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1 Introduction 
This guide will help you to employ and manage people.  We lay out the important 
considerations as your business expands so that you can prepare early on. 

2 Job Descriptions 
A job description sets out the work which the job holder must carry out, outlining the tasks, 
duties, and responsibilities.  They are key documents fundamental not just in recruiting but 
also for managing people, for instance in performance management, annual appraisals, 
training, and development and give clarity to the job holder about expectations. 

3 Person Specifications 
A person specification goes hand in hand with a job description and is another key document 
fundamental in the management of people.  This document describes the essential and often 
desirable qualities necessary for the role such as skills, abilities and experiences required.  

4 Salary Benchmarking 
Salary benchmarking allows you to gather information on pay and benefits for various organisations, 
including your own so that you can compare your reward package to those offered by similar 
organisations and similar sectors.   It is a helpful tool when looking at preventing employee 
attrition as well as how you can attract candidates to your business. 

5 Employee Value Proposition 
Employee Value Proposition is (EVP) is the unique set of benefits that an employee receives in return for 
the skills, capabilities, and experiences they bring to the organisation.  The ability to accurately define 
your own organisations’.  EVP is particularly relevant to recruitment in that it becomes a selling point, 
and in a competitive labour market you want to do as much as you can to stand out.  Being able to 
accurately define your organisations’ EVP can enable you to effectively attract the best talent as well as 
retain the best. 
 
Employee benefits are extra incentives that run alongside an employee’s remuneration and designed to 
help promote employee morale and wellbeing and help boost your organisations’ reputation in the local 
area. 

6 Candidate Attraction 
To have access to a more diverse and broader pool of candidates, it is important to consider using 
several different methods of attraction.  There are many ways to attract candidates including, the 
Internet, your own website, social media such as LinkedIn as well as adverts in local or national press 
and with professional body associations. 

 
With social media now being a large part of people’s lives both for social and career purposes, it means 
that the use of it can vastly increase the pool from which you recruit, as well as making the recruitment 
process more efficient.  For those industries that experience fast paced markets this will be particularly 
beneficial. 
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7 Employing from outside of the UK 
With the UK having left the EU, from 1 January 2021, if you wish to recruit from outside the UK, you 
will need to do so via a new Points Based Immigration System, and one of the requirements will be 
to hold a sponsor licence.  The way in which you will check an EU applicant right to work will 
therefore be changing. 

If you already employee EU nationals, they can stay in the UK after 31 December 2020 but must do 
so by applying to the EU Settlement Scheme. 

8 Equality and Diversity 
Diversity is about recognising that people have many great things in common as well as having 
may great differences that sets them apart.   

Inclusion is therefore about ensuring everybody has the same right to equal access to employment, 
equal pay and access to training and development.  Furthermore, under the Equality Act 2010, 
Employers must not discriminate against job applicants, employees as well as ex-employees. 

9 Disciplinary and Grievance 

All employers, irrespective of their size, should have, and make available to their employees, a 
disciplinary and grievance policy.  It is essential that they are carefully followed whenever a 
disciplinary or grievance issue arises.  

It is hoped that most disciplinary and grievance issues can be dealt with resolved informally, 
however, where a situation is too serious, or attempts to resolve it have already taken place 
informally, then a formal process is required. 

Employment Tribunals will take it into account and failures by an organisation to follow their 
own company policies and consequently can adjust any award by up to 25% for unreasonable 
failure. 
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