
English for Human Resources: Unit 3
1. Complete the following sentences. Choose words from the box.

	adjust
	peer
	extended
	vague
	tangible

	invalid
	integrate
	resources
	renewal
	comply


a. I’m planning on taking ___________ leave next year.

b. The fork lift drivers’ licences are due for ___________ at the end of January.

c. The supervisor double-checked this sub-contractor permit- it was actually ___________.

d. He was very ___________ about the implementation date.

e. These sessions help us to ___________ new employees.

f. Of course there are legal requirements which we have to ___________ with.

g. It’s important to give new employees time to ___________ to a new situation.

h. At the moment it is difficult to see any ___________ results.

i. They clearly underestimated the ___________ required.

j. It appears that many more people went on strike due to ___________ pressure. 
2. Complete the sentences by matching the phrases to the noun.

	Apprentices
	frequently take ‘sickies’ and abuse sick leave

	Mentors
	subsidise some training programmes

	Skivers
	are used to evaluate employee performance

	Supervisors
	collates data on employees and forwards it to payroll

	Background checks
	shadow employees for some periods

	Appraisals
	screen potential recruits

	Occupational Health
	check and verify time sheets

	Regional authorities
	can advise new recruits


3. Match the opposites

	feasible
	clear

	justifiable
	recurring

	encouraging
	impossible

	ambiguous
	predictable/boring

	refreshing
	unfounded

	one-off
	disappointing


4. Define the following expressions

a. A blinkered view

b. Turnaround time
c. A constraint

d. Commercially sensitive information

e. To think outside the box
f. Accountability

g. Tactful
5. Select the most appropriate word to complete the sentences.
a. Recent figures suggest that many company pensions were seriously ___________.

overloaded
unrequited
underfunded

b. How would you rate their ___________ package?

remuneration
hazardous
incorporated

c. The company provides us with ___________ for a local leisure centre.

lockers
vouchers
showers

d. We have amended the ___________ procedure.
whinging
grieving
grievance

e. I found her remarks very ___________.

rotten
degradable
offensive

f. We have received an ___________ complaint. 

faceless
anonymous
nameless
g. The victim need not have made the ___________ aware that their conduct was unwanted.

perpetrator
operator
actor

h. He was found guilty of causing mental ___________.

drama
delirium
distress

i. If someone abuses their position, the consequence is instant ___________.

redundancy
dismissal
rejection

j. We operate a zero- ___________ policy when it comes to bullying. 

tolerance
tendency
stance
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