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Human Resources

to know what @ career in Human Resources (HR) involves;

y grasp the yocabulary related to human resources in this unit;

% review types of sentences.
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Section A/ Lead-in WRG_———

I. Please make a list of the etiquettes necessary for business travel.

II. Do you want to be an HR professional? Why or why not?

The People Department

Pre-reading Questions | 4

1. Why was “Human Resources” called “Personnel” in the past?
2. What does HR usually involve?

3. What is important when disagreements arise between employees?



Human Resources Unit 1

AN TR A — A4 b o8] 84S
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What Is a Career in Human Resources All About?

“Human Resources” used to be called “Personnel” because it dealt with persons and managed the
hiring and firing. Changing the name offers a realistic insight into what the work entailed in a modern
business encompasses because it suggests the resources held within people.! It involves not only
working with people but their skills and ability to be cooperative with colleagues and something of
their personality. This is a responsible career, which can aid or hinder the company if the work is not
well done.

This work involves finding candidates to fill vacancies in an organization, interviewing them,
checking references and ensuring that they fit in and are comfortable in their working environment
when they are employed. The morale of a workforce can be an important element to its success.

As a Human Resources professional you need to be able to assess the person you are interviewing
for a job as well as what their potential for the company might be. Eliciting unexpected skills which
will be of benefit means asking the right questions during interviews.?

Keeping an eye out for professionals working for other companies who might be of use to the
business is useful, so networking is worthwhile. Head hunting is a specialist activity but can change
the dynamics positively for the organization when the right person is found.

A Human Resource employee needs to be able to keep relevant records because they are involved
in administering employee benefits. As a result, not only the basic information about an employee
needs to be kept but also how they fit into the organizational system. Wheén individuals feel they are
not being given their worth their morale drops and they become less engaged and eager to work well.?

There will inevitably be some disputes between employees. Crises happen everywhere. Being
able to sort these out without panicking is vital. The personality clashes that occur between managers
and employees and between colleagues require an understanding of people. The issue may merely be
a misinterpretation of how someone said something or an employee feeling bullied. Most people
misunderstand someone else at some time and a brief discussion of feelings and what was actually said
with a neutral person can calm things down. Being able to listen to grumbles and sorting out whether
they are reasonable, or just someone who is complaining, and taking the appropriate action are part of

the job. Tact and insight are necessary elements to the job.



FESFRBEARE
Integrated Skills

There are times when a business lags. Morale drops and output is below normal. Here the human
resource professional can offer advice to management on how to boost morale and change the working
environment. As a result, human resource professionals have to be competent managers. They must
know how to offer incentives and ideas to turn a poor situation into a positive one — in other words,
how to use the people resources available to the best advantage.

A degree is not necessarily the entry requirement but a valuable asset. Degrees in Business
Administration, Psychology and Behavioral Sciences are appropriate for Human Resource roles.
A degree in Social and Behavioral Sciences is also useful. These days one can even get a degree in
human resources by attending college online.

While many small firms cannot afford to hire a Human Resource professional full time, there
are occasions when a business flounders. Here an experienced Human Resource professional can
evaluate the issue and consider ways which may lead to a resolution. This can generate a profitable
consultancy fee. Such a position cannot be a side line because working for a large organization is a
full time job, but after a number of years of experience being a consultant might be an option.*

The profession of Human Resources can never be boring because the dynamics of working with

people is always changing and there will always be challenges. (641 words)

' New Words and Expressions 7

insight /'msart/ n. a sudden clear understanding of something or part of something,
especially a complicated situation or idea R 71; K% 69 T f#

entail /mn'terl/ v.  to involve something as a necessary part or result 4% (% F4)

encompass /i'kampas/ v.  toinclude a wide range of ideas, subjects etc €4 ELiEXL T4

cooperative /kou'oparattv/  adj. willing to cooperate &-4F &4

hinder /'hinds/ v.  to make it difficult for something to develop or succeed FELAF.
GREA (XFH) itk; MEIIMEA (EFH)

morale /mo'ra:l/ n. the level of confidence and positive feelings that people have,

especially people who work together, who belong to the same
teametc +4,; AHAPIKS

workforce /'waikfo:s/ n.  all the people who work in a particular industry or company, or
are available to work in a particular country or area A 71; %
A FL

potential /pa'tenfal/ n.  if people or things have potential, they have a natural ability or

quality that could develop to make them very good (A &) 71,
#Hak; (Fihpey) BTN

adj. likely to develop into a particular type of person or thing in the
future; likely to come into existence #fE &9, “TAL#T; “THk
AL



elicit /1'lisit/

unexpected /Anik'spektid/

dynamics /dar'namiks/

administer /ad'minista/

dispute /dr'spju:t/

panic /'‘penik/

vital /'varitl/

clash /klzf/

misinterpretation
/misita:prr'terfon/

bully /'buli/

grumble /'grambal/
reasonable /'ri:zonabal/
tact /tekt/

lag /leg/
output /"autput/

boost /bu:st/

asset /'&set/

administration
/adminr'streifon/
psychology /sar'kolod3zi/
behavioral /br'hervjsral/

flounder /'flaunda/

adj.

Human Resources Unit 1

to succeed in getting information or a reaction from someone, especially
when this is difficult MEALFE S, Hh (FEL, LEF)
used to describe something that is surprising because you were
not expecting it KAtF|ay; Fohey; R kY

the way in which things or people behave, react, and affect each
other 1 &; AT, FTHXYMHAE

to manage the work or money of a company or organization &
2 (FF) ; b8

a serious argument or disagreement
quarrel )

a sudden strong feeling of fear or nervousness that makes you

F i, #H (R AT

unable to think clearly or behave sensibly Zfi; 1512
extremely important and necessary for something to succeed or exist( -
XFWOHE. RAHREN) RERW, LRTIH

an argument between two people or groups because they have
very different beliefs or opinions & X #9453 # %

not understanding the correct meaning of something that someone
says or does, or of facts that you are considering, or making a
wrong inference of something #4~; #M; #ik; @

to threaten to hurt someone or frighten them, especially someone
smaller or weaker Z&"F; #k%i: #4F (FHH)

TR

(F5A) #H2Eey, TR

the ability to be careful about what you say or do, so that you do

complaint #% % ;

fair and sensible

not upset or embarrass other people & /7#f4k. RFRANME
W AT AT B HT

to move or develop more slowly than others £ #F#1%; %J5
the amount of goods or work produced by a person, machine,
factory etc (#LE. TAFH) =¥

to increase or improve something and make it more successful
¥ (XFEHG) AE: RE (XFH) ML 8w
something or someone that is useful because they help you succeed
or deal with problems # #M& &9 KA A 69 451 A A

the activities that are involved in managing the work of a
company or organization ¥ ; £%; TH

the study of the mind and how it influences people’s behavior «#2 5
relating to behavior 47 % #9

to have a lot of problems and to be in danger of failing completely

BEEE; REHIL
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resolution /reza'lu:fan/ n. a formal decision or statement agreed on by a group of people,
especially after a vote JEX & Z; &

generate /'dzenareit/ v.  toproduce or cause something 1% (¥4) AERELE; 4

profitable /'profitabal/ adj. producing a profit or a useful result =T 3% )8 K AF 4L 49; A A
TEY; AH

consultancy /kan'saltonsi/ n. advice that a company is paid to provide %74

profession /pra'fefon/ n. ajob that needs a high level of education and training #2Jk (L35
MZHRBEAAELINGE, wEAF, BFXEFZIRL)

keep an eye out for Bo, ZEEXAREFY

calm down UEXEA) B3k, #iH, £H#

available to TRAT: T AR RFE

a side line (sideline) gk, 3

Proper Names

| Human Resources (A8 FMAME) AAFTREF (G%H XA HR) |
| Business Administration IHER :
| Psychology N : el ;
| Behavioral Science T A F :
| Social Science oAt :

. Changing the name offers a realistic insight into what the work entailed in a modern business
encompasses because it suggests the resources held within people. 7 % & AR R #e T A% Fiz L.
HEARBF FOSAENRIAZHRAE—ANTRERBEARGITABATR.

iX & —AH48). £4] % changing the name offers a realistic insight...; & £8 P&H—A
494 into P A #4 5245 A 4] what the work entailed in a modern business encompasses. ...because it
suggests the resources held within people # & Bl 4ki&M 6] . FEiX# MM E) P, entailed in a modern
business #= held within people %% # it 413 42154k & #545-4H 24T & 49 % 13 word #= resources.

2. Eliciting unexpected skills which will be of benefit means asking the right questions during
interviews. A& EA & LI 3] B -FEA G E AL, 22N G KA A B EI0IE R XA 69 H A,
BoR A R @ XA AR A EEad 19 AL

XA —AE A4 . E8) A eliciting unexpected skills means asking the right questions during
interviews; &AM &) which will be of benefit #5-4% unexpected skills.

. When individuals feel they are not being given their worth their morale drops and they become less
engaged and eager to work well. % [ TR 2| B § ¢4 MAA4F R B A 89 RILET, {1 E A T 1%,
IMERREARLEE, WRARLBLIFIF A,

FiX A8 48 F, E 8 # their morale drops and they become less engaged and eager to
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work well; B8]k #5 M 4) when individuals feel they are not being given their worth ¥ i% ¢1,4~—
/MM 8] they are not being given their worth, #F4K#E M 4] 491815339 feel 49 5.

4. Such a position cannot be a side line because working for a large organization is a full time job, but
after a number of years of experience being a consultant might be an option. ¥ T £ X HL#69 T4E
RAERGEY, BHF—ABRLERTREEZRR. 2R EFZELET IHZE, HIAH
BRI R R A — AN ik,

MRKERAA, BRA—ANSHESO6HF56, Eidbut £8TANAEL L2 A
#)3+%4), 4 %] such a position cannot be a side line because working for a large organization
is a full time job #= after a number of years of experience being a consultant might be an option.
ZHMNEE, FFaFE -/ 96 FEE S —AJREIKEME) because working for a large
organization is a full time job.

Exercises

VA DY Reading Comprehension | 4

I. Answer the following questions according to the text.

1) What is the effect of changing the name from “Personnel” to “Human Resources™?
2) Why is HR a responsible career?

3) What is the significance of head hunting?

4) What is the purpose of keeping relevant records?

5) What can HR do to cope with business lags?

6) How is a degree viewed in the HR world?

I1. Choose the best answer to each of the following questions according to the text.

1) “Human Resources” used to be called “Personnel” because
A. it managed the relationship between human beings and natural resources
B. it managed the hiring of persons
C. it managed the firing of persons
D. it managed the hiring and firing of persons

2) What can be an important element to the success of a workforce?
A. Its leadership.
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B. Its morale.
C. Its welfare.
D. Its project.

3) When do employees become less engaged?

A. They feel they are not being given their worth.
B. They feel they are misunderstood by others.
C. They feel they are not respected.

D. They feel they are over-worked.

4) What are supposed to be the necessary elements for coping with disputes?

A. Patience and sympathy.

B. Patience and tact.

C. Tact and insight.

D. Understanding and insight.

5) How is HR profession described in the passage?

A. It is always very boring.
B. It is very boring and tends to be more and more boring.
C. It can occasionally be boring.

D. It can never be boring.

V-of Vocabulary |2

2) The situation in the quake-hit area must

II1. Match the English words in Column A with the English explanations in Column B.

: Column A Column B

: 1. Vacancy A. quarrel; controversy

: 2. resolution B. to include a wide range of ideas, subjects

: 3. cooperative C. a job that is available for someone to start doing
: 4. encompass D. a choice you can make in a particular situation

: 5. option E. a formal decision or statement

: 6. dispute F. willing to cooperate

I

: entail hinder elicit lag

| boost generate sort out calm down

[

W s e i e e e et N e T T ) e s R el P e =
1) So far we any positive response from our customers.

as soon as possible.



