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English terms in human resources
management




@ What is human resources vocabulary in
business English?

* Human resources vocabulary is the vocabulary about the personnel of
a business organization which includes issues like compensation and
benefits, recruiting, hiring employees, training and performance
management.




@ How to learn human resources
vocabulary?

You can learn by the help of games, puzzles, tests, word definitions and
flashcards. You can see the links to these activities below this page.

HUMAN

RESOURCES




@ Word list of human resources vocabulary
In business English:

Employee: worker

Employer: patron

To work overtime: to work more hours than required by the
contract

To work shifts: to work at different periods of a day as groups
To be on the night shift: to work with night group of workers

Flextime: Flexible working hours




A roster: a list or plan showing turns of duty

To have time off : to take vacation or leave

To take a day off: to be absent from work for a day with permission
Full-time: the whole of someone\'s available working time
Part-time: to work only part of the usual working day or week

To be punctual : to start or arrive at the required time

Home working: to work from home instead of going to the office
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Time sheet: a piece of paper for recording the number of hours
worked

To take a break: to stop working for a short time to relax

Public holidays : national holidays that are not generally worked
Hourly rate: the salary that is paid per hour of work

Fixed hours : unchangeable working hours

Qualifications: a quality that makes one suitable for a particular job
Vacancy: an unoccupied position or job

Apply for a job: to request a position in a company







1. Human resource planning

The first HR function is all about knowing the future needs of the organization. What
kind of people does the organization need, and how many? Knowing this will shape
recruitment, selection, performance management, learning and development, and all
other human resources functions.
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2. Recruitment and selection

HR function involves attracting people to work for the orgamization and selecting the
best candidates.
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3. Performance management

Performance management is a set of processes and systems aimed at developing an
employee so they perform their job to the best of their ability.
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4. Learning and development

Learning and development is a systematic process to enhance an employee’s skills,

knowledge, and competency, resulting in better performance in a work setting. f-lw-‘-l"
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learning i1s concerned with the acquisition of knowledge, skills, and attitudes.
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Development is the broadening and deepening of knowledge in line with one’s
development goals.
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5. Career planning

The fifth function of Human Resource Management is career planning, guidance, and
development for employees, together also referred to as career pathing.

Showing employees how their ambition can align with the future of the company
helps to engage and retain them. For the organization, there are the benefits of better

succession planning, higher productivity, and a stronger employer brand.
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6. Function evaluation

function evaluation involves comparing various parts of the overall HR operation.
This can include the quality, and availability of workers, job location, working times,
the economic situation, job responsibilities, and how much value a job adds to your
orgamnization.
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The 1dea behind function evaluation is that similar jobs should be rewarded
similarly.
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7. Rewards

Compensation and benefits are integral to attracting the right kind of candidate for
the role, and company. These will vary across different fields, countries, and cultures.
In some countries, such as the USA, health insurance is often part of a job ofier.
However, in countries such as the UK, where a public health system provides most
healthcare, to most people, this is not the case. Yet the total rewards framework shows
that rewards are more than just money. They can also be relational and psychological

outcomes. |
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8 Here is a non-exhaustive overview of total rewards:

Base salary <l <l

Performance-based-pay sV e L&l sl

Bonuses <lalsall
Job security Jeall ;al
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9. Employee participation and communication

one of the key roles of HR 1s to be a credible activist for the employees. Employees
need to be informed and heard on different topics that are relevant to them.
Communication relates to spreading information relevant to employees.
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10. Health and safety

HR plays an important role in creating and implementing health and safety
regulations.
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Exercise & Discuss :

Discus the most impotent terms in the fictions of human resource management

O Write a paragraph consisting of 6 sentences about human resource management.

1 Reading your paragraph for your friends.

0 Listen to your friend’s paragraph and comment on it.

A




HR Officer Documents




Job Description

A job description 1s a document that clearly states essential job requirements, job
duties, job responsibilities, and skills required to perform a specific role. A detailed
job description will cover how success 1s measured in the role so 1t can be used In

performance evaluations.
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CV OI resumme

A CV—is a detailed document highlighting your professional and academic history.

What is a resume?

A resume is a formal document providing an overview of your ]i:rafessianal background and
I

relevant skills. Standard sections on a resume include your wo
professional summary, and a list of your skills.
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history, education, a

What are the most important terms in the definition?




Interview Questions

« An interview is a formal meeting at which someone is asked questions in order to find out
if they are suitable for a job or a course of study.
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It is the question that the human resources officer discusses with the person applying for
the job
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It aims to determine the suitability of the applicant for the position offered
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- The interview is one of the stages of recruitment and selection

.steps of recruitment and selection
Receive a job order Jee il il

Source candidats (sl el ol
Screen applicants (pediall 7.
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Interview candidates aliaell el jall 2aas
Conduct testing _tiayl 5l aliad ¢l jal
Extend a job offer Jesll = e a0




Questions in the personal interview

Tell me about yourself?

?is Y & _ ',"’\a

Why would you say you are looking to leave your present place of employment?
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For what reason would you like to work here?
fUa Jaall & 2 i é‘\'
Why Should | hire You?




exercise : (interview room)

. Design personal interview questions using the English language.

. Ask your partner to answer the questions in English

. Try to ask new questions in English based on your friend's answers

. Discuss the most important characteristics and qualities that an interviewer

should have




HR Administrator Dictionary




Corporate Culture 3s_ 2l a3l
The collective beliefs and values shared by employees in a given company’s work
environment.

Education a3l
The history of institutionalized instruction listed on a resume, such as high school, university, or

vocational school.

Employment b &l
A work position that is paid.

Experience :_nall
The entirety of a candidate’s past work history, including volunteer work and any knowledge
and skills gained as a result of prior training, tasks, and responsibilities.




Full-Time J4S al 2 Jasll
Work that takes up an employee’s regular hours, usually designated as around 40 hours per
week. Less than full-time work is considered part-time.

Human Resources 4 &l 1l sl

The department of a company that deals with employees and their relationship to the
company, including the hiring process, benefits, time off, and more.

Onboarding 4 lia¥l 44l
The process at a company by which newly-hired employees are brought up to speed on the
company, the company culture, responsibilities, and job roles.




Use the dictionary to discuss human resource terms

Ya
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