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Human Resources

Learning Objectives

In this unit, you will learn

y 1o understand the importance of HR to an organization;

y» toget basic information about employers’ HR needs at different
stages;

% to master the new words and expressions related to HR;

% to grasp the reading okill—skimming 0 get gist/ implied information.
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Skills 2
Section A/ Lead-in WRGTRRG—

I. Can you name the jobs with the help of the pictures?

Directions: Match the words or expressions in the box with the pictures.

I1. Describe the above pictures.
Directions: Work in pairs to describe the future job you most possibly want to take.

Pre-reading Task: Answer the following questions before reading the text.

1. Why is HR important to an organization?

2. What services does an HR department provide?
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3. What kinds of specialists work in HR department?

HR Is Important to an Organization

Human resources (HR) department plays a very important role within an organization. HR
professionals in a business provide a number of services to employees. An efficiently run human
resources department can provide an organization with structure and the ability to meet business needs
through managing the company’s most valuable resources—its employees." When employees believe
that HR treats them as its internal customers and offers services with that in mind, their perception of
HR throughout the workforce will be enhanced. HR is important to organizations in 10 specific areas,
ranging from strategic planning to company image.

HR strategic management leaders take part in corporate decision-making. They make current
staffing assessments and predict future workforce needs based on business demand. They have the
knowledge of how human capital affects organizational success. Thus, they use the knowledge to
improve the company’s bottom line.

HR compensation specialists develop realistic compensation structures. They make company
wages competitive with other businesses in the same industry. They also make company wages
competitive with those companies who are competing for employees with similar skills. They conduct
a lot of wage and salary investigation to keep compensation costs in line with the organization’s
current financial status and expected revenue.’

Benefits specialists can reduce the company’s costs associated with turnover, attrition and hiring
replacement workers. They are important to the organization because they have the necessary skills
to negotiate group benefit packages for employees. The benefit packages should be kept within the
organization’s budget and consistent with economic conditions. They are also familiar with employee
benefits which are most likely to attract and keep workers.

Employers have a responsibility to provide safe working conditions. Workplace safety and risk
management specialists from the HR area must make sure that the company obeys U.S. Occupational
Safety and Health Administration regulations. They maintain accurate work logs and records, and
develop programs that reduce the number of workplace injuries and death. Workplace safety specialists
also train employees to increase safety awareness and safely handle dangerous equipment and
hazardous chemicals.

HR employee relations specialists minimize the organization’s exposure related to unfair
employment practices. They identify, investigate and solve workplace issues which, if were left
unattended, could become out of control and make the organization involve in legal matters, such as
federal and state anti-discrimination and harassment laws.’

HR training and development specialists are responsible for developing new employee orientation,
which is a necessary step in setting up a strong employer-employee relationship. The training and development
area of HR also provides training that supports the company’s fair employment practices and employee
development. In this way, HR is able to pick out aspiring leaders for supervisory and management roles.
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Employee relations specialists in HR help the organization achieve high performance, morale and
satisfaction levels throughout the workforce. They create ways to strengthen the employer-employee
relationship. They make employee opinion surveys, manage focus groups and seek employee input to
see whether employees have job satisfaction. They also find out methods that can help the employer
keep good working relationships.

HR recruiters manage the employment process from reading resumes to arranging interviews to
hiring new employees. Usually, they determine the most effective methods for recruiting applicants,
including assessing which applicant tracking systems are best suited for the organization’s needs.

HR professionals work closely with hiring managers to make good hiring decisions, according
to the organization’s workforce needs. They provide guidance to managers if the managers are not
familiar with HR or standard hiring processes. They try their best to ensure that the company gives
offers to suitable candidates.

HR workers check regularly whether the organization obeys the federal and state employment
laws. They complete necessary paperwork for documents to ensure that the company’s employees are
qualified to work in the U.S. They maintain applicant flow records, written affirmative action plans
and disparate impact analyses. (642 words)

nl.‘-i- el 1

E New Words and Expressions

perception /pa'sepf(o)n/ n. the way that you think about something or the impression you
have of it 4o f; B M%; Fik

workforce /'wakfois/ n. the total number of people who are employed by a particular
company %3 f1; i TE3K

enhance /in'ha:ns/ v. to improve the value, quality or attractiveness of something #2% 3,
3%

compensation n. the money that someone who has experienced loss or suffering

/kompen'seif(a)n/ claims from the person or organization responsible, or from the
state #MZ 4

attrition /a'trif(e)n/ n. the decrease in the number of students or employees caused by

people leaving and not being replaced (5 A& R ) A%V
occupational /pkjuperf(@)n(@)/  adj. relating to a person’s job or profession A Jk 49

log /Ipg/ n. an official written account of what happens each day, for example,
on board a ship B &

hazardous /'h&zadas/ adj. dangerous, especially to people’s health or safety A & % 44

anti-discrimination n. of the law or the practice of a fair consideration of a person

/'@nti diskrimi'neifan/ without favour of the class or culture that a person belongs to; the
law on the right of people to be treated equally (%43 % & F)
B AL B

harassment /ha'resmont/ n. when someone behaves in an unpleasant or threatening way
towards you 3&3£,
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aspiring /o'spararin/ adj. to describe someone who is trying to become successful in a
particular career A & &) #9
supervisory /'sjuipavaizart/ adj. involved in supervising people, activities, or places &2 85; M H 44

strengthen /'strenf(a)n/ v. to make a relationship or link closer and more likely to last for a
long time L]

recruit /rr'krut/ v. to select people and persuade them to join an organization or work
forit #84k; 483k BA

affirmative /o'f3:motrv/ adj. an affirmative word or gesture indicates that you agree with what
someone has said # £ #)

disparate /'disp(a)rat/ adj. fundamentally different from each other in quality or type i %A 7 5] #9

a number of #%: &F

in line with e Heeeer —3k

be familiar with # &

out of control X E¥EH

1. An efficiently run human resources department can provide an organization with structure and
the ability to meet business needs through managing the companys most valuable resources — its
employees. —/A~i& 4% Z G A ) TR AR 1] i@ d B 52 3) R A A 1A 69 TR RL, Adlkd
ZAREH, HRLEFERK.

# 13 7 £ X, meet business needs X /£ % 73 ability /& & 4F /£ #&. through managing... & 4
E42EIKRIE, £TH K. 55 @Y its employees A2 Rl 4LiE4E F, 5 Ir5 7] @) the
company’s most valuable resources 15 #94F2 i L.

2. They conduct a lot of wage and salary investigation to keep compensation costs in line with the
organization’s current financial status and expected revenue. He /1K T % % i T A= ¥ KA %,
AH IR I AT 69 IR BN 9% R 5 R AL B AT M SR LA TR BDIL AR AT .

$%7% wage and salary investigation /& & & 3k 3033 R & XA K&, KT H 8. A18427% in
line with /5 & A T # />3 7| 4 # the organization’s current financial status #= expected revenue,
CAAAE with 8 K&

3. They identify, investigate and solve workplace issues which, if were left unattended, could become
out of control and make the organization involve in legal matters, such as federal and state anti-
discrimination and harassment laws. #2A1112 %] . AEF 2 TG PF B I P A, X 5] M 4o
REZARE, Ak, BIMEANS RS HERIZ L EEFHE.

A8 AT =A%) 691815519 identify, investigate #= solve £ 7 5] %k % . & workplace
issues /& #52 which 3| §#) £ 5 M 4] . #EA 5 if were left unattended F %% T %1% workplace
issues, ffl 69 2 B #iE A, EEA 4R TAEFHT B AL PR (AA TR EEES,
EMEAA kA FTHEANEZULRLZIMBE, ARATELAEGFER. EEIEAT, £
TR EFEMRGENL, £ 8 At &334 would/could/should/might+ b8 R #, @ if 5] %
W &RERG AL LXK (74 be $ A were IMH X, REBAKE) .
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I. Answer the following questions according to the text.

1. What are the most valuable resources of a company?

2. How many specific areas are related to HR’s work, according to the text?
3. Why does HR conduct a lot of wage and salary investigations?

4. What would happen if workplace issues were left unattended?

5. Who decides the methods for recruiting applicants?

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

1. What do strategic management leaders usually do?
A. Developing new employee orientation.
B. Training employees to increase safety awareness.
C. Making staffing assessments and taking part in corporate decision-making.

D. Making company wages competitive with other businesses in the same industry.

2. What is the responsibility of workplace safety specialists?
A. Negotiating group benefit packages for employees.
B. Developing programs that reduce workplace injuries and death.
C. Helping the organization achieve high performance and satisfaction levels.

D. Minimizing organization’s exposure related to unfair employment practices.

3. Why do training and development specialists develop new employee orientation?
 A. It meets the organization’s workforce needs.
B. It is required by federal and state government.
C. It makes the organization avoid involving in legal matters.

D. It is necessary to set up a strong employer-employee relationship.

4. Who has the professional knowledge to help the organization achieve high performance, morale
and satisfaction levels?
A. Benefits specialists.
B. Compensation specialists.
C. Employee relations specialists.

D. Training and development specialists.

5. How does HR ensure that the organization obeys the related laws?
A. To make employee opinion surveys.
B. To keep benefit packages within the organization’s budget.
C. To support fair employment practices and employee development.

D. To complete necessary documents about employees’ working qualification.
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I. Find the definition in Column B that matches the words in Column A.

0 Column A Column B |
: 1. occupational A. to improve the value or quality of something :
: 2. recruit B. the way that you think about something :
: 3. enhance C. relating to a person’s job or profession :
: 4. log D. dangerous, especially to people’s health or safety :
: 5. anti-discrimination E. an official written account of what happens each day :
: 6. perception F. the law on the might of people to be treated equally :
: 7. hazardous G. to select people and persuade them to join an organization :
: 8. strengthen H. to make a relationship or link closer and more likely to :
: last for a long time :
L )

A. develop realistic compensation structures

B. achieve high perfomance, morale and satisfaction levels

C. take part in corporate decision-making

D. assess which applicant tracking systems are best suited for the organization’s needs

E. maintain accurate work logs and records

Human resources (HR) department can provide an organization with structure and the ability to

meet business needs through managing the company’s most valuable resources—its employees. HR

strategic management leaders 1) , which makes current staffing assessments and predicts future
workforce needs. HR compensation specialists 2)_____ that set company wages competitive. Benefits
specialists can reduce the company’s costs associated with turnover, attrition and hiring replacement
workers.

Workplace safety specialists 3)___, and develop programs that reduce the number of workplace
injuries and death. HR employee relations specialists minimize the organization’s exposure and liability
related to unfair employment practices. HR training and development specialists are responsible for
developing new employee orientation. Employee relations specialists in HR help the organization
4) . HR recruiters manage the employment process. HR professionals work closely with hiring
managers to make good hiring decisions. HR workers ensure that the organization does what is

required or expected from the federal and state employment laws.
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Pre-reading Task: Answer the following questions before reading the text.

1. What kinds of employees should be hired for the success of your business?
2. How can you attract the best and smartest talents to your organization?

3. In what ways are training and development necessary for the employees?

People Power Your Business

Your business has unique people opportunities and
challenges. Here is a basic human resources framework for any framework n. #E42, %44
business.

First of all, you need to hire employees for the success in
your business. Your successful people choices can help you fire firceup X3 (MBEBF)
up your growth engine and build a productive, exciting, thriving thriving adj. %58, St
company environment. After the product or service idea that your
organization was founded to provide, the people who will build
the dream with you are your most important resource.

Your challenge is to build a strong pool of candidates—
likely people who are currently successfully employed elsewhere. currently adv. #L4E, B #7
Recruit the most capable people you can find, people who are able
to wear many hats and hit the ground joining your organization. wear many hats & & 452

hit the ground # #& & F i

You don’t have a lot of time to train and develop people with

potential, so hire the currently capable whenever possible for your 7, ZiHTHik
foundational staff. foundational adj. & # 49,
Use current staff to help you evaluate how well each potential AR

candidate will “fit” in the existing organization culture. The right
intermix of people is very important. Remember to hire people intermix n. ¥4~
who can perform multiple tasks and who thrive in an environment
of self-direction and personal motivation.’ motivation n. F#L; #

After hiring the right persons for your business, you need
to consider compensation and benefits. Your compensation and
benefits establish the foundation for your success with the people
you employ.

Know and understand the compensation packages offered

for similar positions in your industry. Consider unusual benefit

8



