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AC1.1
Employers should be aware of the 7 stages of the employee lifecycle and what they mean. They are:
[bookmark: _Hlk165821325]Attraction. The period before an employee decides they want to work for you. Waite et al (2021, p.95) state “future employees are attracted by the employer brand”. A new business needs to develop their brand, considering their ethical and cultural values. Be honest about your brand so employees are not disappointed, and this will help with retention. A people professional can liaise with you to design an EVP (employee value proposition).  This document will outline what the employee and employer can expect from each other as well as allowing the employee to decide if the employer is right for them.
Recruitment. The process of advertising for a pool of candidates. A recruitment plan should be carefully designed so that you can reach the best target audience for the role available. Recruitment budget should be carefully considered and reflect the level of the position advertised. A people professional can help ensure that your recruitment strategy is adhering to legal and professional standards whilst recommending cost effective ways of reaching the best applicants.
[bookmark: _Hlk165821086]Selection. This part of the process is about deciding who is the best fit for your business once applications are received. Information provided in the application, CV and interview help determine your candidates rank in terms of suitability and relevant skills. A people professional can help you design an interview and advise on candidate scoring. They could also ensure that you are adhering to legislation such as the Employment Rights Act 1996 or Equality Act 2010.
On boarding. The process of welcoming and integrating an employee. Great effort should be made for this process as it as it is the first impression your new employee has. Waite et al (2021, p.98) states “success in onboarding a new employee is largely dependent on the quality of the induction”. Also, that “Good onboarding creates a good employee experience and begins from the offer letter, contract, induction, physical and social orientation”. There should be an awareness that new staff may feel very overwhelmed, patience and reassurance is needed. According to McCartney (2024), avoid “Providing too much, too soon – the inductee must not be overwhelmed by a mass of information, especially on the first day”.
Employee development comes after the onboarding process. Development and training help staff become more skilled and efficient workers. This may take the form of formal qualifications or more informal, on the job training, such as shadowing other staff members or utilizing a mentoring program. A people practitioner can help keep you abreast of legislative changes that you may need to train to employees. 
Retention is about keeping staff. Employ a healthy business reflection strategy. Consider factors such as pay and benefits, recognition and progression opportunities. A people professional can enhance this process by helping advise on, and implement pay structures, benefit schemes and put policies for the whole business to follow in place to ensure staff feel well looked after at work.
Separation is when employees leave the business. This may through resignation, or it may be the result of dismissal or redundancy. This difficult time for both employee and employer and should always be handled with sensitivity whilst adhering to employment law. A people practitioner can help develop policies to follow that ensure any dismissal or redundancy is legal and fair. Should a staff member resign it is best practice to hold an exit interview with a non-biased interviewer, this would help you gain valuable insight into any changes you can make to retain future employees. Peters (2024) also suggests “Alternative approaches to collecting exit data could involve confidential surveys that include questions on intentions to leave, or confidential questionnaires sent to former employees after their departure”. 

AC 1.2
The purpose a job description is to clearly inform a potential applicant what role they are applying for and the type of organization it is in. Waite et al (2021, p.105) lists the typical features as:
· Job Title
· Reporting lines
· Purpose
· Main duties and responsibilities
It would be a good idea to research job descriptions for similar roles in other companies, this will help you plan the content but also the format and tone you wish to strike.
The person specification sets out the key skills and qualifications you would like your employee to already hold or be working towards and have experience in. Usually there are two different sections, desirable and essential. Essential skills are what the candidate must possess, and desirable skills are those which would be ideal but could be learned and developed, a demonstrable interest in sustainability for example would be advantageous.
A job analysis is a good place to start before producing your job description.  You will need to research what the role involves. Take into consideration the sustainable strategy of Clean Quarter. You could interview individuals who are employed in a similar role elsewhere, observe them and ask relevant questions. A questionnaire could also be distributed via social media, asking people who work in retail to complete for you. Collating the answers will help you discern desirable and essential skills for your job description. Example questions could include:
1. What are the main duties of a sales assistant?
2. What achievements are you most proud of in your role?
3. What are the main qualities a sales assistant should possess?

AC 1.3
To recruit for your three sales assistant vacancies, you could use the following two methods:
Advertise on an online job search platform such as Indeed, (2024). This way of advertising is appropriate because it will reach a large audience of job searchers. The applicants can refine their job search; therefore, applicants will likely be looking for a role in your locality, at the relevant level of the position available.
You could also promote your vacancies at local job fairs.  You will meet individuals who are looking for employment and will be able to ‘sell’ your business and brand in a positive light. Often at jobs fairs the company brand will be displayed with tools such as a tablecloth, pop up displays and leaflets. These do require an initial investment but can be re-used again and again. A job fair is ideal as you can answer any questions and promote the ethical nature of your business.

AC 1.4
Factors to consider when deciding on the content of copy for advertising on an online job site such as Indeed, depend on your objectives. As you are able to advertise on this platform for free, it is budget friendly. However, you can pay to have your job role sponsored; ranging from £5 per day upwards. Advertising space is limited so your copy needs to be precise and in plain language. It is important to establish brand awareness in an honest way. Spending time getting this right will establish you as a reputable employer from the outset.
When deciding on the content of copy for a job fair, you need to find a good design company for your banners and leaflets. Ensure that they are eye catching and informative whilst reflecting the brand of your business. As your business is promoting sustainability, an online leaflet could be produced so that potential applicants could scan a QR code to view the information – thus promoting your paperless ethic. Ensure that any marketing material will stand the test of time by avoiding information that will soon become out of date, this will enable your equipment to be used again and again.

AC 2.1
Once you have decided which candidates to short list, there are several methods to select a successful candidate. The most common being an interview. Waite et al (2021, p.118) describes 5 different ways to conduct an interview:  telephone, video call, face to face, individual, one to one or panel interviews and finally, group assessments.
A group assessment would be suitable for a sales assistant role as you may find that you have a large amount of applicants, and this is a cost effective and time saving way of meeting all your candidates in one go. You can observe how they communicate and interact with each other which will be an essential part of excellent customer service. Often group assessments involve tasks or games – this can foster a sense of informality and help relax your candidates. 
A video call interview is when an interview is set up on a platform such as Zoom, (2024) at a mutually convenient time for both the interviewer and the candidate. This would also be appropriate for selection in this case as it will be convenient and easy to set up. You will be able to assess how easily the candidate deals with modern technology whilst getting to know them face to face.
AC2.4
Right to work documents should be retained on a secure personnel file for your individual candidate. This is a legal requirement as you will need to be able to prove that you checked the individual’s right to work in the UK. Gov.uk (U.K. Government, 2024) states that under the Immigration, Asylum and Nationality Act 2006, “You must keep a record of every document you have checked” and “‘an employer may be liable for a civil penalty if they employ someone who does not have the right to undertake the work in question”.  According to Ayling, L (2023) you must also be aware that under The Data Protection Act 2018 “Data must not be kept any longer than is necessary for a legitimate purpose and it must not be excessive”. The right to work documents should be kept for the entire time of employment and for two years after employment ends.
It I also best practise to keep interview forms and any recruitment correspondence so that you can evidence that your recruitment and selection process was non-biased and adhered to the provisions set out in The Equality Act 2010. This is also very useful to look back on should any situations arise is the future.
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AC2.5
Letter of appointment template
[bookmark: _Hlk165817025]Date
Name
Address
Dear Name
[bookmark: _Hlk175575860]Thank you for your application to be a Sales Assistant at Clean Quarter Ltd. 
I would like to confirm that you have been successful in your application, and we would be delighted to offer you the role conditionally, subject to satisfactory references. Your employment is also subject to a 12-week probationary period.
The terms of your employment are as follows:
· 35 hours per week
· An hourly rate of pay at £13.10
· Staff discount of 20% on all goods purchased at Clean Quarter
· An annual holiday entitlement of 30 days (including bank holidays)
· Staff Pension Scheme
· Location: Clean Quarter, 91 High Street, Milford Haven, SA73 1BQ

Your first day is scheduled to be date starting at time.
A contract employment will be sent separately by email. Please read carefully and accept the contract online.
Should you have any questions, please do not hesitate to contact me. We look forward to welcoming you and creating a more sustainable future together!
Yours sincerely
Signature
Name
Job Title
Department
 Telephone Number
Clean Quarter Ltd
[bookmark: _Hlk175579296]Address 91 High Street
Milford Haven
SA73 1BQ

Letter of non-appointment template
Date
Name
Address
Dear Name
It was a pleasure to meet you on date.  I am writing to you to inform you that on this occasion, you have not been successful in your application for the Sales Assistant Role. 
It was a pleasure to meet you and we wish you all the best in your job search. 
Should you require feedback on our decision please do not hesitate to contact us at the address below. Please keep an eye out for future vacancies on our website.
Yours sincerely
Signature
Name
Job Title
Department
Telephone Number
Clean Quarter Ltd
Address 91 High Street
Milford Haven
SA73 1BQ



