Essentials of people practice – Task 1
AC1.1-
The employee lifecycle is broken down into six stages, and people practitioners play a crucial role at each stage.
1. Attraction
Stage 1 is attraction. People practitioners look to promote the company's values, culture, mission, and unique selling points as an employer of choice. (Waite et al., 2021) They create clear job descriptions which relate to the company’s values and KPIs, take advantage of various recruitment channels, and look to implement initiatives that promote diversity to attract a diverse pool of candidates. An example of this would be by developing a careers page and utilising social media to promote the positives of working for the company. (Fields, 2023)
2. Recruitment and Selection
In this stage, people practitioners are heavily involved in identifying, attracting and selecting the correct candidates to open vacancies. People practitioners are responsible for advertising roles effectively, screening candidates, assisting in interviews, making hiring decisions and extending job offers, ensuring that employment law is upheld, such as gathering right to work documents. They would also ensure that they provide feedback to candidates who were not successful, offering constructive feedback and encouraging them to apply for future vacancies. (Waite et al., 2021)
3. Onboarding
During the onboarding stage, new employees receive essential information, resources, and support to acclimate to their new environment and perform their job effectively. People practitioners play a key role in designing and developing comprehensive onboarding programmes, such as developing a company induction which displays a company’s values, mission and culture. They would also ensure that they monitor an employee’s progress and look to gather feedback on induction experiences to look to improve. (Nikoloska, 2022)
4. Development
Once onboarding is complete, further employee development can be implemented. Development allows employees to become more competent in their roles. People practitioners look to identify training needs, designing training programs and providing resources to look to upskill. By investing in development, people practitioners would look to see an improvement in productivity, motivation and staff retention. (Waite et al., 2021)
5. Retention
The retention stage focuses on strategies and initiatives aimed at keeping employees engaged, satisfied, and committed to the company for the long term. People practitioners would look to develop these strategies, looking at proactive opportunities to help employee satisfaction. Examples of this would be looking to implement regular one to one reviews, developing employee development opportunities, analysing and acting on data from exit interviews. (Nikoloska, 2022)
6. Separation
Separation occurs when an employee leaves a company, voluntarily or involuntarily. People practitioners play a crucial role in managing the separation stage, ensuring that departures are handled professionally and are legally compliant. Ensuring that the correct documentation is presented to ensure legal compliance. They also ensure that processes are in place, such as succession plans and exit interviews are conducted, using the data collected to help them during the retention stage. (Fields, 2023)
AC1.2-
The purpose of a job description is to define a roles responsibility and the requirements of the job role. It outlines clearly what the job role is, and acts as the key performance indicator that a candidate will be judged upon. A job description should be clear and provide information on what the job entails and what previous experience, qualifications and skills are needed to perform the job effectively. Key content includes the job title, a summary of the role, detailed duties and responsibilities, qualifications, and any specific requirements. (Chapman, ND)

A person specification enables the organisation to profile the ideal person to fill the job and provides potential applicants with information about what they will need to demonstrate to show their ability to undertake the role. Person specification would describe the ideal attributes, skills, qualifications and experience of the candidate that they are looking to hire. Key contents of a person specification should include, education qualifications, work experience, skills and competencies and any specific business requirements. (Brighton Hov, ND)

Job analysis is a systematic process of identifying and determining the responsibilities and requirements of a job in detail, as well as the knowledge, skills and abilities needed to perform it effectively. Jaspreet and Caroline can accurately define the responsibilities of a sales assistant role by using job analysis and can create accurate and detailed job descriptions and person specifications, outlining what skills are needed for the role and when developing KPIs for the role. This will in turn give potential candidates a clear outline of what is expected of them in this role. (Vulpen, 2022)

AC1.3-
Jasper and Caroline could participate in local job fairs and community events. Participating in local job fairs and community events is appropriate as it offers Clean Quarter Ltd a valuable opportunity to connect with potential candidates, increase visibility, and engagement within the local community. By leveraging these events effectively, Jaspreet and Caroline can identify qualified candidates who are enthusiastic about joining their business and contributing to its success. This recruitment method is also appropriate, as Clean Quarter Ltd is a new business, and it will increase their reputation within the community, and is cost effective. 
Another benefits of job fairs, is that Jasper and Caroline can explain their new businesses eco-friendly values, driving their mission, whilst improving their reputation within the community. 

Social media advertising on platforms like Facebook, Instagram, and LinkedIn offers targeted options to reach candidates based on demographics and interests. It's suitable for attracting candidates interested in their sustainability values. Benefits include broad reach, engagement with passive job seekers, and analytics for tracking ad performance and adjusting targeting. Jaspreet and Caroline can use visually appealing content and compelling messaging to capture attention and encourage applications for the sales assistant vacancies.

AC1.4-
When crafting a content copy, they should consider a variety of factors to ensure they attract qualified candidates. Their recruitment strategy should look to target a specific audience, who buy into the company’s vision and sustainability goals.
One of these factors is budget. Determining what budget they have allocated for their recruitment campaign, considering what materials they will need, such as flyers and advertisement boards for a job fair or looking at targeted social media advertisement. These are cost effective ways to recruit. Additionally, they need to consider the space constraints they may have. For social media advertisements, they should create concise messaging and wording that grabs attention quickly. For job fair materials, prioritise key information and utilise visual advertisement to gain positive engagement within the limited space provided.
They should also look at what company imagine they are looking to build. They should ensure that the copy reflects Clean Quarter’s values and culture. Wording and imagery should be consistent and on brand, highlighting the company’s unique selling points. While doing this, they should ensure they provide accurate information about the job role of a sales assistant, presenting a positive image of the company. They should not look to exaggerate the job role, avoiding making misleading claims when highlighting company benefits and opportunities for growth. They need to ensure they strike the correct balance between providing accurate information about the sales role, whilst also preserving company’s brand. 

AC2.1-
Jasper and Caroline could consider implementing behavioural interviews to evaluate candidates' skills, personality, and capabilities. Through targeted questions, such as asking about past experiences with unhappy customers, you can gauge communication, problem-solving, and adaptability skills crucial for a sales assistant role. This method allows candidates to showcase relevant experiences and provides insights into their interpersonal abilities. (Indeed,ND)

Additionally, Jasper and Caroline could utilise the role-playing interview method. Utilising role-playing exercises to simulate customer interactions and assess candidates' ability to handle various situations effectively. By observing how candidates engage with customers and demonstrate sales techniques, you can evaluate their adaptability and confidence in the role. This practical demonstration helps identify candidates who are well-suited for the position and capable of performing competently as sales assistants. (Indeed, ND)

AC2.4-
Clean Quarter Ltd should retain the selection records of both successful and unsuccessful candidates. Records of candidates who were not successful should include the reason they were rejected. These records are proof that the selection process was fair and help mitigate any potential legal risks related to discrimination claims. (MyLawyer, ND) Though it is important to store these in line with GDPR.
All interview notes and assessment scores should also be kept. These records are documented proof of why a candidate was successful or unsuccessful. These notes should include how a candidate was evaluated during the process, and why they were proven to be suitable or unsuitable for a role. These notes also document the process that a candidate was put through, and how the interviews were scored and evaluated.
When a candidate is successful, the contract and offer letter than is sent out should also be retained. These records document the terms and conditions of employment a candidate has been offered and accepted to join the company. These documents will detail the contracted hours of an employee for example. (Croner)
To ensure that a company is compliant with employment law and government legislation, right to work documentation should also be kept. Retaining these selection records is essential for compliance with UK employment laws and regulations, including those related to equal opportunity and data protection. Maintaining comprehensive selection records facilities transparency, accountability and effective decision making throughout the recruitment and selection process. (HRAdvisor)
AC2.5-
Clean Quarter Limited
13 May 2024
Ralph Lauren, 52 Park Avenue, Kilgetty, Pembrokeshire, SA68 0UB

Dear Ralph,
We are delighted to offer you the position of Sales Assistant at Clean Quarter Limited. After careful consideration of your qualifications and experience, we believe that you will make a valuable addition to our team.
Position: Sales Assistant
Start Date: 21 May 2024
Salary: £23,000
Company benefits:
50% off all Clean Quarter Limited products
Free car parking
Remote working available.
Paid breaks
Your responsibilities will include assisting customers, recommending products, handling transactions, ensuring excellent customer service and driving the company’s values. Your role will be pivotal in maintaining our high standards of customer satisfaction and contributing to the success of our sales team.
Your contracted hours are 40-hours per week, and you will report into Jasper Williams and Caroline Ratcliffe as your line managers.
Please review the enclosed documents, including the job description and employment terms. If you accept this offer, please sign and return the enclosed copy of this letter by 18 May 2024.
We look forward to welcoming you to the team and are excited about the contributions you will make to Clean Quarter Limited. If you have any questions or need further information, please do not hesitate to contact Jasper Williams at jwilliams@cleanquaterlimited.com.
Congratulations once again, and we anticipate a successful and rewarding collaboration.

Sincerely,
Jasper Williams
[bookmark: _Hlk166522757]Clean Quarter Limited Managing Director
jwilliams@cleanquaterlimited.com
Clean Quarter Limited
13 May 2024
Derek Higgins, 53 Park Avenue, Kilgetty, Pembrokeshire, SA68 0UB

Dear Derek,
Thank you for your interest in the Sales Assistant position at Clean Quarter Limited. We appreciate the time and effort you invested in the application and interview process.
After careful consideration, we regret to inform you that we have selected another candidate for the position. While your qualifications and experience are commendable, we have chosen a candidate whose skills and experience more closely align with the requirements of the role.
We want to express our gratitude for your interest in joining our team. We encourage you to keep an eye on our career opportunities for future openings that may be a better fit for your skills and experience.
We wish you the best of luck in your job search and future endeavours. Thank you again for considering Clean Quarter Limited.

Sincerely,
Jasper Williams
Clean Quarter Limited Managing Director
jwilliams@cleanquaterlimited.com
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