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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.

| 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 | 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). | considered Tai Tarian’s role profiles — we do not have person
specifications, but | 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



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 .



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

e 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.

e 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).

e Employee branding / Employee Value Proposition (EVP)



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),(EVS).

e 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.

e Role Profiles

The feedback | 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, | feel this is not best practice and will at some point cause frustrations in the future (Allen,2008), (EV21,
EV22).

e 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.


http://www.coachmentoring.co.uk,2020/
http://www.taitarian.co.uk/

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).

| 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). | have encouraged feedback
form managers throughout this process to ensure these tools are beneficial and | 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:

e Evidence based, ensuring all decisions are taken on merit as measured against the criteria of the role profile
e Candidate-centric - relevant, timely and fit for purpose



e  Fair, without bias, in line with all relevant legislation, with commitment to applying its equal opportunities
policy at all stages of recruitment and selection
e 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 | ensured to plan my diary effectively , making sure | 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 | had all the tools | needed to hand. The main resource
used was my time. Luckily, | 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 | 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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Making a Difference

Qm‘_ Making a Difference Dialogue Matrix

MADD “12 Grid” - How to Use It

oo opa

1
2.
3.

Introduction:

1. Firstly, it's an “Action Matrix” - a foundation for feedback, action and growth.

2. It's to help you more clearly evaluate the contribution of each team member and explore how to get the best from them.
3. It's not about labelling people or putting them in boxes and keeping them there.

4. Itisatool to check your observations/ratings to ensure fairness and objectivity.

To use it before your MADD reviews

. Think about how you currently view your teams contribution. Try to record some examples about each person.

. Think about why you are more positive about some team members —what is it about them that gives you that impression?

. More importantly — what about team members that you find possibly frustrating or who you don’t feel a strong or empathetic working relationship?

. Look at the descriptions in the “12 grid” and find the rating that most aptly suits your view of where each team member is at this stage in their career.
. Then, use this surmmary as a platform to prepare each review in more detail.

After your MADD reviews

Remember:

Don't be abstract about career management — use the current role as a staging post but don't “label” someone — positively or negatively.
Around 75% of your team should be in the fulfilled category for the purpose of career management and managing succession planning.

The OD team will run “round table” calibration sessions by directorate after the process is complete to prepare action plans.
The key point about MADD is to generate development and improvement through action.
We will identify development candidates for succession following the completion of the calibration.

13
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| 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  am going to be very honest - | 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 | haven’t come across anything — but | 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, | 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 | 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, | 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, | think it is a cause for concern.

14
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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 | 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 | did it the process was painful if I’'m honest, but | 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, | 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.

15
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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 | consider but it’s not really something | 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 | 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 | said | have lost loads of Inspectors lately, so | 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. | do understand why but we need to do something to
try and even the playing fields - so to speak. | 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 | have said earlier — | suppose having a formal succession plan in place may eliminate some of
these issues.
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LEADERSHIP
DEVELOPMENT

= Talented Leaders
* (Coaching for success
* Leadership training
* Accountability for your

people

WELLBEING
* Engaging wellbeing
events

* Mental health focus

* ‘Valuable support for all

Tai

Tarian
Our HR People Plan 2020 -21

Making a difference to our people by working together

HR TEAM DEVELOPMENT

* Become great coaches

* Motivated for change

RECRUITMENT

PEOPLE ANALYTICS

* Develop KPI's

* Datato inform change

* Great reporting tools

* Evaluatation of outcomes

CULTURE

* Great place

Eroups

* Acting on en

(== & )
POLICIES &
PROCEDURES

+ Continuous improvement
* Simple and
understandable for all
* Management
accountability

* Legally compliant

Hiake a Diffarance
or-
2
PERFORMANCE
* MADD 100% completion
+  Meaningful reviews
* Purposeful feedback
* 12 Grid for being the best
we can be
* Planning for talent and

SUCCession
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All Posts People Groups
5 Tai Tarian
Tarian  og ap- . @

Come and join our team.

Photos Videos

W hawve several roles available at the moment:

= Arborist

= Inspectar

« Semi —Skilled Labourer
= Praject Manager

« Business Analyst

= Data Systems Analyst

Wisit cur website for more details and to apply - htip:)

orl oc.uk/hDEeH

Join our team

Arborist
Inspactor
Semi-skilled Labourer
Project Manager
Business Analyst
Data Systems Analyst

www. taltarian.co.ukfvacancies

Vot

vl B

38 shares
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Post Title: Housing Assistant (Income Former Tenants Arrears) '_—;-.'

ol

The Job: Ta manage and manitor ccounts and take scfion that is simed at sustaining t2nancies

and maxzimising rental income for the organisation

Discipines, Formmer Tenant Amears, Curment Tenants, Unlversal Creg, Apgicants & Alocations.

The Work:

“What™ the key prioritizs or responsibilities are and how much tims is spent focusing on each.
The sfandsnds of performance will defail fhe expected ouicomes and "how" you underdske the role.

phone and in person.

Monitor tenant rent accounts, ensuring that tenanis know how much they need to pay, when
they need to pay, and how they can pay, including taking and procassing payments over the L 0%

AMEals issUs

Wiork proaciively with Tenants who fall into amrears to develop relationships, gain an
understanding of their circurmnsiances, dentify and initiste support as required to resalve J0%%

presantable for acton as reguired.

Administraton work in relation to ensuring cases are fully recorded, saccurate, up to date and 20%%

of debt.

Work collaboratieely with internal teams and extemal organisations in case conference siyle 105
discussions and maks recormmeandstions where cases need 1o be escalated dus to the lzwel

(The weighting i5 fo provide you with 5 genersl feel for the nole)

Is this Job for me?

To succeed in this role, | must enjoy or be wery good st the following:-

Be akbls to engspe and connect with people.

Ability 1o hawe hanest and difficult conversations

Resilient and persistent in difficult situations

Be creative and able to think outside the baox

Ability 1o think on your feet and problem sohve

Empathetic and non-judgemental in your approach

Crganised and systematic in your work

Flexibile in your work.

EZe=nuine Willingness 1o help

Sccuracy and sttention o detail

{These frails will be assessed during the selection process)

To be considered for this job | absolutely must have:-

High lewel of personal resilience and
endeavour

Excellent anganisational and time managemeant
skills

High lewel of accuracy and atiention to detail

&ood with numbers

Excellent IT litzracy skills (e.g. Excel]

Ability to trawvel throughout the county borough

Hours & Working Conditions:-

Relevant experence or gualfication at WWQ lewel 2. or equivalent {4 GCSEs grade &- C/Diplomal,

our Terms

A7 howrs full ime. flexible Warking

Salary

Circa £21,500 pa

Wiarking Enwirommant

Community & Office Based Tenants Properties f
Zccasional unpleasant and challenging conditions

Eguipment issued

Mobile Phon='iPad

Responsible for

NiA

What else | need to know:-

¥ F & ® %

Trur Behaviour Framework - demonstrate positive behaviours and cutcomes for all our values.
Health and Safety — This is not an option!  Youw must work and behawe safzly at all times.
Frovide an excellant customer experisncs (0 @veryong you come inte contsct with.

Equality & Diwersity — be committed to embracing eguality and diversity in all aspects.

Be committed to leaming and developrment in order to grow and improwve.
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Making a Difference

Ty whg—
[Trearime i Hnmsty Profsasiotabm [Raapecl] Covsrvinet)



What is the Tai Tarian Behaviour Framework?
Al Tal Taran, we recognise that aur mos! imporiant assed is you, our employee.

&l our annual siafl conference in 2012, the organesation's ‘values’ were Sef by
employess. Those who allended told us thal be values summarnised how they wanbed
i be zeen by athers.

In shorl, this bebaviow framework delais how you can pud the onganisation's values
inio practice and make the diffsrencel

This framework indudes those behaviours which all members of stalf, regardless of
fher role and grade in e onganisation, ame expecied fo demonsirale in Sheir
everyday work., These are refemed o as ‘expeched’ behaviours.

The framewark also includes those behaviours required by employses looking ta
develop and thoss who are in supervisory positions. Thess ane refermed 1o as
eadership’ betaviouws.

What do we mean by behaviour?

Betaviours demonsirate the alfitudes and approach we lake o work and ibhey are:

How we da things;

Horw we Ireal others:;

Whal we say and how we sayil;
How' we expec] (o be realed.

Making a Difference

e T e T T
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Commitment
Wiarking with erthusiasm and dedication 1o defver high quality senices.

Expected
O raquired bafaiours

¢ | g things though io campleton;

o | have & positive appecach 1o my work;

o | s all of my skills and knowledge bo achieve my
bjctives,

o | desives on time and &8 profised,

+ | am flexibie and work with minimal supervision after
redesvant fraining;

+ | behave in ine with the values of Tai Tarian;

+ | look for bether ways o da things and share my ideas.

Leadership
Thess bahaiurs s requred by ermployeas looking
Iy vt and thes in supsndsary pasilions

o | work to build engagement and improve my lsan's
hishaviour:

o | dcd 8% 8 role mode for loyalty, dedicaion and refiabiity;

o | ann comenestially aware and ensure value for money,

o | share vigion, meaning and direction;

o |initiae and lead ofhers hrough change;

v | encourage cihers 1o do the besl they can;

o | make decieons based on evidence and ol assurmplions.

When Commitment is not demonstrated

 You are disileresisd and hanve a negative approach 1o wark,

+ 'You are disorganised and miss deadlines,
» ‘You are fraguenty late or absent from wark,
+ You arly do the bare minimun;

+ You are disrespaciul i customers and coleagues and react defensively o construciive crifcsm,

+ You are urmwiling ko consider change;

o You don't have pride in your work and never sae things theough 1o completian.

Making a Difference

Toames Raouti
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o | bl the ruth {whilst resspecing confidentialify);

« | am carshul ol b0 raise expectations and am realistic
ahoul what can and can't ba achisved;

o \When | make a mistake | say sorry and don' iy o hide i,

v | don'l sbuse my posibion of the company's resources for
perscral gan

+ | address inapproprabe behaviour and da someathing aboul
il

o | always & within our policies, rules and ragulations.

Honesty

Besing truthful, clear and iransparent.
Expected Leadership
Our required befaviours Thesa bahaviburs aré requined by smplayess lbaking
to dlevelop and those in supervisary pasitions

+ | hiave difficull conversations and deal with stuations in &
open and hones! way,

+ | raige concerns and work to find acosplable sciutions;

+ | make dificull decisions and openty acknowledge erars;

+ | recognise iy strengths and weaknesses and ahvays iry
10 improve;

o | enable a Hameless cullure, empowering and suppading
iy dedm.

+ ‘You use siluaiions for your wn persanal gain,
 You cani| be refed on;

o You defberately 361 out o dedraud,

o You preterd ko be busy 80 you dont el asked ko do ings,
 You make promises tha you know canbe deiivered.

When Honesty is not demonstrated

Making a Difference

Tieimaeii | HOmeely I.I:;Em
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Professionalism

Making a positive impression through skills, behaviours and appearance.

Expected Leadership
Our réquired bafaiours Thesa bahavisurs ans raquired by amployess loaking
it deévaiop and thase in Supsnisary posiions
o |am punchual, friendy and have a posiive aparoach o
wrk, s | promole conSnuous improvement in e warkplace,
o | ke pride in my work and that of my beam, o | lead by example, influencing positive behaviour in

o | freal everyone | mesl with respect

o | always behave elhically,
+ | adkil and leam from mistakes

| am kean o bearn and shane wilh albars,

& | da iy job well

aryane,;

| ek cpartunities for feedback on my perfarmance

L]
o | vty hook for crealive sakulions bo problers,
o | use my experiise o develap and coach my colleagues.

| enisure that my beam and | remain focused on objectives,

When Professionalism is not demonstrated

+ 'You confinually miss deadlines,
& You dress or behave imapprapriately,

+ 'You display a negafve atfitude lowards colleagues and cusiomers,
* You blame others when things g wiang.

Making a Drffaruncn
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Respect
Trealing others a8 you expect i be rested yoursst

Expected
Cur raquired bahawaurs

s | sy thank you and acknowledge when a good job i done:

o | sy sorry if | have ket someane dawn;

+ When somaone Spiaks 1o me in carfidence, | keep it i
rysed,

Leadership
Thess bshaviours are requined by empliyeas losking
bt civedop and hesss in supervisary pasilisns

| ipeawe olhers I ke decisions:

| give others autaamy Lo make mistakes and lesn frorn
s,

, , , o | vl the inpul of olhers;

» | el peapies’ praperties and possessions 5 |woull /1y | | | o e bl for s inclus leadership she:

T, .

' o | adapl iy dpproach o I erigure good worki

o lireat everybody equally mmﬂ;ﬂ?n peapie good werking
s | wark within the policies, procadures and rules of the o | enccarage and vale dersily

compary.

When Respect is not demonstrated

+ You tak inaparopristely aboul and lo customers and coleagues;

+ Yeu approath work wilh & negave atilude;
+ Yo disregard peaple’s prapery of possessions.

o You ke e o no &for 1o understand Fings fam athers’ poirts of view.

Maklng a Dh‘l‘eranm
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Expected
Our raguirad babaviours

s | listen bo alhers’ apinions and ideas and congider fese in
iy waark;

s | act sensilively fo fie feelings and needs of others;
& | fake respansibiily and defver an my robe within (he b=am;

+ | share malevanl infeemation with albers whens nesded;
s | support colleagues when hey an undsr pressune;
& | am flexible in my allilude and approach (o my work.

s You don't listen bo others,

* You are insensifive o fhe leeings of others,

* You sil back and lef others do all the work;

& fou keep Fings (o yoursall and work io your own agenda;
& ou don'l recognise whan athers nesd help.

Teamwork
Wirking fogether by sharing information and suppariing sach other I achieve our gaals.

Leadership
Thess bahaviours ars required by smploysas booking
It deveiop and thase in supsrvisary posibians

o | congulf with oihers autside of my beam wha may be
affected by my decisions,

o | wedcome challenge and wse if i improve services for
cushamears;

+ | encourage and suppar alfhers o leam and develap 1o
corinually improwe in thir ik

o | mofvile oibers by inspiring enthusiasm and wilingress
I gt b

| |Ead h: EHFI'IHI:.

When Teamwork is nof demonstrated
& You don'l allow olfers b el involved of wice their opinions,

Making a Difference

Teamwirk Haniy

o
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2020-2025

Our Plan

From the

Chair *

Created in 2011, we are one of the largest social
landlords in Wales and, in less than a decada, we have
made graat strides in improving the guality of howusing
available in Wales. We have invested in our homes, our
staff and our technology to create thriving communities
and dealiver sarvices that axcsead axpactations.

Owr vision by 2025 is to continus to build a batter

future for our communities of today and of tormormows,
recognising our role in contributing to the delivery of the
Foundational BEcomony, we will ensure that our essential
goads, sarvices and products are sourced responsibily,
efficiently and locally so that we can mowve evar-closar
towards a circular economy for Walas.

Ower the next five years, we will be focusing on
three key strategic themes that we believe will
improve the health, wealth and wellbeing of our
tenants, communities and staff: Sustainabls
Homes; Sustainable Communities; and
Sustainable Planet

Owr plans are bold and exciting and | am pleased to sat
out hare what our staff and stakeholders can expect

from ws over the next five years. Our mission is ambitious
and we believe passionately in our social purposa. We
look forward to working together to provide sustainable
hames, build sustainable communities and drive chanpa
for a sustainable planet while continuing to deliver
outstanding sarvices.

Fooflion

Jonathon Davies

Tai 4D
Tarian
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: Who we are

We are more than a housing provider

We want 1o have a posithve impact on our comemunites smd ﬂ‘\EﬂEﬁplE'-’dhﬂ Tl
i them. We belbewve we can do this by providing high quakty homes. bullding
great communities and working o presarve the plamnet.

We are tenant focussed
Owur tenants are &t the haart of what we do. By treating everyone faldy and

wnderstanding their diverse needs, we can provide sendoes that have a positive
impact on quality of life.

We are forward thinking

‘We search for solutiona and new ways of working that overcome chalanpes
faced by owr tenants, communities and pariners.

We are well governed and financially strong
‘W alm to maintain the highest financial viability and govemance rating from
the Welksh Govesnment. mesting the standands in all matiers retating o canstul
financial planming. including financial control and sk management.

Sustainable Homes

Creating homes wwhere people can thrive

a.  Affordable homes for owr tenants

I Tallored sendces to support tenants in
their homes

Sustainable
Communities

Communities achieving their full potential

a. Gommunity parnerships delfvesing senvices that
matter o our CUSIOMErs

b, Tenans supported bo be healthy and active within
thek communities throwugh fecused and tangsted
wolvement and learning opportuniies

Carbom neutral (net zens) by 2030

Implement the principles of the cincular
economy and masimize any potential to invest
and conftribute to the Foundatonal Econorry

CORPORATE PLAM X020 - 2025 =]
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We provide over 9,000 homes and a range of services 1o tenants and their farmilies across our local
communities. Our money is reinvested so we can enhance our services and provide maore homes and
we are working 1o reduce our carbon footprint for the benalit of fulure generathons.

Making a Difference

Great Homes, Great Communities

Owr values underpin the work we carry out and our staff are
committed to upholding them:

weorking together by sharing information and supporting each
otiher to achieve cur goals.
weorking with anthusi and dedicati to deli high

quality services.

being truthful, clear and transparnent.

making a positive impression through skills, behaviours

and appesrances.

treating others as you expect 1o be treated youwrsell.

W are an ethical, responsible and accountable onganisation and these values
underpin everytibng we do.

CRPMIRATE PLAN 2020 - 2025
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Sustainable Homes

If it matters to our
tenants, it matters
to us

Our priority:
Tailored services to support lenants
in their homes

Whe believe that infonmaton ks key — both for
ua and for our tenants. By undersianding what
= important to our tenants, we can ensune
that the services we deliver are supportive,
accessible and fit for punpose. With digital
advances, we have a real opportunity to
enhance our customer relationship by
providing easier access to online Informmation
and improved access to our services.

& | SUSTAINABLE HOMES

©

Some of the things we will do:

Hawve a meaningiul conversation with
all of our tenants to find out what's

important b them

Develop a Personal Housing Plan for
every tenant, highlighting the support
and services Tal Tarlan and our partners
can offer

Develop and deliver an inclusive digital
strategy thal works for our tenants and
sonnects our communities

COAPORATE PLAM 2020 - 2025

CORPORATE PLAM FO20 - 202

EUSTAINABLE HOMES | 7
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Sustainable o
Communities =

Communities achieving

their full potential
Our priority:

Community partnerships deliver
that matter to our customers

All for one... but not one for all

MBALIMIT

Some of the things we will doc

‘Work with our communities and pariners
1o understand the ssues al a community
level, develop and implement plans and
seek o influence change

Develop an annual asset map containing
everything from resounces and eqguipment
o spaces, places and networks to help
communities make the best use of
everything available to them

Work with partners to identify funding
opportunities for the delivery of sarvices
at promote the sustainability of
ncies and the wider community

Sustainable Communities

Ouwur priority:

Tenanis supported to be healthy and active
wiithin their communities through focused
arvd targeted invod, it ard | 1155
opporiunities

Having a say

Ag well ag great homes, we belleve that
education, ealhth and wellbesng ane
fundamental to happy snd healthy
comimunities. We are confident that by taking

a co-ceskyn approach 10 engagement we
can develop and deliver services that will

positively iImpact our communities.

12 | SUSTAINAELE COMMUMITIES

Some of the things we will do:

- Work with tenants o understand their

aspirations regarding imeoly b amed b
opportunities for their woices to be heard
and reflected in the decisi cle and

services delivered

- Contribute to the ‘Foundational Economy’ by
wiorking with tenants and partners to maximise
the learning and employment opportunities
available 1o tenants and members of the
communities in which they e,

- Work with partners wiho are experbenced
in the role of Social Prescribing as a means
of improving the haalth and wellbsing of
tenants so that they can actively contribowute
1o their commimnities

COAPORATE PLAM 2020 - 2025
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SUSTAINABLE PLANET | 15

CiRPORATE PLAM 2020 - 2025

Sustainable Planet

What goes around,

comes around &

Our pl"iﬂl‘it‘_‘f: Some of the things we will do:

mpd it the iples of the circular

economy and maximiose any potential for . Suppart [:] it and resounce
the fousndiational econonmy. efficiency by locusing on reducing,

reusing and recycling and using

We balieve there iz a kot we can do 1o help the
planet by keoking at the products we select
and buy o ensure they are ermdronmesntalhy
friendily and where possible are kecally
sourced. We want to influence those anousnd
us fo do the =ame and are confident that,
together with our supply chain and pariner
orgarssations. we can help embed the
principles of the circular economey.

eﬂﬂ'n{}my

a2t
3
B {E"
(&)

18 | SUSTAINAELE PLANET COAPORATE PLAM o020 - 2025
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www.taitarian.co.uk

Tal Tarian, Ty Gweyn, Brunsl Way, Baglan Enesgy Pank, Meath Port Talbot SA11 2FP
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21 https://taitarian.postingpanda.uk/job/ 160777 N s

Back to search

Assistant Inspector - x2

Location MNeath, Neath Port Talbot
Employment Permanent Documents
Salary £24942 to £27453 Per Annum

* Role Profile - Assistant inspector. pdf

Assistant Inspector - x2

We have an exciting opportunity for two Assistant Inspectors to join our busy Reactive Repairs department. As part of the role you will be working from home, at
our head office based in Baglan and across Neath Port Talbot and the Swansea valleys visiting properties as and when required.

These are both permanent positions, working 37 hours full time over Monday — Friday, with a starting salary of £24.942.00 with the potential to rise to £27,453.00
after proven key competencies of the role are met.

About the role

Our next Assistant Inspector will support the Inspector to proactively manage a team of Labourers and skilled trades whilst inspecting all work undertaken at our
properties, ensuring customer excellence and that all work is delivered to a high standard in line with safe working practices.

You will support the Inspector in developing the service, engaging with our values of Honesty, Commitment, Teamwork, Respect and Professionalism to provide a
holistic service provision for all stakeholders.

8 https://taitarian.postingpanda.uk/job/160777 0 78
About you
Cur next Assistant Inspector will be/have:
1. Educated to level 3 in a practical construction related qualification or equivalent experience.
2. Experience in managing people and multidisciplinary teams successfully.
3. Previous similar role experience, ideally within a domestic setting.
For further detail of this role and its expectations please see aitached role profile.
About us

Tai Tarian is one of the largest social landlords in Wales and we have responsibility for over 9,000 properties across the Neath Port Talbot region. We are aware
of the rapidly evolving climate crisis and are committed to achieving carbon neutral status by 2030. Following the launch of our latest corporate plan in
September 2020, our focus as an organisation is on three main areas that we believe will improve the health, wealth and wellbeing of our tenants, communities
and staff . These are Sustainable Homes; Sustainable Communities; and Sustainable Planet, by joining Tai Tarian you will become a key part in helping us to
deliver this exciting plan going forward.

Benefits

« Modem purpose built offices

= An easily accessible base, with links to public transport

» Flexible Working options - Flexi time, Home Working, Car Sharing
= Cycle 2 Work Scheme

» (Generous stakeholder pension scheme (rising to 8% contributions)
« 25 days annual leave (plus bank holidays)

» Corporate benefits including employee discount schemes

« A24/7 Employee Assistance Programme (EAP)

If you want to work in a vibrant environment that gives you the opportunity to make a difference to our tenants and our communities, please click apply today
we'd love to hear from youl

Key Dates:
Closing date: 9am, Tuesday 11th May 2021
Expected interview dates: 19th / 20th May 2021

**Please note, the closing date is given as a guide. We occasionally close vacancies early in the event that we receive high volumes of applications.
Therefore, we recommend that you apply
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[ https://taitarian.postingpanda.uk/job/158121 W 18

Back to search

Arborist

Location Neath, Neath Port Talbot

Employment Permanent Documents

Salary £22871 to £24942 Per Annum « Assets - Neighbourhood Arborist 2021
Role Profile.docx

Arborist

We have an exciting opportunity for an Arborist to join our busy Neighbourhoed team working across Neath Port Talbot and the Swansea valleys.

This is a Permanent role, with a starting salary of £22,871.00 with the potential to rise to £24,942.00 after proven key competencies of the role are met.
37 hours per wesk: Mon — Thurs: 7:30 — 3.30, Fri - 7:30 — 3:00 (hours may be subject to change on business demand).

The successful candidates for this role will be required to have proven previous experience and qualifications within a similar Arborist role and be comfortable
working at height, climbing trees in all-weather types that the UK seasons bring us. A ‘can do’, positive attitude is a must to succeed in this role.

About the role

You will be part of the arborist team that undertakes the general tree and ground maintenance of our geographical areas, open land, communal and customer's
gardens. Maintenance includes removing, pruning and planting trees, grass cutting, shrubbery, removal of litter and fly tipping.

About you
The right candidate will have to demonstrate they have:
« Arboriculture qualifications NPTC City & Guilds or LANTRA Chain Saw, Tree Climbing, Rigging, Wood Chipper, Stump Grinder, Mowers, Brush Cutters etc.

« Professional arboriculture experience working within the industry. With proven evidence of experience in felling, dismantling. pruning and all aspects of tree
waork including, using chain saws, tree climbing and rigging equipment.

« A Good understanding of arboriculture health and safety regulations and standards to ensuring a safe working environment at all times.

« Full driving licence, and ability to be trained and pass the assessment to tow plant and equipment. (Towing training is provided). This post is subject to passing
a driving assessment in one of our Tai Tarian vans which will be arranged

) https;/taitarian.postingpanda.uk/job/153121 0 Y8

About us

Tai Tarian is one of the largest social landlords in Wales and we have responsibility for over 9,000 properties across the Neath Port Talbot region. We are aware
of the rapidly evolving climate crisis and are committed to achigving carbon neutral status by 2030. Following the launch of our latest corporate plan in
September 2020, our focus as an organisation is on three main areas that we believe will improve the health, wealth and wellbeing of our tenants. communities
and staff . These are Sustainable Homes; Sustainable Communities; and Sustainable Planet, by joining Tai Tarian you will become a key part in helping us to
deliver this exciting plan going forward.

Every one of us who works for Tai Tarian is passionate and committed to making a difference to our customers, employees and the surrounding community,
whilst living up to our values: honesty, team work, professionalism, respect, commitment.

Benefits

« Modem purpose built offices

« An easily accessible base, with links to public transport

+ Flexible Working options - Flexi time, Home Working, Car Sharing
+ Cycle 2 Work Scheme

« (Generous stakeholder pension scheme (rising to §% contributions)
« 25 days annual leave (plus bank holidays)

+ Corporate benefits including employee discount schemes

« A 24/7 Employee Assistance Programme (EAP)

If you want to work in a vibrant environment that gives you the opportunity to make a difference to our tenants and our communities, please click apply today
we'd love to hear from youl

Key Dates:

Closing date: 9am, 7th May 2021

Expected interview dates: 12th May 2021
Expected driving assessment date: 13th May 2021

“*Please note, the closing date is given as a guide. We occasionally close vacancies early in the event that we receive high volumes of applications.
Therefore, we recommend that you apply early
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Electrician March 2021

Scoring

EM

1. Does the candidate hold a minimum level 2 qualification in a practical electrical qualification?

2. Does the candidate demonstrate their knowledge of the 18th edition regulations?

3. Does the candidate have the City and guilds Inspection and testing 2391

4 Dose the candidate have the minimum Health and Safety knowledge required (CSCS or equivalent?)

5. Does the candidate have the experience of working in &8 domestic setting?

EV13

HR - Business Support Assistant April 2021

HR - BSA

1. Is the candidate educated to NVQ level 2 or equivalent in Numeracy and Literacy?

2. Does the candidate have experiznce in and administrative support role?

3 Has the candidate provided evidence 1o the question? Please tall us what the tasks ware and how did you
organise yourself to ensure they were completed within the set deadline?

4. Has the candidate provided evidance 1o the question? Please tell us about a ime where you'va had to

collate data and present it in an accurate farmat to your line manager?
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Tai Tarian - Current Employee Age

m31-45 n18-30

EV15

Tai Tarian - Employee Leaving Reasons Jan - April 2021

H Better pay and benefits

H Lack of promotion opportunities

¥ Personal - need for change

1 Retirement
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Daiec 21 March 2321 at 12:.00:31 BST
Ta! Sarah Casker <Sarah. Cosken@taitaranc ok
Zuhject: RE: outcome of brerdews ...

Interviews went well, some good candidate unfortunately not sultable for the Suilding Surveyors
o, not emough pERerkFDEs of knowledge in the Nleld one would make good malntenance
Inspectcrs and ane who make a good project manager. |5 a shame | oot kae 3 kower grade role
to offer them.

Onpe again, | think this bolls down bo the unoom petitie salary, we affer for the building
surseyor rale —qualihed candidabes are not interested as it s too low.
Lind regarcs

Building Sureying Manager

Tai Tarian Lid.

T Goyn,

Brunel Way,

Meath,

Meath Port Talbot,

SA11 2FP

General Enquiries: 0300 777 0000

Wehbsite - witnw_ t3itanasn.co. uk

Froam: Sarah Cosker <Sarah.Cos kerirtail tanan. oo uice
Sawt: 11 March 2031 11:39

Ta!

Subject: outcome of interdcws ...

Impsartance: =igh

Fofgot bo ask earlier - what was the cutcome of the Inberd ews yesteroay o
Wary thanks,
Zarah

St Cackiiy
HR Advisor

Tgi Tarian Lid.

Ty Gwnyn,

Brunel Wy,
Weath,

MNeath Pori Talbof,
SA11 ZFP

|3eneral Enquiries: 0300 777 0000

Website - wiiw. 3itarian. co.uk
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BN amesCollins@taitadan.co.ukl
Sant: 31 Mairch 2021 12:12

Ta: Sarah Casker «Sarah. Codkerd®alitanian.co.ul
Suhjoct: _Irm:n'r:-'.h'

=i Saradn.

Scatt has pulled aut due ta dedding the maoney fspif righ for bim.

hawe removed hirm Trom the interview stage

Tal Tar@am

firea 10 works Inspector
01639 505503
OFa7210EEsS

i avmal o ooy e fransmnting’ Wil i Ao conffeniial and snfevcied sodaly for e wse af Hhe
inadwiniad or anfity b wdsch Moy are addveeeed, Ay wisnE axpresaed b7 s message oo those of
fhe Jnctveoien sanahar ana' my ol mersRsay ethoch e wows oF Ty T, O pow e oo
this amay i omar, peneen Aoty Mo somoer oThTaedaio)s Ainese nofe also S fhane & o guasanhing
thael s eman o Aoy sirchmaent & viae e or has ot Sean ofenneoiad o amangied,

Tal Tarian Limited is registered in England & Wales and s autharised and regulated by the Financal
Services Authority as Community Benefits Society with charitable rules Registration No 210418 _and
is registened with the Welsh Gowernment as a Registered Social Landiord Registration Ma L134. The
Appktered Office is Ty Gwyn, Brunc Way, Baglan Energy Fark, Meath, Meath Part Talbot, 5811 25F.
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-——0Original Message-——

From:

Sent: 15 March 2021 14:40

To: Sarah Cosker <Sarah.Cosker@taitarian.co.uk>
Subject: RE: Carpenter

Hi Sarah,
Following conversation with the successful carpenter from my recruitment, unfortunately he is not able to start with us .

He has been offered a job with pobl for more money than what we have offered so for that reason he's going to go there,

Inspector

Tai Tarian Ltd.

Ty Gwyn,

Brunel Way,

Meath,

MNeath Port Talbot,

5411 2FP

kieneral Enquiries: 0300 777 0000
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TaiG‘.’
Tarian

Support for Qualification Based Study
Procedure

Contents

Section One = PrinCiples. ... sssssssssssssssssssssnans 3
WAt IS I fOr 7 .t
WHRO IS I Or? . e e
What are the guidelines? ... 3

DEeCiSion MAKIMG PIrOCESS «...oooi ettt ettt e e eate e mae e et s 3

B = [ = T = ST 3
SEULY BEVE oo et e 4
Financial ASSISTANCE . ..o e 4
Refurm on INVESIMENE ... s e 4
What else do you need to know? ... D
Section Two = Learning & Development Sponsorship Agreement...6
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Section One — Principles
What is it for?

To outline the levels of support provided by Tai Tarian for employess studying
qualifications for personal development.

Who is it for?
All individuals directly employed by Tai Tarian.

What are the guidelines?

Dracision making process

Conversations between employeas and their managers relating o personal
devalopment should taking place during the Making a Difference Dialogue process
and subsequent one to one meetings. Managers should consider the employee's
personal development in context with their perfomance and potential evaluation.
The manager is responsible for ensuring the dewvelopment activity supports the
objectives of the organisation and the department.

The decizion on the most appropriate course of study should be made betwean the
manager, the employes and the Senior Leaming & Development Officer.

All funding requests should be approved by the Senior Learning and Developrment
Officer before the personal development request is agreed with the employes.

Attendance

There are a number of differant routes to qualification based study including full'half
day release, evening classes, wocational work based learning (MVCOs) and
distancefopen learning. The manager and employes will make the decision together
on the best route for both the employee and the depariment's service delivery.

Employees studying via distance/open learning will be given any time requined to
attend induction events, workshops and exams.
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Study leave

Employees who are being supported to study are entitled to reasonable time off to
study for exams and assignments. As a guideline, this would be up to 3 days per
academic year.

For employees undertaking a work based learning qualification, reasonable time
during a working day will be given for the employee to gather evidence for work
related researchiprojects/assignments. As a guideline, this would be up to half a day
per rmonth.

Financial Assistance

Financial assistance will be provided to employees who are being supported to study
in the form of:

Tuition fees:;

Examn registration fees;

Student membership fees of a professional body;

Costs associated with printing and binding dissertations;
Travel axpensas;

Purchase of text books and resources

Any other resources required as part of the course of study

(= I = I B <+ T ¥

Beturm an imvesiment

Employees receiving support for qualification based study in relation to personal
development are requested to sign a sponsorship agreament. The agreement will
outline the support we have agreed to provide and the terms in which they will be
azked to pay back the investment should they leave the organisation or fail to
complete the course. The purpose of this agreement is to maximise the return on
the investment made by the organisation.

Employees and their manager will be expected to sign the agreement, and send a
copy back to the L&D Department as soon as possible, this will be kept on the
aemployess personnel file.
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Section Two — Learning & Development Sponsorship
Agreement

Agreement Date: «Agreement_Datex»

Mame of Employees: aMNames

Employee Reference Mumber: «Payroll_Mumbears

Tai Tarian Ltd agrees to support the above named employee to enrol and study on:
wCourse_ Titlas

at

«Providers

The agreed level of support provided by the organisations is:

weSupports

The support is subject to your agreament to the following terms:

1. To attend regularly and successfully complete the course, complying with all
related rules and regulations.

2. To permit your manager andor representatives from the L&D Team to contact
the leaming provider to enquire into your progress and attendance as well as

results of any examinations.

3. If you leave the employment of the Organisation within a perod of two years
after the completion of the course, you will be reguired to re-pay a sum equal
to 'fz4 of the amount invested by the Organisation for each full calendar month
remaining in the two year service period at the date of leawving.

For example:

If the candidate is six months info the wo year penod, the calcuwlation will be
the rofal amount divided by 24 (months) multipiied by 18 (months),
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16.00%
14.00%
12.00%
10.00%
8.00%
6.00%
4.00%
2.00%

0.00%

Tai Tarian - Total Turnover (Leavers April 2020 - March 2021)

14.79%
13.67%

12.01%
agI.2

9.51% o
8.12% 8.55% 8.51% 8.49% 8.84%
7.39% 7.39%
6.33%
I |
May-20  Jun-20 Jul-20 Aug-20  Sep-20  Oct-20 Nov-20 Dec-20  Jan-21 Feb-21  Mar-21  Apr-21
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Post Title: MULTI SKILLED TRADE OPERATIVE

4D

(Discipiinas: - Canpantar, Brickiaysr, Plaster, Plumber, Roofer, Painier,)
The Job- To undertaks multi =killed mainbe nance waork o our assets, within your pordalio, (o e@psoare
aur praperies and communities are mantaned o the lighest possibile standand.

Thia Work:

“hat' the key prioritie=s or respansibiities are and Baw moch time is spand foousing on each
The SfEaNdSmE IJI'|'.'|IEI"I'tl."I'i"IE|"|l'.'-E Wil aefEy the EIPE:I'E'EI' ouicomes and oW Mo unoderiske e roe

Ta underiake all aspecis of mamlenance wark [0 our assets in your desgnated speaaksm as | B35
prescribed o the highest standards and quality poe=ible.

T ensure the ethoency and elecieeness of wark unoefaken by provding addiional semi- i [
shilled tasks in accordance with your abiliby

Ensunrg e sahe systems af wark s undertaken n a sale enamanment as defined by the nsk | 105
assessrments or specific wark nstiructions

Unrderstanding and adbermg 1o all apphcable Heakh & Salety and Quaslity Assurance 13%%:
stardards at all times

IThe welghting /s io provide pou with & general feal for the rais)

Ig thils Job for me?

T succeed in this role, | must enjoy or be very good at the fallawing:-

Lebvenng an fugh standard of work

Fraviding & high ouaslily ==race o custamers

Thrmking on your et and peodilem solving

Flembke inwour approach o wark

wWorking alane using imbatnee, ulilEng your skills

Takng ownership of tasks, == through o end

wWorking s part of a baam

Hl_-ln.':mlng CaslmT LT ressLne,

iLomidariabnke ba dnve BEnge and wargng vehickes

working 1o set lime scalkes

sppraachabls fmenoly and presantable

LirganeEahon and lime marspe ment skils

Thase ralfs wil he a55esmad dunng fhe seisction praness)

To ba conslderad for this ol | absolubaly miuat hava:-

sadaptabile iwsards underaking wark thrawgh
balancing instructiars and using inf@ative

iLumrent wahd dnving boence and ability b satety
riaroeE urere @ wanety of large vehiclesivans

Sireng cuslomer focus

izood communicabon skills

a5 can de athiiode

i=nod ongansaton skilks

P Lyl & or abowve in @ desgnated trade with a cammitment b oblam a supplermentany
qualification in a multi skilked discipline. One year operational experiencs in a domesSs satting

i L

Howrs & Working Condiions -

Faur 1erms

A7 hiaurs Tl brme

iarade

iarade b, Foed Working Pattam

working Ermaimanment

iLommunity Based § Lone Sorking
Frequent unpleasant and challenging condifians

Equpimient 1ssued

Mot Phone!Pad Appropnate Tools

HeEsponsitle Tor

Supporing colleagues and site saiety
dhpprentioesiCompany Yehick

What elea | nead to now:-
Heakh and Salety - This & nol an aption!

Equakty & DOneersiby

Our Bakavicar Framawark - demanstrsie posibive behaviaws and auteoenes for 3l awr vabies
Wou mues! wark and behaee sadely & Al imes
Provide an axcellent cusiomer expeience o averyone wou oome o oonlact with.

e commitied o embracing eouality and diversity in all aspecss,

Be commitied o leaming and dessopment in arder ke grow and mpeoee.
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Post Title: MULTI SKILLED TRADE APPRENTICE #’
(2 year fixed term contract)

The Job: To atiain the nelevant experience and knaowledge ina variety of trade discplines whilst
studying far & WG Leved 2 in bwo chasen fields. The gqualiication will include elements of Camentry,
Plassering, Bricklaying, Flumbing, Painting, Roafing and Labouring Wark.

Ths Waork:
“What™ the key prarities ar responsibilities are and haw much Sme is spent facusing on each

The SEndams GI'FF_'".EHHEHEE' WY aetsd the E::','.'lE'-S."El:I' ouissmes and “how" Fol Lnoefaks e ke
To cbiaim fhi necessary skils #o hecome effective in mul-irede maintenance, through on the job 0=t

lzarning and shsdying a formal MY quadificaton whilst ensuring works ane camisd out to fhe
required speoficalion

To endure that Sually Assumane requiremaents are fully adhered o 10%
To endare thad Health and Salety af Waork Regulalions and safe sysiems of wors a sincily 10%
aednigred io

(The wedghiing Is fo provide you wikh 3 peneral feal far ihe rols)

g thia Job for ma?
Ta sucecesd in this robke, | must enjoy or Be very good o the following:-

Delreering an high standard of wark Frovdng 4 high qualty serdce b custamers
Thinkirg on your Feet and probilem salwing Flexitile in yaur approsch o wiork

working alone wng nitiatnee, ubhising yaur ==ils | Taking ownenship of tasks, see thrawgh 1o end
Working as par? of & leam Famainmg calm under prassuns

iCamlortable ta dnve large and varying vehicles | Working 1o et hme scales

Approachable, inendly and presentable Linjanisalian and ime maragement skils

(These raits Wi be 355e5520 duning the Seechion process)

To ba conslderad for thia joby | abaodutaly must kave:-

Aoaptable towards undertaking work thrawgh Lammitrment to obtain a vald driremg loe o
balancng nstruclions and using initiative

Strong customer Toous isaon communicatan skilks

M can do attitude i=nod arpansstion skils

M commitment 1o achiese MWL Level 2 or abosve ina desgrated trade with @ commitmen? o obiain a
supplementary qualficatian in a mulb skiled discipline. Ideally gou will bald a Lesal 1 gualfication

Hours & Working Conditona:-

Four | erms 3y hawrs full brme, Flesile Working
iara e Mational BMinimum YWage
Working Ervranmeant Cammuny Based ! Lars SWorking J
Dieasiaral unpleasant and challenging
carditions
Regular traved reguired
Erpuipment issues Matile Phare'Apprograte Tools
Hespamsile for N

What eles | need 1o kno'w:-
Cur Babayviour Framesark - demonstrate pasitive bebaviours and oulcames foe all cur values
Flealth and Safely - This is nat an oplion!  Yaou mest work and behaee safaly af all limes
Frovide an excelent cusiomer sxperience [0 sveryone you came inlo contact with
Equality & Diversity - Be cormmitted o embracing eguality and diversity in all aspects,
Be cammitied to learning and deeslopment in onder 1o grow' and imprave.
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All  Posts People Groups Photos Videos

Tai Tarian

a8 §is

aran 5.0, 6

Great progress being made by CJ Construction at our
site in Melin.

20 new flats coming hare early next year,

Al Posts People Groups Photos  Videos

4 TaiTarian
a1 ppr . §

Exciting times!
We've been testing thiz new electric van ahead of us

replacing our diese| fleet with more enviranmentally
friendly vehicles |ater this year.

Al part of our commitment to become a carbon
neutral organization by 2030.

All Posts People Groups  Photos  Videos

Tai Tarian
Tortan 16 Apr « G

We're ready to go with a major redevelopment of the
county flats near Aberavon beach, where we're
building 55 new flats and renovating another 72,

The project will use innovative construction
techniques and the most sustainable materials,
meaning the flats are set to become some of the
most environmentally friendly homes in Wales.

The project will create many new jobs, traineeships
and apprenticeships as well has a host of other
community benefits courtesy of our partners, Hale
Construction.

Read maore about this exciting development on our
wehsite - http:oro.uk/KOETM

Al Posts People Groups Photos  Videos

Tal Tarian
faran 54 4. G

Great to hear that the residents of Llandarcy of
planning on creating some nice wildlife habitats in
their village.

Through our SCommunityBencfits scheme, our partners
at ASW Property Maintenance have been able to lend
a hand, providing them with some raised planters,
z0il, plants and some trees.
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All Posts  People Groups Photos  Videos

@ Tai Tarian

AN Favourites - 15 Fob - 6
With lightar nights and warmer weaather just around
the corner, its time to launch our Spring challenge,

We want you to grow the bigoest and most colourful
display of sweet peas as you can — plant your seeds,
watch them grow and send us a picture

E-mail communily@taitarian.co.uk 1o raguest a pack
of seeds and let's fill our gardens ar window boxes
with calour.

Send us a picture once they bloom and you could win
a £30 gift card courtesy of Zoar's Ark Gift & Garden
Centre . Thanks to Westward Energy Services for
donating the seeds too.

Far some top sweet pea growing tips visit htipf
arlo ukfvL3LED

Spring flower

Challenge

All Posts  People  Groups  Photos  Videos

Tai Tarian
anan g apr . G

As part of our commitment to halp create a
sustainable planet, we are warking in partnership with
the B-lines project to improve the green spaces in our
communities, for the benefit of both people and
wildlife,

Please fill out our shart survey to have your say and
give us your opinions. The survey can be found here -
Pkt forlo ukt JBwh

You can find out moere about our B-lines work on our
website - hitp-fodoukigedwm
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IR s tacr Hoopkins <Sian.Hopkinsg® taitanian.co.uko
Date: 12 April 2020 at L3:538:57 BST
To: sarah Cosker <Saraki. CoskerfHaltadanco.uk=
Subject: RE: Racruitmant

Hil Sarai,

Tes — sounds good o me please go abead and armangs as planned

Sian Hapking
AR Manager

Terl Taren
T Cormrpin.
Erursal Vo,
BoRI0.Erangy Park,
Fdenmth

7 IFF
TEL: 0300 777 0000

From: Sarah Casker <SarahoCosker @ ka | tankan, oo wker
Sent: 18 April 2020 99:21

Rl oo pkins <Slan.Hopkins@aitaran co.uk»
Subgect: Rocruitment
Importance: High

following on from our atch up earlier this wesk -

&g we have determined that there is a definibe need Tor some suppart tools inorelatkan o the
implementatcn of the niew recruitment system |, which will mcdude:

= A document 1o run thirough at recruitment planning mestngs to confirm all information see
nioed o adwertise
a recruibment system guide thait incledes Basic recruitment tips § best practios points ctc
an inberdew guesthons template - o ndude "mandatory tal Tarian” guestions

wwill meorwy skart to prep thiese and look to send draft copy's ower as soon as possible so wee can catch
wp ard discuss.

wany thanks,
Zarah

SoARFER s
HR Advisor

Tai Tarnam Lid.
T Gwyn,
Brunel Way,
5411 2FP

Genleral Enquiries: 0300 777 0000
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Tai 24D

Tarian

Managers Guide to Recruitment
Table of Contents
Subject Page number
Preface 2
Introduction 3
Recruitment Stage

1. Vacancy Authorisation & Recruitment Planning 3

2. Advertising and Vacancy Management 4

3. Shartlisting a3

4. Arranging your Interviews 11

5. Assessment 16

6. Making Your Decision 18

7. The Job Offer & Pre-employvment Checks 20

8. Induction 21
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Preface

The foliowing dooument provides. step by shep guidance for managers about how o
appeoach the criical task of recruitment, in collaboration with HR colleagues.  This “how o
guide: will be: regularty updated to reflect our evolving approach to this acthaty, as the
technology we wuse to delver our recruitment process becomes ever more effective and our
selection tools and evaluations become more insightful.

The foliowing are some besic principles sbout recruiting and choosing new oolleagues that
vt believe that sveryone imvolved in the neoruitment: process at Tai Tanan should share.

Recruitment & Selection is Based on Good Collaboration

Recrutment and sslection works best when recnsbing managers and HR ool beagues

work 25 a team, actively s==king each other’s input, hewing proactive dialogue and
creating Cear plans about how each vacancy will b= managed. Vake the perspecine

that earh partidpant brings to the process.

We Recruit Openly
‘e always make our opportunities 2= widely known as possible to attract talented
people who genuinely vwant to work at Tai Tarian, In our sslection prooess we seek

the talent in each candidate and appoint based on mesit. Creating an inClusve
atmasphere for all andidates in our reouitment process matters to us. As a resulk,
vee comply with the relevant law in all respedts.

We Recruit for Yalues & Behaviours, Train for Skills

What everyons remembers about someone is who great at their job i their
behawiours — “how” they do “what” they do. [t's essential that our sslection

processes focus on how a person waorks, not just what they know. \We can teach
skills but we can't teach values or core befiiours.  [t's also important to look out for
candiciates with transferable skills who can often be trainable in a short period. This
can be preferable to appointing a candidate with the required sperific technical sklls
or expenence who is not the right ™fit”.

We Make Evidence-Based Selection Decisions

Each seection prooess impacts the course of someone’s ife and areer for bath

surressfiul and unsucoessful candidates. It foliows that we should take care, making
owr judgements based on 2 much evidence 2= we can, limiting our subjective

reactons and induding the vews of everyones in the process.

We Make the “Candidate Experience” Positive

We to treat svery candidabe with courtesy and consderation and leave sveryone with
a posithe impression.  Linsucosssful candidates should also fesd that they leamed
from thesir experience with us 25 they will share ther views with gamily and friends.

Recruiting new employess is time consuming, but can be one of the most exciting and

rewanding things a manager can get imvolved in.  Bringing new people to your team wio fit
weell, add value and make & real impact i one of the best ways to maintain team balance
and lo=ep everyone in the team motivated.
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Introdudction

The purpose of this procedure is to help the organizstion recrut in Hhe most effective,
timely, onst effectree and safedt way possible. All reoruitment: within Tal Tarian showld e

s evidenoe based, snsuring all derisions are talo=n on mert a5 measured agsinst the
criteria of role profile for the position

candidate-pentric

far and without biss, in line with all redevant l=g=ation

and systematc
timety and fit for purpose
oost =ffecthe

The orqansation is commitbed o applying ils equal oppartunities palicy at all stages
al recruitment ard selection. Adverisng, shortisting, nterviewing and selection wil
abwerys be carried oul without regard 1o gender, ransgercer statis, sewual
anentation, marilal or il partnership status, colour, race, natianalty, ethric ar
national origirs, religion or bekel, age, pregnancy of matemity leave or trade unon
fernbershin.

1. Vacancy Authorisation & Recruitment Planning

MNotification of Vacancy and Authorisation

1f you are considerning filing an existing vamancy or creabing a new role whether i be
temporary | faad Derm, A0ency cover oF permanent, speak with your HR Partner initially
to disouss options and agres the best course of action. HR: will support the Line Manager in
defining and filing the vacanoy.

Fallawing initial discussions with HR, a Lime Manager must first abtain aporopriate
approval. Where recruitment is to fill & vacancy created by a leaves, approval will
normally be granted via an emai from & Head of Senice/Deputy Director without
the need for & business case. 1T Bawever the Ling Manager wishes to upgrade &
post, change & post, or creale & new post, justification for this must be presenbed o
the Executive Management team by way of a business case and the role prafile must

go throwgh the approval process

Dewveloping the Rake Profile
The orqanisation airs &t al Umes 1o recrut the person who is moest suited o the
particular job. Recruilsment will be solely an the basi of the apalicant’s abilties and
irdividual meril, measured agairst the critenia for the job 25 deseribed in the mile
oralie. Quaifictions, experience ardd skills will be psseond 3 e level that &
redivant o the job.

BEH!‘E-E'I'IHE‘E.II'@ mmm{fmm ﬂ'l-E-l.-l'llE-H-H'IE!gH' st engure st
there i an up-to-date role profile and that this has been developed in conjunction

with the 0D Department. The nead Tor an up o dabe role profile applies @ven bo
mackfills and rokes o be filad with agency wirkers. The job profie will briefly cutine

the key defiverables of the roke ard ako describe the type al gualifications, trairing,

nowdedae, experience, ddlls, aptitudes and competendes required for elfertive
perfarmance af the job.
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Orce the Busainess case and role pralile have been authorissd, the Dad documents
with e relevant authanisations shauld b2 sert o the recruibment email addness.

If o business case i nesded, send the mole prafile 1o the recruitment email address
and acdvise if the rale is to be filled on & permanent , agency or foed term basis,

Orce this informaiton has been redsved a regruitment planning mesting will be sat
up with the hiring manager and a member of te HR team o plan and agres the
FECTURMENT Drocess.

In order o ensune the recruitment process i as efficent and clear a3 possible, the
HR. departrment will require appropriate, documented approval and an up o date role
prafile before moving the vacancy bo the next dtage of the recrditment prooess,

Recruitment Planning Meeting

The Recruitment Planning meeting will be set ug with the hiring manager and cover
araas such as the best place to advertise, what the key regurements Tor the mle are
that can be used in the advert and also which criteria can be used a5 shorthsting and
assessment criteria. The type ol assesement methods will alsa be agresd o ersure
that we get the best person for the roke. Alsa other inlarmation that & vital o

progress the recruibment process and o ensure that there are no delays in
appointing the successiul person 2t the end of the process. A member of the HR

e will alio advise you on the responsibiities and timescakes for each part of the
recrulment process so that the role is Mlled a5 efficently a5 possible,

Z. Advertising and Vacancy Management

Orce the HR Team ard Hidng Manager hawe held their recruitment plananing

imeeting and all of the nformation nesded 1o support the recrutment process is
available, they are then able to advertise the vacancy on the relevant job baards.

Al spplications must be subritted threugh the applicant tracking system, ne OV
will be accepted by any ather moute. IF applcants from agencies are o be allowed
thers i an agercy partal through which they can subrit Ovs. This will be discussed
At the recruitment planning mesting and HR will 82t up this access for the agency.

If &y inbemal applcarts are having dfficulty submiting their OV please contact the
HR: team who will be able o provide guidance.

The hiring manager will réceive access to the Applicant Tracking System a8 spon a8
their job advert has gone live 5o that they will be able to dhoose to manitar

applications as they come in or wait urtil the closing date.

The advert will be open for T wesks as sandard, However, the himng manager will
alse be abie bo ask Tor the advert to be dosed earky if they have received a suitabie
number of quality applications, this & particularty heloful for jobs that sttract high
volumes of applications &g aver 30 per rale.

Viewing Applicants CV's

54



The hiring manager will be sert an email From the HR team with a link to the
applicant tracking system, their usemame and & one lime use passwond.

If there are any questions please amail - email_recrutment@taitadanco. uk
The email will contain the following details

e, L] LTS RS £ DO ETDE SOUr K33 N page:

IS i L A . PO RN MCs OONT Y SCanDeEs

exactly how it 5 provided.

[ T . LT

Click In ance yau have entered your detais,

Please change this password when you first log in, by clicking on your username
in the top right hand cormer of the screen.
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Once you hewe sSgned in you will be presented with & soreen displaying your job sacances,
a5 follows.

Flease make oore that you s=lect “Show A" othersise you mesy not find your vacancy

= [ worrer - Ewa - LASEH TiaasElH o iy
B IZED P L
s ramEE
] ol sty il Nl Nioille Pl Ll EILE [ Los e b

[}

] ] i it ] B
= s ol T = = o —_r
- e = ah i Lt = e el | Bl B T el e B
A eraiyreee e s e Dee Teiew 0000000 w0 000 e A

o shouwld now === your vacanoes and can ook frough the applicants CFs

= e o ook oo ores o e progreaion pok o B ahcEreny” Yo e e ok B el il cheeslie: s Tesuage Hhese crnciciatea
EWTLEgh: B METLETEE [CaiTey

= e ey gt b ool g e ooy ook o D B ol B e B o by e cierii bl md e gl By sl Sheeom e s
o P el P iy dlipdiey: D v el of aretiebades, ol B sl

Upe=n up =ach section of the application o find out further infommation =.g. applicaton {0,
personal detsils = the "Oiffer Details™ section is for HR use only.

E=ach post in the system s plit into: ive different progression pots-
Unassessed, Shortlisted, In Progression, Offered & Hired
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On the main vacances soreen your rejected candidates cannot be seen. These ars
only visible when you dick into the vacancy. This means that your total applicstions
mary be greater than the sum of the five visible pots.

When you chick into one of the progression pots on & vacancy you ane then able to
view candidabe detaiks and manage these candidates throwgh the recruitment
joumey.

YYou are able fo dick on the progression pots at the top of the streen to navigate to

the canchdates who are at this stage. Abowe the name of the pat the system displays
the amount of candidates at this stage.

On the left hand side of this screen you can s== a list of candidates who are at this

specific stage. As you progress through the stages the candidate list will always
remain on the l=ft.

Baler] Sy L ]

SR ]
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3. Shortlisting
This i & key stage in the process, which demands locus and attention rom the
hiring manager bo ergune that they make objective assessments. IE's impartant that
shartlisting = undertaken by 2 mdividuals [the hiring manager and the individual
who will be undertakng the inMerview] to encure that fai and consistent decisions
ara mada,
Surmmany

& b mirimum of 4 esgantial critena from the Role Profile to shortist each
applicant must be used.
2 indlividuals must be imelved in the shortbsting process.
Enaure hat the same criberia ia Lsed For each applcant.
Cﬂ:ltl.lr-&ﬂ'ﬂ refievant eviedere.
Enaure hat the decision whather the applicant has met, pastially met o mat
et each criteria is recorded on the ATS in the scarecard and recruiter
storing sections bafore degiding whether to rejert or take forveard for

LI

Cick on Unassessed for the vacancy you are shortisting for. This will open up records of
those whao have applied for the: role.

T Y [ —

o 'will theni be abile i z== the information of the first applicant for the nole:
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4 Applcation
« Application -= OV Prewiew button - Oick on the
#r  Reciuier Soomng application buthon to acrees their CV.
« Application -= Application Form - Depending on
# Data Caplue whichi job boand the applicant appled through, you can
alsn see the reasons they are intenested in applying for
BB Personal Delals the role. Some of the job boards do not hawe thes fadlity
=0 this seckion will be blank, through no fault of the
[ Tiine apgiicant.
# Recruiter Scoring — This will gree you the candidates
fy Communcae owerall soone from the shortisting process.
« Data Capture - thes= 2re additional forms or
Manage applications that you can 2sk candidates to complete
. e during the recruitment proosss.
e « Timeline - you can see the
ol i trnsine of how their applicabon & L) Meane
progressing with a recond of all the actions taken and by O $coring
whom ini this ssction.
«  Communicrte - You can send emails to the: applicant from
here. You should only comespond with applicants via the L) o Wt
«  Manage files - this s=oiion aliows you bo upload their ) Prtially et
interview assessment notes and any other files that heve been
used in Hhe neoruibment process, so that an accurate record s
kept of the recrutment process. =
« GDPR Compliance - His section & for MR use only. :“I‘;“":';::"'“
‘ihen reviewing =ach applicants O you need to determine whether .
the applicant mests the eszential requirements that you L) Wk
derided on at the recruitment planning mesting. This can be found in
the soorimg s=ction of the soeen, adding the appropriate respons= O Rt Wt
against sach requirsment. i
+ Met ) Pariually Wisd
w ot Met
w  [Partially Met

Thene are a number of ssctions for each applicant

For each spolicant yoou vall nesd to onfirm if the oriteria is met, not

mes or partially met.

Then dick Complete Scorecard in order o save the responses.
It is imiportant that scores on whether the applicant met, mot met or partially met

each of the essential shortlisting requirements of the role are recorded for each
and every applicant before progressing to the next stage.

Witthout this, your HA colleague won't be unable o move the recruitment process forward
any further and wall not be able to isous & congract fo the suooesshul appbcant at the =nd of

the recruitment prooess.

— " Compiste Scorecand

L

59



‘ihen all thee appointed shortishng managers heve completed ther sooning, the candidate
vl be given an overall soore in the Reoruiter Sonring section which can be: wwed to
proces. them onio interaiew stage.

0 Rl g =]

Trkal T (LS5 T ey ]

25 . 0000

Un deciding an owverall score for progression to inkendew stage, it is essential onsistency is
applied fairy and trarsparently, L= candidates with the ssme scores should be equally
rejected or progressed.

Star Ratings for applicants - o help with shortlisting

The ATS has a ussful star rating fadiity which you an use to rabe applicants in your short
listing process. These stars can be used &0 oreate & longlist of those that you wouwld ke to
inb=rvi=w and those you would not ke to take through to interview.

For exampls, once you complete the soorecard and you have agreed the overall recruiter
scone you would like fake forsand o intervdew you can then add 5 stars for those you wish
ko take fonwesd o inberview and 1 star for those you do not wish o progress.

This means that when youw feve completed the shortlisting you can then fiker the applicants
andl bulk invite: to imterdiew and bulk ngect applicants. This & the most effident option

rather than having to invite each applicant separstely and reject each applicant separatety.

Remember to save your scorecand by pressing the complete scorscard button to
evidence how the applicant did, or did not, meet the critical reguirements of the

role before you can progress star rating, rejedting applicants or inviting them o
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Filtering by star ratings
To flter the applicants go to the filter button an the kR hard side and chooss which
fiker you would Bke to apply

a1
1
X
I
5-

i € 4 4
" = B o@m

Bulk Rejection of applicants

Flease check that you have added the shortiisting criberia for every applicant and added star
ratings for each applicants. Once you have used the filter to find all of the applicants with
one star rating, seect the candidates thet you want to neject by putting a tick in the bax
=it to thesir name and then you @n then bulk negect them 2 shown below. Please select
the "Reject at Shortlist Stage Button™ which wall send the applicants an automatic
el

ik Cadalnbales e o b A g,

s e -}

o will be asked “Are you sune?® just in case you have soddentally preseed the: wnong
button. If youw still wish to reject the applicants, dick again to send the rejection email
template to the applicant.

The ATS has standard rejection templstes for rejecting applicants at the shortlishing stage
and the applicants. wall repsfee the emal 34 hours after yow heave s=nt it thanking them for

their application, notifying them that they heve been unsuocessful and advising that we an=
urshie bo offer feedheck at shortlisting stage.

4. Arranging Your Interviews

Bulk inviting applicarts to Inbenies

Before inviting any applicants to inte=rdew please book your interview moms and plesse
ke sore B0 imvbe smal oot me b bl b oo ik (This wall srsure reception ane awans
of your vestors .
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This functicnality allows you to imite all of the applicants o intsrview in one go by setting
the dabe and start time of the ingerdes and the duration of each inberview, The syshem then
sefx up time slots that the applicants cin book themsehves onto so that they on choose a
time that mhts themn. The system will then notify yow sach tme an applicant has confirmed
their attendance time siot and send you 2 @lendar invite which you can open and save in
your outiook calendar with the applicants OV attached. Please note if you are intenviewing all
day, you wil need to 2=t up two intervdew sections othensise the sysbem will populate siots
the wihole way through the day without giving you any breaks.

To set up bulk interviess, filber all the applicants. so that you have all the applicants that you
would ke to imvite o inkerview e, those with a free star mbing.

Ensure that you have completed the shortlisting oriteria on whether they hawe
meet exch of them on the scorecard section before inwiting to interview.

iChoose the interview stage: that you are inviting them to L= Invite o First interview or

Inwite to 2% imterview.
§ «~—_ - [ - |
Al e led
H Irevrim i i v
Trecilin L Fredl ey
Irecvin b fessecrormend s
- Hirary Slarwrges’ - 5 ey Ll ©F P
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The first options you hewve wihen booking interviews are bo s== the applicant{s] wha are
b=ing inberviewed and who is conducting the interviews.

The main interdewer needs to be selecdied from the drop-down menu.
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Yoru can then add additional Interviewers using the drop down. I you cannot find them
please contact your HA coleague.  Additonal Inberviewsrs can either be umers of the syshemn
or external people. To add extenal intersiewers, ssect the opbion and complete the
required details.

el el s

| B T B e & el Ervieal

LY 't prn 'y

The next stage is bo choose the siot allocation for the: intervew and dhange “can the
candidate choose their own siot™ o YES

EE—

Frimary inTerdisssr

Witz mhaould 1he armsile e asnt from?

dias forssa i inrian. oo, uk

Carn carndicsiers chooss ihair oeen sloa? m

From here wou need to enter the interdew times wsng “Quick Create Slots™

s stamdeard the system will oeate 8 new templat= based on the nest working dey befvessn
Sam and 10am.

Yo can edit the details when this is added or remove this slot completely by dicdng the
oroes at the top right of the slot
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Creating an inberview slot

. There are four wvanables bo select when creating an interview siot.
= The Intervies Dege,
& Inbervieyw Start Time,
& Imberyview Enad Time,
o Locstion of Inbeniew.

The location is pre-ioaded bemed on the loction whene the jpb advert was posted. Please do
moft modifiy this otherwise applicants could be sent o the incormect location.

..... -t e (A RN I BT n
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Once you have oreated the dots for your interiess you can then send out the: invite: bo the
candidates, ** Do not forget to change or delete the systems pre-populated time
shot beforehand.

You hawve two options when selecting an email template to send the candidates.
*Edit fssigned Siot Template” and “Edit Selectable Siot Template”,

Flease select the Edit Selectable Slot Templabe as this option s where you are
aliowing candidabes to choose their own diot.

s | rremay
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Once you heye completed all the required information and chedked over the email template,
scroll right &0 the bottom of the page, on the right hand side you can select "Sead™ o
invite all candidates to intendes.

&l applicants sdeced, along with the primary interviewsr and any additional intenviewers
vaill be aubomatically emasiled about the intenview bookdng.

Inb=rviewers will be able to open 2 ilendar attactment and add i bo their digital disres.
They will also receive the candidates OV in the email.

Candidstes wil recefve a branded email from the system with a unique link for them o dick.
This link will take them to the Candidate Portal. Here the candidate can Aooept or Decline
the dot.

Once you heres s=nt Interves Imvites out o canchidates, you will be taken fo the Irterviesy
Boolkdng Page List. You oan also anoess this page through the main vacandes page through
the drop down on an advert post or from the candidate list at the top right. Plesss see
bedaw:
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The first sechon of the Intervies Booking List is the Accepted Irvvites. This is a kst of any
invites that you have s=nt out, that heve been aooepted by the candidates. 1t will ghee you a
complete overview of the Inberview,

Yo are ahie to reschedule any slots on this page. Cicking Reschedule will take you back
to the interdew booking page: and will sffedively allow you to oeate a new Siot.
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5. Assessment
Pre interview

Before the: inberview make sure that you and the obher inbenviswen|s) e read throwgh all
off the O's and identified areas that you would like to explore more at interdes.

Fiease make oure that you heve designed questions: that are going o asees the
skills and experience that you requins for the role and that you have agresd which questions
you are both asking.

filen ensure that you hewe all the: int=rvisw quesbons and any obher matenal pringed out
{interview queshon templates are available on request from HR)L

During the interview

#izk all mandatory questions =.g. Schedule 1, right o work in the LK, What is their notice
period, do they have amy long holidays booked peer the next & months.

Each member of the selerfion beam must omplete an mferdew 2ssesoment form for each
candidafe

If the role requires & qualificstion — cherk if the candidste has it and reord as necessary.
Explain the next stage and the timescales to the applicant; alo explain that you wil be
getting in touch with them via telephone to maplain the outcome.  They will then recete an
el from the ATS ono= you have made the phone= all and changed their status in the ATS.
The hiring manager is responsible for ensuring that the interviews are conducted in
a fair and consEbent manner in aocondance with relevant emplayment legislation. IE
i their responsibility bo ensure that all interviewers complete the interdew
assecsrment sheste and that they are scanned and uplnadesd into B ATS.

ME: The interview assessment sheets and any notes taken during the course of the
intervies must be stoned o oomply with our legal duties. Al recruitment information
= held on the ATS for 12 montlPs after the date all interview for ursuceesshl
applicants.

Post first Interview

Yo have held your first interndews. Mow you muest sense chedk your First Inberview nobes o
ensure that you have recorded esenything wouw wish bo recond, induding feedback: 2= to why
¥ou are of ane not progessing the application aery further. Once this is complete yow must
then upload your interdes notes to the ATS.
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Firstly find the rdevant vamncy and dick on In Progression here youw will find thos=
applicants. that you previously imdted to Interdes.

Find the reievant applicant and open wup the Manage Files section
Fl
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Uik the armow in order to browse for your document button and then click the: Upload
Files button to upload the First inbenvies notes. There is a maxmuem of 3MB per doosment
that can be upipaded o the system.
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Once the upload is sucoessfidl you will ss= the file uploaded as shown beliow

 saeagm fan
r-\-‘l - .-/-/

E e

Flease nobe that first intervies notes must be uplosded for each and every applcant
inberviewed. Without this, your HEL colleague won't be able to move the recruitment. process
fonward &y further and will not be able to Eue a contract to the successful applicant.

6. Making Your Decision

This is often the challenging stage for hiring managers. Always fesd free to ik this through
with your HR: ool l=sgues or another coll=ague invobeed in the: process.
Rejecting Applicants after First interview

Call all unsuores=ful appbcants and advise them that they have not been successful on this
oocasion and offer themn verbal feedback at 2 bme comeesnient for them.

diftes you heree contacked the unsuooessful applcanis - Select the applicants on the lefi hand
e of the soreen and you can then bulk change: ther stahs o *Rejert after A1 =f 2=

Rejecting Applicants and moving them to the Talent Pool

Sedect the applicants that you ame not taking fonward bo the second inferdes on the left
fend side of the soreen and you can bulks change ther stathus o *Reject and Talent: Pool®

L l_
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Inwiting applicamts to Second Intensies

T imvite applicants to the Second Interview, please follow the ssme process 25 imdting to
the first interview =wcept for changing the stabes o “Iavibe bo 2™ Tnberview™
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Post Second Interview
Congratulations!  You've reached the stage where you can tell everyone their outoome, and
can especally enjoy informing the candidate you want to appoint.

You will need to change the status of the suoressful Applicant to "Hiring Manager —
Verbal Offer’
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Call the suoressiful appbcant and let them lnow that you would like to offer them the ole
and that the HE team will be in contadt to disoess the details. Pleace do not disouss salary or
arwy other terms and conditions with them.

Once you hawee offered the role to the appicant, you nesd to go into the ATS and change
the applicant stabus o Hired®
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Trecrin b Tndl viererwrsy

Irrein b Fredl byl worey

Trecvim b syl {evhm
Hitany rlar g’ 57wy Lol CF i
H# Dy - Fiwrral Tl - (HEF
HH Ty . Pl Dl - HG H

H# Ty - Furrral Tl iy e el Ayl

¥ & & ¥ *

il

Rejecting the unsuooessful applicants

Call all unsuccessful applicants and advise them that they hawe not been sucoessful on this
oomasion and offer them verbal feedback st a bme comveient for them. ¥ou may have some
applicants that are unmsoressful but you may ke to k=ep them for consideration for obther
rofes. showld they ans=. [n thess droumstances you can let the applicants loos that yow wil
keep them in the talent pool in case any further sa@noes arise that they can be oons densd

for.
Bejecting and talent pool the ursucoessful M Hoool
applicants
-...H M Aot s Shorisl Siaga
Brject after Interview M Regesl & Taent Poo

M Regecl afer AC ) T8l 1 Ind insraew

"‘--\_N\‘
Candidate does not attend "'-b.,__._h‘-.‘h

N Cardegats Widrmwn {

7. Formal Job Offer and Pre — employment checks

Once the manager has called all applicants and advised them if they wene sucosssful or nat
and then changed their states on the ATS to ather offer or neject, your HEL coll sague vl
then call the surcessful applicant and discuss the details of the job offer with them and the
preempicyment cheoks.

&l applicants. wall start on a Monday unless there is a bank holidey and they wall start on the
Tuesday. The minimum length of time: betwesn a job offer and the applicant starting would
b= 2 woeeks bo ensure all the relsant pre — employment dhecks are completed. Applicants
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may Fewe 4 wesks o 3 montis' notice period wath their ooment emploper which will affect
ther start dabe.

Before an applcant can start the foliowing must be succesfully completed

o Schedule 1 autharisation if appropriste
« M dearanos

s« HAVS dearance i appropriate

o [DES dheck or risk azsessment if appropiabe

The following checks will be completed) aranged by HR sither on their first day or in their
first wemsk oF Employment

o Audio surveillsnos i appropriate
&  Right to Work documentation cherik (First day)
o References

8. Induction

First day induction

&l mew starters ane met on their first day by MR and given a brief overview of the: main
paints ey nesd o know in ter first week.

i.':-u-rpnrnulnducﬂu

Corporate Induction is nun once & months for all new starters it is mandatory that il nesy
starters atiend this induction. The induction indudies a weloomss session with the Chief
Exrrutive and sesgions from 00 and Conporate Governance.

Departmental Induction

Line managers should ersure that they delfoer a departmental induction starting on the first
day to the new emplopess, please use the "Getting Started Pack™ to hel p supplement the
departmental induction. The line manager should also enoure that they take the new
empiopes throughs the Action Plan for Suocess Process and set goals that they need o
achieve in ther first & months of being with Tal Tarian and ensure that the new starter is
aware of the training that they will nead to complete: in their first e wesks,
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Appendix 1: Recruitment Process - RACI Matrix

Actvity Doouments Eesponsible | Acmountable | Corsuked | Informed
Required
Notfication | Role Profie Hirng Hiring HR: Team
to Recnust Busness Cece (F | Manager Manager
Approprab=
Recnutment | Role profie HA Team HR Team Hinng
Fanning Recrurment Manager
Fanning
Dooument
Advertising | Advert MR Team MR Team Hinng Applicant
Manager
Camchdiab= Ral= Profie Hirng Hiring HE Team Applicant
Management | Cv Marager Manager
Shortlisting | Rol= Profie HIrng Hiring HR Team Applicant
Cv Manager Manager
Imate to HiIrng Hiring HE Team Applicant
Interview Manager Manager
Rt % HiIrng Hiring HE:. Team Applicant
shartisting Manager Manager
sage
Intervew (] HiIrng Hiring HE:. Team Applicant
Inberview Manager Manager
Chue=stions
Reect after | Inberoew Hirng Hiring HE:. Team Applicant
intervew Asezzment notes | Manager Manager
Mobfy Inbervisw HiIrmg Hirmg HR Team | Applicant
applicant Asezzment notes | Manager Manager
that they ae
sucressful
Formal offer | Frinapal MR Team MR Team Hinng Applicant
of mole Skatement of Manager
employment
O e
emptorment
Cnecks
Mew starter form
Maonitoring Form
Fre- Schedule 1 HiIrng Hiring Corporate | HR Team
employment | authonssbon {if Manager Manager Governanc=
checks (pre | appropnate)
skark dabe)
OH dearance MR Team MR Team Applicant Hiring
Mlarager

Pagi ¥ of 33
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HAVS Clesrance Fi= Temmrm R T Appicant Hiring
( if apperopriabe) Flarmmger
O cheecle oo risk
assescrrent [ FL Temrm Firimg Applicant HRE Team
Appropnaks) Hanager
Pre - Susdic FE Temmm R T Arplicant Hiring
emplovment mureeillance [if Pareger
Chre=cies. (0N appropnabes )
or by sEark
diab=} Fught to Work | FEL Teamn HEL Team Applicant Hiring
dicCumentabom Pareger
check [ Frst
diay)
e e i Temrm R Temrm Applicant Hiring
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EV26

TaiG‘-_’
Tarian
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 27 scp point from the bottom of
the relevant grade, ensure the Manager is aware of this.
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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?




* 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 statingin 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/fag/is-it-permissible-for-an-employer-to-state-in-a-job-advert-that-applicants-must-hold-a-
full-driving-licence/61457/

REMINDERS:

e  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.

1%t 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, 2" interviews/Assessment Centres cannot be organised.

2"¢ 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.

e Remind Manager of schedule 1 requirements (i.e. may delay offer if schedule 1 clearance is required)
e New starters only to start work on Mon or Tues (if bank holiday), no other day
e Remind Manager of HAVS surveillance if their role requires it (will need to have HAVS clearance in order to start)
e Remind Manager of Audio surveillance if their role requires it (will have Audio surveillance shortly after they start)
e Ask Manager to begin developing First Interview Questions (to add to first interview template)
e Develop Recruitment Timeline as per dates recorded above and book rooms with Manager invited
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EV27

From: Sarah Cosker <Sarah.Cosker@taitarian.co.uks
Sent: 01 April 2021 14:42

To: [
Subject: Recruitment system information
Importance: High

Hi
lovely to catch up with you early this morning, please see attached information as promised which includes:

o g copy of the recruitment planning meeting document
o the recruitment process guide
o the interview notes template

To confirm you advert is now live, please keep an eye on your applications and shortlist as you go along , we will
close as soon as you confirm youw have enough suitable candidates to take through to interview.

If you have any guestions please do not hesitate to get in touch,
Have & lovely bank holiday weekend,

Many thanks,
Sarah

Sarah Cosker

HR Advisor

Tai Tarian Lid.

Ty Gwyn,

Brunel Way,

Meath,

Meath Port Talbot,

SAL11 ZFP

Tel: 01639 506650

General Enguiries: 0300 777 0000
Website - www_taitarian.co.uk
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EV28

Tai il

First Interview Assessment Form Tarian
+
Candidate Name: Position interviewed for |
Iitardiewiar 3 Diate of inkarvie:

Interview Format

11
2]
3]

a4y
51
fi)

Introductions (mane candidabe feel ab case)

Exnplanation of role (Mansger)

Ask randidaie bo oo through Be relewant aspecks of ther applicationiexperience bo date [make reofes on
Lo

uesstiors — Sei bl

Give cand idabe anportunify io ask guestions
Close and explam nedd shepsibime scakess and that vou sl provide feedack iF unsucoessiul.

Suggested General Questions (please amend if necessary)

Withat do you Enower aboul Ta Tarian?

Withy are you inkerestad in this rle and warking in Tai Tarian? — Currént circumSta ncesfwlvy you ana
looking for a chamnge?

Wy do you think people dhoose Lo live in Lodal hauging?

¥hat are

VU CAréer aagiraliong:

Whak & yalr CUrTent malvation v e whal orives yau or ek you ol Ded in e manming?

Role specific guestions - based on Experience, Knowledge, Qualifications, Behaviours,
Competencies

Criteria

- | cusbomer servioe

Qusstion

']

(1]
[1]
=i
=
=
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Aressar

o e
Cuadtinn

Aressar

Criteria -

o e
Cuadlinn

Aressar

o e
Chuadlinn

Aressar

Criteria -

— -
LTSy

Areadr
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puEshan

o5 TSN

Criteria - Qualificationsy Eguivalent relevant cxperience — Ves) o LA,

Please provide details

HMandatory questions:

Dooes thee candidaie hase te nght bo work in thee 1PET — Tos (o

‘Whore did thee candidate hear about this jab=

Curnment Salery'Salary eapeciabions:

IF Ao hcabde, do Heey hawe Bhe asiihy B0 rawel to umdertake Ene robe?

What & Hesir nobtos perod?

Oso thiey hawe any koma holkdays Sooked ower Ene nest B maontha?

Schedule 1 — is this candidate related to or in a relationship with any current or forener:
member of staff, Boarnd member or comtractorf oonsultant of Tal Tariam?

ez f Mo

If ¥es, record who and nature of relationship:

G candidate chanos o ask guestions (record gusstions candidate asked):

[=]
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Summary for decision making

Criteria for the
rabe

Evidence

Score

Scoring Criteria

a Mo eyvidenios,
reguiramsanl for he rale

dosint mestl

Good ayidence, mesls requirement
o Lhe rale

1 | Minoe evidence, nearly mesls Lhe
raquranmsnl for e male

Lad

Shrarg evidenoe. Exceads
raquranmsnil for e mle

Owverall Suitability for the role

Please confirm decition

Take forwand to Xnd Stage

Reject

Please upload this document to the Applicant Tracking System against the candidate

and change them to the relevant status|

Pazp 4

[=]
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EV29
B Fosenkins@aitanian co.uk |

Dt 39 Lparil 2021 at 16:58:5T7 BST
Ta: Sarah Casker <Sarah. Coslosn®a ) barka nod o ks
Suhject: RE: Recrulimsent system Infermation

Hil Sairain,

Frasne Faad @ ool Hhrcu gin e ol e amd ahoo ko at e oEiem and essryithing, s easy o oo w aind
straighit forsard

Trank ioralll yowr Rl Snrouginoe t ks process — mu dn app s iaied |
Faollifies Offloer

Tal Tavi=wn

Ty Gy,

Enuned ey,

B Enernmy Park,
Pl

&1 2FF

TEL- 0300 F77F DOD

From: Samah Cosker <Sarah. Coskem®iial bana noc o ul
Saart: 219 April 2021 1443

Ta:

Subjeci: Recrultment system infarmatian
Importanca: =igh

Flease oo link below to atosss the recruitrment system, akng with usemame and Eemparary
passveand.

it poaiingpard a. coim ) Vel nokes

Usermame/ermail

Aassweand

have also aftached the recruibment process guide far you which sl shose you Fow 1o use the
aystem . along with the irderies questians template.

Slary thanks,
Zarah

Sitvith Cacier

HR Advisor

Tai Tarian Ltd.

T Genyn,

Brunel Way,

MNeath,

Meath Port Talbot, 5411 2FP
General Enquiries: 0300 777 0000 |
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EV30

rrorm:

Date: 02 Feb 2021 at 14:58:57 BST
To: Sarah Cosker <Sarah.Cosker@tzitarian.co.uk>
Subject: Recruitment

Hi Sarah,

following on from our recruitment meeting catch up, | just wanted to thank you for all your help, some of the things raised within
the meeting really made me think about the future of my team and the planning | need to make.

You mentioned that the HR team were looking at developing some advanced recruitment training for managers, please can you
let me know as soon as this 15 available as | am keen to develop my skills and to make sure | hire the right candidate in the future
{as you aware there have been some poor choices made previously).

Once again thank you for all your help |
Enjoy your time off,

Kind Regards

Operations Manager

Tai Tarian
Ty Gwym,
Brunel Way.

Eqglgn Energy Park.
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