You feel you can contribute and offer advice in relation to different stages of the employee lifecycle. You decide to explain the stages of the employee lifecycle and how a people practitioner could contribute to each stage. (AC1.1) 
According to (Waite et al., 2021) the six stages of the employee lifecycle are…
· Attraction
· Recruitment and Selection 
· Onboarding
· Development 
· Retention
· Separation
Attraction is how future employees are attracted to the brand. This is important to any business as it is essentially a first impression. 
Recruitment and selection is choosing candidates from a pool that have been shortlisted. It could also be the candidate choosing if you are the right company for them to work for and it is the chance to sell yourself as an employer. A good eye for detail is essential to ensure retention remains high. 
Onboarding creates a first impression and typically consists of a company induction, meet, and greets and form filling. A starter pack could be beneficial to create a good first impression. 
Development allows staff to become more dependent in their role, which keeps motivation high. Putting development plans in place to progress staff would also create retention and engagement (especially if there are incentives). 
Retention is how you can keep your staff and one of the most important stages. Looking at salary benchmarks, employee benefits and incentives are good factors for retention. This also shows good management. 
Separation is the final stage in the employee lifecycle. This is where an employment contract comes to an end either mutually, notice given by the employee, dismissals, or retirement. Exit interviews are a good way to understand the reason for separation (under the correct circumstances) which could benefit the business to take on feedback. 
Explain the purpose and key content of a job description and person specification. Explain how job analysis can be used to decide on the content of these documents. (AC1.2)
The purpose and key content of a job description is to ensure the outlay of the role and responsibilities that candidate will be undertaking are clear. Ensuring you have the correct team onboard to benefit your business is key. To create a good job description, it is important to include information on the following… 
· Qualifications 
· Experience needed. 
· Expectations from yourself. 
· Skills and competencies. 
· Working environment. 
· Salary and benefits. 
· Application process 
· Company information. 
The purpose and key content of a person specification is to outline the competencies needed from the candidate for the role. This is where you can become more detailed about what is required from the sales assistant. In this section you could include essential and desirable skills. For example, a CIPD qualification could be seen as either an essential skill or a desirable skill and most employers are open to allowing staff to study at the same time. You are free to set your own criteria, but you must ensure that it is non-discriminatory. 
Job analysis provides the information needed to produce a job description and person specification (Waite et al., 2021). A good way to assess a job analysis is if there is someone currently in the role you are recruiting for. These people could be asked what they do and how they do their role to benchmark against. A survey is a great way to gather information from current employees, also using information from 365 reviews could be a helpful source to use for job analysis. 
Explain two different recruitment methods that Jaspreet and Caroline could use for the sales assistant vacancies and why the two methods are appropriate for the role. (AC 1.3)
One method of recruitment that would work for Clean Quarter LTD to attract candidates would be social media. Social media is popular and a free way of advertising. Setting up a LinkedIn profile to create attraction could be effective for reaching passive job seekers and building awareness. You are not only limited to LinkedIn, but you could also set up multiple social media pages to again, create brand awareness. Creating attractive, easy to read images with a small piece of the job description with a contact number for more information is a quick and easy way to engage with your audience. You can also use the analytics for free on these platforms to see who you are attracting and where they are from (if they are local to the area.) Social media is a great way to have direct conversations with candidates and answer quick-fire round questions they may have. 
Another method of recruitment you could use to find candidates could be the use of your own company website. It is quick and easy to upload a job description and any copy you may want to add about the role and a quick way for candidates to apply (which helps when recruiting). Asking for a CV and a covering letter to understand further the candidate’s experience is a strong way to start your shortlist process. By putting a job advert out and creating a deadline for this role, keeps it fair and consistent to those who are considering applying. 
Explain factors to consider when deciding on the content of copy used in the recruitment methods you have explained above. You could consider factors such as budget, balance between providing an accurate and positive image, space available, corporate image. (AC 1.4)
Factors to consider when thinking of using social media as a method of recruitment would be that you do not know if they are genuine people. Which is why it is always a good idea to get a contact number and CV for the candidate to vet in further detail. You may also want to think if by advertising jobs on social media, are you limiting your audience as not everyone uses social media. Employers must comply with various laws and regulations when recruiting on social media. Including data protection regulations. Everyone responsible for using personal data must follow strict rules called ‘data protection principles.’ (GOV.UK, 2018.) Social media may also damage the brand of company if it is not used correctly. Remember, you need to sell yourself as an employer too. 
Another factor to consider when using the company’s website for recruitment is that not everyone may have access to the internet so again, limiting your pool of candidates. Unless your website has a good SEO (search engine optimization), your reach may be limited.  Employers aiming to be more inclusive should also embed inclusive practices in their current recruitment process (CIPD, 2022). You must also think about if you are being a fair employer by only advertising roles online. Setting up a website initially costs so, as a small organisation, you may want to think if recruiting this way is covered within the budge and are there different, more effective alternatives that you could benefit from to find the best candidates to select from. 

Explain two different selection methods that Jaspreet and Caroline could use for the sale assistant vacancies and why the two methods are appropriate for the role. (AC 2.1) 
From a shortlisting process, the first selection method which could be used would be by conducting interviews. Interviews are the most common ways to understand a candidate and if they are fit for the role. Before this step, phone or online interviews (Microsoft Teams) could be done as a first or second stage. Promoting and delivering EDI in the workplace is an essential aspect of good people management. It is about creating working environments and cultures where every individual can feel safe and have a sense of belonging and is empowered to achieve their full potential. (CIPD, 2022). Time would be a factor as Clean Quarter LTD is a small organisation, interviews take time and time essentially costs money. 
Another selection method could be the use of trail shifts. For Clean Quarter LTD this would be beneficial to see what the candidates are like undertaking the roles and responsibilities advertised. It would be a good way to watch and observe and offer any support and guidance. Trial shifts can be a good way to observe, it is important to decide how long the shift will be and if it will be paid or not and to consider if NMW elements are not breached. It is a good way for a candidate to decide if the role is for them and if they feel comfortable enough to accept the position (should they become successful). Risk assessments are a good idea in case of an emergency throughout the trial period.
Explain what selection records Clean Quarter Ltd should retain and why they should retain these records. (AC 2.4) 
Upon a successful appointment with a sales assistant for Clean Quarter Ltd, it is important to remember that there is legislation in place on how long you can keep individuals’ documents for. Some of the key documents that should be retained are…
· CV’s – kept for one year after the recruitment process is completed. 
· Interview notes – at least one year after the recruitment process is completed. 
· Reference checks from previous employers / professional person – typically one or two years after the recruitment process is completed. 
· Assessment results (if applicable, for example – the trial shift.) – these should be kept for a reasonable period. 
· Offer letters and employment contracts – these should be kept for the duration of employment and for a reasonable period after employment. 
· Records of any accommodation requests from the candidate – typically two years or any reasonable amount of time. 
An employee has the right to be told: 
· What records are kept and how they’re used. 
· The confidentiality of the records. 
How these records can help with their training and development at work. 
If an employee asks to find out what data is kept on them, the employer will have 30 days to provide a copy of the information. (Government Digital Service, 2011). Unsuccessful candidates’ records should be retained for at least six months. The organisation should develop a policy to include how long it will store candidates’ data for and the legislation around this. Something to also consider as a small organisation is how you will store the personal information.
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