People in business
IGCSE Business Studies - Vocabulary in context
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motivation /mooti'verfn/

workforce /wskfos/

employees /em'ploi:z/

pI‘OdUCt lVlty /,prodak'trviti/

absenteeism /abson'tinzom/

labour turnover /les 'tsneove/

hierarchy of needs

/'hatarazki ov ni:dz/

hygiene factors /hadsin 'fektoz/

motivators /'meotiertsz/

wage /weids/

time rate /tamrert/

piece rate /pisrert/

Salary /'seelari/

Praise can raise workers’ motivation.
The workforce of the factory is 500 people.
500

The firm has 50 employees.
50

Better machines raise productivity: more output per

hour.

High absenteeism means many workers miss work.

High labour turnover means many workers leave
each year.

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

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

Achievement and recognition are motivators in
Herzberg’s theory.

Her wage is the money she gets for each hour of work.

Under a time rate, workers are paid for each hour.

A piece rate pays workers for each unit produced.

Her salary is $40,000 a year.
$40,000
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commission /ke'mifn/

bonus /'bavnas/

pI‘Oﬁt sharing /profit fesry/

fringe benefits /frindz 'benifits/

job rotation /dspbrsv'tern/

job enlargement
/dzpb en'la:dzmant/

job enrichment /dsob en'ritfment/

autonomy /o:'tonsmi/

teamworking /'timwsikiy/

training /'trem/

promotion /pra'msofn/

organisational chart
/ 2:genar'zetfonl ta:t/

hierarchy /'hararaki/

chain of command
/tfen bv ka'meend/

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.

A company car is one of the fringe benefits.

Job rotation moves workers between different tasks.

Job enlargement adds more tasks at a similar
responsibility level.

Job enrichment gives a worker more responsibility
and more interesting tasks.

Staff with autonomy decide how to do their work.

Teamworking puts workers in small groups that
share tasks.

Training teaches employees useful work skills.

She got a promotion to manager.

The organisational chart shows who reports to
whom.

A tall hierarchy has many levels of managers.

The chain of command shows who reports to whom.
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span of control /speen pv ken'travl/

subordinates /sa'bo:dmats/

delayering /dr'letary/

management /'meanidzmant/

planning /plenm/

organising /%:genazim/

coordinating /kes'o:dmert/

commanding /ke'mendm/

COIltI‘OlliIlg /kan'travly/

leadership style /lidofip stail/

autocratic / a:tav'kraetik/

democratic /demokratik/

laissez-faire /lesez fes/

trade union /treid 'juinien/

A manager with six workers below them has a span
of control of six.

The manager has five subordinates.

Delayering removes some levels of managers.

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.

Coordinating means making sure everyone works
together.

Commanding means telling staff what to do.

Controlling means checking that the work follows
the plan.

Her leadership style is friendly and open.

An autocratic leader makes decisions with little staff
input.

A democratic leader involves staff in decisions.

A laissez-faire leader lets skilled staff decide for
themselves.

A trade union speaks for workers when they ask for
higher pay.
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f9\+ recruitment /r'krutment/
selection /st'lekfn/

jOb analysis /d3ob a'neelssis/
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jOb description /dzpb di'skripfn/

person specification
/'pa:sn spesifi'ketfn/

internal recruitment

/m'tz:nl ri'krutmant/

iy

external recruitment

/ek'stainl ri'krustmant/

application form /eplrken form/

CV / siz'viz/

O w

interview /'mtavju:/

©

tests /tests/

Q

induction training
/m'dakfn 'tremiy/

Q

on-the-job training
/pnda dzpb 'tremnm/

Recruitment finds people to fill jobs.

After interviews, selection picks the best person.

A job analysis lists the skills a job needs.

The job description lists the main duties.

A person specification lists the skills a job
applicant needs.

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

External recruitment brings in someone from
outside the firm.

Fill in the application form to apply for the job.

Send your CV with your job application.

The Speaking test is a short interview with an
examiner.

The company uses tests to check typing skills.

Induction training introduces new staff to the
business.

Learning beside an experienced worker is on-the-job
training.
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d°k off-the-job training
/of 32 dzob 'tremin/

~ redundancy /r'dandensi/

dismissal /di'smisl/

ﬂ employment laws

/em'plomment lo:z/

[:4 contract of employment

/'kontraekt v em'plormant/

D communication /ksmjunr'kerfn/

9 sender /sends/

D message /'mesidz/

(‘A’) medium /'mi:dieom/
E] receiver /ri'siva/
€ feedback /fidbek/

= one-way communication

/wan wer ks, mju:nr'kerfn/

N

two-way communication

/tu: wer ka,mju:nt'’kerfn/

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

A job disappearing after automation can lead to
redundancy.

Serious misconduct may lead to dismissal.

Employment laws set a minimum wage.

Read your contract of employment before you sign
it.

Clear communication helps the two shifts work
together.

The sender starts the message.

The message is the main idea the writer wants to
share.

Email is a quick medium for messages.
The receiver gets the message.
Feedback lets the system check the result and adjust.

A notice on the wall is one-way communication.

A meeting is two-way communication.
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internal communication

/m'ta:nl ke mju:nr'’kerfn/

external communication
/ek'stainl ke, mjuznr'kerfn/

customers /kastamoz/

suppliers /so'plaioz/

communication barrier
/kamju:nr'ketfn ‘beeria/

Emails between staff are internal communication.

Adverts are external communication.

Happy customers come back and buy again.

Our suppliers sell us the raw materials we need.

Noise in the office is a communication barrier.
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