6 Use the clues to complete the puzzle and find the hidden word.

1 you don't have to pay
anything: non-...
2 aplace where children are

4 asmall part of a company

which is bought or given as an
investment

UNITS  Reward and remuneration

6 according to how good you
are: on a ... basis
7 moving an employee to a new

looked after 5 an informal restaurant where worksite
3 money received regularly after you take the food to the table 8 giving professional advice
retirement yourself
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7 Word families: Complete the following sentences with words related to the key words.

(You might need to add prefixes or suffixes and change the form.)

benefit

1 We all greatly from job satisfaction.

2 People receive sickness and unemployment from the State.

3 Your husband is the of your life assurance policy in the event of your death.

review

4 Salaries are normally annually.

5 We carry out appraisal or performance in September/October each year.

Now use phrases from page 43 and below to role play a meeting with your colleague(s) about
benefit packages. Either refer to the role cards in the Partner Files or think of your own situation.

PartnerA  File o5, p. 61

USRI Partner B File o5, p. 63

Partner Ba File o7, p. 63
UsEerFuL LANGUAGE
Agreeing and disagreeing
| entirely agree.
I'm inclined to agree with you on that.
Yes, but have you considered ...?
I'm afraid | can’t go along with that.
Sorry, but | really can’t agree.

Interrupting

Could | just say that ...?

I'd like to add a point here.

Excuse me, can | just come in here?

Sorry, but may | just clarify a point
before we go on?
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9 You are writing a short follow-up email to the Board about your recommendations.
Choose the correct words in each sentence, then put the sentences in the right order.

Dear Board Members

a Best wishes/Yours faithfully *
Remuneration Committee

b We appreciate that it will be necessary to hold a detailed meeting about this,
but we look forward to hearing your initial/prompt * comments.

¢ We would like to recommend/recommending that the attached proposals
be introduced over the next two years.

d If you require any further information /informations 4,
please let us know.

e At a meeting of/from 5 the Remuneration Committee last week,
the question of a new benefits package has been/was ° raised.

f We feel this would offer/involve? the staff more flexible working arrangements,
while benefiting the company in terms of a happy and contented workforce /workers &,

AUDIO
< o - x . a . .
Qz‘ 10 Sophieis now talking to the marketing manager, Tim Brown, about salary increases for his staff.
1
Listen to their conversation. Then complete what they say by matching the two halves of the

[ semene

. we haven't reviewed salaries

Yy

2 .. come back to me

3 .. we haven’t had to make

4 ... are there any staff developments

5 Your department

6 I'm worried about the number of hours

is particularly vulnerable ...

on the horizon?

for over a year.

any staff redundant.

some of your staff are working.
with recommendations ...

- m o n o
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Look at Tim’s notes from the meeting and correct them where necessary.

1 has agreed 5%
The Board needsto-ngree the 7% review, effective from

1 October.

2 I told Sophie that there are a2 least six staff who should
9t mare than 5% (thase wh relocated Jrom Canada last
year).

3 Performance review and salavy review will be separated
M future.

Tell staff

 There Won't be any redundancies this year.

o Performance reviews will take Place in the vew year.
6 Flexizime will be introduced nexy year.

7 N figure for vext year's bonuses yet.

Action
& Give Sophie my recommendations asap.
T Keep reviews ¢o the agreed level if possible.

Listen again to check your corrections.

_Dip You Know?

In the U.K. a salary increase is also called
a rise. It is called a raise in the U.S.

Can you remember the words Sophie and Tim use to talk about trends? Enter them below. Then
listen again or read the transcript to check.

upward movement downward movement

an incredse

a7
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_USEFUL LANGUAGE

' Talking about figures and numbers
| Figures and numbers are used extensively in human resources to talk about salaries, bonuses, and budgets.
The following abbreviations are commonly used in writing:

| k thousand €50 k (fifty thousand euros)
m million $10 m (ten million dollars)

. bn billion £5.75 bn (five point seven five billion pounds)

| inc including € 25,000 (inc benefits) (twenty-five thousand euros, including benefits).
ph per hour $10.00 ph (ten dollars per hour)

- pa per annum €20,000 pa (twenty thousand euros per annum)

: Note the differences:

' 459  four hundred and fifty-nine (U.K.) 45,000 (Not: 45-606)

four hundred fifty-nine (U.S.) $8.75  (Not: $8:75)

41 How do you say these figures? Say them or write them out in full.
1 €5000 3 $50,239,150 5 $110,000,000

2 {60,000 pa 4 €70bn 6 £150 ph

12 In the U.K. it is usual to quote salaries when advertising jobs. Match the salaries or wages
below (1-6) with the extracts from job adverts (a-f). How do these salaries and hourly rates
compare to those in your country?

1 Salary approx. £18,000 pa 4 £8.25 per hour (rising to £8.80 per hour after 12 weeks)

2 £45,724-£48,750 pa — a relocation 5 £8.00 ph Monday to Saturday/£10.00 ph Sunday
package is available and bank holidays

3 £8.00 per inspection 6 Salary £50,000 + car + extensive benefits

Read this article from an HR trade magazine and discuss the questions which follow.

Vehicle Inspectors

Use your own car to look at the vehicles
of prospective insurance customers and
complete a simple checklist. Pay
according to how many inspections you
carry out. Ideal candidate must have
own car, hold a full driving licence ...

for PGV licence holde
You will benefit from 4 weeks’
paid holiday, pension scheme, 3 iR i Py
and free travel on bus and b Bt

et professional tolead an HR team across the cour




OUTPUT

Electricians

Productivity bonus, 40 hours per week,
vehicle supplied. Applications are invited
from experienced and qualified
electricians to join our busy team. Please
apply for a recruitment pack by phoning ...

Dip You Know?

UNIT 5

U.K. Sales Manager, Essex

required to lead the UK. sales force. Al least five
years' successful experience in a similar post in
the food and beverage sector is a must.

Excellent communication skills, a flair for
business. and a competitive spirit are essential ...

Wage was traditionally used for the money paid regularly to a worker
(usually in cash on a weekly basis) and salary for monthly pay. However wage
is still used as an alternative to salary when talking about pay in general,

e.g. wage differentials, wage freeze, minimum wage.

Dissatisfaction over benefits packages

Companies are wasting billions providing non-salary benefits,
the value of which is not understood by employees

New research has revealed that many employees
don’t appreciate their benefits or know their value
in monetary terms, despite the fact that 90% of
employers believe such benefits are essential to
both attract and keep staff.

At atime of strong competition in the recruitment
market, it's essential that money is spent on relevant
benefits and that they are appreciated by the staff.
There is a move towards more flexible benefits
where employees can choose their package, the
report stated. A number of initiatives are currently
being piloted by companies.

One such company recently decided to introduce
anew benefits package in stages and then issued all
staff with an employee benefits statement, so they
could see exactly what they were getting. Now they
are running focus groups on the scheme, before
introducing fully flexible benefits. These focus
groups allow staff and employers to examine the full

extent of the benefits being offered, and to find
out which benefits have the most value to each
individual and how they can best help the work/life
balance of today’s employees.

Is this being too democratic? As long as budgets
are not exceeded, what could be better than to
consult with employees on what benefits they
prefer? You could have a more contented and
motivated workforce at the end of the day.

Reward and remuneration

What fringe benefits, if any, are negotiable in your company? Are new employees ever asked what
benefits they would prefer to have?
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