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Briefing PaperIntroduction 
We at Healthcare on Hand need to be prepared for exponential expansion, as a private healthcare provider.  Almost half-a-million people have taken out private health insurance in the past year, with increasing concerns with regards to the uncertainty surrounding NHS care that has been palpable in the UK since the Covid-19 pandemic (Lovett, 2023), with one in six people willing to go private (Campbell, 2022). As an organisation that faced a turbulent start-up, we are still in the early-stages of growth and so it is vital that we get it right the first time and focus our efforts to develop a workplace that is effective in hiring the right people and retaining employees. A thoughtful approach in our sector is vital in the current labour market, with 55% of healthcare employers having hard-to-fill vacancies and foreseeing substantial problems over the next six months, when it comes to recruiting for these roles. Despite the cost, the People Team will focus efforts on attracting a wide range of candidates via external methods, due to the small workforce we have. However, it’s important to keep in mind that we will be competing to recruit new talent with public sector healthcare providers, who are now experiencing a peak in pay increases (CIPD, 2023). It is clear that moving forward, we should be undertaking employee research, including job analysis. In order to anticipate any challenges in the employee lifecycle, The People Team will be working closely with you as management, to improve our recruitment and selection to meet both our own business needs, and those of our employees’ (Cattermole, 2019).

This paper aims to introduce the People Team’s services and provide brief explanations of many aspects of people management for which they are now responsible. It will help you understand your role in helping us to implement effective HR strategies and explain the potential impact of our successful collaboration, on each stage of an employee’s journey with us. This will include examples of different types of information preparation, recruitment methods and selection techniques. 
At each stage in general, the People Team will be looking to improve the implementation of our values and will work closely with you as line managers to ensure agreed interventions are enacted, however we will also be working to drastically develop learning and development pathways. The link between the culture we create, as existing employees/managers within the organisation, and success at each stage of this journey, is inextricable, therefore we should frame our intentions moving forward with this in mind. Leaders should be prioritising employer wellbeing and understand the power of employee engagement (Gallup, 2023); after all, boredom is expensive (Pellegrino, 2020). 








The Employee Lifecycle (AC 1.1)
Firstly, it is important to define the employee lifecycle and explain the role of people professionals at each stage. These are the phases an employee goes through during their time with us, from beginning to end – these include attraction, recruitment and selection, onboarding, development, retention, offboarding and happy leavers [or separation] (Stoltz, 2023; Waite et al., 2021; Verlinden, 2022). If our organisational goals are to be met, we must commit to a holistic approach for our potential employees, existing employees and ex-employees, all whilst considering the significance of each stage in contributing to Health on Hand’s overall success. 
[image: ]All stages are inextricably linked for instance, attracting the most talented employees relies on consistent effort and continued commitment to the development of each individual that chooses to work here, not just a focus on getting them in the door, so to speak. Forbes’ (2023) have made suggestions when it comes to attraction, which we as people professionals will be working towards strengthening, to not only help to build a capable workforce but to improve employee experience and retention. These include: casting a wide net, showing potential for employee growth, providing flexibility and autonomy, making diversity a priority, having an effective referral program, showcasing learning opportunities, having a strong employer brand and developing an inspiring vision. 
Research demonstrates that to predict the chance of employees’ intentions to stay, we should be measuring overall job satisfaction, thus we need to ensure that our employees have a sense of purpose whilst feeling valued and considered from the day they join, right up until they leave us (Mackay, 2018). (Verlinden, 2022)


The analysis of existing and future roles at Healthcare on Hand (AC 1.2)
Whether a job role already exists, or recruitment for new role is needed, it is important that we all concern ourselves with the concept of job design; a continuous process that should evolve as we evolve at Healthcare on Hand and involves critical examination of job descriptions/person specifications, to suit individual and organisational requirements, during their formation and reformation (SHRM, 2023; Waite et al., 2021; Mattice, 2017). 
To gather evidence to help inform the information preparation, the People Team can utilise different techniques such as: asking our employee to keep a work diary, to ascertain workload sustainability; performing observations, to understand how organised the work is; an informal interview, to discover how fulfilled and motivated our existing staff are (Gifford, 2021). This helps to discover the level of job satisfaction the role provides, its efficiency and the reality of job functions along with the knowledge and skills required to perform tasks – all with the aim to improve the existing role for that individual, and inform job design and performance measures for the position waiting to be filled. It is our job to ensure we take the opportunity for analysis of job roles, not only to assure our colleagues that we understand there are many factors that impact their ability to deliver in all areas of their roles, but also to show that we are willing to invest time into making their working life better. 
Although these techniques are relatively time-consuming, the insight gained is valuable as it allows us to align each job description to the person (to make sure tasks are varied, have significance and distinct identities) and ensure candidates looking to join us are provided an accurate impression of WHAT they will be doing day-to-day, with the autonomy to decide with you as line managers HOW they do it (LSE, 2019, Mattice, 2017). 

Hiring people who support our vision (1.3)
Healthcare on Hand is rapidly expanding, but to ensure quality expansion we must first work with our marketing team to build on the creation of a compelling brand image (including investing in an excellent, user-friendly website) that is underpinned by our values and mission statement; this will provide candidates with an understanding of what it is like to work here, guide our social media strategy and streamline our application process. Although we are still working towards a clearly defined company culture, it’s important that we hire people who support our vision. Taking these foundational steps will strengthen our identity and uniqueness, highlighting the exciting opportunity to grow with us as a small team all whilst providing potential employers with an honest source of information to inform their decision to apply for a role with us (Forbes, 2023; Reiner, 2022; Waite et al. 2021). Social networking sites such as LinkedIn have been traditionally used to engage with candidates and advertise job roles, but if we are to maximise our reach in a cost-effective way and attract potential talent, we must think about utilising Twitter, Facebook, Instagram and TikTok to facilitate brand exposure in such a competitive environment. This, along with an exceptional website will contribute to a streamlined process for us as an employer but also for those applying (Cassidy et al. 2021; Adeosun and Ohiani, 2020; Okolie and Irabor, 2017). Candidate behaviours have changed, and we need to accommodate by integrating social media into both our recruitment strategy and company culture (Headworth, 2015). 

Writing copy to be used in recruitment (1.4)
When writing copy in the context of recruiting, it is important to first establish the type of audience the company is looking to appeal to (depending on the role and situation), before deciding on content. According to Forbes’ (2023) expert panel, we should be highlighting our employer brand, flexibility and learning opportunities, in addition to helping candidates to visualise the direct impact of their work (Shleyner, 2022). If we know that social networking sites are likely to attract ‘passive’ candidates (Nikolaou, 2014), we need to ensure that our copy content hooks the reader and provides an exciting but concise overview of our company, the role and the benefits – to really stand out from the crowd (Reiner, 2022). On platforms such as these, there is room to be creative; for example, General Electric (2016), draws on human motive to make a difference in a light-hearted advert which is highly-engaging and emphasises the impact employees have on the wider environment, with the tagline: “get yourself a world-changing job”. 
Existing employees, their current roles and their areas of expertise/and or skill-shortages will also inform the information included in the copy used in recruitment (Gifford, 2021). This process would be determined by job analysis (as discussed earlier) and would involve the management team in collaboration with the People Team. The established ‘gaps’ indicate that the team would benefit from a person to complement their own proficiencies, and these provide a starting-point for knowing who that ‘ideal candidate’ would be, and how to go about attracting them. By assessing the current needs of the role, rather than relying on previous adverts, a good fit is more likely to be found (McCartney, 2022). Starting with a company summary, followed by the benefits, requirements and responsibilities that optimize keywords throughout, the copy should be appealing, brief and informative.
Selection methods and when to use them (2.1)
When enough suitable candidates have been interested in a role, the People Team and line managers must work together to select the frontrunners, with behavioural science and psychological perspectives in mind. The former tells us that people inherently have systematic biases in how they assess candidates (Linos and Reinhard, 2015) and the latter suggests that the way a selection method is structured, delivered and measured greatly impacts its validity and effectiveness. As a small company, we are currently still manually sifting applications which has its benefits, such as avoiding the risk of automatic rejection if keywords are not used by an applicant, but we must be aware of the potential for human error or unconscious bias, along with the resource it takes to screen every application (Waite et al., 2021). A measure that may be helpful for minimising these risks, could be name-blind application forms, a default method used by the Civil Service since 2015, in their commitment to diversity and inclusion and “removing the barriers to success” (Manzoni, 2015). There is potential to develop this more equitable system for our own website, so that applicants are judged on merit alone (with the omission of personal details such as race, gender name of educational institution). 

Some researchers would say that application forms and interviews, although very common selection methods, are overvalued and depend on quality at each stage of their development to be efficient. Linos and Reinhard (2015), suggest that if interviews are to be used, a structured approach is most appropriate to ensure fairness for applicants. Biodata is a great predictor of job performance (Chamorro-Premuzic and Furnham, 2010) which must be obtained in an individual interview in the interest of data protection. To ensure that our interview process is fair, effective and enjoyable for the candidates, considerable thought must go into how they are delivered; being conducted over a video-call or face-to-face, with purposeful questions from a panel of data-driven interviewers -including the appropriate line manager (Lucy, 2023; Nikolaou & Oostrom, 2015; Linos & Reinhard, 2015). 

What selection records do we need to retain? (2.4)
It is good practice to use a selection matrix, determined again by job analysis, as a framework to assess all applications. This not only acts as a control measure for bias and discrimination, but also provides a record of why and how the judgements were made at any point during recruitment and selection. As line managers, you will inevitably be involved in making notes about each candidate so it is important to highlight the importance of ensuring these are objective and led solely by the candidates’ skills and experience (Popat, 2019). 
Healthcare at Hand must be transparent with applicants, for the purpose of GDPR, by informing them that we will use and store the information they provide throughout the recruitment process (for no longer than is necessary). Data protection laws are especially relevant in this technological age, post-pandemic, where online interviews (sometimes recorded) are likely. If an unsuccessful applicant deems their experience to have been discriminatory at any stage, the Employment Tribunal could conclude we have acted unlawfully, if we have no factual ‘evidence’ to prove our compliance with the Equality Act (Mahesen, 2022). Moreover, when providing applicants with constructive feedback, the collated evidence based on their cited skills/ performance at interview should be used and each reason provided for their non-success should be supported by the overarching criteria that was decided on at the beginning (Ayling & Suff, 2022; Mahesen, 2022; Popat, 2019).
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Conclusion
“One of the key techniques to prolonging your employee life cycle is by ensuring you recruit the right employees in the first place” (Cattermole, 2019, p.259).

There is an opportunity for us as an employer to stand-out in the labour market, with Europe having the lowest regional percentage of engaged employees globally (Gallup, 2023). It’s our people that make the difference; in order to retain valuable employees, it is important that existing managers are given the tools (by the People Team) to support, coach and develop talent and maximise engagement amongst the workforce. Retaining talent and reskilling as a means of futureproofing the company, (Roberts, 2023) is important and can be achieved by giving attention to each stage of the employee lifecycle and ensuring leaders lead with compassion (Sahai, 2022); research indicates that we should be measuring job satisfaction to help predict employees’ intentions to stay with us (Mackay, 2018). However, we need to look at efficient new ways of recruiting that provide a platform for candidates to get to know us and for us to hear more about them, with full transparency and fairness from the start (Lucy, 2023). With soft-skills such as emotional intelligence, collaboration and adaptability being importance for great performance (Gallacher, 2020), we should prioritise these when evaluating our methods and ensure we include them in our success criteria. 

At every stage of the ever-changing employee lifecycle (Verlinden, 2022), we should give attention to employee needs, whether it be during job analysis, building autonomy and trust into copy/job descriptions, or including flexible work arrangements if logistically possible (Mattice, 2017). Line managers should be concerned with ensuring there are no biases throughout the process of recruiting for the ideal candidate, thus the job description/person specification/supporting copy must reflect attention to equality of opportunity and the company’s commitment to ensuring it. For instance, the use of jargon, culturally-specific or gendered language could risk alienating candidates and would undermine ethical practice (Shleyner, 2022). Using social media to recruit is an underutilised method in this competitive environment and could be a great platform for creativity and innovation, all whilst building our positive brand image (Jorgensen, 2023). However, we must also note that although advantageous re. expense/time (Silva & Machado, 2023), social media for recruitment can have a cost in terms of diversity; we should consider whether our adverts are reaching far enough beyond traditional talent pools (Cassidy et al., 2021). 
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Healthcare on Hand
Staywell Road
Cardiff
CF10 HEA
[Employee's name]
[Employee's address]
Date: [24/05/2023]

Dear [Mr./Miss./Mrs./Ms.] [insert surname],
Congratulations - we would be delighted for you to join us as [insert position] here at [insert company] - and very much hope you will accept the offer below.
As we mentioned, your job title will be [People Assistant], at our Cardiff location. 
The position reports to [insert name], [People Manager]. Your working hours will be [insert time] - [insert time], [insert day] - [insert day] (that's [insert total hours] per week).
In return we will pay you [insert sum] each month, payable on the [insert date]. (That works out as an annual salary of [insert sum].) This is a [permanent/temporary position] starting on [insert start date] [and ending on insert date].
Holiday entitlement: [insert days] per year
Probation period: [insert date] - [insert date]
Employee benefits:
· Occupational sick pay
· Free flu vaccinations
· Free subscription to a health & fitness app of your choice 
· Free subscription to the Headspace app
· 1 day to be used in a volunteering capacity for your chosen cause
If you have any questions please contact me on [insert number] or [insert email address]. Otherwise please sign and return the slip below by [insert date], as a confirmation of acceptance.
The team are looking forward to welcoming you. You're going to be a great addition to the company.
Yours sincerely,
[insert name], [insert position], Healthcare on Hand

* This is a template that can be adapted as required
All bracketed information, as well as duties, should be edited as appropriate
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Healthcare on Hand
Staywell Road
Cardiff
CF10 HEA
[Candidate's name]
[Candidate's address]
Date: [24/05/2023]

Dear [Mr./Miss./Mrs./Ms.] [insert surname],
We would like to thank you for your interest in joining us. Unfortunately, your application for the [People Assistant] role with us has been unsuccessful. We would encourage you to look out for upcoming opportunities at Health Care on Hand that may be suited to you, and wish you all the best. Our team would be happy to provide feedback at your request, so please do not hesitate to get in contact.
Again, many thanks for your time and effort in applying. 
Yours sincerely,
[insert name], [insert position], Healthcare on Hand


















* This is a template that can be adapted as required
All bracketed information, as well as duties, should be edited as appropriate
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