Human resource management
A-Level Business - Vocabulary in context
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human resource
management

/'hjurmen ri'zo:s 'meenidzmant/

workforce planning
/'wakfois 'pleeniy/

recruitment /r'kru:tment/

selection /stlekfn/

training /['tremniy/

development /di'velopmant/

job description /dzob di'skripfn/

person specification
/'p3isn spesifi’kerfn/

qualiﬁcations / kwolifr'kerfnz/

internal recruitment

/m'tz:nl ri'kruztmoant/

external recruitment

/ek'stainl ri'krustmant/

interviews /mtavju:z/

Human resource management looks after hiring,
training and paying staff.

‘Workforce planning works out how many workers
the firm will need.

Recruitment finds people to fill jobs.

Selection means choosing the best person for the job.

Training teaches employees useful work skills.

Staft development helps workers grow their skills.

A job description lists the tasks a worker will
perform.

A person specification lists the skills a job
applicant needs.

The job needs a degree and other qualifications.

Internal recruitment fills a job with someone
already in the firm.

External recruitment brings in someone from
outside the firm.

The firm held interviews with five people for the job.
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< induction training
/m'dakfn 'tremiy/

< on-the-job training
/onda dzob 'tremim/

13h off-the-job training
/of 3 dzpb 'tremin/

Q) productivity /prodok'tiviti/

,9\- redundancy /r'dandensi/

dismissal /dr'smisl/

B

employer Jem'plota/

employee /em'plori:/

Jo
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restructuring /ri'steaktform/

Q ®

management of change
/'meanidzmant ov tfeindz/

Q

)

labour productivity
/'letba prodak trviti/

labour turnover /lebs 'tsnsove/

Induction training introduces new staff to the
business.

On-the-job training happens while the worker is
doing the job.

A course away from normal work is off-the-job
training.

Better machines raise productivity: more output per
hour.

A job disappearing after automation can lead to
redundancy.

Serious misconduct may lead to dismissal.

The employer pays the workers’ wages.

An employee has full rights, such as holiday pay.

Workers have rights, such as safe working conditions.

Restructuring changes how the business is organised.

Good management of change explains new plans
clearly to staff.

High labour turnover means many workers leave
each year.

Output per worker-hour measures labour
productivity.
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[—) exit interviews

é motivation /mooti'verfn/

{g scientific management

/saten'tifik 'meenidzmant/

® piece rate /pisreit/

,‘%’\ human relations

/'hjuzmen rr'letfnz/

4> hierarchy of needs

/'harerazki pv ni:dz/

[]] two-factor theory
/tu: 'faekta 'G1ari/

Q achievement /s'tfivment/

expectancy theory

/ek'spektansi 'rari/

"l"q physiological needs
/ fiz1a'lodz1kl ni:dz/

Q esteem needs /e'stim ni:dz/
recognition /rekaghnin/

M self-actualisation
/self zktfuzalar'zerfn/

Exit interviews ask leaving workers why they are
going.

Praise can raise workers’ motivation.

Scientific management studies tasks to find efficient
working methods.

A piece rate pays workers for each unit produced.

The human relations school says workers want to
feel valued.

Maslow’s hierarchy of needs goes from food and
safety up to personal growth.

Herzberg’s two-factor theory separates things that
motivate from things that only stop unhappiness.

Finishing a hard task gives a feeling of achievement.

Expectancy theory says people work hard if they
believe it will bring a reward they want.

Food, water and rest are physiological needs.

Praise and respect meet our esteem needs.

A good boss gives recognition for good work.

Self-actualisation means becoming the best you can
be.
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ﬁ hygiene factors /hadsin fektoz/

X Y B B

®

¥

ﬁ JOb enrichment /dsob en'ritfmant/

motivators /'mestvertoz/

financial motivators

/far'nznfl 'mavtivertoz/

wages /'weidsiz/

manual work /'menjuzal watk/

salary /'swlori/

commission /ks'min/

bonus /'bavnas/

pI‘Oﬁt sharing /'profit feariy/

performance-related pay
/pa'formans ri'lertid per/

fringe benefits /frnds benifits/

non-financial motivators

/npn far'nenfl 'mevtivertaz/

Pay and working conditions are hygiene factors:
they stop workers being unhappy.

Achievement and recognition are motivators in
Herzberg’s theory.

Pay and bonuses are financial motivators.

Workers may receive wages based on hours worked.

Building and cleaning are manual work.

A salary is usually a fixed regular payment.

A salesperson earns commission on sales made.

Staff got a bonus for meeting their sales target.

With profit sharing, workers get a part of the firm’s
profit.

Performance-related pay links rewards to
measured results.

A company car is one of the fringe benefits of the
job.

Praise and training are non-financial motivators.

Job enrichment gives a worker more responsibility
and more interesting tasks.
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8 job rotation /dsob rev'tern/ Job rotation moves workers between different tasks.
[l T imi

v o job enlargement Job enlargement adds more tasks at a similar
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/d3pb en'la:dzmant/

empowerment /em'pasomant/

teamworking /timws:km/

management /menidsmant/

planning /'pleenin/

organising /:genazim/

commanding /ke'mendm/

coordinating /kev'o:dmert/

COIltI‘OlliIlg /ken'travly/

roles [ravlz/

leadership /lidofip/

vision /'vizn/

responsibility level.

Empowerment lets workers make their own
decisions.

Teamworking puts workers in small groups that
share tasks.

Management plans and organises work to meet
objectives.

Planning means deciding what to do before you start.

Organising means putting people and resources in
place.

Commanding means telling staff what to do.

Coordinating means making sure everyone works
together.

Controlling means checking that the work follows
the plan.

Every worker has clear roles in the team.

Strong leadership helps a team stay on track.

Her vision was to open a shop in every city.
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