
English for Human Resources: Unit 3
Answers

1. 
a. extended
b. renewal

c. invalid

d. vague

e. integrate

f. comply

g. adjust

h. tangible

i. resources

j. peer

2. 

	Apprentices
	can shadow employees for some periods 

	Mentors
	can advise new recruits

	Skivers
	frequently take ‘sickies’ and abuse sick leave 

	Supervisors
	check and verify time sheets

	Background checks
	screen potential recruits

	Appraisals
	are used to evaluate employee performance 

	Occupational Health
	collates data on employees and forwards it to payroll 

	Regional authorities
	subsidise some training programmes 


3. 

	feasible
	impossible

	justifiable
	unfounded 

	encouraging
	disappointing 

	ambiguous
	clear 

	refreshing
	predictable/boring 

	one-off
	recurring 


4. 

a. A blinkered view > a narrow way of looking at a situation
b. Turnaround time >  the time it takes to process something
c. A constraint  > something which restricts actions
d. Commercially sensitive information > information which may damage a company if it is released to a competitor
e. To think outside the box > to think creatively
f. Accountability > personal responsibility
g. Tactful > careful not to offend someone/sensitive
5. 
a. underfunded

b. remuneration

c. vouchers

d. grievance

e. offensive

f. anonymous

g. perpetrator

h. distress

i. dismissal

j. tolerance
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