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Purpose
This briefing paper has been created for guidance on the recruitment process at Help and Hand. It will also cover the importance of the employee life cycle and the different stages. There are many steps in recruitment and employing the right people for the roles available. This paper is designed to help line managers build their knowledge and prepare for these circumstances. 

(AC 1.1) Employee lifecycle and the part people professionals play.
According to Waite et al (2021, pp 94-95), There are usually six stages in the employee lifecycle, there may be other models that share more stages, but the key stages of the employee life cycle are Attraction, Recruitment and Selection, Onboarding, Development, Retention, and separation. In most stages people professionals have a role to play and add value to each part of the employee journey. Depending on the size of the organisation people practitioners will be involved some way in every stage. As people professionals we ensure the employee has a positive employment. For example, the recruitment stage of the employee lifecycle is the first interaction with the potential employee and employer. People professional’s role is to find a suitable fit for the available role and ensuring the recruitment process runs smoothly, this will include creating job adverts with managers, collecting CVs, and analysing them, arranging interviews, and negotiating offers. They would also be collecting and validating data such as completing right to work checks, this was shared by (Indeed, 2023). Another example of the role people professionals play in the employee lifecycle is ‘Retention’. Professionals would use engagement tools such as quarterly surveys to enhance employment engagement and gather feedback from employees, it is a great measuring tool to determine the likelihood employees will stay. Harwood (no date) shares that these tools enable us to address any areas of dissatisfaction and tracking employee satisfaction over time will avoid future losses. 

(AC 1.2) Preparing information for specific roles.
In many organisations, you will find there is a certain procedure in place that must be followed when starting recruitment for a new position. This is called an ‘Authority to recruit’ process and involves specific steps to be made before starting the initial process. Managers who would like to recruit must have approval to recruit for a specific role so they would usually go through an application process such as specifying the role they want to recruit for, a reasonable explanation on why they want to recruit and key information such as salary budgets. Once approved the recruitment process can begin this is explained by Waite et al (2021, pp 104-105). Gathering information for specific roles is usually referred to as a ‘Job analyses. This is where an in-depth job description can be created by gathering information with line managers, such as skills and responsibilities. Most modern organisations also include details on career growth, company benefits and compensation. A job analysis also is a very useful tool to use during an employment where it can be used in probation reviews, Main (2023). 
(AC 1.3) Different recruitment methods.
There are many different methods to recruit an employee, ultimately whatever these methods, there are two methods that fit all, which are recruiting external or internal. Dr Collins (2022), shares ‘The Advantages and Disadvantages’ of Internal vs External recruitment. He goes on to explain that choosing how to recruit for a position will depend on certain factors and answers to some questions like ‘how quick do we need to fill a vacancy?’. Some advantages of recruiting internal is that the employee already works for the organisation so this will be a quick turnaround. It also gives the employee an opportunity to develop. An advantage of recruiting external is you can specify a skill set and find the right candidate depending on this. How we recruit and the methods we use also need to be chosen carefully, there are tons of resources organisations can use to find the right candidate. For example, introducing an employee referral scheme not only sources candidates but incentivises current employees. This will also be seen as a company benefit. Another method is to use recruitment agencies, although they do cost the organisation, recruitment agencies do most of the work for you and have access to many tools for candidate searching, (Indeed, no date).


(AC 1.4) Content of copy and factors to consider.
Once a recruitment method is clarified, it is time to write a copy which is the contents of the job advertisement. It is an opportunity to introduce the company to potential candidates and to share details on why there is a need for the specific role. A copy is different to a job description. A job description shares details specifically about the role such as skills needed and responsibilities. Whereas as copy shares this and more such as the company brand, values, and opportunities, this is explained by Indeed (2022). The copy should include key features such as Job title, company overview, details from the job description, salary, key benefits, location and how to apply. If an organisation were exclusively recruiting internal then there would be no need to include a company overview, benefits and location, Waite et al (2021). A copy should be precise and represent the organisation with a positive imagine, it is important to use company branding and templates if available. 

(AC 2.1) Different selection methods and when to use them.
       Selection is when there has been a suitable amount of attraction to a job advertisement and there are several candidates to review for the next stages and preparing for what those stages are. It is important to note that selecting the right candidate for the role is key for a successful recruitment and overall business productivity. Choosing the wrong candidate can cost the business money and time, as described in ‘Recruitment & Selection Process’ (Two Teachers, 2020, 0:20). A typical selection process contains different elements of stages to select the right candidate, there may be tailored ways organisation to organisations but fundamentally all follow the same pattern. A first step would typically be line managers and the people professional department reviewing applications and would assess them against the criteria built in the job description. Applications can be compared to desirable and essential elements and eliminating applications that don’t reach the criteria, ‘HR Basics: Selection’ (GreggU, 2017). Once top candidates are selected, the next stages would typically be inviting a candidate to interview, this could be done either by an initial telephone screening interview or face to face. A telephone interview may be done by people professionals to screen candidates and make any right to work checks that need to be done prior interview. If the candidate is successful after the telephone interview, the organisation would invite the candidate for a face-to-face interview. Other organisations may include online questionnaires or tests to test a candidate on certain criteria that would be appropriate for the role. Larger corporate organisations, typically have more stages than a smaller organisation, this information was shared by BBC, Recruitment in Business (no date).

(AC 2.4) Selection Records that need to be retained.
       Organisations are required to retain recruitment documents for candidates, and how long for and reasons why is depending on if the candidate is successful or not. This is to protect the company against any claim or accusation made against the organisation. For unsuccessful candidates it is advised that recruitment records are kept for at least six months. Anything lower than this could be a fault to the organisation. Recruitment notes, CVs, interview outcomes, scoring and decisions are all forms of records we should be retaining. For successful candidates, it is advised to hold these records for the duration of the employment in a staff file, Information on retaining records can be found online (My Lawyer, 2023).  
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Office 1A
Cardiff Road, Cardiff
CF89 001
T: 02378493782
F: +3322990000
 Recruitment@helpathand.com

Monday 22nd May 2023

*Name and address*

Dear *Name*,

We would like to thank you for meeting with our team this week and interviewing for the position of ______.
We would be delighted to offer you the position of ________. For which we offer an annual salary of ______, paid in monthly instalments on the 30th of each month. 
We suggest a start date of _______ where you will take part in our onboarding programme. Our onboarding programme lasts 1 week, and your hours will be 9:00-17:00. Once you have completed your onboarding, your hours will change depending on your role. 
If you wish to accept the offer, please send a written acceptance to our email address HR@Helpathand.com or if you wish to speak with us directly to discuss, we can be contacted with the contact details above.
Congratulations! And welcome you to Help at hand. We wish you a long and enjoyable association with our company.

Yours sincerely,

*Sign by line manager*

Line manager name & Title / date 
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Help at Hand
Office 1A
Cardiff Road, Cardiff
CF89 001
T: 02378493782
F: +3322990000
 Recruitment@helpathand.com

Monday 22nd May 2023
*Name and address*

Dear *Name*,

We appreciate your interest in our company and the time you have taken to apply for the position of ______.
After interviewing a number of candidates for the position, we regret to inform you that you were not successful at this time.
Although you were not selected for the role, we will keep your record on file if you wish to apply in the future. 
We would be happy to answer any questions if you would like specific feedback about your application.
Thank you again for your interest in Help at Hand and wish you the best of luck in your job search.

Yours Sincerely, 	

*Line manager /HR Signature*

Name/Title/Date
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