
Kimberley Low
Contributing to resourcing and talent planning
1400169

Kimberley Low	[Date]	



Qualification: CIPD Diploma in Applied Human Resources

Module Name: Contributing to Resourcing and Talent Planning

[Title of Assessment]

Word Count:   2975








Student Name: Kimberley Low 
Student Number: 1400169
CIPD Membership Number: 57493170



By signing below, I confirm that the work/evidence presented is my own, unaided work. I understand the regulations pertaining to candidate malpractice and the action that may be taken as a result.

Signed: Kimberley A Low 
Date: 14/05/2022





Contents
Evidence Matrix	0
Learning outcome 1	0
Evidence	3
Learning Outcome 2	4
Evidence	7
Learning outcome 3	8
Evidence	10
References	11
Bibliography	12
















[bookmark: _Toc104814703]Evidence Matrix

	Candidate name: Kimberley Low 
	CIPD Membership/registration No.:
57493170

	Qualification title: CIPD Applied Diploma in Human Resources 
	Unique Learner No. (ULN):
1400169

	Unit code
	Unit title
	Assessment criteria no.
	Evidence description
	Evidence reference number
	Assessor
initials
	I/V initials if sampled

	5ARTP
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After taking a holistic view of the organization, the approach to talent planning varies across the business, this is greatly due to the seasonality of the business, there are a mixture of permanent and seasonal contracts and therefor succession and planning for permanent roles is clear, and charts are used to highlight gaps that need filling (EV1) but this is challenging for seasonal roles as staff turnaround tends to be quicker and fast paced with changes happening regularly.  In terms of planning an annual recruitment strategy is put in place at the start of the season (EV2) and this sets out the starting point for seasonal vacancies to fill and a plan of any permanent roles which are to be developed, this is used as more of a base block as by the time the season is underway and there are resignations etc. things need to be adapted and this is done with shift planers (EV3) whereby hires vs shifts to fill is calculated, this is not the most efficient system but works well for the size of business and the fast pace.  Boss (2018) Notes that staff turnover is the highest it has been in over 10 years and the organization is feeling the effects of this and what used to be a mass recruitment drive at the beginning of the season has turned into continuously topping up and adding to the team throughout the season which can be challenging to keep track off and keep pushing forward with, the approach used has had to adapt to this and has a knock on effect on training and the service being provided as there is a continuous influx of new starters, this has led to an informal style process. 
Kramer (2020) discusses that seasonal employment has been hit hard following the pandemic and employers now need to work to the minimum numbers of staff they can get due to hiring struggles, this is no exception at Folly Farm, and we have had to accept that the number of staff simply aren’t there. Another key change I have been involved with post pandemic is the re-design of interview sheets/questions, this was largely due to a move to telephone interviews and the need to get staff in quicker, this involved shortening the process and condensing the interview format (EV4). 
The approach to recruitment at Folly Farm is very much centralized within the HR department and line managers only have a limited involvement in planning for this, when speaking to them about this and the approach, all three core departments would prefer to be more actively involved in the processes for their own teams (EV5 eIDENCE notes from line manager discussions).  
CIPD (2021) states that strategic work force planning is driven by data and evidence, this should be at the front of any successful talent plan however, Due to being a smaller, family-owned business resourcing tends to be done informally and records are limited. Although applications are screened and exit interviews (EV6) carried out this data is not analyzed or complied into spreadsheets etc. This is due to size of business and cost implications; no formal HR software is used so access to analytics and spotting trends in recruitment and talent areas can be challenging. In recent times we have begun logging training down on a matrix (EV7) and this highlights skill sets and gaps and identifies those in each department who are highly skilled, this is only the beginning, and this information is new but can be used when planning future training and identifying succession plans. Faragher (2015) discusses that HR analytics can be useful for recruitment due to identifying areas of weakness and highlighting areas that need improvement such as whether high turnover in a department is for a specific reason. 
Zuckerman (2020) Notes some of the current key trends when it comes to recruiting and attracting talent including, employer brand, social media recruiting and data driven recruiting. Campalani (2020) discusses brand image with particular reference to the pandemic, the article notes that even during challenging times where layoffs may be necessary, the organisation must act with respect and show compassion, this also helps protect brand image and if sensitive areas for HR are not carried out appropriately it can be challenging to recover from this and affect recruitment for years to come, Folly Farm has a strong brand and its family owned and run ethos goes a long way in terms of attracting and more so retaining talent, this culture ahs remained strong both pre and post pandemic and when carrying out interviews candidates often express their desire to work with the organisation as they have found employees to be happy and helpful and cared for during their visits. Folly Farm is also making good use of social media in its recruitment strategy and is embracing Instagram (EV8) and tiktok to show what working at folly Farm is like (EV9) and we have introduced social media ambassadors to help generate content. In terms of Current trends, the organisation is however lacking in its data and is not using this to its advantage when talent planning. Wasserman (2018) discusses using social media as a way to engage with your hires before you’ve even hired them, many employees also preview and make judgement on companies via social media so a strong presence here is key. 
When analyzing Folly Farms approach it is clear the organisation is excelling in certain areas for example its social media presence and use of this for recruitment purposes, regular content is posted and engagement levels are high, there are also comments on posts from previous employees stating that they have worked at Folly Farm and enjoyed it which goes a long way to protect brand image and create a good impression of the company and culture. The company also has a very efficient approach to recruiting which had to be overhauled during the pandemic from large group style interviews to telephone or zoom, this has been done efficiently and has resulted in a quicker hiring process without compromising candidate skill and quality. In terms of best practice and areas the organisation falls down, an area to further develop could be inclusivity of line mangers in the hiring process as this may lead to better retention, it is also worth noting that although informal interviews and discussions fit the organisations style and culture, CIPD (2022) notes that a fairer interview process could come from a more structured approach and promoting fairness with cognitive assessments for example, this can help avoid bias or disadvantage. 
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After taking a holistic view of the organisations approach to resourcing and talent planning the following recommendations are proposed and sent to head of department for consideration (EV10)
[bookmark: _Hlk104798428]1. Inclusion of line mangers in the recruitment process 
2. Use of HR analytics 
3. Continued and strengthened use of social media
The organization could benefit from including line mangers in recruitment planning and decision making. CIPD (2022) notes the importance of line manger involvement and the need for a close working relationship with HR. Folly Farm could benefit from including line managers in the recruitment process, at present all applications are screened and interviews are done with HR unless it is for a permanent or supervisory position, this means that line managers are not having a say in their teams and how they are being grown and developed from the start, this worked fairly well initially when the business was small scale however, now that things have grown and more employees are needed it would be efficient and useful for line mangers to take an active part in the recruiting process. Muller-Heyndyk (2019) discusses that line managers can gauge how well a candidate will fit into existing teams more accurately which could save time and money and aid staff turnover, this could be a beneficial approach in the organization as turnover can be high. Glazman (2022) notes that line managers need to be well trained and fully aligned with the organisations mission and objectives to add value to the recruitment processes, bearing this in mind at Folly Farm it would be recommended that line mangers receive training and start by CV screening and then sit in on interviews to develop the skillset required rather than fully take over from the HR team to begin with. By having more involvement, line managers are likely to take a greater sense of involvement in their teams’ developments and this will also aid succession planning. 
The organization could benefit from using HR analytics to gain a better understanding of what is working well and what needs improvement within its resourcing activities. At present, a limited amount of data is collected relating to resourcing and recruitment for example exit interviews do take place however this information is not collated or analyzed to work out key trends, CIPD (2021)  discusses the importance of using people analytics to better an organization and develop its employee engagement levels and highlight areas to improve upon, at Folly Farm at present there could be one single factor that is causing high turnover and it would be unknown. Forbes (2019) discusses that HR analytics can aid recruitment in several ways including predicting bad hires, addressing inclusivity, and aiding training and skills gap identifying to help make informed and accurate decisions which would eliminate hiring just for numbers and then having to repeat the process multiple times. Implementing this process could be challenging as the current system is nonexistent, a good place to start would be exit interviews and logging this down on spreadsheets so that trends can be seen, and the relevant measures can be taken to ensure processes are adapted. 
The final recommendation for improving Folly Farms recruitment strategy is to further develop the use of social media, this is already in use and there is an active presence on Facebook, Instagram and TikTok however this is often limited and there is frequent use of the same generic recruitment posts, and the company is not using LinkedIn to its full potential. Kelly (2021) discusses that TikTok is the favored social media platform for the younger generation and has introduced a recruitment feature, this allows employers to showcase what working at their organization is like and encourages a lighthearted way of targeting jobs, this could be a particularly useful way for Folly Farm to develop its recruitment strategy as a large portion of our staff is made up of students aged 16-21, This is also a great way to show your company in a positive light and a less polished and more approachable and fun place to work which can be very appealing (Bernard 2021).  LinkedIn can also be a valuable way to attract talent although this would largely only benefit permanent positions, some of the areas the business struggles hiring for are finance roles and this could be solved with the us of LinkedIn, especially graduate positions as these are frequently searched on the platform, Lewis (2017) discusses that small businesses often forget about LinkedIn and its benefits when filling specialist roles, this is could benefit Folly Farm and it is recommended that time be put into finding out more about the plat form and using it to its advantage. 
When it comes to using social media for recruitment, it is important to be aware that not all candidates will regularly update their online CVs or bios and this can mean information is not always accurate or up to date and there is also the chance of increased bias or pre judgement as employers are presented with more information about a potential candidate than they would normally be and perhaps not always relevant information, (Aldridge 2020). 
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As the business has grown and expanded into a holiday park with accommodation, our recruitment needs have evolved in line with this, the business needed to hire for a new skillset and develop a new department to meet its needs. This meant separating existing departments and developing a team of housekeeping assistants, this was a brand-new job role that did not already exist in the company and had to be created, this had to be done carefully and considerations needed to be given to how many members of staff were needed and how this would be managed when the role was reliant on bookings and workload would fluctuate. 
When conducting this recruitment activity, it was essential that responsibilities were assigned and communication was constant between the HR department who were conducting the hiring and developing the roles and the operations department who were responsibility for the current cleaners on park, this was important and needed to be managed carefully to ensure existing staff adapted to their responsibilities changing in a positive way, failure to do so could of caused tension between old and new staff which could have been negative for the organization and impacted productivity, (Liddle 2021). Meetings were arranged during the process (EV11) with all involved personnel, and I was given responsibility for developing the housekeeping assistant job description (EV12) and creating content for Instagram to promote the role, as well as this I was also involved in organizing a recruitment coffee morning and promoting this (EV13) to promote the roles. 
When commencing the recruitment and re-structure process it is important to do so in line with organizational procedures, this meant following company policies to ensure the process was done properly and accurate records could be maintained by the organisation for example candidates’ details logged down appropriately so that correspondence could be sent in the correct order as per company policy. Giving considerations to following recruitment policy and legislation is important as it ensures the brand remains credible and the process is fair and consistent, it also helps employers avoid discriminatory issues (Kaushiki 2015), and legal problems for example job descriptions should not contain phrases such as ‘young and lively’ as this could potentially cause issues. When drafting job descriptions for the housekeeping role I ensured research was carried out to avoid this, it was also essential to ensure the rates of pay were in line with or above minimum wage and that the shift patterns stipulated were inline with working time regulations to ensure employees did not exceed maximum working hours and had adequate rest breaks away from their work (ACAS 2022). 
Planning the activity was challenging due to many reasons, the biggest one being that the HR department were recruiting for a team of staff who did not yet have a work area this was due to the holiday lodges being custom made and start date for staff and installation dates for the lodges had to line up to ensure the lodges were not sat empty due to no staff and equally we could not be paying  a team of staff who had no work, to aid this a time line was created (EV14) so all contributors knew what was needing to be actioned at what point. Another key step was to research and gauge what other local businesses were doing as there are a high volume of similar jobs locally, this meant consideration needed to be given to ensuring job specifications and adverts were appealing and enticing to gain candidates, it is important to have a consistent brand throughout the recruitment process and all materials were done in line with the company voice and helped set the tone which can help make an organisation unique and appealing, (Lauby 2017), this essential due to competition being high In a tourism heavy area. It was also essential to get the number of staff required correct and I developed a schedule sheet for each change over day to ensure the right number of housekeeping staff were hired to fill these tasks (EV15) and keep within the labor targets for the department. 
I carried out my role in line with the time scale that was agreed at the start of the recruitment activity and provided updates to head of department of first drafts etc. as I was developing the job description (EV16) so that all members of the team were up to date, this was challenging at times as the rest of the organisation still needed to function and there were some peak trade periods during the process which slowed things down slightly. The Operations Manager felt as though they had been kept up to date on changes and developments and that their teams’ new roles were communicated well, and the situation handled sensitively (EV17). 
Reflection is a crucial part of any learning or development process and is focused on continually learning from actions taken, Porter (2017) discusses that reflection allows leaders to pause and assess actions and events and use this to influence future decisions.  When reflecting on the activity as a whole its clear it was largely successful, the correct number of housekeepers were hired and in time for the main accommodation launch which was successful as can be seen by reviews (EV18) which would not have been possible without a strong team. Key Stakeholders were content with my contribution to the development of this new department as can be seen in a witness testimony from the Operations Manager (EV17). When critically looking at the process there could have been improvement on the time scales of some tasks as completion was only just achieved, this is largely due to the recruitment challenges the hospitality industry is facing in general whereby there are more vacancies than there have been in the last ten years and also due to the fact the rest of the organisation still had to run on a reduced team meaning full attention could not always be given o the recruitment plan. Although this was challenging whilst balancing operational work, the key take away is that the correct number of staff were employed and have settled into the team well. 
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		Food and Beverage

		Retail

		Operations



		· Line managers would prefer to take a mor active role in the recruitment of their teams



· Currently do not know who is joining their team until they are in for departmental training which can mean it takes longer to build up rapport 





· Current set up means staff want to see Hr straight away for any issues as they are the ones who have interviewed and had contact with them before they have started and already formed a working relationship



· Can appreciate that time pressures mean it is harder to make the transition to line managers carrying out their own recruitment 



		· Content with current process, agreed that it would be nice to have more say in recruitment but due to being a small team they do not feel it would logistically work



· Would be interested in learning more about the process and perhaps screening applications and helping develop job specs but would not have time to actually carry out any interviews 







		· Keen to take more involvement in recruitment and succession plans – this would be beneficial as training could be built around succession plans and could develop a more specialised skillset



· Would be keen to help develop job specs as it is quite an alternative role and don’t feel like this is always explained to candidates and this could help eliminate them finding out the role is different than they thought on their first day



· Would want to still work in partnership with HR and carry out process jointly not fully on own department







Notes from discussions with line managers 
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		Reports to:

		Operations Management & Supervisory Team.



		Work location:

		Folly Farm Complex



		



		Introduction: The Folly Farm Mission



		[bookmark: _Hlk535832661]Family has been at our heart for over thirty years with one clear mission to EXCEED EXPECTATIONS. As part of our family, you'll help us achieve this, ‘The FAMILY Way’, embracing and delivering our values and standards each and every day, generating magical moments for our guests to treasure.





		



		YOUR ROLE



		To assist in the day to day running of Folly Farm Leisure Ltd.'s Operations Department, working as part of our Housekeeping Team with attention to detail to deliver and maintain 5* cleanliness standards across all accommodation and park facilities. 



		Your Key Responsibilities/Daily Tasks:

· Provide exceptional guest service, Exceeding Expectations; ‘The FAMILY Way’, ensuring all guests receive the same level of service and leave the area you have been working in, having had an excellent experience.

· Undertake a range of cleaning duties to ensure the park facilities and accommodation are maintained to 5* standards at all times. Main duties include:

· Cleaning on-site accommodation (Folly View House, Showman's Wagons, Lodges) reporting any damages and ensuring associated welcome packs/hampers are put in place to consistently deliver an outstanding first impression for our guests upon their arrival.

· Undertaking daily cleaning duties and inspections across the park toilet and hand washing facilities to ensure they meet the Folly Farm standards and are ready for use.

· Conducting end of day cleaning duties to ensure the facilities (toilets and handwash stations) are ready for use the following day, communicating issues through the nominated channels.

· Cleaning the staff facilities including lunch rooms, offices and training room.

· Supporting the team with park custodial tasks including the cleaning of soft play areas as trained and requested.

· Responding to calls for cleaning e.g. spillages across the site as required.

· Complete all associated checklists and cleaning schedules as trained.

· Adhere to Folly Farm's disposal of waste policy.

· Ensure all equipment, machinery and chemicals are maintained and stored after use in an orderly fashion.

· Report to the housekeeping supervisory and senior team regarding stock replenishment and orders.

· Follow health and safety standards ensuring SOPs (standard operating procedures) are adhered to, complying with our Health and Safety policy and complete checks as trained on the Company Health and Safety Management System; Mobaro.

· Only operate the equipment you are trained to do so by the supervisory and management team.

· Report any faulty appliances, damaged equipment or furniture and any potential hazards to the supervisory or management team.

· Take pride in your work area and ensure that you and the area you are working in is ready for service at all times.

· Maintain and demonstrate Folly Farm standards, policies and procedures as laid out in the employee handbook, and trained to do so.

· Work as part of the team maintaining open, professional communications throughout the organisation to ensure the smooth operation of the department.

· Share information and suggestions with your team members, supervisors and managers.

· Acknowledge and promote the good reputation of Folly Farm Leisure Ltd and the Company culture.

· Familiarise yourself with your work area, surroundings and park attractions/activities to enable you to assist guests.

· Work towards achieving performance excellence, exhibiting a professional attitude at all times.

· Conform to all supervisory/management directions and follow all workplace procedures with care.

· Ensure that all information of a confidential nature gained in the course of duty is not divulged to third parties.

· Provide operational cover and assistance in any area of Folly Farm as determined by the supervisory, management or director team.

· Any other duties as specified by management.



The duties and tasks outlined are not intended to be exhaustive and other duties may be required from time to time.





		



		Being a Folly Farmer; The FAMILY Way



		Family is at the heart of our Company and to help us achieve our mission, we like to do things 'The FAMILY Way'. As part of our family you'll need to embrace and embody this code of conduct each and every day:

· Friendly Welcome – Provide a warm welcome to our guests and clients, always representing the Company in a professional manner.

· Attention to Detail – Ensure standards are maintained and training is followed to ensure a smooth operation with health and safety and guest service always a priority. As part of our Housekeeping team you have a vital role to play in delivering and upholding our 5* standards as first impressions count.

· Make Magical Moments – It's the core of what we do. Delivering a guest day out like no other. One to be repeated and treasured with guests wowed upon their arrival to their accommodation.

· Immediate Service Recovery – Calm under pressure, communicating any issues to the senior team to ensure timely resolution.

· Look to the Future – Willing to learn and keen to contribute to the development of the department. Assisting with our community, conservation, and environmental campaigns to promote sustainability.

· You – Our Folly Farmers are people focused and driven to provide the best day out, full of energy and enthusiasm. Working together as a family to exceed expectations. As a Housekeeping Assistant you will also have the following Skills and Experiences:

· Previous experience of working in an environment with quick turnaround times.

· Be people focused with excellent communication skills and an awareness of your impact on the overall guest experience

· Excellent personal presentation

· Have a positive, 'can-do' attitude with a willingness to learn and develop new skills

· Be a team player but also able to work unsupervised and use your initiative, with a willingness to take personal responsibility for tasks

· Able to plan and organise workload

· Ability to respond to emergency situations in an effective manner

· Qualification in COSHH and Housekeeping advantageous

· Flexible, committed and punctual

· Keen to contribute to the development of the department and park as a whole









I have read, understood and will carry out the above job description to the best of my ability and have had my questions clarified. I have also received a copy of this document.

    

   Signed:                                                                                          Date: 
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