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Тема1. Human Resources Terminology

There are 18 words connected with human resources in the box below. Use them to complete the sentences. The first one has been done for you as an example.

	assessment _ budget _ ceiling _ experience _ facilities _ forecast
interview _ mediation _ mismanagement _ motivation _ objective _ peak
potential _ predecessor _ retirement _ session _ stipulation _ supervision




1. He has reached the peak of his career.
2. This morning's staff development ____________________ will be held in the conference room.
3. There are very good sports ___________________ on the company premises.
4. Older staff are planning what they will do in ____________________.
5. They made a complete ____________________ of each employee's contribution to the organization.
6. The company failed because of the chairman's ____________________ of capital assets.
7. The applicant was pleasant and had the right qualifications, but unfortunately he did not have any relevant ____________________.
8. Our main recruitment ____________________ is to have well-qualified staff.
9. The dispute was ended through the ___________________ of union officials.
10. Employees showing leadership ____________________ will be chosen for management training.
11. He took over the job from his ____________________ last May.
12. She is very experienced and can be left to work without any ____________________
13. What ___________________ has the government put on wage increases this year?
14. The contract has a ____________________ that the new manager has to serve a three-month
probationary period.
15. I am going for an ____________________ for a new job next week.
16. We need to draw up a ____________________ for salaries for the coming year.
17. We believe that the sales manager's ____________________ of higher turnover next year is a bit optimistic.
18. I think our sales staff lack ____________________. They don't seem very keen and haven't been working well recently.












Тема 2. A career case history

Part 1
 
In this text, you have been given the first two letters of some missing words and expressions. You will find the other parts of the words in the box. The first one has been done for you. 

	—lked out  —tire  —senteeism  —bezzlement  —gh achiever —nd in  —ck  —smissed  —tice  —fered  —lled in —op floor  —omoted  —ply for  —terview  —signed —mmute  —plication form  —y off  —tend



Ian Woodham left college and decided to 1. ap ply for a job which he saw advertised in the local paper. He 2. fi________ the 3. ap________ that the company sent him, and a week later he was asked to 4. at________ an 5. in________. He was 6. of________ the job that same day. 
As he lived in a small town outside the city, he had to 7. co________ every day. He was a 8. hi________ and so very soon was 9. pr________ to a better position. However, the company he worked for was having problems. Two people were 10. di________ for 11. em________ from the petty cash box, three got the 12. sa________ for continual 13. ab________, two of their friends 14. re________ in sympathy and then most of the workforce 15. wa________ in support. A few weeks later, the directors decided to 16. la________ fifteen 17. sh________ workers because there wasn't enough work, and the managing director decided to 18. re________ early. The atmosphere was so bad that Ian eventually decided to 19. ha________ his 20. no________. 

Part 2 

In this text, the first letter of each word in bold is in the correct place, but the other letters have been mixed up. Rearrange the letters to make words. 

Ian could not afford to be 21. upedmloyen, however, so he started 22. jbo hgnnuti again. A computer company had a 23. vnyaacc for position of 24. smlesana. A lot of 25. cidnteadsa with good 26. qnafsuliictioa and 27. eeerinepcx applied, and Ian was one of them. 
After all the interviews had finished, the directors made a 28. striotlsh of the best 29. anpipctlsa, then invited them back for another interview. After a lot of discussion, they 30. apndoipet Ian. Ian was delighted. 
After all, he would receive a 31. slyraa of £25,000 32. pre amunn, with a 5% 33. iteenmncr twice a year, a 34. csnmioiosm for each computer he managed to sell, excellent 35. psrke such as private health insurance and a company car, a company 36. pnosnie plan to make sure he would be well-off when he retired, and the chance of 37. pmotoonir to the position of sales manager. All in all, his future 38. psocrsept looked excellent.







Тема 3. Recruitment advertising

Complete this job advertisement with appropriate words from the box. The first one has been done for you.

	annum _ applicant _ attractive _ basic _ benefits _ colleagues _ commission
covering _ CV _ drive _ experience _ increment _ leading _ motivate
package _ post _ qualified _ rewards _ salary _ team _ vacancy




(1) Leading manufacturing company APB has a (2) ___________ for the
(3) ___________ of

Sales manager
to begin work in our busy Manchester office from this September.

The successful (4) ___________ will be suitably (5) ___________ and should have had
extensive (6) ___________ in sales management. They will be able to work as part of a
(7) ___________, and should have (8) ___________ and the ability to (9) ___________ and
inspire their (10) ___________.
In return, we can offer an (11) ___________ (12) ___________ (13) ___________, which
includes a (14) ___________ (15) ___________ of £20K per (16) ___________, 10%
(17) ___________ on all sales, a guaranteed annual (18) ___________ of £1K, and other
(19) ___________ such as a company car and free meals.

If you are interested in working for this us, send your (20) ___________ with a
(21) ___________ letter to:

APB Ltd, Norton Towers, Blackberry Way, Whittersley, WH8 4RT

APB is an equal opportunities employer

Тема 4. Company positions

Read the text in which someone is describing the different people who work in her company, then match the names of the different people with their positions on the next page. The first one has been done for you. 
Welcome to the Bristol division of Compuflop plc. My name is Marion Smith, and I am responsible for the company's productive use of its workforce. This is Alice Ranscombe, who works in my department typing letters, filing documents, arranging meetings and so on. Moreover, this is Jessica Hopkins, who does many small jobs in and around the office. If you need some filing done, some letters posted, or want a cup of tea, she is the one to ask. The man in the office over there wearing the Versace suit and the Rolex is Eddie Rolfe. He controls the company finances. You probably saw his Ferrari parked outside when you arrived. The man over there sweeping the floor is Reg McEnery. Reg, when you have finished, could you empty the bins please? 
Let me tell you about some of the other people who are currently working in my company. First, there is Anne Kennedy, who is appointed by the shareholders to help run the company. She spends a lot of time working with Ronald Anderson, who makes sure the company is running efficiently, and he has to answer to Elizabeth Watkins, who is the most important director in charge of the company. Susie Farraday works for Ms Watkins, and she performs various secretarial and administrative duties for her. Alan Johnson presides over the company's board meetings, and Brian Larrs attends the board meetings only to give advice. 
Our company makes computer components, and we need to make sure that production keeps up with demand. Stephen Bird is the man who supervises the production process, and he is helped in this job by Ray Harrison. In addition to our Bristol office and factory, we also have an office in Birmingham: Mary Myers is responsible for the company's work there. Richard Giddings is the one who makes sure people know about our products and services. To tell you the truth, I do not think he is doing a very good job; the company does not seem to have made much money for quite a long time now.
On the factory floor, we have Harry Rampling. He is a highly skilled worker, so he is in charge of all the workers on the factory floor. Andy Kelly represents the workers in discussions with the managers about things like wages and conditions of employment. Now, there is a dispute between the workers and the management about money. The workers want more, and the management say the company cannot afford to give a pay rise. Anyway, the company has brought in Jennie Wilkinson to help sort things out (she doesn't work for our company and isn't concerned with the dispute, so hopefully she will be able to settle it - the last time we had a dispute, we had to bring in Jack Langsdale from the government to make the two sides agree). I do hope the workers don't go on strike again. We have lost a lot of business because of industrial action recently.
We also have a few other people who are here on a temporary basis. Tabitha Bradley is one of them. She finished university last month, and she is learning a bit about the company. She is hoping to work with us in the future. 
I am sorry; I did not catch your name. Tony Preston. Nice to meet you Mr Preston. Moreover, why are you here? You're here to take over the company and close it down?! Oh dear, I did not realize we were in that much trouble!

	1. Marion Smith 
2. Alice Ranscombe 
3. Jessica Hopkins 
4. Eddie Rolfe 
5. Reg McEnery 
6. Anne Kennedy 
7. Ronald Anderson 
8. Elizabeth Watkins 
9. Susie Farraday 
10. Alan Johnson 
11. Brian Larrs 
12. Stephen Bird 
13. Ray Harrison 
14. Mary Myers 
15. Richard Giddings 1
6. Harry Rampling 
17. Andy Kelly 
18. Jennie Wilkinson 
19. Jack Langsdale 
20. Tabitha Bradley 
21. Tony Preston
	A. area manager 
B. official mediator 
C. official receiver 
D. chief executive officer 
E. foreman 
F. production manager 
G. company director 
H. Girl Friday 
I. human resources manager 
J. trade union representative 
K. personal assistant 
L. arbitrator 
M. assistant manager 
N. chairman 
O. managing director 
P. graduate trainee 
Q. secretary 
R. non-executive director 
S. advertising manager 
T. caretaker 
U. accountant



