing job descriptions, person specifications or competency frameworks; 

recruitment; selection; re-deployment; redundancy; retirement.  Learners should take a main 

role in the selected activity, either undertaking it themselves supported by a mentor, or 

working within a team or work group.  

 

There is currently a business need for developing a job description for the production 

operative roles we recruit for often for Dow. Currently, when the role is released and sent to 

us by Dows workforce admin team, within the email there are the basic details such as the 

rate of pay, line manager, job title, start and end dates for the position (Doc.7) There is also 

a job description attached (Doc.8) however you will see from the copy provided below that is 

it very brief, the only thing it tells us about the role is that the primary responsibility is to 

operate production units to defined production rates and quality specifications, whilst 

meeting safety, environmental and regulatory requirements. It contains information on the 

shift pattern and more in-depth detail on the qualifications and experience required. I do not 

believe this gives candidates enough detail on the role. According to Wilkinson & Taylor 

(2016) job descriptions should focus on the nature of the role and be based on a job 

analysis. It should summarise what the job involves, key responsibilities and reporting lines. I 



emailed the line manager Bethan Carter (Doc.9) to arrange for me to visit the working area, 

job shadow a production operator and work with her to create a job description. Before 

attending the meeting I researched how to define a role and what information needed to be 

included by reading the CIPD factsheet (2021) by Gill Maxwell on an introduction to 

recruitment (Doc.10) Notes taken in the meeting shown below (Doc.11) I also emailed the 

workforce admin team to ensure they were kept In the loop regarding my view of the need 

for a job description to be written for this role and that I would take the lead role in 

completing this, with support from Bethan Carter production operations manager, and that I 

would email them a copy for approval once complete, to ensure Dow HR were in agreement 

with it prior to using it to advertise the production operative role. Notes taken in the meeting 

shown below (Doc.12) Legislation which underpins the activity includes the Equality Act 

2010 as organisations have a legal responsibility not to discriminate directly, indirectly, or 

positively in the recruitment and selection process by the protected characteristics, sex, 

disability, marital status, sexual orientation, religion, belief, race, nationality. I  used the notes 

taken in the meeting and notes taken during the job shadow to form a job description 

(Doc.13) I sent the job description to Bethan Carter the production operations manager to 

check it included everything we had discussed in the meeting (Doc.14) and she replied to 

confirm and thank me for taking the time to conduct the activity (Doc.15) I then emailed the 

Central workforce team to gain approval to use this when advertising jobs (Doc.16) and they 

replied to say they had linked in with Dow HR and reviewed the job description and 

confirmed they were happy for Adecco to use this going forward to recruit and advertise for 

production operative roles (Doc.17) I discussed the activity with my line manager Vicky Cole 

In our weekly catch up teams (Doc.18) and reflected on how I had seen the need for a more 

detailed job description when receiving the job description to advertise a new role, how I had 

met with the line manager and completed a tour of the working area, and observed someone 

doing the same job, then myself and Beth had written the duties and responsibilities and I 

had gone away and checked it met legislative requirements, and written the job description, 

and then had it approved by the Dow hiring manager, the central workforce team and HR. 

We discussed the fact that the role is now ready to be advertised in a professional and 

detailed description which will provide candidates with the required information to decide if 

they are interested in applying.  
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