Assessment 2
Hello Jaspreet and Caroline,
I have had a look at your start up business. It is fantastic that you have recognised the importance of getting the people side of your operation right from the outset and thank you for asking me to give you advice which will allow you to employ good practice at every stage of your operation. As a budding people practitioner, I will endeavour to give you my best service. I hope you find the following report informative and useful. 
AC1.1
Employee Lifecycle
The first stage of the lifecycle - attraction- takes place before they join your business. Communicating your brand values and culture effectively may encourage strong candidates to consider your vacancy. 
Next comes recruitment/selection - choosing the right people. PPs contribute by conducting job analyses, writing literature, ensuring applicants are screened fairly, have the right to work in the UK and are selected appropriately.  PPs ensure adherence to legislation including the Equality Act 2010 and The Working Time Regulations 1998.
Onboarding - welcoming your new employee and helping them to feel comfortable comes next.   A PP ensures your new employees understand your business, your culture and ethos, their roles and responsibilities, policies and procedures including Health and Safety and COSHH information required by law. 
Employee development - “Development allows employees to become more competent in their role” (Waite et al, 2021). A PP contributes by identifying training needs, setting goals and upskilling an employee to manage, for example, your online delivery service. 
The penultimate stage is retention- keeping an employee within your business. According to CIPD (2024), levels of turnover are high in retail. A PP helps to retain your staff by helping you develop a positive work environment with initiatives like team building, ensuring work life balance, proactively resolving issues and advising on remuneration.
Finally we have separation- when an employee leaves your business. A PP contributes with both voluntary and involuntary separations by ensuring correct and legal procedures are followed. These might include dismissal proceedings, exit interviews and analysing feedback so you fully understand reasons people are leaving your business, ensuring your brand is protected.
AC 1.2
Before you employ your three sales assistants, I advise you to look closely at your recruitment and selection process.
You will need a job description and person specification- essential documents in the recruitment process. They help both you and potential applicants understand the requirements and expectations of a job role ensuring your business and an applicant are the best fit for each other. 
A job description provides clarity to you and a potential employee by stating what duties, responsibilities and expectations are involved in the job. 
A person specification states what qualifications, skills, knowledge and experience are required for an applicant to be considered for your position. It is customary for these attributes to be categorised into essential and desirable. An applicant would need to demonstrate they meet the criteria in the essential list before being considered for your sales assistant role. The desirable requirements are things that you would like but aren't necessarily essential. For example, your business might consider a clean driving licence as essential if you are looking at delivering locally, whereas previous experience in sustainable retail might be desirable.
Before you write your job description and person specification it would be beneficial for you to carry out a job analysis so you are more informed about what you are looking for. A systematic analysis of your job role can help you be objective about what the job involves. As a new business I would recommend researching similar roles in established businesses, this will help you decide what you're looking for in an employee and will ultimately lead to a more concise and specific job description and person specification.
AC 1.3
The methods that you choose to recruit and advertise need to be appropriate and cost effective for the sales assistant roles you are looking to fill. Two different methods that you could use are social media and Jobcentre Plus.
Social media will allow you to target the right audience. You can post your job in local recruitment pages as well as posting the job to your followers and asking them to share thus getting your message out to like-minded people. Social media allows for links to your website allowing potential candidates to learn more about your business and what you believe in. Copy can be uploaded quickly and easily and is convenient for people wishing to apply.
Jobcentre Plus is a government agency that helps people find employment. Using this recruitment method aligns with the ethical values of your business giving opportunities to people who need them. As a local service it will understand the locality and community where your business sits. Jobcentre Plus can identify candidates with the specific skills and qualities required thus specifically targeting potential applicants. They can also support the needs of job seekers- they will work closely with you and can offer a range of services, such as supporting you with training and upskilling someone who may not have the opportunity otherwise. As a start-up business this could be invaluable to you.
AC 1.4
There are many factors that you need to consider when deciding on the content of copy used in both social media and Jobcentre Plus recruitment. Both methods have no cost to your business, which is ideal for a start-up business like yours looking to employ just three members of staff.
Social media platforms have their own criteria such as character limits and content formats. You need to consider using hashtags, mentions or multimedia content. Your advert needs to attract scrollers so keep your copy concise- give a link to the job description, person specification and application form.  Encouraging sharing is free and will foster a sense of community and get your message out. You can use this copy to reinforce your brand and highlight your company culture. Include keywords for search engines and make sure that your copy is mobile friendly. 
Jobcentre Plus copy should align with their mission and objectives. It needs to be accessible to people from diverse backgrounds including those with disabilities and language barriers. In your copy you can highlight any training or development opportunities that can be provided by the Jobcentre.
For both of these methods you need to consider the legal requirements of your copy such as equal opportunities and data protection.  Remember you need to be honest and provide reliable information at this point as you are still building trust in your business.
 AC 2.1
There are a variety of methods available to you when selecting people for your roles. Two that would be appropriate for you are application forms and group interviews.
Application forms allow candidates to apply electronically and in printed format (there may be some printing costs to you here), an application form is a simple method for both you and the applicant. It allows for more consistency of information provided than requesting applicants submit a CV. You can be more specific about the information that applicants need to submit allowing for easier comparisons to be made.  It is easier to review application forms than CVs. CIPD recommends that, “you offer application forms in different formats to support accessibility” (CIPD 2024). 
As you are looking to employ 3 people to all start at the same time a group interview would be an appropriate method of selection as you are building a team from scratch, and you need to ensure the people you employ will gel as a team. Seeing how potential employees react to one another will give you invaluable insight into their interpersonal and communication skills. A group interview would also give you the opportunity to set up a role play activity enabling you to assess the candidates’ ability to perform in real life scenarios that they are likely to encounter in your business, such as product enquiries, customer complaints, allowing you to assess their ability to build a rapport with customers and ultimately sell your products. 
AC 2.4
During the recruitment and selection process it is inevitable that you will gather a variety of records. Once you have you completed your process you also need to consider what records you need to retain and how long you need to retain them for. According to the CIPD, “All applications should be treated confidentially and circulated only to those involved in the recruitment process” (CIPD 2024). 
The Information Commissioner’s Offices states that, “You must tell candidates how long you will keep their information for, including whether you plan to keep it to consider them for future vacancies. If you’re not able to tell them this, you must at least be able to tell them what criteria you will use in deciding how long to keep their information for.” (ICO 2024)
Be aware that, “data protection law is currently changing and from 2024 new UK legislation will amend the Data Protection Act 2018” (CIPD 2024).
It is advisable you keep generic recruitment records such as job adverts, descriptions and person specifications for at least six months so that you can demonstrate compliance with the Equality Act 2010.
It is also recommended that you retain the application forms, interview notes, equal opportunity monitoring forms and any correspondence of unsuccessful applicants for six months, best practice would be to keep them for a year. These records can be required in case of any legal challenges such as discrimination.
The records of successful applicants should be transferred to their personnel file. These can be used to verify employee credentials.
Keeping records also allows you to evaluate and improve your recruitment practices ensuring consistency.
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