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Overview
This purpose of this briefing paper is to inform Line Managers and members of People Team on the importance of understanding Employee Life cycle, different recruitment and selection methods used when hiring, factors to consider when creating a content of copy and retention of essential records. 
Since our organisation is growing rapidly, we would like to train our Line managers and new members of People Team with emerging ideas and trends and academic literature. 
Recruitment and selection are an important component and one of the key responsibilities of HR department. By examining the employee life cycle, we can facilitate the development of more effective interventions for building recruitment and selection strategies. With the emergence of Employee experience becoming the norm; organisations are looking into the touchpoints of employees’ journey in their workplace. 
The key prolonging an employee’s journey is by ensuring the ideal candidate is recruited for the right position. Finding the right candidate can be challenging for small organisations, however it can be done with developing accurate and compelling job descriptions. Through systematic approach such as job analysis, person specifications and job descriptions can be created to attract job seekers. 









AC1.1   
Introduction
Employee life cycle refers to the sequential stages that an employee advances through their career in an organisation. It is a model that is used by organisations to develop their HR strategy and align with the overall organisational goals. Essentially, employee life cycle is designed to resemble customer experience journey with the idea that employees are just as valuable as their customers. By mapping out the employee journey, HR can optimise employee experience for better retention and satisfaction (Barr,2022).
Stages of employee life cycle 
Stage 1: Attraction
The employee life cycle begins when a potential employee first becomes aware of the organisation. It is the only stage that occurs before an interaction is made with the future employee so therefore is a crucial aspect to an organisation’s growth strategy to promotes company’s culture, offer flexibility and benefits to employees, prioritises employees’ growth and development (Verlinden,2022) can aid in attracting skilled or interested candidates.
Stage 2: Recruitment and Selection
The second stage is where an organisation seeks out to recruit the best candidate. It is when the organisation interacts with a prospective employee for the first time and become more familiar with the company culture and what the job entails (Gladka, Fedorova and Dohadailo, 2022).
Stage 3: Onboarding 
Onboarding is the process whereby newly hired are welcomed and introduced into their new role. The integration is done so that the new employees can be familiarized with the organisation’s policies, structure, culture, and values. It is a comprehensive process involving the management team and onboarding specialist, and whereby all the information that is essential to get the new employee acclimatized with the job duties, attitude, and behaviour (SHRM,2021). 
Stage 4: Employee development 
This following stage is to help employees develop professionally and progress in their career within the organisation. Poor training program or lack of transparent career opportunities can lead to low engagement and lack of time in developing skills even though there existed a development program can increase the chances of employee resignation (Godbout, 2022). 
Stage 5: Retention 
Although, employee attrition is naturally occurring, many factors contribute to the level of attrition. People practitioners can influence the internal factors that is causing the attrition. This stage is about how to retain your workforce by recognising their talent through a rewards and recognition program (Luthans,2000), cultivate a positive company culture, and support managers by understanding the turnover. 
Stage 6: Separation 
This is the final stage in the employee lifecycle and is very important to manage the exit of an employee. Carrying out an exit interview to gain valuable feedback about the organisation. the goal is to make the separation seamless and maintain a positive relationship with the former employee (Fetcher, 2021). 
AC 1.2
Introduction
A well-documented account of a role requires a good job description. Job descriptions are written summary of what a role entails; highlighting the specifics of the duties and responsibilities, essential knowledge, skills, and abilities required to perform the job. The goal is for the job role to attract the right candidate by providing enough detail for the potential candidate to understand the role while keeping it concise (SHRM, 2019). A comprehensive job description should comprise of the following.
Job title- avoid internal jargon or industry slang and be more specific denoting the job level.
Job summary- a general nature, main tasks of the role, and objective of the job. 
Duties and Responsibilities- highlight the core responsibilities of the job specifying how the job               sits in the organisation.
Qualifications and skills- include a list of hard and soft skills, desirable and essential skills, previous experiences, etc.
Salary and Benefits- include a salary range and list the top benefits and perks for employees. 
Person’s specifications provide information to the targeted candidate what they will need to demonstrate to show their ability to undertake the role. It ensures all the applicants are scrutinised systematically using the same selection criteria and prevents any bias or discriminations or personal interest while recruiting (Morris, 2022). The specifications are derived from the job description and to create a selection criterion. Considering the essential versus desirable qualities also helps in shortlisting candidates and be specific when creating one. 
Different methods to prepare for specific roles 
Job analysis is a method used to determine the responsibilities, nature of the job, knowledge, skills, and expertise required to perform a job effectively. It involves collecting information more specifically on key tasks, outcomes that are expected of and on characteristics that differentiates jobs and its relative importance to other jobs (Vulpen, 2022a). One main aspect of job analysis is that it analyses the job not the individual doing the tasks and should focus on the following factors. 
· Information on specific duties and tasks such as type, frequency, and complexity. 
· Work environment that may have a significant impact on job performance.
· Tools and equipment required to do the job.
· Knowledge, skills, and abilities required to perform the job (Vulpen, 2022b).

Key task analysis is another way in which an observation method is used to gather information to prepare for specific roles. It identifies larger tasks and divides them into granular tasks so that every aspect of the role is clear. By breaking down responsibilities into constituent parts, job criteria become accurately reflected and thus leading to fair hiring practices (Indeed, 2023a) by creating a great job description. Conducting a key task analysis can be done by interviewing a subject matter expert (SME) who understands the industry best practices (Heaslip,2022a). The subject matter is given questionnaire to assess how often someone performs a task or to check the irrelevance of a job description (Heaslip, 2022b).

AC1.3 
Introduction
Recruitment can either be done internally or externally. Whether to recruit internally or externally is a decision that must be taken after carefully assessing the existing skill sets and talent available in the market. 
Internal recruitment is when an organisation looks within its existing workforce to fill a vacancy. It is done primarily to promote internal staff who can potentially be suited for the job or already is training for the role. On the other hand, internal candidates already have a good exposure to organisation’s culture and policies (Pillai, 2021). Internal recruitment is a great strategy because of its potential to motivate employees and increase workforce productivity and be more cost effective. 
External recruitment refers to when organisations look outside their organisation to seek for a preferred candidate to fill a vacancy. It is an extensive process wherein the company must post the job description in different platforms to a wider pool of talent. Hiring and promoting sometimes can cause stagnation if internal employees are set in their own ways, which means that hiring externally can allow a new perspective, access to highly specialised candidates and support diversity (Indeed, 2023b). 
Internal recruitment methods 
Intranet is a useful tool to support any internal communication strategy. Many intranet sites have “careers” section to promote internal vacancies. It helps internal employees stay connected and perform their own job search and match their skills with available job openings further aiding in easy online application where job descriptions are uploaded in a predetermined format (Waite et al., 2021a). 
Newsletters can be an inexpensive way of job postings to all employees in the organisation. Since vacancies can be difficult to keep track, electronic newsletters can be distributed to employee’s inbox and alerts them on any internal vacancies in the company (Waite et al., 2021b). 
External recruitment methods 
Company websites can be a less costly and efficient way to provide information job and organisational information to jobseekers (Kaur and Dubey, 2014a). At the early stage of recruitment process, importance of job information is specifically evident whereby the potential applicant is gathering information engaging about their future employer (Egerová, 2017). Jobseekers will want to know all about the organisation, so having a user-friendly website to simplify the job seeking and application process should be clear. 
Job boards is an online platform provided by commercial businesses such as Indeed, Glassdoor, etc where companies promote their vacancies to online job seekers. Some job board platform aggregates thousands of employment related websites to provides users in a single search engine (Smart recruiters Team, 2015). With the use of job boards, you can reach a large audience, create an online employer brand, is accessible anywhere and anytime and helps streamline the application process (Medium, 2020).

AC 1.4 
Introduction
Writing a copy simply means to write text and content in a job advertisement that is going to capture the interest of any reader. It should essentially convey important features like job title, job description, salary, and benefits, and how to apply. Copy writing is a valuable content production strategy that can make a difference to an organisation’s recruitment marketing goals (Osten, 2021).  Not only can it be informational, but its true purpose is also to serve as a persuasive mechanism to attract candidates to take action by strengthening the organisation’s brand image. 
Factors to consider when writing a copy 
A copy write can differ on details depending on the target audience; internal or external. Internal candidates might know of the organisation’s value and culture, who to contact, etc. However, for external candidates, it is important to understand what they would want to hear from the organisation and the job role. It is about persuasive language and content to attract potential candidates. The content should align with the organisation’s brand and culture, so the applicants understand what the company is about. For example- Having an “About Us” section that captures the company’s brand story; using a narrative to tell candidates the history, success and challenges gives a value proposition and sets a competitive edge (Coombes, 2021). 
The content should give a concise overview of the job title or role.  For example- using bullet points to highlight the key requirements. Using candidate persona can also help employers align what job description with ideal candidates (Symonds, 2023). 
Another element to consider is the style of font when drafting a copy of content. It sets a tone how the job is being marketed to the target audience and evokes an emotional response and affect their perception of the brand (Cook, 2023). It also has an impact on accessibility; using fonts that can be easily read by candidates who could have visual impairment. 
AC 2.1 
Introduction
Selection methods are criteria for choosing an optimal candidate for a specific position by learning about the candidate’s critical information such as experience, qualification, or skills. A successful application typically goes through an assessment against the criteria set out in the person specifications or requirements in the job description. It can also be done by what is called a C.V. sift. Some organisations may use a software tool to sift applications; any applicants that do not meet the criteria gets sifted (Waite et al.,2021c). 
Longlisting is another way of screening applications to whether it can be shortlisted for another stage. Its purpose is to eliminate any applicants who do not fit the job specification. Any candidates who meet the criteria of the longlist are shortlisted; the criteria should be based on education, qualification, experience, skills, or other competencies, and not on opinion or gut feeling (Roberts, 2022a).  
Different selection methods 
Interviews can be structured in many ways such as telephone interviews, panel interviews, face-t0-face, group interviews, etc. Employers can verify information provided by applicants by asking predetermined questions relevant to the job role. Interviews evaluates a candidate’s work experience, employers also get an opportunity to introduce the organisation to the candidate, determine candidate’s attitude and confidence or weakness (Indeed, 2021). Typically face to face interviews allow verbal and non-verbal ques to be screened as it involves interactions between people in a social setting (Lehane, Lysaght and O’Leary, 2021). 
Psychometric test is an objective way to measure an individual’s cognitive ability or personality (Institute of psychometric coaching, 2019) and is done by using standard assessment methods and are statistically examined to be fair and objective. Psychometric testing can help to assess aptitude, personality, explore communication style and emotional intelligence of candidates. These insights help employers to determine their management style, verbal or numerical reasoning, logical skills to problem-solving and decision-making (Thomas.co, 2020). 
Assessment centres are selection methods where candidates are required to complete a combination of different behavioural simulation tasks and activities (CIPD, 2021a) to test their suitability for a job. Test centres are overseen by multiple trained assessors who evaluate candidates’ performance after each activity and collected evaluations are used as basis to make selection decisions (Buckett et al., 2020). A well-executed assessment centre gives employers opportunity to differentiate between their candidates’ skills and experiences. Candidates gets fair and equal opportunity to demonstrate their skills by delivering a presentation, role-playing, problem-solving, time-management, task prioritisation, etc (CIPD, 2021b).

AC 2.4 
Introduction
Mass amount of data is collected, processed, and analysed during the selection process. It comprises of textual and numerical data from interview notes or assessment centre scores depending on what type of methods were used. 
Data protection law 2018 is a legislation that imposes upon organisations a duty to ensure how personal data is collected, handled, and stored used from the moment applicants send their CVs or cover letters to an organisation (GOV.UK, 2018). Hence, employers are obligated to retention of selection records containing any personal data, or confidential information on candidates; both successful and unsuccessful. The information can be electronic or paper, nonetheless secure data security methods must be implemented (CIPD, 2022a). 
Selection records that need to be retained 
The records should include resumes, cover letters, right to work document, interview notes, reference checks and transfer documents. For example- Employment agencies must retain records of applications from jobseekers up to a year since the service was provided (GOV.UK, 2017). In the absence of how long to withhold records, employers must not hold data for longer than necessary (CIPD, 2022b).
In the case of unsuccessful applicants, record keeping is vital in case there is a claim for discrimination. For successful applicants, it should be kept for the duration of their employment and plus an additional 6 years for contractual claims (CIPD, 2022c).  It is essential during shortlisting process to record for all applicants whether they were successful in meeting the criteria. Using a scorecard to record the extent of criteria that an applicant meets during this process also can be used as a form of record keeping to evidence that it was done fairly and objectively (Roberts, 2022b).
The panel should record factual responses from the candidates during the interview process. It should not be an interpretation but as expressed by the candidate (HSCNI, n.d.).  The notes taken should not only be factual but also non-discriminatory and related to the applicants’ qualifications and relevant to the position.  Finally, handwritten notes should be legible and clear. The purpose of record keeping is to provide an accurate account of the candidate’s journey in the selection process, and reflect the recruitment team’s assessment, evaluation and hiring decisions. 

Conclusion and Recommendations 
Managing the employee life cycle is a crucial aspect of the HR function. We need to establish the importance and focus on the strategy of each stage in the employee cycle. The end goal is to have a positive outcome for both the employee and organisation. By understanding the employee life cycle, people professionals can develop retention strategies, rewards programs, and professional development programs. There are new trends in managing employee life cycle tool such as use of AI. It has been used to discover the objective elements that have an impact in employee turnover, identify the main causes of employee departure, and predict the likelihood of an employee resigning (Steyn, 2022). 
Using a talent acquisition software can enable to automate and streamline the selection hiring process from screening to organising interviews allowing hiring managers to concentrate on making the final decision (Gray, 2023). Once an employee becomes an integral part of the organisation, the next step is to continuously engage to keep them on board. People professionals can plan a development plan not just to help build skills for a particular role but also to help in their career growth.
Job analysis analyses the position instead of the person doing the job so that it better defines the set of skills and abilities required in a role. It also outlines the professional standards used to complete the process of preparing specific roles and helps HR professionals understand the worth of every task and to streamline human efforts and get the best possible outcome. It helps an organisation in obtaining a first-hand data on duties linked with the job through interviews, structured questionnaire, etc. It also identifies any risks associated with the job responsibilities and improves decision-making by identifying the critical competencies required for success. In the same way key task analysis is very important to improve the hiring process as gives an in depth understanding of nature of tasks, and further helps to identify tasks that can be improved.
In deciding to hire internal or external, organisations must consider the nature and level of the job, characteristics of the organisation and industry such as culture, and the organisation’s hiring and screening policies (DeVaro, 2016). If the hiring is external, company websites can be an effective platform to advertise for new job openings or external recruitment. The way organisations communication through their websites; informational characteristics like website usability and features, amount of information and how it is displayed, uniqueness and specificity of the information is a crucial determinant of attracting qualified applicants (Kaur and Dubey, 2014b).
External recruitment is essential when a particular credential is required in an organisation. If an organisation is experiencing a large growth, external hires can reduce workload and stress from the existing employees. Organisations of any type can benefit from external recruiting as it brings new perspective and can solve long standing company problems (Herrity, 2022). 
If an organisation has a fully qualified employee who can be best suited for an open position, then internal recruitment is a favourable decision. Promoting internal employees into a leadership role can be an investment to the organisation’s success and culture (Scudamore, 2016).
From the facts discussed above, selection process is an important aspect in determining an organisation’s effectiveness and efficiency by choosing the most suitable candidate (Abbas, Shah and Othman, 2021). Selection methods should be based on job descriptions and specifications (Stockwell, 2019).  Understanding the predictive validity of selection methods, and what position and particular knowledge, skills, and abilities are being search for in a candidate should be weighed when choosing the right selection method. 

A good document retention policy is important for meeting not only compliance requirements but also to support HR processes such as performance evaluation and demonstrate good practice (Pengelly, 2021). Accurate records must be kept in the case of employee requesting access to their personal file (CIPD, 2022d) or in the event of subject access request (ICO, 2023).
The evidence of clear records will be helpful in the event of an employment issue and would assist employers to convince the tribunal the decisions were objective and within the recruitment practices. The consequence of non-compliance could mean a high risk of penalties and reprimands from the ICO (ICO, 2022). Retaining records during the entire selection process demonstrates that the recruitment was done in a fair and equitable way and must be able to discern how an applicant was hired and why an applicant why not hired (University of Washington, 2023).
Talent acquisition is a two-way process where candidates want to know as much about the employers and vice-versa. Building a copy of content should be creative where the interest of the candidates is merged into the job role and speaks to them. Creating a connection with the readers by using approachable tone and language, logos, etc to appeal to the desire by helping them envision the impact of their work (Baluchova,2018). 
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AC 2.5 Write letters of appointment and non-appointment for an identified role.
Letter of appointment 
	HEALTHCARE ON HAND LTD. [image: Germ with solid fill]
Date: (Today’s date)
Name: (Employee’s name)
Address: (Employee’s main address)

Dear (Name of the candidate),
Appointed as “People Assistant”

We refer to your recent interview for the above position and are pleased to inform you that we are offering you the position with our company effective from (start date) under the following terms and condition.
Salary: As discussed in the interview.
Working Hours: Total weekly working hours 
Leave policy: (mention number of leaves granted per year; sick leave, bereavement leave, maternal / paternal leave). 
Probationary period: (mention the probation period)
Notice period clause: (mention the period employee needs to serve after resignation).

We welcome you and congratulate you on your appointment. 

With best wishes,
(Signature)	
Hiring Manager 






Letter of non-appointment 
	HEALTHCARE ON HAND LTD. [image: Germ with solid fill]
Date: (Today’s date)
Name: (Employee’s name)
Address: (Employee’s main address)
Dear (Name of the candidate),

Thank you for your recent application and interview regarding the position of People Assistant with Health Care on Hand. 

We regret to inform you that after careful selection we will not be pursuing with your candidacy for this position on this occasion. May I take this opportunity to thank you for your time and appreciate your interest in our company. 
If you wish to obtain any information regarding your application, you may get in contact with us on (HR email and/or telephone number). 
We wish you all the very best in your future endeavours.


With best wishes,

(Signature)	
Hiring Manager 
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