$ 13

CD1

SPEAKING & LISTENING

Tanya was hired to redesign and run the HR department. She is going to divide the
department into separate units that specialise in key HR functions. Fill in the following
diagram with basic HR functions, and present the structure of an exemplary HR
department. The first and last letters of the HR functions were given to help you.
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HR DEPARTMENT

Listen to Tanya talking about her plans for creating units based on HR functions, and
answer the questions below.

. What is the relationship between recruitment and staffing?

- Why does Tanya want to create a separate training and development unit?
. What does administering compensation and benefits involve?

- What is the role of a health and safety unit?

- When is an employee subject to a grievance procedure?
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Read some instructions related to managing the HR department, and match the
following introductory lines with the relevant paragraph.

Designate and select HR staff
Keep updated and abreast of employment laws
Implement a method for record keeping and HR systems management

Define HR's role and pinpoint the organisation’s HR needs
Do strategic planning

Instructions
1

Understand the role and function of the HR department by determining the human
resource needs within the organisation in accordance with the mission, goals, values,
and objectives of the organisation.

2

After determining the role of HR and the HR needs of the organisation, begin establishing
a method of how the needs are to be met by putting in place a strategic plan.
3

Depending on the size and type of organisation, the HR department will consist of
staff persons ranging from HR generalists, analysts, recruiters, clerks, administrative
assistants, compensation and benefits manager, training manager, labour
relations representative, project managers, HRIS administrators, risk management
representative, payroll administrator, and HR director. HR staff should be able to
conduct HR audits, maintain and keep employment records, be well versed in
employment laws, write job descriptions, conduct job analysis, handle negotiations,
interview applicants, write policies, and be well experienced in handling company
mergers, layoffs, downsizing, project management and managing computer data
related to Human Resource Information Systems (HRIS)

4
The HR department has many confidential records and files to maintain. These

records can be kept electronically, and/or as hard copies stored in a secure area.
5

The HR staff should continue to keep updated and abreast of employment and HR
laws in order to keep the organisation operating legally.
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| VOCABULARY & SPEAKING

HR staff perform different tasks to ensure that the company is running smoothly. Fillin
the phrases below with the correct verbs, and make collocations describing HR tasks.
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es for formal email writing:

_workers/Colleagues

Useful phras
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members. Use the expressions for running meetings provided below.

Useful phrases for running meetings:
OPENING
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W%WRITING: JOB DESCRIPTION
|

Look at the possible duties of the HR director as head of the HR department. Write
a similar description related to your professional duties.

1. Plan, develop and implement strategy for HR management and development
(including recruitment and selection policy/practices, discipline, grievance,
counseling, pay and conditions, contracts, training and development, succession
planning, morale and motivation, culture and attitudinal development, performance
appraisals and quality management issues, etc.)

2. Establish and maintain appropriate systems for measuring necessary aspects of
HR development

3. Monitor, measure and report on HR issues, opportunities and development plans
within agreed formats and timescales

4. Manage and develop direct reporting staff

5. Manage and control departmental expenditure within agreed budgets

6. Liaise with other functional/departmental managers so as to understand all
necessary aspects and needs of HR development, and to ensure they are fully
informed of HR objectives, purposes and achievements
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7. Maintain awareness and knowledge of contemporary HR development theory
and provide suitable interpretation to directors, managers and staff within the
organisation

8. Contribute to the evaluation and development of HR strategy and performance in
cooperation with the executive team

9. Ensure activities meet and integrate with organisational requirements for quality
management, health and safety, legal stipulations, environmental policies and
general duty of care

MY PROFESSIONAL DUTIES:




