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1.1 Assess how and to what extent the organisation undertakes workforce and talent planning.  
Workforce and talent planning is the process of analysing the current skills in the workplace, understanding future needs, identifying skill-gaps and implementing solutions to getting the right people with the skills into the right role when needed (CIPD, 2021). 
My organisations approach to workforce and talent planning consists of upskilling and reskilling the workforce to meet current demands and ensure everyone is skill-ready for the future (EV1). Whilst my organisations approach continues as ‘business as usual’, they have had to respond faster to the recent pandemic in talent planning and upskilling the workforce, due to the tight labour market and challenges in recruitment. (EV2)
A CIPD survey (2021) found when compared to smaller businesses; larger organisations tend to take a more strategic approach to workforce planning, along with 43% linking their recruitment processes to their organisational goals. Within my organisation, a 3-5 year forecasting supply and demand plan is undertaken by senior leaders within head office as per Taylor (2018) 4 stage planning; as they have the expertise and knowledge to make the most strategic and cost-effective decisions (Wilkinson and Taylor, 2016). 
Subsequently, twice a Quarter, local talent planning meetings take place to discuss upcoming/current gaps in the local business, and the skill level required for each role. Using talent pools, managers are able to identify the skills of each candidate, what further training would be needed and whether they are a potential fit for the role. A detailed framework is then developed to close the skill gap and improve capability (Beaven, 2019). 
Alongside this, each local meeting devises a 3–6-month contingency plan reviewing trends, talent pools, talent training initiatives and planning for any upcoming situations likely to occur, such as high holidays, events etc. This collaborative approach is vital to successful workforce planning process (CIPD, 2021b).
However, through a conversation with my people manager (EV3) I was able to learn that in response to the tight labour market and as part of the 2022-2025 talent planning strategy, my organisation are adapting instore colleague roles which are currently ‘department specific’ and moving these to ‘one role’. This new approach will enable the business to respond to ongoing changes and allow for a more multiskilled workforce that have the skills and knowledge to work where and when required, resourcing areas needed the most without always having to recruit. This will also support the delivery of the core purpose of “serving Britain’s shoppers a little better every day” (EV4).






1.2 Analyse internal and external information relating to the organisation’s future people and skills needs and the availability of talent. 
When reviewing current data of the number of vacancies available across the group (60 stores) it was evident that there is a clear divide between work levels and gender gaps. Following on from the pandemic, my organisation has found it a real challenge in recruiting and retaining talent. This coincides with a recent study that found almost 90% of Retailers stated they were struggling to fill vacancies, whilst 73% saw a decrease in the number of applications for higher-level positions (Mercer, 2021). 
One of the most challenging recruitment issues my organisation currently faces is attracting and retaining female store managers, with only 19% of my local group being female store managers (EV5). On the whole, UK Retailers employ more than 2.8 million workers with almost 60% being female, however despite this, fewer women are progressing their career and senior positions are still predominately filled by men (The Guardian, 2018).
Meanwhile, through further investigation into this within my local group, 60% of line managers/colleagues stated lack of flexibility was the main reason they did not want to progress into a store manager role, while 80% stated the role was too pressurised and prevented a healthy work-life balance (EV6). 9 in 10 organisations now find lack of job flexibility and work-life balance is one of the main causes for high turnover (CIPD, 2019). 
Subsequently, retaining and attracting shift leaders has doubled within the last year, with data highlighting the group has had approximately 30% shift leader turnover within the last 6 months, with “lack of career development” being the main reason. However, my organisation has focussed more on learning and development opportunities since the pandemic and now run various Development Academies to support retention of this talent. 57% of organisations are now offering training and development initiatives to combat recruitment and retention challenges (CIPD, 2021). 
1.3 Assess the extent to which current organisational planning activities are addressing potential needs.
Overall, my organisation are currently adapting their approach to workforce and talent planning by introducing new systems and ways of working, to better opportunities for colleagues, build a more multiskilled workforce and focussing on colleague wellbeing.
Most recently, Gold Customer Assistants have been introduced into convenience stores, which give customer assistants with the right skills and business acumen the opportunity to hold the same level of responsibilities as a Shift Leader as part of their training and development plan. Feedback from this has mostly been positive, stating they are able to learn new skills, grow their knowledge of the business whilst growing themselves too.
Additionally, to support the businesses ‘upskill and reskill’ strategy, changes have been made to the Career Development process that requires colleagues to complete a more in-depth training plan across further areas of the business to acquire the most knowledge and be highly multiskilled. However, this has also become a barrier to some as the process now takes twice as long to be fully signed off. 
To combat challenges faced with attracting candidates, the recruitment process has now been simplified with the psychometric testing score lowered to allow more people a better chance of successfully applying for vacancies. This can support the organisation to determine how well a candidate will fit the business, whilst still measuring their compatibility and capability for the role (Indeed, 2022). 
Overall, having a robust and effective recruitment process that hires the best candidates is key to retaining the right people, along with providing inhouse training programmes, and offering a flexible work-life balance (Vantage Circle, 2020).






















2.1 Make reasoned recommendations for how the organisation can maintain an appropriate number of people with the skills required by the organisation.
To combat high turnover in managers driven by stress and feeling too pressurised, further focus is needed to support mental health and wellbeing. Studies show that 60% of stress at work is caused by high workload (CIPD, 2022). Whilst various services are available, accessing them can be difficult as they often require referrals made by line managers. Providing manager health checks throughout the year would help boost wellbeing, productivity and support retention and absence levels (WHA, 2019). 
Additionally, whilst my organisation makes the most strategic cost-effective decisions by often restructuring instore workforce. The lack of resourcing is putting additional strain onto other colleagues and managers, especially as the workload remains the same but with fewer staff around. To retain the most talented and skilled, senior leaders need to review the reality of these decisions, gather feedback, and analyse data on how this is affecting the workforce. Particularly when organisations cut costs, they often do so without seeing the bigger picture of how these savings can impact employee and customer satisfaction (Forbes, 2015). 
Subsequently, better interviewing and selection training is needed to enable managers to have open and honest conversations with potential candidates to outline the expectations required of the role. Managers need to select and recruit the best people for the right jobs (Taylor, 2018), therefore asking thorough questions, understanding the candidates flexibility and development options, and their willingness to support various areas of the business will attract and retain a more multiskilled talent pool. This in return will reduce the pressure on certain higher-skilled colleagues carrying out all the tasks and will create a more productive and highly performing business (LinkedIn, 2021).
Lastly, investment into management training would also support retention levels. From a recent survey within work, 50% of employees stated they would leave the business because of their manager (EV7). However, only 17% of organisations state improving management behaviours and capabilities is a top priority for them this year (CIPD, 2021c). When managers are provided with efficient training, employees in return will receive more effective managers, resulting in a happier, appreciated and satisfied workforce (CIPD, 2017). 








LO3 - Be able to contribute to people resourcing activities 

Identifying a business need
Due to high turnover of store managers within the last 12 months I wanted to understand whether a change to the job description was needed to help improve resourcing the right people for the job. Job descriptions are crucial documents used in recruitment process, as it outlines the tasks, performance criteria and areas of responsibilities required by the candidate (BBC, 2022). 
Through a conversation with my line manager, his concerns highlighted the inability to attract and retain store managers more so now than pre-pandemic, with further concerns around the lack of detail presented within store manager vacancies (EV8). 
On further investigation into a current store manager job description currently advertised on our internal careers website, I was shocked to find only five key points are outlined under ‘responsibilities’ (EV9) that were mainly focussed on being a leader. For a large job role within a multinational business which comes with great pressures and KPI’s to achieve, I knew this detail was not substantial enough in giving potential candidates a true reflection of the role nor an understanding of the everyday requirements. 
Subsequently, when reviewing current job descriptions, there is very little focus on person specifications which support job descriptions in highlighting the desired attributes in potential candidates (CIPD, 2021d). 
Current requirements state candidates; must be great communicators, can work collaboratively, can listen and form strong relationships, have the drive to deliver great results and are aware of local competitors performance to improve our own business (EV10). Whilst these attributes form part of a good leader, further detail should be provided in order to attract the best people with the talent and expertise to deliver great results.
Subsequently, effective job descriptions should include, rate of pay/salary, location, summary of the job role, details of subordinates and superior, and reference to any other materials (Wilkinson and Taylor, 2016). However, from reviewing current descriptions, most of this information is omitted from the detail which allowed me to make further suggestions to improve. 
My overall aim of this activity was to review accuracy of current job descriptions of store managers, gather feedback from various stakeholders of mixed expertise and length of service, and provide additional recommendations to make the description more fit for purpose. 
Roles and responsibilities 
I firstly set out to organise a working party made up of myself, my people manager, a new-to-role, a long serving, and a previous store manager who had stepped down to team manager role due to pressures of the role (EV11). An email was sent to these individuals outlining the purpose of the activity, what would be required of them, and whether they were happy to assist. The purpose of using a working party with a variety of skill and knowledge would provide me with better clarity, expertise and accuracy of what the role fully entails. 

Roles involved myself gathering the feedback and drafting new templates, my manager in relaying this to the relevant people within head office and the store managers to discuss and provide their opinions. 

My role also included, reviewing of current job descriptions, researching best practice, creating a survey to gather feedback and improvements, creating a new job description including a person specification section and then relaying this to the wider team for their final comment. 

Using their feedback would then allow me to create recommendations and improvements to suggest to my people partner who would then pass this on to the relevant team.  

Legislative requirements 

Job descriptions form part of employment contracts as they make specific reference to the tasks, pay, and responsibilities within their contracts. It was important the information I provided was an accurate reflection of the job role, including the list of the tasks and responsibilities involved. Detailing this information can also support potential legal issues if someone is dismissed due to poor performance as they were clear on the expectations and duties required (Taylor, 2018).  
When reviewing and suggesting alterations for the job descriptions it was important legislative requirements were also followed in order to prevent discrimination. Age discrimination could be argued if experience is outlined as ‘certain number of years needed’ rather than ‘type of experience needed’ (ACAS, 2019). 
However, due to the size of the organisation, I was only able to make suggestions to improve job descriptions as there is a specific specialised team within head office that design and launch job descriptions in line with relevant laws and regulations. 
 
Planning and preparing for the agreed role 
A snapshot of the current job description was sent out to the working party, and feedback was collated through email to give me the quickest and most accurate responses. From this data I was able to compare the current description with the feedback received, devise a new template, share this with my peers for further builds before sending it to my people partner. 
It became evident from the feedback that what is currently described within the job descriptions of store managers doesn’t truly reflect the reality of what the job entails. This was particularly clear through feedback from ‘new-to-role’ store managers who had recently applied for a position internally (EV 12) and found the job description portrayed a more ‘leadership’ role when in fact it involves more ‘hands-on’ approach.
Further feedback from long serving store managers who agreed the reality of the role differs to what is advertised (EV 13), and feedback also showed if a true description was provided at point of applying, some individuals wouldn’t have proceeded with their application (EV 14). 
Additional conversations suggested “improving job descriptions would also provide transparency of the day-to-day requirements, whilst attracting and retaining the right calibre of applicants who have a full understanding of the job” which would make the interview and selection process simpler” (EV 15) as more time and effort can be sent on those highlighting the right skills and knowledge for the role.   
On completion of analysis, I was able to populate recommendations and personal attributes to further support the current job description to reflect the reality of the store manager role (EV 16). I then sent this to my peers and people manager for their feedback (EV 17). 


Undertaking the role in a timely manner
I originally set out to complete this activity within two weeks which I was able to achieve, due to using a small working party and emails to provide quickest responses. I was then able to populate the feedback into a more detailed description of the role and sent this to peers and my line manager for their feedback.
Overall, feedback from my peers stated that with the added suggestions the job description outlined a better reflection of the role and would attract the right people with the right understanding of what is required of them (EV 18). Others stated by adding in further detail within the personal attributes was crucial, particularly as the business is continuously adapting and we need to “focus on hiring the right people” (EV 19).
My line manager stated they were happy with the work I had carried out and hadn’t originally realised the lack of detail provided in the job descriptions which he believes to be one of the main reasons of lack of resourcing and retaining talent. He also added he would relay this back to his manager to ensure the relevant team review and amend in line with the recommendations made (EV 20). 
Reflecting on the effectiveness of the resourcing activity 

On reflection of my effectiveness of this activity, I believe I was able to meet my objectives within a reasonable time frame and provide accurate recommendations to improve job descriptions for a specific role. 
I believe the working party I used allowed me to gather the right information and using various stakeholders with different levels of service and expertise provided a more in-depth representation of the actual role.
However, if I was to do this again, I would include more stakeholders into the working party to give a bigger reflection and more feedback and create an online survey to electronically gather more feedback to give me more information to work with. I would also research external extracts of job descriptions that have worked well in attracting and resourcing the right people for the roles and use as a basis. 
Subsequently, I would also liaise with the relevant team within head office to understand how they design job descriptions, what they base their understanding on, and the impacts this can have on future candidates. 
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Evidence
LO1 Evidence

EV 1. Tesco’s Approach to talent planning. 
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EV5 – Male vs Female Manager population
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EV 6 – Survey responses
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LO2 Evidence – 
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LO 3 Evidence
EV8 – Conversation with line manager
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EV 10 – personal attributes listed for the role 
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EV 18 – Feedback from peers[image: Text

Description automatically generated]
EV 19 – Feedback from peers
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TESCO'S APPROACH

We are upskilling and reskilling our
workforce, to meet both current job
demands and emerging jobs in the
future. At the same time, we're helping
young people to improve their
employability skills and giving them
valuable experience to kick-start their
careers.
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Core Purpose and Values

Our core purpose:

Serving our customers, communities and planet a little
better every day.
Serving our customers, communities and planet a little better every day means we always

keep customers at the heart of what we do, while also reflecting our responsibilities to the
communities we serve and to society more broadly.
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Would you like to progress into Store Manager role?

Responses
D1 Name Responses
anonymous No
anonymous Yes
anonymous No
anonymous No
No

anonymous
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How would you describe the Store Manager role?

Responses
DT Name Responses
anonymous  overly pressured and too stressful
a great leadership role where you can support your team to deliver great
anonymous S b & Lo Z
results
anonymous  Poor work-life balance and flexibility
anonymous  Stressful, lack of support and training
anonymous  no work-life balance, constant expectation to be on call
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From: christian davies@tesco.com
Sent: 15 May 2022 12:36

To: jade bowen@tesco.com

Subject: RE: Resourcing impacts for convenience

HiJade.

Interesting point! May be worth speaking to some of the team to get their input on this? Definitely seems like a weskness on our behalf, particularly more 5o now than pre covid we are struggling to retain SMs. s
there something more we can do to invest in this?

Be good to see what you find.

Chris

From: jade.bowen@tesco.com
Sent: 14 May 2022 11:51

To: christian davies@tesca.com

Subject: Resourcing impacts for convenience

HiChris

As discussed earlier, 'm looking at ways | can support in resourcing store managers for the group as this seems to be a key issue currently. 've reviewed the current job descriptions for store manager vacancies and |
feel this may be something impacting the right people applying for the role.

What are your thoughts in relation to this please?

This is an example of 2 store manager vacancy currently advertised.. doesn't seem much info for such a big role?
About the role
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About the role

Tesco:
Contract: Permanent

Shift Pattern: Varles from day to day but are planned In advance

‘Should you be successful In your application, your offer will be subject to and conditional upon you providing your bank account detalls before your agreed start
date.

You will be responsible for

- Recrulting and training the best people for your team, ensuring they have the capability to deliver above and beyond In their role by developing their operational and
leadership skils.

- Coach your team to be passionate and knowledgeable about the products in your store, bullding its brand and providing customers with the right range, quality and
service to ensure they keep coming back.

- Lead your team In the driving of trade activity, and use your expertise and knowledge to grow sales and maximise profit.
- Lead and bulld your managers knowledge to deliver and sustain Store Change Plan and resource planned activities ensuring that hours are worked when and where these
would most benefit customers, and to identify and resolve root cause issues, with sustainable solutions and continual reviews.

- The safety of your colleagues Is your top priority, and you ensure your store Is always trading legally by coaching the team to use all security tools avallable to provide a
safer place to work.
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You will need

+You are a great communicator who will share knowledge, experience and best practices, you understand the Importance of what you do and work collaboratively with
Your team to deliver resuits.

+You are natural and welcoming with customers, putting them at the heart of whatever you. You take the time to listen and understand others, bullding strong
relationships with your colleagues and customers.

- You use your energy and resilience to keep momentum going when working in challenging environments. You own the decision making for the store, and can act quickly,
making decisions based on what is right for customers and colleagues.

+You have energy and drive to deliver beyond expectation. You do the right thing whether everything is going well or times are tough, and know how to consistently be at
Your best, you Inspire confidence in those around you.

~You are aware of what our competitors are doing and you are always looking for ways to build and deliver new Initiatives to help Improve our store for customers.
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From: jade.bowen@tesco.com

Sent: 15 May 2022 15:12
To: vickie.dixon@tesco.com, carl.may@tesco.com, camron.grants@tesco.com, donna.lloyd@tesco.com, sarah.williams@tesco.com

‘Subject: Working party - job descriptions

Helloall,

Iknow I've described briefiy, but the aim is to gather feedback from yourselves on the current job description for store managers, populate recommendations together and share this with the relevant people team.

As you know over the last 12 months we've had high store manager turnover and we're now at a point where we need to understand what can be done differently to recruit and retain the best it for the role.

Fve attached the current job description for the role, so if you can take 10 minutes to read over and let me know your thoughts and if you're happy to help.
About the role

You will be responsible for

You will need
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From: carl.may@tesco.com

Sent: 15 May 2022 19:39

To: jade bowen@tesco.com

‘Subject: RE: Working party - job descriptions

HiJade

Happy to help!

I have to admit 'm a bit blown away that that s all s described.

My feedback would be:

As headcount is reduced and payrollis being cut the SM role is much more than a leadership role

It's a lot more hands on, particularly since pandemic there s very little time to coach and lead our teams s we are having to focus on the day to day routine to keep our stores open
It takes more than a great listener to be a SM these days

A description needs to include the reality — maybe extracts from our job role booklet?

Ifthere’ s anything else you need feel free to get in touch

Cheers

Carl




image13.png
From: vickie dixon@tesco.com
Sent: 16 May 2022 09:03

To: jade bowen@tesco.com
‘Subject: RE: Working party - job descriptions

Hey Jade

Iwould say the description definitely needs updating as the reality of what we actually do differs to that advertised completely.

1l have a think and get back to you!

Thanks
Vick
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From: sarah.williams@tesco.com
Sent: 16 May 2022 11:47

To: jade bowen@tesco.com
‘Subject: RE: Working party - job descriptions

HiJade

Alittle tricky for me as I've not been in the role for over 6 months. But what | would say is if the job description detailed more of the tasks and responsibilities we have with a true reflection of the actual role then |
most likely wouldn't of previously applied for the role. | found it very pressurised, hands on, demanding. whereas that job description is making it out to be pink and fluffy??
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From: yanessa. matthews@tesco.com
Sent: 17 May 2022 20:09

To: jade bowen@tesco.com

Subject: Job description feedback

HiJade

From our call earlier, here is my feedback regarding the job description:
« Clear job descriptions would attract and retain the best calibre of applicants with the right skills, experience and
understanding of the whole role
« This would also simplify the interview and selection process, s those applying would be a better match for the
role.

f you need support in any of this please let me know
Many thanks,

v
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Store Manager Job Description.

Current

Recruiting and training the best people for your team,
ensuring they have the capability to deliver their role
by developing their skils.

Coach your team to be passionate and knowledgeable
about the products in your store, building its brand
and providing customers with the right range, quality
and service

Lead your team in the driving of trade activity, and use
Your expertise and knowledge to grow sales and
maximise profit.

Lead and build your managers knowledge to deliver
and sustain Store Change Plan

You ensure your colleagues and store remain safe and
legal at all times

Recommendations

Working in a fast paced retail environment where no
day is the same

Setting clear objectives and reviewing the teams.
performance through 1:1 meetings

Daily inspecting every aisle of the store leading full,
clean, price with the team

Opening/closing the store and daily running of shifts
Understanding how I contribute to the wider business
success and have a plan for the store which helps drive
the business forward

Working with maintenance and cleaning contractors to
identify & resolve issues

Resource team and deliver objectives in line with
Managing Hours and payroll control

Continuous review of performance and processes;
resolving issues as they arise

Participating in investigations and grievances as per
Tesco Policy
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Store Manager Personal Attributes.

Current

No previous experience required

* You are a great communicator who can share knowledge,
experience and best practices

* You are natural and welcoming with customers, putting them
at the heart of whatever you.

* You have energy and drive to deliver beyond
expectation. You do the right thing whether everything is
going well or times are tough, and know how to consistently
be at your best, you inspire confidence in those around you.

* You are aware of what our competitors are doing and you are
always looking for ways to build and deliver new initiatives to
help improve our store for customers.

Recommendations

Essential experience
* Working within a retail sector

«  People management and managing a team
«  Budgeting and forecasting

« KPland performance focussed

Desirable experience
* Alcohol license and first aid

« Recruiting/ interviewing/ selecting

Additional skills

« Able to remain resilient to keep momentum going when
working through challenging times.

« Able to make own decisions for the store, and can act quickly
based on what is right for customers and colleagues.

« Able to work collaboratively with range of stakeholders,

building strong relationships to deliver the best results
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From: jade.bowen@tesco.com
Sent: 20 May 2022 13:17

To: SMB07@uktesco.com
Subject: Review of SM job role

Afternoon all,

Store Manager Personal Attributes. Store Manager Job Description.

Current Recommendations

Current Recommenda

As you know I've been working on ways to improve resourcing and retention within the Store Manager population.
‘With the help of a small working party I've gathered some feedback on the current SM job description used at advertising vacancies.. Feedback showed this felt out of data and not a true reflection of the SM role for
what it s these days.

Fve attached a ‘Current’ vs ‘Recommendations’ and included a person attribute slide to highlight the importance of skills and experience needed — hopefully this will help potential future candidates in having a better
understanding of the role beforehand and allowing us to attract those with the most talent and skill useful to our business.

Please let me know what you think, Jen will also be feeding this back to the relevant HO team in the hope they can review and reflect on the reality of the role.

Thanks in advance
Jade
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From: carly.simmons@tesco.com
Sent: 20 May 2022 13:48

To: jade.bowen@tesco.com
Subject: RE: Review of SM job role

HiJade

Good work on this, that's definitely a more truer representation of the job role compared to what is currently listed and gives a better understanding of what we do.. Although | don't think the page is long enough to
incorporate everything we do!!

c.
From: jade.bowen@tesco.com
Sent: 20 May 2022 13:17

To: SM807 @uk.tesco.com
Subject: Review of SM job role

Afternoon all,

Store Manager Personal Attributes. Store Manager Job Description.
Recommendations

Current

Current
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From: shayne.emerson@tesco.com
Sent: 21 May 2022 11:13

To: jade bowen@tesco.com
‘Subject: RE: Review of SM job role

Hey Jade
ke it! Particulary the skills and experience section. This should help us finding people with the experience and knowledge and can hande all the change we're going through!

Nice one.
shayne

From: jade.bowen@tesco.com
Sent: 20 May 2022 13:17

To: SMB07@uktesco.com
Subject: Review of SM job role

Afternoon all,

Store Manager Personal Attributes. Store Manager Job Description.
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From: christian.davies@tesco.com
Sent: 25 May 2022 21:43

To: jade bowen@tesco.com
‘Subject: RE: Review of SM job role

Hilade
Sorry I've been off for the last few days!!

1am quite surprised that's the only info we are advertising... Great work tho! | think you've captured the role brilliantly without over complicating it.
1l pass this on to Mick for his input too as | think there is opportunity for a thorough review needed after seeing your work.

Well done @
chris

From: jade.bowen@tesco.com
Sent: 21 May 2022 18:41

To: christian.davies@tesco.com
‘Subject: F: Review of SM job role

Hi Chris

Fve shared the below template to the team comparing the current job description vs some recommendations in making it more fit for purpose.
Feedback from the guys has been positive so far, but would be good to know your thoughts too

Thanks.




