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Our Organisation
Founded in 2017, Healthcare on Hand provides healthcare to adults and children with complex needs in their own homes. Healthcare on hands is a rapidly growing home healthcare company. From start-up, the owners took pride in being involved in all aspects of people management, including interviewing all new employees. Now the organisation has grown, they realise they cannot continue to be involved in all activities and want to formalise many people practices. To this end, a small people team will be responsible for all aspects of people management. This brief will be your guide and help you understand the employee lifecycle.

AC 1.2 - Different ways in which information for specified roles can be prepared
During the recruitment process, it is essential to use data and evidence to make decisions, Ways which information can be collected and prepared include;

Job Description: This describes the skills needed and responsibilities, it also has information about the company, this is written up and put together usually by HR. (explore, no date)
 Person Specification: A description of the skills, qualifications, knowledge, and experience that a candidate should have in order to be considered for the position is part of this. These qualities are necessary for the individual to be able to do a particular job. (crunchposter, 2018)
Observation: This entails observing the candidate to see if they are a good fit for the position. It helps to better understand the job or position by requiring the individual to take notes or record their activities.
Interviews: This is when the chosen candidate is interviews by a HR officer and possible manager or board. questions are asked surrounding the candidates cv and personal experience and skills. It’s to get a better understanding of the individual. (Purbey, 2022)



         

AC 1.3 - Different recruitment methods and when is it appropriate to use them

The Role: Firstly, we must identify the role in order to prepare which recruitment selection will be used. This can be done through using a job description. We would do this by going through a job analysis and creating a job specification. People professionals will use data to foster a set of working responsibilities and individual particular. The job's purpose and responsibilities should be identified during job analysis. (Caccavale, 2020)
Attracting: A crucial part of the recruitment process is also attracting applicants. Information regarding the organisation and the advertised position need to be made clear and concise in the job advertisements. It’s important to include such things as the location of the role advertised, the person specification, and job description should also be included. It's also important to specify the kind of employment and benefits package. (SCR, 2015)
Referral scheme: Refer a friend program encourages employees to refer family, friends, to apply for open positions within the company. The employee will be rewarded with benefits like bonus money, gift cards, or days off if the person they referred succeeds. (Hr Booth , no date)
AC 1.4 - Factors to consider when deciding on the content of copy used in recruitment methods
Attracting the right candidates is essential. There are a number of things to think about when choosing the content of copy to make sure it works. first and foremost, candidates won't have much time to read through a lot of text, so the copy needs to be clear and to the point. Second, it should be pertinent to the position for which you are recruiting, as this will assist in attracting candidates who are suitable for the position. It needs to be engaging so that candidates are motivated to learn more about the company and the position. Additionally, internal job postings can be communicated to all employees by human resource managers. Some benefits of internal job postings include increased employee job satisfaction and a path to career advancement. External attraction on company website, businesses can also advertise positions with a description of the position, a person specification, and a value proposition. Among the benefits is the possibility of using software tools like Google to increase the reach and talent pool of advertisements. (the employer, 2020)
 
AC 2.1 - Different selection methods and when it is appropriate to use them
An interview is the most widely used selection method in businesses. A specific set of questions are used in structured interviews to evaluate essential needs for the job. Employers can evaluate potential candidate’s experience and suitability for the advertised position through interviews. Interviews provide employers with an opportunity to explain their value proposition, as well as to identify the benefits and learning opportunities offered to employees. it's also a chance for the employer to project a positive image of the business in order to attract new employees. (Haidar,2016)
There are many forms of selection methods when it comes to trying to appoint a candidate to fill a position such as but not limited to:
· Physical Ability Tests
· Assessment centres 
· Cognitive tests 


AC 2.4 - In the selection records that need to be retained
Employers are legally allowed to keep candidate records for up to 6 months if they are not successful at interview stage. This is stipulated in the General Protection Regulation Act. The reason for this is because a candidate can submit a claim for discrimination during their time interviews were held. On the flip side of this records are also kept to use for pooling and improving recruitment processes. 
Recognizing that employers keep the information of numerous applicants during recruitment process. Application forms, CVs, and cover letters are just a few of the records that employers collect (CIPD, 2020). It's also important to remember that the employer should keep records, as well as any other records that helped the selection process, like interview notes, person specification, selection matrix, and job description.




























Appoint Letter 





Dear Karen,

Congratulations!

On behalf of Healthcare on Hand, I would like to offer you the position of People Assistant with our Company.

Your base salary will be -------- per annum paid monthly, on the last working day. This will be reviewed upon successful completion of your probationary period, normally 6 months.

We are confident that you will find this new opportunity both challenging and rewarding; we wish you great success. The following points outline the terms and conditions of the role:

Hours of work		09.00 to 17.30 (2 x 15 min am/pm breaks, 1 x 30 min lunch-break)
Holidays		28 days including bank holidays
Pension		Contributory scheme (after 3 months)
Dress code		Business casual

If you are in agreement with the above, please would you confirm acceptance of this offer by return, along with a copy of your passport and driving licence.

We will then be able to send you a Contract of Employment and supporting Company paperwork.

We look forward to welcoming you to the business and hope you will soon feel part of the team. If you have any questions, please feel free to contact me.

Regards


Amelia Mathias 







Non-Appoint Letter 


Dear __________,

Thank you for your interest in the role of People Assistant with our company. We appreciate the time and effort that you put into your application and interview process.
Unfortunately, we have decided to pursue other candidates for this position. We wish you the best of luck in your job search, and we hope that you will keep our company in mind for future opportunities.

Kind Regards,

Amelia Mathias
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