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Evidence Matrix 
Candidate name: Melanie Goldsworthy CIPD Membership/registration No.: 

55478711 
 

Qualification title: CIPD Diploma in Applied Human Resources Unique Learner No. (ULN): 
1905548 

Unit code Unit title Assessment 
criteria no. 

Evidence description Evidence 
reference 
number 

Assessor 
initials 

I/V 
initials if 
sampled 

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

1.1 On the job training. E1   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

1.1 Screen-shot from website of career opportunities.  E2   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

1.1 Mentoring program policy. E3   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

1.1 ‘Bluestone Way’ criteria for guest facing roles. E4   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

1.1 Resort duty manager policy. E5   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

1.1 HR Strategy 2020. E6   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

1.2 Leaver data. E7   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

1.2 HR Strategy screen-shot of how to improve attrition. E8   
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5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

1.2 Meeting notes with Head of F&B about recruitment 
concerns. 

E9   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

1.2 Data & statistics in Pembrokeshire from Gov website.  E10   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

1.2 Article regarding opening of Celtic Manor Hotel in 
Milford Haven. 

E11   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

1.2 Folly Farm website screen-shot of similar product to 
Bluestone. 

E12   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

1.2 Supervisor & manager skills matrix. E13   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

1.2 Total jobs.com website showing available hospitality 
jobs in Pembrokeshire. 

E14   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

1.2 Catera.com website showing available hospitality jobs 
in Pembrokeshire. 

E15   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

1.3 Screen-shot of Bluestone’s Family Newsletter 
advertising roles and extra hours in F&B. 

E16   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

1.3 Screen-shot from Bluestone’s Family Newsletter 
regarding a guest & staff experience specialist.  

E17   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

2.1 Screen-shot from Bluestone’s website advertising 
discounts & benefits. 

E18   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

2.1 Screen-shot from advertisement for Llys-Y-Fran 
offering Retail Assistants £9.50 per hour – higher than 
Bluestone offers it’s Supervisors. 

E19   
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5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

3.1 Screen-shot of internal communication regarding the 
F&B outlets that will be opening and which will be 
remaining as a take-away service. 

E20   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

3.1 Confirmation of discussion from Head of F&B with 
figures included. 

E21   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

3.2 Video link to recruitment video created to advertise 
the Housekeeping role. 

E22   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

3.2 Screen-shot of Bluestone’s ‘refer a friend’ tracker to 
ensure employees are paid. 

E23   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

3.3 Recruitment and selection policy. E24   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

3.3 Bluestone’s data protection policy. E25   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

3.3 Bluestone’s probation policy. E26   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

3.3 Bluestone’s employee benefits policy. E27   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

3.3 Example email sent to employees requesting right to 
work documents. 

E28   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

3.4 Job description for F&B Assistant. E29   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

3.4 Job description for F&B Commis Chef. E30   
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5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

3.4 Job description for F&B Kitchen porter. E31   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

3.4 Recruitment candidate summary. E32   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

3.4 Recruitment updates email. E33   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

3.4 May furlough status for F&B department. E34   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

3.4 May furlough status for Activities department. E35   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

3.5 Email offering support with recruitment and 
advertising process. 

E36   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

3.5 Example of social media post for Housekeeping that 
mentions door drop. 

E37   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

3.6 Screen-shot of social media post recently for F&B roles 
available. 

E38   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

3.6 ‘Refer a friend’ poster created for F&B recruitment 
campaign. 

E39   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

3.6 Email from Director of Operations asking for assistance 
from other departments for F&B. 

E40   

5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

3.6 Screenshot showing Housekeeping staffing levels in 
Feb 2020 before recruitment campaign. 

E41   
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5ARTP Contributing to Resourcing and 
Talent Planning in the 
Organisation 

3.6 Screenshot showing Housekeeping staffing levels in 
Sept 2020 after recruitment campaign.  

E42   
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 I confirm that the work/evidence presented for assessment is my own unaided work.  
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Contributing to Resourcing and Talent Planning 
 
1.1 Assess how and to what extent the organisation undertakes workforce and talent planning.   

Bluestone Resorts employs over 700 employees with a mission to be the UK’s most loved short break destination. Due to local demographics, attracting 
talent can be difficult for particular roles so Bluestone invests in up-skilling current employees. Bluestone prides itself on developing employees at all levels 
and offers leadership programs, mentoring, and encourages employees to work towards qualifications for their roles as shown in E1. Workforce and talent 
planning is considered from the start of the employee journey as shown in a screen shot from the website that lists development opportunities (E2).  
 
Workforce planning is a core business process which aligns changing organization needs with people strategy CIPD (2020a). The People strategy for 2020 is 
shown in E6 and lists objectives that specifically relate to people and developing them individually through individual KIPI’s; to assist this process, 
employees can take part in the mentoring program (E3). Bluestone has also recently launched ‘Bluestone Way’ training where each department receives 
training on behaviors and attitudes that Bluestone employees should demonstrate and promote. How well employees promote and demonstrate these 
attitudes and behaviors is graded from ‘Needs work/below expectation’, ‘Ok/Good’, and ‘Great/Role model’. This is shown in E4 and has examples for each 
to give the employee a good understanding of each grade and what level they currently operate at. Employees who are within ‘Great/Role model’ are more 
likely to be considered for promotions and development that those who are in ‘Needs work/below expectation’.   
 
One way that Bluestone develops, engages and retains employees is to advertise and enroll employees who are successful in their application onto ‘Resort 
Manager Training’. The Resort Manager is an allocated person who is the main point of call for any escalated complaints or critical issues on the Resort for 
that day. The Resort Managers are a pool of employees who have been trained to carry out this role as an additional duty to their usual role. This pool of 
people consists of employees from different departments at different levels (but most are Supervisors, Managers and Head of Department). The program 
gives the employee and opportunity to learn about other departments and the operational side of the Resort, including developing their own management 
skills, and critical thinking skills; part of the policy is shown in E5. By managing talent strategically, organisations can build a high-performance workplace, 

encourage a ‘learning’ organisation, add value to their employer brand, and improve diversity management (CIPD, 2020b).  
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E2 
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E3 
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E4 
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E5 
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E6 
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1.2 Analyse internal and external information relating to the organisation’s future people and skills needs and the availability of talent. 

Internal information Bluestone uses to decide what skills or people that will be needed in future consist of: 
 
-Employee leaver survey (E7) – this helps us to understand why people are leaving us 
-Turnover rates that are reported on within the People Services strategy (E8) 
-Managerial judgment – an example of this is shown in E9 
-Supervisor & leadership management skills matrix – these are the skills employees in these position should demonstrate or be working towards (E13) 
 
External information Bluestone uses includes: 
 
-Local labor markets (E10) 
-PESTLE analysis  
-New similar businesses starting up such as Celtic Manor - Milford Haven (E11) 
-Established businesses making changes to their products that are similar to Bluestones products such as Folly Farm (E12) 
 
These internal and external factors combined help Bluestone assess the company’s future people, skills needs and availability of talent. Due to the 
geographical location of Bluestone and the local demographic pool of people available for work, the company often struggles to fill more senior/skilled 
roles. Pay is also a factor when recruiting for highly skilled roles as Bluestone cannot compete with pay rates offered in cities where there is more 
competition. Bluestone’s focus is generally to develop employees from the beginning of their employment journey at an assistant level role through to a 
more senior/skilled role. AMO (Ability, Motivation & Opportunity) also plays a part as the employees need to want to progress and develop otherwise the 
system doesn’t work. Bluestone does not hold data on competitor analysis but it could be beneficial to understand why potential employees might chose to 
apply for certain roles/companies over others.      
 
There are four stages to talent management that businesses go through as they strengthen their ability to grow leadership talent. These stages are entirely 
dependent on the amount of planning, effort, and resources the company puts into its talent management system and, depending on the company the 
time it takes to pass through each stage differs (Philbin, 2019). 
 
 The four stages are:   
 

1. Programmatic – Talent management is a set of individual programs. 

2. Systemic – Talent management if a system of connected programs, tied to an organising HR principle or structure. 

3. Strategic – Talent management is a system of connected programs built directly from the company’s strategy, operating model, and goals. 
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4. Cultural – Talent management is a key part of all the company’s management practices, not a separate aspect of a leader’s job. All business 

planning has a clearly defined people plan, and a forward-thinking analysis of future talent needs, just as they have a budget and financial 

contingency plans.  

Bluestone is between stage 3 – ’Strategic’ and stage 4 – ‘Cultural’. The business is moving towards stage 4 but still sometimes operates within stage 3 
depending on individual departments and managers.   
 
E14 & E15 show different available jobs in hospitality within Pembrokeshire through two different websites – Catera.com & Totaljobs. Their results are 
different but do show what types of jobs are available; most of the jobs available are low skilled with only a few more skilled/senior jobs available. 
Generally Bluestone’s approach to workforce planning has worked well and gives us an edge over other similar employers as Bluestone is known for 
developing and investing in their employees. This approach doesn’t work for everyone and there have been instances where this hasn’t worked for 
Bluestone resulting in hiring someone on a much higher salary with more benefits just to fill the role. These types of hires are often done on a fixed term 
contract and the person might not be ‘right’ for the business in the long-term. This can be costly especially if the right person takes a while to find. It is far 
more beneficial to start workforce planning early, get an understanding of where managers see the business going and potential resource concerns than to 
leave it to late and fire-fight due to poor planning (Workforce Planning Practice, 2018). 
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E7 
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E8 
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E9 
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E10 
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E11 
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E12 
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E13 
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E14 
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1.3 Assess the extent to which current organisational planning activities are addressing potential needs. 

From my findings Bluestone does do a lot to plan for potential skills and talent needs though developing current workforce into manager positions, for 
example. There is possibly a gap if someone in a high skilled role such as an IT web developer leaves as there is less staff who work in this department to 
collectively develop. IT is also a very complex role that cannot be trained to someone over a period of weeks/months. Other roles that require managerial 
experience and critical thinking are less likely to be a risk to the business in the same way if someone leaves as this can be trained more easily through 
mentoring and on the job training, for example. 
 
Currently Bluestone is having issues employing people into Food & Beverage as assistants, Commis Chefs & Kitchen Porters. This is due to competition from 
other similar companies who are also recruiting but offering a higher wage. Bluestone is trying to rectify this issue initially through offering current 
employees in different departments more hours (E16). In the long term Bluestone may need to consider the pay aspect as the opinion of the Head of F&B is 
that this is the main reason (E9). 
 
Coronavirus has changed the way we all work and are being carried out in way we wouldn’t have thought of. HR and Health & Safety in Bluestone have had 
to learn a lot recently including how to set up and run a lateral flow testing centre for employees, respond to wellbeing issues around covid and amend 
certain policies in-line with covid guidance. Companies have had employees take on different responsibilities to better respond to the evolving needs of the 
company, customer and employees. It is important to build organisational resilience and agility to navigate uncertain times (Jesuthastan, Malcolm and 
Cantrell, 2020). 
 
E17 shown in Bluestone’s Family Newsletter that we are working with ‘Insight 6’; an external company who specialise in customer experience. Whilst this 
process is to benefit the customer it involves employees who deal with the customers to help improve their experience. This process in itself will help to 
plan for potential skills needs as feedback is collected and reviewed from staff. The data collected could show skills gaps or training needs that ultimately 
improve the guest experience but also help Bluestone to workforce plan. It is essential that workforce planners have a good understanding of the workforce 
as a whole, in order to identify ‘hot spots’ (Workforce planning during bleak times, 2020). 
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E16 
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E17 
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2.1 Make reasoned recommendations for how the organisation can maintain an appropriate number of people with the skills required by 
the organisation. 
 
Bluestone currently has a lot of great benefits it offers to employees such as use of facilities, discounts on breaks, ‘kids camp’ childcare on site 
at a reduced rate, a pension scheme and more (E18). Whilst these benefits are great there is not a lot of benefits for younger employees 
between 16-25. This group of employees is less likely to be attracted and want to remain at Bluestone because of a pension scheme or cheap 
child care. My recommendation would be to implement some benefits that these employees would like. We could gather data through a 
survey or carry out research from other companies to find out what works. I looked at a couple of websites to see what Gen-Z employees want 
from their workplaces; some of these benefits are relatively easy to implement depending on the departments operational needs, such as: an 
extra annual leave day on your birthday, flexible working arrangements, free coffee & hot drinks and, free lunches (The workplace benefits Gen Z 

REALLY want, 2018). Other benefits listed included free dental care and private health care which Bluestone does provide for much higher roles.     
 
Another factor is that the pay is average for a lot of roles in Bluestone, so to keep skilled employees this is something that needs to be 
considered.  E19 is a current job advert for a retail assistant in Llys Y Fran who is paying £9.50 per hour. Bluestone Currently only pays £9.00 
per hour or the same type of work and even Supervisors in Retail at Bluestone are not on £9.50 per hour. Bluestone should review its pay to be 
more competitive with other local businesses to avoid losing talented employees. There are many other reasons you should pay more that 
isn’t just about attracting talent:  
 

- Employers who pay more are more likely to have healthier employees as the employee is not going to be struggling to make ends meet 

and can afford nutritious food. The employee will also be less likely to be affected by the stress of making ends meet. 

- Improves productivity as employees will feel valued and have more interest in their job 

- Low salaries don’t save money as it is a large contributing factor to employee turnover  

Bluestone could increase the pay of certain roles to attract and retain talent but this would have a huge knock-on effect initially until the effects of the 
pandemic are less prominent (Why You Should Pay Employees a Competitive Salary, 2020). 
 
Finally, I recommend maintaining an appropriate level of people with skills and talent by supporting and training the line managers. There is a saying the 
people don’t leave their jobs but they leave their managers. There a quite a few different departments within Bluestone and some have much higher 
turnover rates than others. The managers cannot be fully blamed for this but if all line managers received effective training and support when dealing with 
employees, setting targets & goals and developing them then they would have a much higher chance of reducing turnover and retaining talented 
employees (Heathfield, 2020). 
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3.1 Identify and explain the rationale for a specific resourcing activity within the organisation.  
 
Recently the Head of Food & Beverage came to HR to explain recruiting issues that were affecting operation (E9). He said that due to other 
similar business recruiting and paying more for the same role at the same time, they were not getting many applications for roles in his 
department. Normally Bluestone wouldn’t have these issues as recruitment would be more spread-out through the year; due to covid and 
restrictions being eased a lot of business are recruiting for the same types of roles at the same time. As this issue was bought to HR’s attention 
recently our first point of call is to offer extra hours in F&B for those who work in other departments to support until a more solid solution is 
found (E16). Even with the offer of additional hours for other departments, one of the main F&B Outlets – The Oak Tree Restaurant had to 
remain closed and be used for take away only (E20). E21 shows that the F&B Department is 15 staff short of what they would normally have; 
they currently employ 120 staff in total. As this is a recent issue we have not progressed to the next stage to assist the F&B department with 
recruiting so from this point I will explain what Bluestone/HR should do rather than what we have done.  
 
The next step would be to identify other similar issues we have had previously in other departments and consider these strategies to 
overcome the staff shortage. Housekeeping had a similar issue in 2019 & 2020 so we launched recruitment campaigns. The same can be done 
for F&B where we could create targeted Facebook adverts and social media videos/posts, create a ‘door drop’ to deliver leaflets about job 
opportunities in order to gain interest in the roles. Another idea is to utilize the ‘refer a friend’ scheme where a current employee refers their 
‘friend’ for a job in F&B and receives £50 if they are successful in their application; once they pass their 3 month probationary period the 
current employee and their friend then receive a further £100. Other more time consuming solutions to consider would be to review the 
benefits Bluestone offers to the employees in F&B. We would need to consider if anything can be added to appeal to them such as monetary 
bonuses through tips, for example or flexi working arrangements. Most of the shifts in F&B are late shifts where the staff may not finish until 
between 11pm-1am which doesn’t appeal to those with families or who want a balances social life. Employees who have a good work-life 
balance are less likely to suffer from burn-out and feeling under pressure which can impact their wellness and contribute to health issues (The 
importance of work ethics and Importance of Work-Life Balance, 2021). 
 
The ideal outcome would be that we receive an influx of applications from a great caliber of candidates to choose from and that the staffing 
levels in F&B are replenished, allowing them to operate at full capacity. This will take pressure off of managers, supervisors and the assistants 
who would have been working a lot harder to provide the same service with less help.   
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E20 
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E21 
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3.2 Agree roles and responsibilities with other contributors to the activity.  
 
As this activity hasn’t been completed yet I can describe what would happen and who would be responsible for what role.  
 
Each aspect of the recruitment campaign will involve different individuals in different departments. Carla, our Senior Recruitment Officer will 
ensure that job descriptions are up-to-date and the jobs are listed on our website and are available to apply for through our recruitment 
system ‘Reach’; in some cases where there is additional work I will assist with Reach, helping managers to progress or reject candidates. Carla 
will also create content for the leaflets for the door drop and send to Marketing to be approved and amended if needed. Once the leaflets 
have been approved, HR will agree and arrange door drop of local areas that are more likely to respond to the job advertisements such as 
Milford Haven, Haverfordwest and Pembroke. These areas are usually chosen as this is where the majority of our workforce lives. Other 
recruitment activities such as social media posts will be created by Carla and shared on the ‘Bluestone Careers’ Facebook page in the hope that 
it reaches people looking for jobs and that other staff members and followers of the page share the post.  
 
If Bluestone created a video advert for F&B recruitment campaign this would be arranged, filmed and edited by our marketing team. Once the 
final version is complete it would be approved by the Director of People Services, the Head of F&B and other Directors to ensure the message 
is clear and that the video is on-brand. A link to a video created to attract people to apply for Housekeeping is shown in E22; this video puts a 
modern spin on the Housekeeping role to attract a wider pool of candidates. Something similar could be created for F&B. 
 
The ‘refer a friend’ scheme would be agreed with the Head of F&B and supported by Carla who keeps a record of employees who have 
referred a friend during their application process (E23). The potential employee has the opportunity to name the current employee who 
referred them at the point of application on the Reach system. The money given to employees as part of this process will come from the F&B 
budget. 
 
If benefits are to be reviewed this could be done by creating a departmental survey for F&B to understand what benefits these employees 
would like. The data can be collected and reviewed and benefits created as part of this process. This would need to be arranged by the Head of 
F&B and supported by the Head of Insights and Analytics to create the survey. Depending on benefits that F&B would like to implement, this 
could involve the Head of People Services and the Head of F&B to agree how to implement them, costs, whether they can be used for other 
departments and, if there are any other considerations to be made before rolling out new employee benefits.    
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E22 
https://vimeo.com/521007503  
 
E23 

 

https://vimeo.com/521007503
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3.3 Identify organisational procedures and legislative requirements which underpin the activity.  
 
Everyone involved in recruitment must have the appropriate knowledge and skills to make effective and fair recruitment decisions (CIPD, 
2020c). Bluestone has an up-to-date recruitment and selection policy (E24) which outlines how the recruitment and selection process works. 
This policy includes all stages of recruitment from pre-recruitment considerations to probationary period, and then processes that need to be 
completed at the start of employment such as induction and training. It is important to follow this process and not skip stages to ensure the 
process is fair for all candidates the business (Recruitment and selection policy, 2014).  
 
Bluestone also has a probation policy (E26), a GDPR policy (E25), and an employee benefits policy (E27) which all tie in with the recruitment 
and selection process; all data needs to be collected, kept and then destroyed in accordance with GDPR; employee benefits are advertised at 
recruitment stage and can be used once the employee has passed their probationary period; and the probation policy outlines the process of 
the probation period including reviews and reasons someone may fail or have their probation extended; However, there is no formal process 
recorded to review benefits or create an advertisement through social media.  
 
Bluestone needs to ensure that the recruitment of candidates in unbiased, inclusive, makes efforts to minimise the risk of modern slavery, 
ensures all new candidates have the right to work in the UK by requesting that they provide right to work documents (E28) and, that we abide 
to the Equality and Diversity Act 2010. There is a lot to consider when recruiting and it is important that hiring managers are aware of these to 
act lawfully to avoid discrimination (Lobley, 2020). 
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E25 
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E26 
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E27 
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E28 
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3.4 Plan and prepare for agreed role, ensuring the availability of any materials or resources required.  
 
Employers who want to attract the best talent need to ensure that their recruitment process is running at peak efficiency. The recruitment 
process needs to meet the specific needs of the organisation and be measurable to help evaluate and continually improve hiring plans (Russell, 
2020). Bluestone has a good recruitment system and on-boarding process but may need to consider other details to attract talent such as pay 
and benefits.  
To plan and prepare for these roles, Bluestone need to: 
 

- Prepare for the ideal candidate – Consider what attributes the perfect candidate has 

- Sourcing and attracting talent – Look into recruitment companies to find talent or use your own recruitment campaign 

- Converting applicants – Measure how many ‘clicks’ your job adverts gets versus how many people apply to measure effectiveness 

- Selecting and screening candidates – Define ‘must haves’ and ‘nice-to-haves’ in relation to qualifications and progress/reject as needed 

- The interview process – Set up an interview that works for both and interview the candidate(s) 

- Reference check – Receive and check references to ensure their feedback is satisfactory 

- On-boarding – Ensure they have a company induction, training and necessary resources and information at the start of employment 

The need for these three F&B roles has been established through E9, E20 & E21 as a shortage of applicants has been identified through data 
from reports and Management opinion. E34 supports this as it shows how many employees within the F&B department that are still on flexi 
furlough compared with the Activities Department (E35). There are considerably less employees in F&B who remain on flexi furlough in 
comparison to Activities due to the operational need in F&B. The Activities department has less operational demand due to current covid 
restrictions. E32 shows the recruitment data (that is discussed in E33) for F&B; there would normally be many more applicants at various 
stages of their application process for these roles. A recruitment campaign has been agreed to promote these roles in particular due to the 
operational need for them. The job descriptions for each F&B role has been amended to look more attractive to candidates and includes 
‘specific’ and ‘desirable’ skills (E29, E30 & E31). A door drop of leaflets for the available F&B roles has been arranged for June 2021 as specified 
in E33. This will be arranged by the Marketing department to communicate to Royal Mail the desired door drop locations.    
 
Ideally once each of the above stages has taken place Bluestone will start to receive more interest in these roles where the reaming processes 
such as Selection and screening, Interview, Reference check, and On-boarding will take place.    
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3.5 Undertake agreed role in a timely and accurate manner, in line with organisational procedures and legislative requirements.  
 
E36 shows an email from me asking Carla if she would like any assistance in this process as there is quite a lot of work to do. She has 
responded asking for me to assist with Reach and creating content for the leaflets that will be distributed in June. As we will discuss and 
complete these actions in the coming week, I will explain what I will do and how it is in-line with legislative requirements and our Recruitment 
policy (E24). 
 
When I meet with Carla, we will discuss the content for the leaflets; it will be on-brand, not too wordy and contain images/photographs of F&B 
employees enjoying their work. The leaflets need to be non-discriminatory such as not contain wording that implies the sex or age of a 
candidate in-line with the Equality Act 2010. It is important for your leaflets to attract attention and be appealing to read otherwise people will 
ignore them and it will be a waste of time and money (Freeman, 2021).  
 
As I already have an understanding of the Reach process I can get started with assisting with progressing and rejecting candidate’s in-line with 
the recruitment policy straight away. This process includes responding to feedback requests from unsuccessful applicants, recording internal 
feedback from hiring managers and ensuring references are up to standard before confirming candidate hire.     
 
Whilst Bluestone’s recruitment policy doesn’t specify how long the whole process should take from creating a job position to on-boarding, 
most roles at assistant level take about 1 month to fill from start to finish. Depending on the role and how easy it is to fill, the process can take 
anywhere between 3 ½ weeks to 2 ½ months from start to finish (How Long Should A Hiring Process Take? - Prevue HR, 2017).  
 
As the door drop isn’t until June that leaves Carla and I with about 1 week to create content and add pictures to a leaflet; week 2 will be to get 
the draft sent to and approved by Marketing, and then by the Head of F&B & Director of People Services; week 3 will consist of getting the 
leaflets printed and distributed. I used these measurements as this is how long each stage took when we did a similar process for 
Housekeeping Assistants in 2019; E37 is a Facebook post that mentions the leaflet drop and advertises the Housekeeping role. 
 
As this is a priority with time restrictions attached, I will need to set other work aside in my usual role to assist Carla with this. We will need to 
ensure it is completed in a timely manner to avoid delay and a knock-on effect to the F&B department.     
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3.6 Reflect on the effectiveness of the resourcing activity in meeting required objectives and report back to stakeholders. 
 

As I have not fully completed this process my reflection will be based on how I perceive the activity objectives will be met.  
 
E38 shows a recent social media post advertising the F&B roles available that had been shared 26 times since 6 May 2021. With the door drop 
happening in June, this will reach hundreds more people who may not have social media access or follow the Bluestone Careers page. The 
‘refer a friend’ scheme may also become more popular with current employees as interest increases through the door drop initiative and social 
media posts. Hopefully though this extended process the recruitment campaign for F&B will attract attention and reach hundreds of potential 
employees who will apply and be successful in securing a role with Bluestone. 
 
My involvement so far has included meeting with the Head of F&B to discuss recruitment concerns, then to assist with the Reach recruitment 
system and to create content for leaflets as a result. Since the initial meeting where concerns were raised on the 4 May 2021 a lot of proactive 
and reactive tasks have taken place such as: 
 

- 6 May - Social media Post advertising jobs in F&B (E38) 

- 13 May - Family Newsletter screen-shot advertising extra hours in F&B & refer a friend scheme (E16) 

- 14 May – Internal Communication regarding which F&B outlets are opening due to covid rules relaxing. This includes outlets that need 

to remain takeaway only due to staff shortages (E20) 

- 14 May – Job descriptions for F&B available roles reviewed and made more appealing (E29, E30 & E31)   

- 14 May – Recruitment update stating what actions are being taken to address the recruiting issue in F&B (E33)      

- 14 May – Plan initiatives with Carla to assist process (E36) 

- 15 May – Email from Director of Operations requesting help from other departments (E40) 

Each action so far has taken place in a timely manner so with continued momentum the leaflets will be created, approved and delivered in 
June which will result in more applications. Other than the marketing video and reviewing pay and benefits, the recruitment campaign is 
almost complete; a ‘refer a friend’ campaign poster has also been created to support recruitment for F&B (E39) and an email from the Director 
of Operations asking for assistance from other departments has been circulated (E40). E41 shows the ‘total staff required’ in February 2020 as 
minus what is needed; after the recruitment campaign in July the ‘total staff required’ is slightly higher than the total staff required (E42). 
Whilst this is a campaign for Housekeeping and not F&B, it shows the effectiveness of these campaigns in attracting staff.   
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In my opinion, I do think this process if effective but in the long-term, if pay and benefits are not addressed and altered to be competitive with 
other similar companies this may be a reoccurring issue with recruitment for Bluestone. Other things I think we could improve on to attract 
more talent is to be known as a great employer and include other employees in the recruitment process; these things may fall in place 
naturally if pay is increased and benefits are reviewed with employees. Without talented employees, the business is unable to achieve its goals 
to it is important to get the recruitment process, resourcing and talent planning processes right (Heathfield, 2021b).    
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