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Personal statement – Learning outcome 1  

1.1 Assess how and to what extent the organisation undertakes workforce and talent planning.   

1.2 Analyse internal and external information relating to the organisation’s future people and skills needs and the 

availability of talent.  

1.3 Assess the extent to which current organisational planning activities are addressing potential needs. 

I have worked at Tai Tarian housing association since 2017 and within that time there has been little change in 

succession planning. There is no formal process, but I am aware that it does go on, especially at a higher senior 

management level.  Within the performance management system (Taylor,2014) there is a management tool to use, 

called the “ 12 grid – career management framework” (EV1) , it is a matrix which gives managers a foundation for 

feedback, and a tool to check your observations/ratings to ensure fairness and objectivity. This can identify if a 

person is achieving above and beyond their role and is suitable to progress but even though this is identified there is 

nothing to follow this up. After speaking with managers across the organisation there seemed to be some common 

opinions – this tool is a bit of a waste of time and it could be perceived that progression and promotion is given 

based on if you are “liked” by certain influence members of the senior management team, which is causing 

frustration and low moral to breed within the organisation (Andriotis,2016), (EV2, EV3, EV4).  

The HR team have been working closely with managers to encourage a people planning thought process, this is 

through one-to-one catch ups to discuss their teams and during recruitment planning. This is the main thing that has 

changed– managers are now considering the bigger picture of succession and talent planning. The HR team are 

currently working on preparing their own people plan (EV5). 

Tai Tarian recruits on a “as and when needed basis”, if someone has handed their notice in or if it has been known 

that there will be a need for future recruitment and is generally portrayed by managers to be an urgent task. This 

can be frustrating for all involved, the process can take longer than a manager has considered, but if HR had been 

informed straight away the team could plan and get things moving quickly. This also effects the advertisement of 

roles, particularly in relation to promoting the roles on social media – less time, means less detail and thought to 

attract talent to the organisation (EV6).  

During recruitment, an advert is written by the HR team based on communication with hiring managers on what the 

role / job entails and the ideal candidate for the role  along with considering what is written in the role profile.  

When considering best practice, it is key that job descriptions and person specifications are as accurate as possible 

to avoid “unrealistic expectations” (Taylor & Wilkinson, 2016) of both employers and employees in the future.  

Within a job description, Job title, salary, location, times/days, and total hours to be worked, along with a summary 

of the main purpose,  role duties and expectations of the job. A person specification generally provides further 

detailed information which relate more to the type of person that would be best suited to the role, in areas such as 

skills, experience, education , qualification and personal qualities  and also highlighting if each mentioned is an 

essential or desirable criterion (Taylor, 2014). I considered Tai Tarian’s role profiles – we do not have person 

specifications, but I could see that the role profile does include the specifics of a person specification, as mentioned, 

so in this case, they are in one (EV7).  

When writing the advert, the HR team ensure to promote the values and behaviours (EV8) of the organisation, which 

are Honesty, Teamwork, Professionalism, Teamwork, and Communication,  this shows potential employees the 

organisations expectations. These are often a focus within interviews where questions asked are based around the 

candidates giving example of times when they showed these competencies and how they dealt with a particular 

scenario (Taylor, 2014), which is considered best practice, often referred to as “competency frameworks”. The 

adverts also promote the recent corporate plan of Tai Tarian , showing the organisations focus on the future of a 

Sustainable Homes; Sustainable Communities; and Sustainable Planet (EV9,EV10,EV11). 

Candidates are asked to provide a CV or within certain roles we have introduced specific questions to also be asked 

alongside sending in a CV. This has helped with roles that either require a specific skill set or for roles that we get 
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many candidates apply for, such as lower-level admin roles. All candidates are shortlisted based on the same criteria 

to ensure a fair and consistent approach (CIPD,2020) (EV12,EV13). 

Prior to the pandemic of coronavirus all interviews were taken face to face based at the head office of Tai Tarian, 

during restrictions recruitment continued to take place but all interviews were completed via zoom video calling. 

Recently this has now reverted to face-to face interviews, with feedback from hiring managers confirming that they 

find this much easier due to poor interview connections and being unable to read body language form candidates 

(Taylor,2014).   

Occasionally the hiring managers will choose to use tests, exercises, or assessments to test the skill level of 

candidates, along with using personality tests, such as Prevue  to support decision making, although whilst these are 

helpful tools, from a candidate perspective they can be an in-personal experience (CIPD,2020).   

Recent Exit interview data and Analytics of the workforce have showed that Tai Tarian has an aging workforce (EV14) 

, and the largest percentage of leavers comes from those retiring (EV15) – which is something that many 

organisations are facing due to the retiring of the age group of those born between 1946-1964, referred to as the 

“baby boomers” (CIPD,2018). This is revealing that the organisation does not have  enough persons available to fill 

the gap left by these persons. These tend to be Trade roles such as Electricians, Plumbers and Building Surveyors. It 

has also been highlighted by managers and recent candidates from advertisements, that these roles within Tai Tarian 

cannot compete with the salaries other organisations can provide(EV16,EV17,EV18). Previously, employees had 

attractive benefits such as access to the Local Government Pension Scheme and 31 days annual leave per year, since 

2016 the organisation no longer offers this. The pension scheme is now significantly less, along with only 25 days 

yearly annual leave entitlements. It seems that the past year and the effects of covid have exasperated this situation 

in one way or another . Those employees  nearing retirement age or at retirement age have chosen to retire – 

whereas prior to the pandemic we found that employees would choose to stay on with the organisation. Also, 

construction appears to be the most un-effected sector (ONS.gov.uk,2021) with demand increasing for these roles - 

in turn competition has grown and the salary gap becoming increasingly evident .  
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Personal statement – Learning outcome 2 

2.1 Make reasoned recommendations for how the organisation can maintain an appropriate number of people 

with the skills required by the organisation. 

Recent Exit interview data shows that the organisation is losing a high proportion of talent due to pay and benefits 

and lack of promotion opportunities, this along with the high volume of staff retiring is placing a worrying time on 

the organisation (EV15). The talent loss due to pay and benefits is being highlighted by various managers and the 

senior management team informed but, nothing has changed, and Cappelli (2015) states “businesses may very well 

wait for labour to become scarce again before looking to HR for meaningful support”. This is evident through our 

recent recruitment, showing that the organisation will continue to struggle unless a plan is put in place 

(EV16,EV17,EV18). But the lack of promotion opportunities highlighted from the leavers exit interview data suggests 

that the organisation is missing something and losing talent as it is not being recognised. This is further highlighted 

when considering Tai Tarian’s attrition rates compared to that of the Community Housing Cymru (CHC), (EV20). The 

CHC provide a comparison against all Housing Association’s in Wales, so gives us a realistic benchmark for where we 

should be (chcymru.org.uk,2020). 

Minimum Wage and tax rates have continued to rise over the past few years, but the Welsh Government has only 

allowed for low increases to rent, meaning a short fall to the organisation as rent is the largest income. With 

increasing demand to provide quality low cost, energy efficient housing more pressure is put on the workforce, along 

with the inability to offer competitive salaries - as found recently be the “Annual Community Housing Cymru report 

of Welsh Housing Associations” (chcymru.org.uk,2020). HR will need to focus on promoting employee benefits and 

incentives (Bingham,2016). The organisation is not able to increase its salaries at present so considering this I looked 

at the following points, that I considered to be the most realistic and cost efficient:  

• Internal promotion and upskilling current employees / new recruits via development of 

trainee/apprenticeship programs 

Tai Tarian offer financial support with training and study (EV19) – this should be highlighted,  potentially it may cost 

less to support an internal colleague to upskill than the cost of a new hire – who also will not know how the 

organisation works like an internal colleague. This could be part of a retention strategy going froward  – reviewing 

and highlighting what the organisation can offer, in relation to study support and then promoting upskilling of 

current employees for potential succession planning.  This could be linked in with more training and apprenticeships 

programmes, which Tai Tarian have done but no plan after the initial period (successful candidates are taken on with 

a fixed term contract in this circumstances) so people do this, get the training they need and leave (Wilkinson & 

Taylor,2016) succession planning needs to be in place for this to ensure they are kept, and monies not wasted.  

The use of Trainee and apprenticeship Programs could be implemented to combat the issue of high rates of 

retirement within the organisation, if implemented correctly those coming up to retirement could be used as mentor 

to these employees , utilising their experience and passing knowledge to mentees for them to develop and fill these 

roles when needed. The expensive may also be less as government grants are available in some circumstances for 

organisations who employ on this basis (through apprenticeships etc). They will also be employed at a lower rate 

keeping cost down once again and help with the harder to fill roles within the organisation.  

• Social media 

At present the HR team ask the communication team to highlight the roles we have available and share on 

Facebook. These do not promote or encourage people to apply for the roles – this is a very basic notice of the jobs 

(EV6). Going forward the HR team should take ownership of this as they have the detail and background to these 

roles from planning with the managers. using platforms such as linked inn, conserving where persons would look for 

certain types of jobs – for example IT specific roles may have a tailored website for their roles (Taylor,2014).  

• Employee branding / Employee Value Proposition (EVP) 
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To give an organisation the best chance at attracting and retaining talent it should aim to be an “Employer of Choice” 

(www.coachmentoring.co.uk,2020), unfortunately, Tai Tarian are not in a position to be this – although throughout 

the pandemic the organisation were able to top up the salaries of those on furlough to full pay, not make any 

redundancies and continue to recruit (www.taitarian.co.uk). This shows job security, so could be considered as an 

“Employer of Values” - cannot pay well  but awards employees with job security and is also ethically sound in relation 

to the future by supporting a carbon neutral and eco-sustainable future going forward (Higgs,2004). This can be 

considered a positive when looking at Tai Tarian’s “Employee Value Proposition” (EVP), (Keller & Meaney,2017) in 

comparison to others. This can help support the case for attracting and retaining talent going forward. This is via 

currently being promoted via Facebook (EV23)  but further development and  promotion, with a drive of job 

advertisement linking all these things will increase the organisations branding, also highlighting its values and 

behaviours (Taylor & Wilkinson, 2016),(EV8).  

• Delivery of a formal “People Plan” 

As mentioned, Tai Tarian recently delivered its latest Corporate Plan (EV9) which focuses on “Sustainable Homes; 

Sustainable Communities; and Sustainable Planet”. The plan was delivered by the Chief Executive of the organisation 

and there was a clear link missing – the “People Plan”. Considering that there is informal succession planning taking 

place this could have been an ideal time to put a formal process to try to elevate some of the low moral caused by 

the appearance that this is done on an if you are “liked” basis (Andriotis,2016), (EV2,EV3,EV4). As the HR team are 

currently developing their own “People Plan”, (EV5) when completed,  this could be brought the Senior Management 

Team with the view to launch officially across the organisation. 

• Role Profiles 

The feedback I have had from managers is that the role profiles give a very broad overview of the roles with no 

specifics. This was highlighted on a recent recruitment where the same role profile is used to cover various trade 

disciplines, I feel this is not best practice and will at some point cause frustrations in the future (Allen,2008), (EV21, 

EV22).  

• Preparation for planned future recruitment to attract the best candidates 

There are recent expectations set by the Welsh Government for Housing Associations to provide eco-friendly homes 

and become carbon neutral as an organisation. To deliver this the organisation has recently created several projects 

and is currently going through a lot of restructuring at higher level roles, with new roles created to support this going 

forward.  Even though this planning has taken place at SMT level for a few months, there has been no information 

passed to HR to prepare, and now is considered an urgent task. Going forward careful planning and inclusion of HR 

at the Senior Management table (Cappelli, 2015) when planning these roles will benefit all,  give time for HR to 

prepare suitable recruitment strategies, with detailed knowledge from being involved on what the role entails. 
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Personal statement – Learning outcome 3  

3.1 Identify and explain the rationale for a specific resourcing activity within the organisation.  

3.2 Agree roles and responsibilities with other contributors to the activity.  

3.3 Identify organisational procedures and legislative requirements which underpin the activity.  

3.4 Plan and prepare for agreed role, ensuring the availability of any materials or resources required.  

 3.5 Undertake agreed role in a timely and accurate manner, in line with organisational procedures and legislative 

requirements.  

3.6 Reflect on the effectiveness of the resourcing activity in meeting required objectives and report back to 

stakeholders. 

During the implementation of the current Applicant Tracking System at Tai Tarian it became evident that not only a 

guide of using the system was needed but basic mangers guidance in relation to recruitment (EV25) and a plan to 

follow during recruitment planning meetings (EV26) between HR and the recruiting managers (no current tool in 

place to capture information resulted in many emails back and for to clarity details about each role). The skill level of 

managers in relation to recruitment varied and there was a high lack of basic knowledge – especially in relation to 

the legal implications of not following a fair and clear practice, which undoubtedly put the organisation at risk.  

To overcome this, myself, as the lead, devised a recruitment process guide (EV25), and a recruitment planning 

meeting template tool (EV26). Both incorporated the objectives – how to use the system , brief notes of recruitment 

in general and a document to capture all information for both managers and HR in relation to specific recruitment of 

each role (EV24).  

I devised the recruitment planning meeting template (EV26) to support managers during the recruitment meeting to 

ensure the HR team are using the same approach and given the same message to all and to use as a basis to 

encourage management contribution and thought process, instead of being told what to do, highlighting 

expectations of hiring managers and responsibility of HR. Points are discussed to understand what the job entails 

and detail what expectations the manger has of those filling the role. Job profiles are looked at and amended on 

what is needed, encouraging managers to really think about the role and the qualities candidates need to succeed 

within it. At this point shortlisting criteria is discussed, highlighting that all candidates need to be scored based on 

the same questions and the importance of quality interview questions.  

The recruitment planning meeting template has helped bring focus and encourage managers to be mindful of the 

fact that Tai Tarian does not have a consistent or objective way of evaluating performance and  potential, 

encouraging an objective way to plan and structure for succession. This is also then supported by the recruitment 

procedure devised and then sent to managers in a follow up email with the completed recruitment planning meeting 

template tool and interview notes template devised to support managers  (EV27, EV28). I have encouraged feedback 

form managers throughout this process to ensure these tools are beneficial and I can incorporate changes and 

suggestions as required (EV29). 

The recruitment process guide sets out clear expectations for all parties within the recruitment process (EV25, page 

22/23), throughout is also highlighted best practice (as per CIPD and ACSAS guidance) and highlights any legal 

implications from not following through the correct process. The organisation is bound by set legislation, including -

The Housing Act, 1996, specifically a clause named “Schedule 1” (legislation.gov.uk,2021), this ensures that suitable 

provision and risk assessments are put into place when employing a tenant or those with a close relationship to 

employees already working at  the organisation, along with any related Employment law (Daniels,2019). 

The purpose of this procedure is to help the organisation recruit in the most effective, timely, cost effective and 

safest way possible. It highlights throughout that all recruitment within Tai Tarian should be/is: 

• Evidence based, ensuring all decisions are taken on merit as measured against the criteria of the role profile 

• Candidate-centric - relevant, timely and fit for purpose  
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• Fair, without bias, in line with all relevant legislation, with commitment to applying its equal opportunities 

policy at all stages of recruitment and selection 

• Rigorous, systematic, and cost effective 

(taitarian.co.uk,2021).  

This is in line with best practice guidance from credible sources such as ACAS and the CIPD.  

When planning to develop the documents I ensured to plan my diary effectively , making sure I was able to support 

the team with business as usual, working around other team members and if they had urgent tasks to complete. This 

project did not have a monetary cost to the organisation as I had all the tools I needed to hand. The main resource 

used was my time. Luckily, I was able to carry out he task effectively and in a timely manner for these to be ready to 

be delivered with the official roll out of the Applicant Tracker System, which was the goal.  

During the initial stages of implementing the Applicant Tracking system , along with the tools / procedure devised it 

was planned that we would develop and run more advanced recruitment training for managers. Unfortunately, due 

to the covid pandemic hitting shortly after the release of this initial guide this was put on hold due to other priorities 

coming to light. 

During this time as priorities changed across the organisation, including furloughing around  half of the staff across 

the organisation, recruitment did slow down considerably. The team and I have continued to meet with managers 

via zoom video calling on a one to once basis and, the time spent in these sessions has been extremely valuable and 

we have had the opportunity to discuss advanced recruitment skills on an ad hoc basis, this has set a positive stance 

to now begin the delivery of formal advanced training. Managers are more interested , asking to develop their skills 

in this area with more advanced recruitment training and thanking the HR team to help them devise a more long-

term vison for their teams in relation to succession planning (EV30). Therefore, both documents created more than  

met their proposed objectives, confirmed by stakeholders involved (EV29).   
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EV1 
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EV2 

I asked 3 managers from different departments within the organisation some specific questions: 

Summary of conversation with manager 1:  

Manager 1 is an Inspector with 8 direct reports , within the trades department. They have been a manager 

with Tai Tarian since Feb 2020, previously employed as an Electrician with Tai Tarian since Aug 2018. Prior 

to this they had some experience as a supervisor and acting up manager position in a previous role 

elsewhere.  

What are your thoughts about succession planning in the organisation? 

If I am going to be very honest - I get the impression that if you are liked by the senior management team 

and your face fits you will get promoted.  

Are you aware of a formal succession planning process in Tai Tarian  ? 

No I haven’t come across anything – but I haven’t had any formal management training since becoming a 

manager in Tai Tarian so maybe there is but I’m not sure . 

Do you use the 12-grid career management framework tool within your performance management 

meetings with your team ? 

Sorry – I’m not sure what that is. 

Have you had any recent experience of recruitment within Tai Tarian? 

yes, I recently recruited for an Electrician for my team. 

If yes, how did you find the process ? 

It was really easy, thank you for your support in throughout – as you are aware I didn’t have any 

experience before this.  

Do you have any ideas on how the recruitment process could be improved ? 

it isn’t the recruitment process that needs improving, it’s the fact that Tai Tarian salaries are very low for 

Electricians in particular, we didn’t have many suitable applications, I actually invited 5 people to interview 

but then 3 dropped out and they all said the same in the end – that  the sally was too low.  

Within you team do you have any concerns in relation to future people planning ? 

I’ve got 2 employees coming up to recruitment age, given the last recruitment I really don’t think we  will be 

able to get more suitable people interested if we don’t up our game in relation to pay. 

Do you have any other comments / feedback / suggests in relation to people / succession planning ? 

Only what I have already said really, in my team in particular,  I think it is a cause for concern.  
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EV3 

Summary of conversation with manager 2:  

Manager 2 is a team leader of 15 staff, within the Housing department at Tai Tarian since Aug 2016. Prior 

to this they worked in a manager position at a different housing association. 

What are your thoughts about succession planning in the organisation? 

Compared to where I last worked there does not seem to be much planning really.  

Are you aware of a formal succession planning process in Tai Tarian  ? 

no not at all. 

Do you use the 12-grid career management framework tool within your performance management 

meetings with your team ? 

Yes . its good , but would be even better if there was something in place for those who hit the top target of 

“Working over and beyond their current role” … it just seems like something is missing you know ? 

Have you had any recent experience of recruitment within Tai Tarian? 

not recent , it was a while back now.  

Do you have any ideas on how the recruitment process could be improved ? 

When I did it the process was painful if I’m honest, but I know you have had a new system in and I’ve 

spoken to other managers and they have said its mush better now. 

If yes, how did you find the process ? 

n/a. 

Do you have any ideas on how the recruitment process could be improved ? 

n/a. 

Within you team do you have any concerns in relation to future people planning ? 

Not immediately, but some of my team will be looking to retire the next few years and the skill set of the 

roles are specific to working in a housing association and really within Tai Tarian, so they will be difficult to 

replace. 

Do you have any other comments / feedback / suggests in relation to people / succession planning ? 

With potential retirements within my team, I have been thinking about the potential of developing a 

trainee programme with the view that they will then success into the roles of those retiring. With no 

formal plan for this type of thing in place at Tai Tarian its currently a bit of a working progress, but 

hopefully something will come of it. 
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Summary of conversation with manager 3:  

Manager 3 is Senior operations manager with 12 direct reports, within the Assets department at Tai Tarian. 

In this role since Nov 2017, previously employed as a team leader  with Tai Tarian since March 2011. Prior 

to this they had 10 years’ experience as a supervisor in a previous role with a different organisation. 

What are your thoughts about succession planning in the organisation? 

It’s definitely something I consider but it’s not really something I do to much of because you never know 

what’s going to happen – I’m losing loads of my inspectors in particular at the moment to the voids 

department – they don’t have to manage so many staff or deal with customers in empty void properties do 

they – and they get paid the same so don’t blame them. 

Are you are aware of a formal succession planning process in Tai Tarian  ? 

no not really .. its always kind of been you see potential and try to encourage it really for employees to 

progress.  

Do you use the 12-grid career management framework tool within your performance management 

meetings with your team ? 

I have done but then there’s no plan in place after that – for example I have had a few staff that have hit 

the “you’re working above and beyond your role” category and that’s it then , unless a job comes up, they 

can go for there’s no other succession plan to get them there, and it’s not guaranteed they get it anyway – 

it’s a bit daft really.  

Have you had any recent experience of recruitment within Tai Tarian? 

Yes – loads. like I said I have lost loads of Inspectors lately, so I have had to recruit to replace them. 

If yes, how did you find the process ? 

It is easier to be fair – it used to be a nightmare but since this new system has come in much easier, I’ve got 

to say.  

Do you have any ideas on how the recruitment process could be improved ? 

No not really.  

Within you team do you have any concerns in relation to future people planning ? 

It is a bit of an issue of mine now, we recruit all these people , train them up - do all the hard work and then 

they get a job in voids and were starting again then. I do understand why but we need to do something to 

try and even the playing fields - so to speak. I am not sure if that is giving the Inspectors in my area more 

money or what, but somethings got to give.  

Do you have any other comments / feedback / suggests in relation to people / succession planning ? 

Only what I have said earlier – I suppose having a formal succession plan in place may eliminate some of 

these issues.  
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Tai Tarian - Employee Leaving Reasons  Jan - April 2021

Better pay and benefits

Lack of promotion opportunities

Personal - need for change

Retirement
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RECRUITMENT PLANNING MEETING WITH MANAGER  

Role title:  

Manager name:  

HR Representative:  

QUESTION ANSWER 
Why has this vacancy become available? If replacement, who for?  

Is the job title appropriate for external candidates (i.e. will external candidates 
know what the job is)? 

 

Is this role permanent, fixed term* (if so, how long) or temp (temp is less than 
six weeks)? 

 

If the role is fixed term, advise Manager that the following will be included in the advert:  
 
*Please note that should the post be made permanent in the future, any existing post holder who has passed their 
Action Plan for Success will be offered the permanent role. No selection process will take place. 

Is the role part time, job share or full time? 
If part time or job share, how many hours/days worked per week? 

 

Location/Base – where will the majority of time be spent working? 
Please note that we can add both Ty Gwyn and homeworking to the advert as 
location should this be required 

 

What cost centre should the role go against? 
 

 

Does this role manage people? If so, which roles?  

Does this role have budget on P2P?  

Who will be the Hiring Manager? 
Who will be the Line Manager? (should be one and the same as Hiring 
Manager)?  
 Who will involved in shortlisting? *Check if they have access right to the ATS 
or not. 
Who will be involved in first interviews? 
Who will be involved in Assessment/second interview? 
 

 

Has the relevant Director given their approval to recruit? Is approval on email 
or business case? (need a copy): New hires only. (For backfills, ensure Deputy 
Director or HOS is cc’d in on initial emails). 

 

Is there an up to date role profile? (cant proceed without one)  

What is the grade of the position? Has the role been through an IPE 
process?The starting salary for the role should always be the 2nd scp point from the bottom of 

the relevant grade, ensure the Manager is aware of this. 

 



75 
 

Following successful completion of an Action Plan for Success, the salary for the role will increase to the penultimate scp in the relevant 
grade, ensure the Manager is aware of this. 

Is a DBS check required for this role (seek guidance from HR if unsure, IHM, UC 
and FIT currently DBS’d)? 

 

Is Health Surveillance required for this role? (i.e. HAVS, Audio, Skin and lung)  

Is this role a White Fleet driver* (see guidance below)? 
 
This needs to be added to the role profile, advert and a pre employment 
driving assessment must be undertaken. 

 

Is this role a Grey Fleet driver? 
 
This needs to be added to the role profile, advert and business use insurance 
will be required before the person is allowed to drive. 

 

What are the start and finish times for this role (this should be reflected in the 
role profile and should be consistent with other positon across the 
organisation?) 

 
 

Does the role fall under the flexi scheme?  

Method of application will be CV and possibly covering letter.  

Closing date :  

Should be advertised externally as well as internally?  

Where should this role be advertised externally (i.e. websites, publications, 
notice boards etc.)? 
AND/OR 
Where would candidates from this industry, profession or with these types of 
skills/background look for this type of role? 

  

Discuss potential involvement of recruitment agencies (justification is required, this will be subject to HR 
approval and only for Senior or “hard to fill” roles) 

What date will shortlisting take place?  (see timeline) 
 

 

List 4-5 key shortlisting criteria for shortlisting stage 
 
 

 

What dates can be agreed for first interview? (see timeline) 
 

 

 
List 4-5 key competencies for first interview stage 
 

 

What date can be agreed for second interview (Assessment Centre)? (see 
timeline) 
 

 

List 4-5 key competencies for second interview (Assessment Centre) stage 
 
 

 

What initial ideas for the second stage Assessment Centre of the recruitment 
process does the Manager have (link back to role profile)? i.e.  
Competency based interview (mandatory) 
Group event 
Psychometric assessment?  
 

 



76 
 

 

* Drivers Guidance: 

“Is it permissible for an employer to state in a job advert that applicants must hold a full driving licence? 

Provided that driving is an essential part of the job being advertised, there should be no problem for an employer in stating in a 

job advert that applicants must hold a full driving licence. However, such a provision will discriminate against people with certain 

disabilities, for example epilepsy, that mean that they cannot hold a driving licence. Section 20 of the Equality Act 2010 imposes 

a duty on all employers to make "reasonable adjustments" to any provision, criterion or practice that places a disabled person at 

a substantial disadvantage in comparison with people who are not disabled. 

An employer that is considering imposing a requirement that job applicants must hold a driving licence should, therefore, 

consider first whether or not it is necessary for the job-holder to drive. If it is not necessary, for example if the job-holder could 

adequately perform the key duties of the job without driving, then the provision should not be included in the job advert. Even if 

driving is considered necessary for the job, if a disabled person who does not hold a driving licence, but who is otherwise 

suitable for the job, applies for it, the employer should at that point consider whether or not it would be reasonable for it to 

waive the requirement for a driving licence. It might be possible, for example, to arrange for the employee to travel on business 

by some other means or to transfer the driving duties to another employee. If an otherwise suitable job applicant is rejected for 

the job because he or she cannot drive, and if such alternative arrangements would have been reasonably practicable, then the 

rejected applicant would be able to succeed in a claim of disability discrimination.” 

 

Source: https://www.xperthr.co.uk/faq/is-it-permissible-for-an-employer-to-state-in-a-job-advert-that-applicants-must-hold-a-

full-driving-licence/61457/ 

REMINDERS: 

• Ensure Manager is made aware that without appropriate information being input into the ATA at relevant stages of the 

recruitment process (see below), HR will be unable to progress vacancy any further.  

 

Job design stage: Up to date role profile with confirmation of IPE approval must be returned to 

recruitment@taiarian.co.uk. Without this the vacancy will not be advertised. 

 

Job design stage: Manager must make time to meet with HR to complete Recruitment Planning form 

recruitment@taiarian.co.uk. Without this this vacancy will not be advertised. 

 

Shortlisting stage: Manager must shortlist with consistent criteria for each candidate and input the criteria in the notes 

section for each applicant on the ATS.HR will sense check and contact Manager for clarification if not appropriately 

filled in. Without the shortlisting criteria being appropriately completed and returned, interviews will not be organised. 

 

1st Interview stage: First Interviews notes (See First Interview Document) must be completed for all candidates and 

candidate and input the criteria in the notes section for each applicant on the ATS.HR will sense check and contact 

Manager for clarification if not appropriately filled in. Without these interview assessment notes being appropriately 

completed and uploaded onto the ATS, 2nd interviews/Assessment Centres cannot be organised. 

 

2nd interview/Assessment Centre stage: Second Interview notes (See Second Interview Document) must be completed 

for all candidates and returned along with completed Assessment Outcome sheet to recruitment@taiarian.co.uk. HR 

will sense check and email back to Manager for clarification if not appropriately filled in. Without these documents 

being appropriately completed and returned, an offer of employment will not be made and no paperwork will be issued 

to the successful candidate. 

 

• Remind Manager of schedule 1 requirements (i.e. may delay offer if schedule 1 clearance is required) 

• New starters only to start work on Mon or Tues (if bank holiday), no other day 

• Remind Manager of HAVS surveillance if their role requires it (will need to have HAVS clearance in order to start) 

• Remind Manager of Audio surveillance if their role requires it (will have Audio surveillance shortly after they start) 

• Ask Manager to begin developing First Interview Questions (to add to first interview template) 

• Develop Recruitment Timeline as per dates recorded above and book rooms with Manager invited 

mailto:recruitment@taiarian.co.uk
mailto:hr@taiarian.co.uk
mailto:hr@taiarian.co.uk
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