Essentials of people practice. 
1. You feel a good starting place is to learn about the employee lifecycle. You decide to explain the stages of the employee lifecycle and how a people practitioner could contribute to each stage. (AC 1.1)
The employee lifecycle refers to the various stages an employee goes through in their professional journey with the organisation. The associated stages are attraction, recruitment and selection, onboarding, employee development, employee retention and separation (Waite et al.,2021, p.94). Please see Figure 1, which demonstrates the employee lifecycle and all the relevant stages. 
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Firstly, a people practitioner could contribute to the attraction stage by improving their employer brand. By improving their marketing strategies and building a strong employer brand, it will make the company more attractive to potential candidates. To achieve this, the business could include and gather feedback from internal and external stakeholders to see what could be improved to attract new employees, for example by adding employee benefit packages. 
Once a potential candidate develops an interest in the organisation, it may lead into the recruitment stage. This will mean that people practitioners could restructure their processes by using data driven techniques to aid in hiring decisions. They could also streamline the recruitment process by conducting interviews and the selection process by assessing the candidate in a fair and unbiased way. In addition to this, the onboarding process includes people practitioners organising the relevant training and mentoring sessions, to help the new starters adjust to their new role. Moreover, the development stage is about ensuring that the employee develops their own skills and professional growth. People practitioners contribute by offering training sessions and providing the relevant resources, which allows them to further develop their skills and knowledge. 
Lastly, the employee retention and separation stage are the last two stages of the employee lifecycle. Cattermole (2024), states that employees tend to look for new challenges elsewhere, or in new roles after a certain period. So, it is important to listen to their needs. Employee retention refers to an organisation keeping the employee engaged and thriving in their role, it allows employees to identify their concerns and trust that people practitioners will do their best to help. Also, they can develop benefits and reward systems, which can help to keep employees motivated. In contrast with this, employee separation is where the employee leaves the organisation either voluntarily or involuntarily (HRLineup, 2024). People practitioners can contribute through their exit interview strategies by ensuring that there is a smooth transition throughout the full process and all the policies have been followed. 

2. 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.  (AC 1.2) 
The purpose of a job description is to outline the key duties and responsibilities needed for that job. It helps both the employer and employee know what is required and expected from the individual. It could also be a good recruitment approach as a clearly outlined job description could attract the right kind of candidates, who fit into their culture. 
For example, it would include:
· A Job Title, which would state the position they will get. For example, in this instance, the job title will be a Food and Beverage assistant. 
· Duties and Responsibilities of the role. Along with, an overview of the role and the working conditions. It could be making sure that hygiene standards are high, along with ensuring the working area is clean and tidy day to day. 
· Who the reporting person is, for example, who their manager is. They will need to know this as they will need a point of contact. 
· It will also include the working hours and the rate of pay. As it is in hospitality, it could be a zero-hour contract, or they could have a fixed number of hours that they work a week. So, this will need to be clarified and well stated. 
The purpose of a person specification is to outline the essential and desirable skills that is required for the role. It can help guide the selection process and can streamline the interviewing processes (Reed, 2025). It sets out the qualifications, behaviours, skills, and knowledge that is required for the role. For example, the role of a Food and Beverage Assistant will be to have a minimum amount of experience in a hospitality sector. It will hold essential criteria which for this role will be the ability to work as part of a team (Waite et al.,2021, p.106).
Furthermore, a job analysis is a process of collecting the relevant information about a job and what the duties and responsibilities are and analysing what is expected in that role. It can be used to decide on the content of these documents as it will need to be accurate and will need to clearly identify the duties that the role entails (CIPD, 2024). This will also help with employee’s performance management as they will know what is expected of them. 

3. Explain two different recruitment methods that Inter Luxe Hotel Group could use for the Food and Beverage Assistant vacancies and why the two methods are appropriate for the role. (AC 1.3)
Firstly, a recruitment method that Inter Luxe could use for the Food and Beverage Assistant role is employee referral schemes. This is used by employees already employed when they recommend someone to work with them. It can help make the current employees motivated and engaged, it will make them want to refer someone they know if there are initiatives. 
Secondly, they could look at online job platforms for a recruitment method, such as Indeed. This could be defined as being external recruitment and is when a business tries to recruit outside the business, for example through recruitment websites and agencies. This will be appropriate for the role, as it will allow the hotel to look at a larger scale of candidates. They could also filter on Indeed, for example, if they would look into taking on a few assistants in their coastal hotels compared to their city hotels as it is a harder location to recruitment candidates. Then it could be beneficial to use this method for this role, little experience is required for an assistant role. 

4. 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)
The factors to consider when deciding on the content of copy used in referral schemes is the hotel fees budget. They will need to ensure that if they are offering an employee referral scheme that they have adequate fees in place not to go over their budget. In addition to this, they will need to consider the balance between providing an accurate and positive image for the employee who gets the job after they have been referred. This can be due to the employee who used the scheme, could view the hotel in a negative light and this could get passed onto the new starter. 
Moreover, when considering the factors on using recruitment online platforms like indeed, you will need to consider the audience demographics, for example the location that you are recruiting for. The candidate’s need to be made aware of what they are applying for, so Indeed will need to be transparent in what it posts. If indeed represents the company well and it will attract a variety of potential candidates who could better the employer brand.  

5. Explain two different selection methods that Inter Luxe Hotel Group could use for the Food and Beverage Assistant vacancies and why the two methods are appropriate for the role. (AC 2.1)
Firstly, a selection method that Inter Luxe Hotel Group could use for the Food and Beverage Assistant would be to conduct interviews with potential candidates. They can be held face to face or over a telephone call. This will be appropriate as it will follow a fair and unbiased process by interviewing all candidates with the same level of fairness. This can be done by given them the same set questions and given them fair feedback afterwards. The questions can be adjusted to the role of a Food and Beverage Assistant and could include questions about how well they work in a team and if they can work in a demanding environment. 
Secondly, a selection method that Inter Luxe Hotel Group could use for the Food and Beverage Assistant could be conducting skill assessments to assess the individual on job capability. This will be beneficial as it can involve the potential candidates performing certain tasks that relate to the assistant role. For example, the hotel could have the assistants conduct tasks, such as serving food and setting a table. It will be useful if they also provide constructive feedback to the unsuccessful candidates so that they can improve in the future (Waite et al.,2021, p.126).  

6. Explain what selection records Inter Luxe Hotel Group should retain and why they should retain these records. (AC 2.4). 
Inter Luxe Hotel Group should retain variety of different selection records to comply with legislation, for example they should retain any written correspondence they receive from potential candidates such as any letter or emails. The reason for this is, it will aid in their legal compliance as they are ensuring that they are properly holding the candidate’s information, following the Data Protection Act 2018 (CIPD, 2024). 
They should retain any CV’s and application forms, along with any interview notes as if they keep accurate notes, it will allow them to improve their recruitment process in the future. In addition to this, it could improve the businesses decision making process, and it can help them make a well-informed recruitment decision. It is important to keep these types of methods as if a candidate feels they are being discriminated against, they can make a claim in an employment tribunal under the Equality Act 2010. The employer needs to ensure that they follow all of the reasonable steps to ensure that they do not get taken to a tribunal and if they do ensure that they have followed the steps outlined in the Equality Act 2010 and the Data Protection Act 2018.  

7. Write letters of appointment and non-appointment for the Food and Beverage Assistant role. (AC 2.5) 
Letter of Appointment
Dear Candidate, 
We would like to offer you employment with Inter Luxe Hotel Group as a Food and Beverage Assistant. 
1. Job title: Food and Beverage Assistant
2. Department: Catering 
3. Reporting to: Manager
4. Working hours: N/A
5. Salary: N/A
6. Start date: N/A 
Full details of all your terms and conditions of employment are contained in the Contract of Employment that you will receive. Please review these carefully. 
There will be a probationary period of 6 months, which will be reviewed and will have to be completed successfully. As previously mentioned, this is a conditional offer of employment subject to satisfactory results from pre-employment checks. 
To confirm this offer of employment, please respond with acceptance by email. 
May we take this opportunity of welcoming you to the Business and we hope you will enjoy your career with us.
We look forward to hearing from you. 
Yours sincerely,  

Letter of non-appointment 
Dear Candidate, 
Thank you for your time and interest in the role of the Food and Beverage Assistant position at Inter Luxe Hotel Group. 
We really appreciate your interest in joining Inter Luxe Hotel Group and we want to thank you for the time and energy you have invested in your application. 
However, after careful consideration we regret to inform you that we have decided to not proceed with your application any further. This decision was not easy, but we encourage you to apply again in the future, and we wish you all the best in your future endeavours.
If you have any questions or would like some feedback on your application, please email the HR@inbox who will provide this for you. 
Yours sincerely, 
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