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AC 1.1

The employee lifecycle consists of six stages: attraction, recruitment, onboarding, development, retention and separation.

Attraction refers to the desire of candidates to apply for a role within the organisation. People Practitioners can contribute to this stage of the employee lifecycle by ensuring that the roles are promoted and advertised in the most relevant ways which reflect how candidates search for roles. People Practitioners can also review how successful different methods of promoting the roles are and ensure that these are given priority in terms of resources and that ways of promoting roles are continually updated to maintain efficiency and react to changes in the jobs market. A key factor to consider is organisational reputation. A positive reputation can assist in attracting prospective candidates. A negative reputation can by contrast have a detrimental impact on the desirability of working for an organisation.

Recruitment is the process by which candidates are recruited into roles within the organisation. People Practitioners can play a key role in drafting job and person specifications. People Practitioners support the business and in planning and executing the assessment processes for different roles to ensure that good quality employees who meet the person specifications are recruited.

Onboarding is the stage at which the new employee beings to integrate within the organisation by learning about the role, organisation, colleagues and the expectations in terms of performance, values and behaviours.

Retention is the potentially one of the longest parts of the employee lifecycle and involves ongoing engagement with employees in order to encourage them to remain with the organisation. In addition, maintaining a positive culture and good management of the teams within an organisation can play a crucial role in maintaining the desire of employees to remain with the organisation.

Development is the process by which employees are given opportunities to develop within their roles and also opportunities to advance to other roles within the organisation. The opportunity for development can be an important factor in encouraging employees to stay with the organisation.

Offboarding takes place when an employee decides to leave the company and may involve processes such as exit interviews. The purpose of offboarding is to gather information regarding the employee’s experiences within the company and reasons for leaving. This information can be used to identify trends and concerns which can in turn be used to create future strategies to improve retention. Offboarding also provides an opportunity for the organisation to make a positive impact on the employee’s last impression of the company and their views of the company which they may impart to others.

Separation is the process by which the employee leaves the company. A positive separation and systems such as alumni can encourage employees to return in the future.
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The purpose of a job analysis is to gather information and data regarding the tasks, responsibilities and duties to be carried out as part of the job and any equipment and materials required to complete those tasks and/or due to the working environment. Using this information the job analysis can be widened to consider what skills, experience, qualification or other attributes would be required by a person carrying out the job. For the Sales Assistant role at Clean Quarter Limited the analysis may need to consider the customer service elements of the role which may range from interpersonal skills and product knowledge. Considering product knowledge may lead to consideration of health and safety and allergens which in turn may lead to consideration of whether food safety qualifications are needed and whether different equipment and procedures are needed as part of the role.  The results of the job analysis can then be fed into the creation of the job description and person specification of the Sales Assistants for Clean Quarter Limited as well as help inform the correct pay grade/rate for the role.

The purpose of a job description is to provide certainty for the employer, employee and job applicants in respect of the duties, responsibilities and expectations of a role.

The purpose of a person specification is to clearly define the experience, skills, qualifications and other qualities required in order to carry out a given role. This is beneficial as a recruitment tool for an employer in identifying potentially suitable applicants as well as helping prospective applicants to consider their suitability for the role and to plan how to demonstrate this at a future selection process. A job specification is also useful for identifying potential training needs. It is important to keep both the job specification and person specification up to date in order to keep up to date with the needs of the business and consequent changes to the nature of the role and the qualities required to undertake it.

AC 1.3

Recruiting using a 3rd party job advertising site – The Sales Assistant posts could be advertised, and the recruitment process managed using a 3rd party managed job advertising and recruiting site. This may be suitable for a new business like Clean Quarter Ltd as this may reduce the time spent on recruitment and setting up in house systems, at a time when the owners are dealing with many competing factors for time. In-house systems could then be developed later. In addition, as a new business trying to develop awareness of their brand they may not have as much traffic to their website before opening as a more established business would. This may reduce the number of potential applicants who might see the posts advertised. An established 3rd party recruitment site may help Clean Quarter Ltd reach a larger number of candidates while they are establishing their brand and presence in the market. The main disadvantages to this recruitment method would be the financial cost of using 3rd party sites. There would be limitations to how bespoke the advertisements would be and in making them stand out from others. 

In-house recruitment using own website and processes – using this method of recruitment would allow Clean Quarter a greater degree of choice and autonomy in designing the look of the advertisement, managing applications as they are received and provides opportunities to raise awareness of the company, brand and products as part of the advertisement or through linked parts of their website. Additionally, if an applicant is actively looking on Clean Quarter’s website there may be a higher chance that an applicant actively wants to work for the company, or likes the brand and products. Using in-house recruitment avoids additional costs. 

Assessment Day – An assessment day would allow a group of candidates to be assessed in multiple aspects such as interview, a team working exercise, interactions with customers and ICT literacy, numeracy and literacy skills depending on the role and resources of the business. This type of recruitment method would be appropriate given the range of varied  required as part of the Sales Assistant role.

Trial Shift – This would enable an employer to assess how a candidate may work in practice within the role as well as observing interactions as part of a team and customer service skills. This type of recruitment method would help simulate range of skills needed within the actual environment the candidates would be working. This would assist employers in seeing how a candidate would react and manage the environment in which they would work, whether their customer service skills and values meet those of the business and how the candidates will work in practice as part of the team.


AC 1.4

There are a number of factors to consider when drafting the content of copy for the Sales assistant posts. There is a balance between including enough information about the post and business to allow candidates to make an informed decision whether to apply and attract the right applicants. On the one hand not to include so much information as to put off candidates from reading through an overly long or complex advertisement. Some 3rd party sites may charge by the size or complexity of the advertisement and this is something to consider if that recruitment method is chosen. One solution to balancing the content of copy as an advertisement would be to provide a shorter and punchy advertisement briefly describing the business and the role with a link to the more detailed job description and person specification for persons who are interested in the post. There is also a balance between wanting to provide a positive image about the business and the job to attract candidates and providing an honest description of what the working environment and nature of the job will be. Providing a misleading picture of the environment or post may lead to new employees leaving if the reality of the role does not meet what the applicant expected based on the advertisement. The advertisement should be positive but not misleading and there is nothing wrong with describing some of the challenging aspects of the role. 

Assessment Day – depending on number and type of assessments and number of candidates included as part of the assessment day it can have the potential to be resource intensive in terms of the time and budget required in planning, organising, holding and reviewing the assessments. The availability of knowledge and experience of running assessment days  and of each individual assessment should also be considered if the assessment day is to be valuable in identifying good and effective employees who meet the person specification. It is also important to consider how the assessments will be held in a way which would be accessible and fair to a range of candidates who may be neurodiverse or have disabilities.

Trial Shift – It is important to consider how a trial shift will be assessed in order to provide an objective assessment of candidates against the person specification.  Ideally a framework for assessment would be agreed in advance and be made available to the person or persons carrying out the assessment of the shift. This would help safeguard against candidates being favoured due to being liked by team members with little regard to the person and job specifications. An employer will need to decide whether a manager, human resources personnel or other employees or a combination would be observing and providing any additional tasks. If the candidates are to be working with the team then a plan would need to be in place to ensure that either there is a dedicated assessor or workload is distributed within the team to allow for sufficient time and to be spent by other team members in working with and assessing the candidates and minimise impact on the business.



AC 2.1

Interview – an interview would enable the business to assess a candidate through a series of questions designed to explore the candidate’s qualities against the person specification. This could be carried out by a sole interviewer or by a panel and has the advantage of being less resource intensive than some other selection methods and may be particularly useful for small and new businesses which may have limited resources when starting out. An interview would enable the business to explore a candidates experience of sales, customer service, knowledge of the fresh meat sector, organic products, a candidates values, history and the extent to which they may fulfil the role. 

Customer Interaction Task – Given the focus of service, product knowledge and people skills which are inherent with the customer service role it may be valuable to assess how a candidate can interact with, sell products to and manage difficult issues with customers. This could be done by assessing interactions with real customers or through role playing with the assessor. This method is flexible in that it can be tailored to fit in with the time and other resources available to the business and should not be a resource intensive method of assessment. This method would be particularly suited to a new business with limited resources who’s focus is on sales and good customer experience.

AC 2.4

Clean Quarter Limited should retain records of applicants including information gathered from application forms or online applications. Close Quarter should retain equality and diversity records of candidates, health information, emergency contacts, bank details, records of the assessments and decisions including correspondence with candidates. It is important to retain these records in case of complaint or legal challenge as well as to ensure a fair and good quality recruitment process, protect the business reputation and goodwill, identify areas for improvement, monitor equality and diversity in the workforce. Clean Quarter Limited will also need to have a clear policy for who can access different types of information and how information will be stored securely and kept accurate and up to date.
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Unsuccessful Letter:


Date

Private & Confidential
NAME
Address
Address 
Address
Post Code


RE:  Sales Assistant Application

Dear NAME
Thank you for attending the interview for the position of Sales Assistant at Clean Quarter Ltd. Having carefully considered your qualifications and experience, I regret to inform you that you have not been successful on this occasion. 
If you would like any feedback, please do not hesitate to contact me on XXXX XXX XXX.
I would like to take this opportunity to thank you for your interest in the role and wish you every success in any future applications you may submit.

Yours sincerely,

NAME
POSITION
Clean Quarter Ltd 














Successful Letter:


Date


Private & Confidential
Name
Address
Address
Address



RE: Offer of Employment

Dear NAME,

Further to your recent interview, I am pleased to write and formally offer you a position as a Sales Assistant at Clean Quarter Ltd starting on DATE. 

All job offers are made subject to the employee producing documents to prove their right to work in the UK.  

Your hourly rate is £XX.XX. This will be paid weekly/Monthly in arrears by credit transfer into your bank account.  Your normal hours of work are such that we consider necessary for the performance of your duties and to meet the needs of the business.    

Your working days and times will be xxxxxxxxxxxxxxxxxxxx.  While you have been scheduled to work these shifts, Clean Quarter Ltd reserves the right to amend shift patterns to meet the needs of the business, as and when required and with reasonable notice provided.

You may be required to work and undertake training at other locations within the Clean Quarter Ltd Group.

Your basic holiday entitlement inclusive of both annual and public holidays is XX days per annum within a full calendar year, with a pro-rata entitlement for the year of joining or leaving the Company.

Clean Quarter Ltd uses PENSION COMPANY to fulfil its pension obligations.  You will receive correspondence at your home address in due course. 

Your appointment is subject to a 6 month probation period and receipt of a satisfactory medical examination and a satisfactory reference which will be arranged in due course.

Notice of termination of service by the Company or yourself will be given in writing and will be one week. 

Please find enclosed 2 copies of your Statement of Employment Particulars, please sign both copies, returning one copy to myself and retaining a copy for yourself.  I look forward to receiving your written acceptance of our offer of employment, and welcoming you to the position.

Should you have any questions please feel free to contact me on XXXXX XXX XXX.

I would like to take this opportunity to wish you a long and successful career within the Clean Quarter Ltd.

Yours sincerely




NAME
POSITION
Clean Quarter Ltd



I, NAME, accept the offer of employment with Clean Quarter Ltd and the terms and conditions outlined above and enclosed.



Signed:								Date:			
	(NAME)

Please send a signed and dated copy to:

NAME
POSITION
Clean Quarter Ltd
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