[image: BOLC_Logo]                                                                  
   Assignment Cover Sheet





	Student Name:
	Charlotte Brealy

	Student Number:
	35678

	Course:
	Human resource management 

	Assignment NO:
	Unit 3
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 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
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	Please insert your completed assignment ( in word format)  here:

1 i) On Quest cover it explains the induction programme as ‘An effective induction programme should be applied to new recruits as well as employees moving from one job to another.’ (Questcover.com, 2019) The induction programme is the second to last step of the recruitment process which should be conducted professionally. The induction programme would be conducted on the day that the new employee starts at the company, this would involve introducing the employee to your company and current employees to letting them know where they will be for the rest of the day and when they start their new job. The new employees would be shown all the fire exists, toilets, a tour of the building, ensuring they are settled in well. The induction process would also involve the employee to fill out any important paperwork, any personal details relevant for the company such as their next of kin details and their personal contact number, they would inform the recruit of all the policy and procedures and any company benefits they are entitled to. The induction is an important part of the recruitment process for all new recruits, if the new employee is not introduced in the correct way or given any guidance this will already give the new employee a negative and bad vibe of the company, so to have everything set up for the new employee is key. The induction is essentially, making the new recruit feel comfortable and set up for the day giving them everything they need to work in the correct and safe way. 

ii) The advantages of promoting employees within the company are; Internal recruitment/Promotions within the company can be less time consuming and is less expensive then employing candidates externally. Promoting employees within the company is motivating for other colleagues and boosts morale within the team/company. It makes employees feel positive about the company and it will give other colleagues confidence, the employees are also given the opportunity to go for the job advertised. An article I found on advantages of promoting employees it expresses the importance of this, it states ‘Promoting from within a company boosts morale and helps keep productivity high. New employees can see the potential for growth. If your employees know there is a potential career path within the organization, you are less likely to lose promising staff to another organization.’ (Work.chron.com, 2019) company reputation is very important so if it is known that a company invests in their employees this will attract new candidates for future recruitment. The potential employee that receives the promotion would know the company policies and procedures; this is an advantage to the company as the employees would already be following this. A strong advantage for promoting employees within the company is the human resource team/manager would already know what the candidate is capable of and what skills they have. On Bizfluent it gives disadvantages of promoting within the company, such as ‘When companies make internal promotion a focus in job searches, they may limit themselves from truly getting the most qualified applicant for an opening.’ (Bizfluent.com, 2019) the statement from Bizfleunt is a good disadvantage because when you promote within the company you are limiting yourself to a Poole of candidates, you are only considering the few candidate that have applied for the position which may not have the necessary skills for the promotion, you are promoting them but yet would need to train them in certain areas, what if an external candidates already have these skills already? Furthermore, the disadvantages on limiting yourself to the poole of candidates, by not introducing new faces to the company, you are not introducing new ideas/new ways of working. New ways of working could be good for the company. 

iii) Employers transfer staff for similar reasons why employers promote within the business, to give employees opportunities to progress within the company, this creates motivation throughout the company and also gives the company brand recognition. By transferring staff from departments, you know what skills the employee already has, and you know how they work, they are aware of policy and procedures. You would already have the transfers information/personal information so essentially; they are already set to work in a different department, this will also make the process less time consuming so the human resource team can focus on other agendas. On the balance careers website it states ‘A transfer at work is an approach to helping employees develop a career path. A transfer provides experience in other areas of an employee's current department or in a new department within the business.’ (The Balance Careers, 2019) so by transferring staff to a different department the employee would benefit with career progression and will not limit the staff to the current skills they already have, they will learn new skills which will motivate them to learn more about the job and company, the company will benefit from this. 


iv) The main objectives of the recruitment process in an organisation are to attract the required skilled candidates that the company will benefit from, to introduce new faces to the business, allowing them to bring new ideas and new ways of working to the company, to pick candidates who will have different and fresh ideas to different parts of the business where beneficial, to ensure the company have a good working environment that will attract competent people who will want to work for the business, To have an understanding of the company values so they can identify the correct candidates, as company values need to be followed, To search for candidate’s globally so they are not limiting themselves, to plan for the future and anticipate new positions that my come available for the candidate’s, to seek unique and diverse people, to think of ways of psychological traits and to negotiate entry level salaries that are made on quality. On this website it enthasis’s how important the recruitment process ‘The recruitment process is key to your company’s success, because it is the basis for the growth of your company.’ RowShare, (2019) there are many reasons why the recruitment process is so important to a company, without a process you would not know where to start, when it comes to hiring new employees. By having a recruitment process in place this allows the human resource team to identify and select the skilled people not only for now but for the future. 



2) The recruitment process step by which is put in place to follow starts from the applicants sending in their cvs/cover letters to the organisation, which would initially be advertised. The selected candidates that match the criteria are then shortlisted for potential interviews/next step. When the poole of potential candidate have been picked the company require the shortlisted candidates to completed a short test, this could be a typing test or a maths test (something that relates to the position) on a website on pre employment tests for potential candidates It states ‘Depending on the type of test being used, pre-employment assessments can provide relevant information on a job applicant's ability to perform in the workplace. ‘ Criteriacorp.com, 2019) this suggests that the test is used to identify the candidates skills so this is a crucial part of the recruitment step and would it helps the interviewer have an idea of the candidate and their skills, this will have a factor in the end decision when choosing the right candidate for the job. The next step after the tests have been sent and completed by the interviewees is the interview stage, this is where the interviewer will interview each selected candidate for the advertised position. They will ensure they have all the candidate cv/cover letters printed off ready to interview individually. They would ensure the room is available and is formal and then conduct the interview by allowing the candidate to talk about themselves and allowing time for the interviewer to talk about the company, this is structured, so it is professional. The interviewer will give feedback and discuss the results from the tests that the candidates have completed and add anything they may wish to add for example they may ask the candidate to expand on some of their answers or ask them to give examples of their answers if the test is based on competence questions, this is another way of the interviewer to identify the candidates skills and their character by listening to their answers and how they respond. Once all the interviews have taken place, the interviewer will decide on who they wish to employ. They would shortlist the same way they would select potential candidate to interview for the job, this is the same process, however they would be shortlisted based on the candidates that match the job specification. If they have more than one candidate to choose from the decision is usually given to the line manager as they would be motivating and helping the candidate learn the job, so this would be the best way to make the final decision based on all the interview notes and who they feel would fit in their team based on this information. Once the decision has been made to employ the candidate the next part of the recruitment process would be to check the candidate’s references, this is where the company would check the candidates references from past work placements to check that everything matches and to ask anything they wish to ask. At this stage the candidate does not have an offer of employment letter until the references are checked and are ok. Once the references have been checked the candidate would receive a phone from the interviewer confirming that they have successful got the job, this will be when they give a brief outline of the outcome and what to except next. The successful candidate would then receive a written letter of employment from the company two weeks before they start work which will include the job title, start date, salary, any company car/allowances if applicable, a signature from the HR/line manager and a signature for the candidate to sign to confirm they are happy with the off and they wish to accept, company benefits and working hours would be provided, what they would need to bring with them on their first day. Once the offer of employment has been written and sent to the candidate the company the other candidate that interviewed for the position will be notified by letter that they have been unsuccessful and the reason why they have chosen not to employ the interview. They would have a candidate that they refer to as ‘first reserve’ which is the candidate that would have been their next best, they would be notified by telephones out of courtesy, this is just for precaution, if the one that has been offered the job chooses to decline the offer of employment, this will ensure the candidate is positive towards the company. Once the new employee has accepted the offer of employment the company/department will conduct and induction for the employee, showing them around the building, showing them the fire exits and getting them set up for their working day. Once the new employee has been set up and is settling in their new job for a while, a couple of weeks and a year for a managerial position, the recruitment process ends where the team will evaluate the recruitment process on how successful it has been and if they have made the right selection choices. 

Case study 

1) Fun & Learn can attract the best applicant’s by ensuring they plan their recruitment process by having a detailed plan, this will include the audience they are looking to employ, the job itself and salary and various other parts of the job itself and how they would like to advertise the job opportunity. By having a detailed plan on what the business needs before they look to recruit, this shows a more organised recruitment process allowing them to have all the relevant information from planning to knowing who they are looking to recruit. Fun & Learn will decide how to advertise for the job, wording of the job role and a detailed description on the suitable candidate for the job. The type of group Fun & Learn can advertise to is to parents that have children, this would be the best target audience for this job, they will have a knowledge of what kids like to play with, so I think this is a benefit for the company. I think parents will not only have the knowledge but they like children and have the patience so they would be best suited for this type of working environment. Another group they could focus on is someone who likes working with children or has worked with children before but do not have children, they would have experience with working with children and also have a knowledge of the type of toys that children like, they are energic and enthusiastic candidates that have the patience as they would of previously worked with children. The recruiting should be done externally by using a recruitment agency which you are able to advise a detailed advertisement on how you would like to advertise the job, ensuring it is worded for the correct target audience. 

2) Fun & Learn should select the best candidates by reviewing the applicant’s that have applied, they should have in mind the type of person they wish to employ or who they are looking for, so they can look at the poole of candidates they have and identify the best candidate’s to work in the environment with the relevant knowledge that could bring to the company. The best candidate would be someone who has an interest for the job and has a passion for this. A fun and energetic person would be right for person as the environment will be kid friendly so you should be energetic as kids have plenty of energy. Applicants that have previous experience in this type of industry would be ideal they would understand what to expect, whereas someone who has just finished school may not necessarily have much interest but are just looking for a job. Overall the best applicant for the job opening would be a parent who would have the knowledge or someone who has previous experience in this industry. 

3) Fun & Learn could socialise its employees by taking the time to praise their staff, lack of praise and feedback will make employees leave this could be reasons why they have a high turnover. By ensuing their staff have the correct and relevant information about the products they sale In the company and by giving them the knowledge they need to succeed as well as telling them how the business wants to be in 10 years’ time for example, company goals and success stories can be positive for the employees and will make them want to be on the same path as you. If you work with your colleagues, they will work with you. To engage with your employees Is an important part of a business, this is to show that you are there for your employees, the training given should be conducted professionally and it should also not be rushed. Team meetings or morning meeting can be comforting for employees as you have taken the time to talk to them, updating them on changes letting them receive the knowledge they need to succeed.

4) Fun & Lean should address its retention problems by evaluating why their employees leave, they should find out the reasons why they have a high turnover, maybe do a survey or do an interview when the employee’s leave this will give them some reasons why their staff leave. Fun & Learn should take the time to investigate thoroughly what the main reasons are. I think if Fun & Learn were giving their employee the training and support they need to do their job they may not necessarily have a high turnover. Lack of training or support given to their employees is not reassuring for the employee, this is negative, and this is a reason why the company have a retention problem. If you do not invest your time in your people or show that they are valuable they will not be invested in the company, how can a member of staff be expected to do their job if they have not been given all the training they need? Training and feedback are necessary in a working environment. If Fun & Learn did not advertise the job correctly this could be another reason why employees leave as it was advertised incorrectly and the candidate was not aware on what the job role involved, this is another reason why the company should plan beforehand to have an idea of their audience and how they want to sell the job to, a quick recruit Is also not the answer, as much as they need to recruit someone they should be picking the best fit candidate based on the characteristics they desire for the job ensuring they have the relevant skills (sociable, knowledgeable about children) this could prevent retention problems in the future. 
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