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1.1 Describe key contemporary labour market trends
Labour market analysis is a gathering of up to date information showing who in the country is available for work, what work is available and what types of work including the skills required pertinent to the job role. It is also a way of analysing and matching positions to people and the skills they have, it can also identify where the gaps in the market are and how to prioritise investing in the workplace and filling vacancies. It is important for each employer to understand the labour market so they can get an indication of these factors which can help them plan for resourcing and recruiting into posts. It will give them an opportunity to focus on skills and how to plan recruitment for the organisation in the long term too. There is also a trend in the market linked to economically inactive individuals. This term relates to individuals who are unemployed due to reasons such as ill health, families with children who may have child care costs that would be too expensive, carer’s commitments and retirees. People in these groups may be inclined to seek further employment if certain conditions could be met to suit their needs such as reasonable adjustments, flexible working conditions, and other reasonable incentives an employer may offer to make it worth their while in terms of financial benefits or working hours to suit the family around childcare issues (Taylor, 2016). 
UK key labour market trends include employment and unemployment; this is also pertinent to the majority of countries including Germany, which shows similar figures. Germany’s employment rate is 75.7% (Data OECD, 2021) and UK is 75% (Data OECD, Employment rate, 2021) when looking at figures between November 2020 and January 2021 relating to data taken from November 2020 – January 2021 relating to people of working age group 16 years to 64 years of age (ONS, 2021). 
There are a variety of sources of labour including local and national sources. These are particularly useful and show the employer a pool of local people seeking employment and may indicate job seekers looking for low skilled jobs. National sources show jobs in the country which may require people to travel and this may be more attractive to people with the necessary skills and qualifications. Other labour sources include the international market, graduates and school leavers who are ready to seek employment (ONS, Labour market overview, 2021).
1.2 Describe the principles of effective workforce planning and tools used to carry it out
Resourcing and recruiting is a continuous cycle for all businesses. They need to be proactively planning for the present and future workforce. This process can be effectively managed by using appropriate strategies and planning tools. They will analyse the employees they already have in post and may look at the skills they have. They can target job leavers with exit interviews and can use this information to identify any patterns or trends or reasons for leaving. This can be turned into a positive reflection especially if they can show they are making improvements within the organisation to retain valued employees. These tools and audits will help them to identify talent, know when to hire at the right time within the organisation to ensure cost effectiveness, i.e. spend the money at the right time to cover jobs in readiness for promotions or retirement etc. They will need to plan for training needs by using a training needs analysis tool. This will ensure a skilled workforce pertinent to their area of expertise. They can do this in readiness to replace retirees and also need to invest in individuals already in the workforce, as experience is a key factor in a valuable employee. This will help retain employees and by knowing what is ahead they are able to plan appropriately for the future. All these strategies are aimed towards the overall goal and vision of the organisation and a large consideration will usually be linked to cost and how they can afford to invest for the long-term goal. There will also be a need for risk assessment tools and contingency planning strategies as it is evident the impact COVID-19 has had on the labour market worldwide. Therefore careful consideration is imperative for the future of the organisation and they can identify ways to adapt for potential changes that are out of the ordinary for that organisation. Such as, if it was an organisation that would usually expect the client to come to them, they could look at how they could take their product or business to the client in a safe and effective way, whilst sustaining jobs and productivity and paying their employees (Taylor, 2016).
1.3 Explain how to develop basic people plans and succession plans

The aim of succession planning is to allow organisations to fill essential job roles when required, and for the process to be as smooth as possible. When developing a people plan / succession plan, it’s important to first identify ‘business-critical’ roles which require potential future successors. Instead of focusing on individual job roles, some organisations may start by focusing on a ‘pool’ of job roles that all require similar skills/knowledge and are an essential part of the business. Employees can be up skilled enabling them to step into other roles and transfer their skills, when required in the future. Identifying future successors can be either an informal or formal process. It can be done by having informal conversations with employees, or using formal techniques such as performance reviews and competency frameworks. As well as focusing only on internal development and promotions it’s also important to get the right balance between recruiting externally to bring fresh ideas and perspectives into the business. 

Succession planning should take into account factors such as: future retirement and employees exiting the business, redundancy, redeployment, the cost of developing staff, and available resources. There are different approaches that can be taken when succession planning, and this will depend on the factors previously mentioned, and the size and structure of the organisation. The person responsible for succession planning must be able to link it with the objectives of the workforce, and consider what skills are going to be needed in the future, not just at the current time. 

(CIPD, succession planning, 2020)

2.1 Assess the strengths and weaknesses of different approaches to attracting talent to the organisation
Employer branding/positioning is a key factor when attempting to recruit and retain new employees. A good employer brand is a way to promote the organisation in a positive light, and tries to show that the organisation is a good place to work. The organisation needs to know what type of employees it wants to recruit and in order to attract a talented and skilled workforce it is important for the organisation to sell themselves in a positive manner. They need to show potential new employees that they are a credible organisation offering good pay and benefits, have a positive culture amongst its workforce and will focus on and value their employees (Lievens, 2016). 
Benefits can include showing investment in employees by ensuring appropriate training is available, offering chances for progression and promotion and promoting a sense of a positive culture and attitude. Policies are important and a weak employer branding can include the company portraying a false image, and expose them for making false claims, this can result in the organisation damaging further the reputation that they have. They need to demonstrate that they can fulfil their obligations or they risk their reputation (Lievens, 2016). 
A recruitment strategy includes the use of social media as this has one of the biggest audiences for employer branding and it is in this platform that the organisation can take full advantage to attract their audience. It will target potential newcomers as they can look at reviews of the organisation which tells them about what the company has to offer, what policies are important to them and have an overview of pay and benefits. They can look at what is written about the company, including positive and negative reviews and this can help them make a well informed decision about whether they want to apply to work at the organisation or not. They will look at peer reviews and this will influence their decision-making. Whilst social media is an excellent platform that reaches a wide audience, it can also have a negative impact on the organisation if the reviews by others are not favourable, or they are not seen to be making any improvements based on negative reviews (XpertHR, 2020).
2.2 Assess the strengths and weaknesses of different approaches of retaining talent

There are many different approaches to retaining talent and reducing employee turnover rates. In addition to pay and employee ‘perks’ there are lots of other factors that influence an employees decision to stay within an organisation, or move on to another. These include: flexible working, employee well-being support, line managers behaviours, career progression opportunities, communication strategies, and allowing employees to have a ‘voice’ (CIPD, 2021).

Flexible ways of working can benefit both the employee and employer, it can relieve daily pressures off employees by allowing them to have a good work-life balance, resulting in higher levels of engagement and productivity within the organisation. However, organisations must ensure that all staff are treated fairly when handling flexible working requests (Wakeling, 2017).

For staff to feel valued within an organisation it’s essential that they are treated fairly and rewarded for their good performance. Reward strategies can encourage employees to be proactive and be motivated, however at the same it can de-motivate employees who are not doing so well and not receiving the same rewards their colleagues are. Therefore, in order for these strategies to have a positive impact managers need to continuously monitor and evaluate the performance of their employees and address any short falls in performance (Sherman, 2020). Line manager behaviours have a big impact on whether or not employees feel valued within an organisation. Managers should allow their employees to have a ‘voice’ and allow them to be included in decision making where possible. 

Effective employee wellbeing strategies create a positive work environment for employees and encourage them to stay in employment. These strategies also play a part in allowing employees to feel valued by their employers and motivate them to do their job well. Sometimes, just knowing that an employer supports and encourages the staff member will have a bigger influence on their decision to stay within the company than the salary of the job (Wellsteps, 2020). 

Employees develop a sense of loyalty for employers who invest in their professional development and career progression. Employers should have periodic performance reviews with their employees and assist the employee in reaching their goals and aspirations. However, managers should be careful not to promise more than what is realistic, otherwise, it may lead to employees feeling de-motivated and have a negative effect on employee retention (Gomez, 2014). 

3.1 Explain key aspects of good practice in relation to the development of job descriptions, person specifications and competency frameworks

It is essential for any organisation to follow good practice guidance in relation to recruitment. Good practice incorporates a systematic approach to recruitment and a recruitment and selection model should be followed. Job analysis is the first stage where information is gathered which consists of all elements required of the job role (McKinley, 2021).

Job descriptions

A job description sets out an employees responsibilities within their job role. A job description should include the following: Job title, a summary of the organisation, the purpose of the job role, the benefits of the job role, the employees team, list of responsibilities, and what attributes the ideal candidate should hold. An accurate job description is essential in recruiting the right person for that specific role. 

Person specifications

A person specification sets out the attributes that are required to fulfil a certain job role. These attributes are described more in-depth than on a job description. The person specification should include: skills, knowledge, qualifications, aptitudes, attributes (flexible approach, work well as part of a team, etc.). (Monster, 2021). 

Competency Framework

A competency framework communicates its expectations in relation to an organisations goals, visions, and values. All of which consists of behavioural expectations, roles and responsibilities, and performance expectations. Rather than being specific to a job role, it is usually generic across the business. These frameworks include measurable factors such as skills (communication, etc.), experience, qualifications, expected behaviours, and unacceptable performance/behaviours. The core competencies should reflect the organisations value, and its mission (CIPD, competency and competency frameworks, 2020). 

3.2 Evaluate different methods of recruitment and selection 

There are many different methods of recruiting within an organisation, and it’s important that whilst recruiting, individuals are not discriminated against based on any of the protected characteristics set out with The Equality Act 2010 (ACAS, hiring someone, 2021).

Types of recruitment methods

Recruiting internally can have many benefits – low cost, progression and development opportunities for existing staff, boost in staff morale, and a motivated workforce. However, when recruiting internally managers must follow a fair and consistent procedure to avoid de-motivating staff who are unsuccessful in promotions. 

Recruiting externally can bring fresh ideas into the organisation. Job adverts can be posted on different platforms such as social media, online jobs boards, newspapers/magazines, website adverts, the radio, and recruitment agencies. Recruitment agencies and online jobs boards can be very expensive, but are a good way of getting the job advert to reach lots of different people. Social media pages like Facebook, and Twitter can be useful tools to advertise job vacancies as they allow people to ‘share’ the post, again allowing the advert to reach lots of individuals (Brighthr, 2021). Online jobs boards can be useful for organisations who are not well known, making the organisation visible to as many people as possible (Randstad, 2019).

Another useful method of recruitment is jobs fairs - these are a useful way of increasing brand awareness and getting the chance to network with other similar organisations. However, they can be time consuming and take a lot of preparation in order for them to be successful. In addition to this, organisations usually need to pay a fee upfront to be able to attend (HR daily advisor, 2018). 

Types of selection methods

The most useful type of selection method usually depends on the job role of the vacancy that is being advertised. Examples of selection methods include: screening CV’s, application forms, interviews, and aptitude tests. Group exercises and role-play can be a useful way of assessing individual’s attributes. Using only CV’s or application forms alone as a selection tool can be unreliable as it can be difficult for the employer to accurately determine whether the applicant matches the person specification for that job role (GRB, 2021).

The most commonly used method is interviews as these can be structured to fit the specific job role, and it gives the employer a much better understanding of the skills and knowledge of the applicant than reading a CV would. Holding multiple interviews can be time consuming and can take up a lot of resources, therefore it’s important that the initial screening process is thorough to save as much time as possible. 

(CIPD, 2020) 

3.3 Explain key aspects of good practice in relation to dismissal, redundancy, and retirement 

Dismissal 

A fair procedure should be followed at all times, and dismissal must only take place where there is a valid reason. Reasons for dismissal can include conduct issues (misconduct or gross misconduct), or capability issues (Taylor, 2016). Other reasons for fair dismissal include redundancy, legal reasons, or ‘some other substantial reason’ (ACAS, dismissals, 2021). Employers should follow the ACAS code of practice and act ‘reasonably’; employees should be given the chance to improve and should be provided with full details of any allegations against them along with evidence. It’s essential that a fair and consistent process is followed across the organisation. Employers must also be aware of the protected characteristics set out within the Equality Act 2010 and must not discriminate, either directly and indirectly (CIPD, 2020). 

Redundancy 

Employers should always consider alternatives to redundancy, such as: retrain employees to work in a different department/job role, stop employees working overtime, offer reduced hours, offer voluntary redundancy, and offer early voluntary retirement. In circumstances where redundancy is the only option a fair process must be followed which includes having a consultation period and ensuring clear communication at all times (Taylor, 2016). Employees should be selected for redundancy in a fair way, clear selection criteria should be set out taking into account skills and qualifications, performance, attendance, and disciplinary records. Employees must not be discriminated against when scoring the selection criteria. Employees can be supported through the process by counselling, receiving financial advice, and having support from their employers to obtain new employment (ACAS, managing staff redundancies, 2021).

Retirement 

Employers should have regular open and honest conversations with their employees to understand what their intentions are for the future and to help the employee understand their different options. When the employee wishes to retire, their options could include applying for flexible working to reduce their hours or reduce responsibility in their job role, offering extended leave, or retiring but acting as a consultant for the business (Taylor, 2016). These discussions often take place during employee appraisals, the employer must be careful not to discriminate against the employee or ask different questions, which are dependent on the employee’s age. A consistent process should be taken with all employees regardless of their age, and retirement should usually only be discussed where the employee has expressed their thoughts on retirement - managers should not suggest to the employee that they should retire (ACAS, retirement, 2021). 
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