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Task one – written advice (recruitment and selection)
AC 1.1: The employee lifecycle is a HR model that will track the entire journey and steps that an employee will take in an organisation. The model includes six fundamental steps which are attraction, recruitment and selection, onboarding, development, retention and separation and they all play their own vital role. 
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(CIPD, 2023). 
Research has shown that organisations ‘with effective life cycle management practices achieve 24% higher employee engagement, resulting in a 21% increase in productivity’ (Culture Monkey, 2023). Investing in each step helps to create a happy and healthy work environment where employees feel valued for their contribution. According to Waite et al. ‘People practitioners have a vital role to play in enhancing the employee experience through these stages’ (2021, p. 94). A people practitioner can contribute at each stage in the following ways:
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Attraction
[bookmark: _Hlk165924511]To attract talent, you need to stand out as an organisation and make yourself visible, appealing, and enticing. An organisation does this by having strong employer branding and values, this is ‘powerful as it promises a particular experience of work’ (Waite et al. 2021, p.95). The brand and values reflect an organisations culture and ethics and it’s vital that your values reflect your staff experience. A HR practitioner supports in this area by conducting comparative analysis and market research, writing accurate and detailed job descriptions, highlighting the key values and benefits the company has to offer and ensuring policies and procedures align with the company values. 
Recruitment & Selection
[bookmark: _Hlk165924580]This is all about ‘attracting the right people, for the right roles, at the right time’ (Waite et al. 2021, p. 96), and this process of matchmaking takes time and effort. HR support in this area by advertising both internally and externally and improving an organisations visibility by attending events such as job fairs. HR organise the interviews and utilise different recruitment methods which may include telephone screening to assess whether to proceed to interview, arranging a Coffee and chat for culture fit, a traditional interview, and an assessment. 
HR assist with the selection process by compiling selection records, providing notes for feedback, creating the scoring matrix and ensuring that the interview panel receive training on making fair nonbiased decisions which enable them to be objective and select the best candidate for the role but also protect the organisation from a claim of discrimination and protects the candidate from being unfairly treated. 
Onboarding
According to the CIPD, ‘An effective induction ensures that employees integrate well into, and across, their new organisation’ (2023).  The employees experience starts from the moment they accept the position. HR are the primary point of contact for the new starter, carrying out all relevant background, health and referencing checks, providing all new starter documentation, and drawing up the contracts. HR also assist with compiling the induction plan which informs the employee what their first weeks will look like, helping to build a positive psychological contract. HR also deliver the local induction whereby they introduce the new starter to their colleagues, workstation, evacuation and health and safety procedures. 
Development                                             
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Description automatically generated]Learning and Development is a key function of HR, and this stage is important as it ‘allows employees to become more competent in their role’ (Waite et al. 2021, p.100). A HR practitioner supports this function by identifying training needs and developing initiatives to address them. They do this by arranging opportunities for new recruits to shadow more experienced employees, providing guidance to line managers in mentoring employees and putting in place performance improvement arrangements where necessary, organising both in person training and e-learning modules and ensuring employees attend these to ensure the employee is compliant, keeping accurate records which can then be built into reports. 
Retention
Many factors influence whether an employee will stay within an organisation, these include both internal and external factors. Internal factors may include pay, employee benefits, recognition, work life balance and line management. External factors may include: the economic climate, personal matters, health and wellbeing and childcare. HR professionals try to retain employees by ensuring that all the stages of the lifecycle are carried out well such as by having a great onboarding process, providing training opportunities and fostering a positive and supportive work environment.  
Separation
This is the final stage of the employee lifecycle and can be voluntary or involuntary. HR assist by carrying out exit interviews as when these ‘are used to investigate the reasons for leaving, the interviewer should not be a manager who has responsibility for the individual’ (CIPD, 2024). If the employee does not feel comfortable being honest then the feedback won’t be accurate. Gathering accurate feedback is vital as it can be used to prevent resignations in the future. Sometimes the organisation will enforce terminations through dismissal or redundancy and in this case having a HR practitioners support is vital to ensure a fair and legal process in line with the Acas Code of Practice. In the event of a tribunal, the employers’ actions would be taken into account. 
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Description automatically generated]AC 1.2: A job description states the requirements and responsibilities of a position within an organisation. Job descriptions do vary from one organisation to another, but the standard features include ‘job title, reporting lines, purpose and main duties and responsibilities’ (Waite et al. 2021, p.105). 
Once the job description has been written up, you then need to outline the knowledge, abilities, and behaviours necessary to carry out the tasks and obligations of the job description. 
A job analysis is the systematic approach to informing the job description and person specification as it helps the organisation to understand the nature of the job by ‘identifying and determining the responsibilities and requirements in detail’ (Vulpen, no date). By breaking down the expectations, responsibilities, and potential competencies required within the role and researching similar roles, you can identify what needs to be in the job description and person specification. 
AC 1.3: For this role, one effective recruitment method could be direct advertising on job boards such as Indeed, which is globally the most widely used job board website, with ‘over 300 million visitors per month’ (Join, 2024). Advertising via this platform gives the organisation great visibility and attracts a wide range of jobseekers who receive a notification once the vacancy has been posted if it matches their search criteria. Indeed advertises any type of vacancy and is not niche which is appropriate when advertising a Sales Assistant position as a lot of the skills are generic and transferable from one position to another such as Customer Service skills and attention to detail attributes. You can include information about the vacancy, promote the benefits and applicants can apply direct without the need for a company website. 
Another method advisable for this type of role would be to promote it via social media platforms such as Facebook where you can run sponsored advertisements which ‘help you attract more workers to your open positions faster’ (Herendi, 2024). This method targets job seekers of all ages but particularly younger candidates who may be starting their career journey and looking for a retail assistant job. Advertising in this way also targets ‘passive candidates’ (Waite et al. 2021, p.109) who may not have been actively looking role a job but are attracted by what they see and then apply.
AC 1.4: Once the recruitment methods have been established, a copy will need to be written for the job advertisement, ‘good copy is essential for attracting the right candidates, setting expectations, and showcasing your organisation as an appealing place to work’ (Garland, 2023) so it’s important to take some time planning this out. The copy will need to include the position title, location of the role, essential information from the job description and person spec, the pay, name of the organisation and logo, any benefits offered, closing date and instructions on how to apply. The length of time that the advert will run needs to be decided on and a budget put in place.  On Indeed you can specify a budget per day, and it will advise how many applications this is likely to produce. Consideration will need to be given to the target audience, the advert should be friendly, catchy and concise so as grasp the reader’s attention and not appear too corporate. 
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Description automatically generated]AC 2.1: Selection has two main stages which are shortlisting and assessment. When choosing selection methods, it is important to consider ‘the role itself, available resources and the method’s validity’ (CIPD, 2023). 
For a Sales Assistant role, a relevant and effective method would be an informal interview with a few scenario-based questions, incorporating role play to test their knowledge and problem-solving skills. 
Another effective method could be a work sample test reflecting the tasks they would be expected to perform in the job. You could bring them onto the shop floor and observe them interacting with customers for example to gage their interpersonal skills. 
AC 2.4: Following the recruitment process, Clean Quarter Ltd should retain certain selection records to demonstrate the process has been carried out in a fair and objective manner. The following records should be kept:
Application records including CV’s and covering letters, Interview documentation such as candidate interview answers and the interview panels notes, the scoring matrix and assessment answers. If background checks or referencing was carried out before the interview, then these records should also be kept and so too should any correspondence.
For successful candidates and therefore employees, you must retain selection records for the duration of employment and for 6 years following leaving the position. 
For unsuccessful candidates it is important to retain selection records to provide feedback if requested and in case of a claim of discrimination. Candidates can bring a claim up to 3 months after the process so documents should be kept for this period. You may also want to keep this information on record for potential future vacancies, if so, you must advise the candidate of this. 
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Dear [insert name]
Re: Offer of Employment

Following your terview on [Insert date] with Jaspraet and Caraline, | m very pleased 10 offr you 3 posiion with
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{5) Ongoing right o viork i the UK, wihich we can check st any time. f you e found to e

i leava to remain inthe UK e may withdraw s offe without parice;
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Dear [insert name]

Re. Appi ant
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