English for Human Resources is a part of the AngliCtina v praxi (Eng-
lish at Work) modular project. Including also the Business English for
Beginners, Technical English for Beginners and Write It Right! (Eng
lish commercial correspondence) titles, this project provides wide
coverage of work-related topics at A1-B2 CEE levels.

English for Human Resources is the ideal short course for HR and rec-
ruitment professionals who need English for their jobs. It can be used
to supplement a regular coursebook or on its own as a stand-alone
intensive specialist course. English for Human Resources is suitable
for learners at CEE level B2 and above.

With its variety of exercises and streamlined focus on practical com-
municative tasks, English for Human Resources enables learners to
assimilate key structures and phrases. Extra material, including texts
and quizzes, draws students’ attention to HR-specific language and
offers the opportunity for discussion.

Key features

» Realistic dialogues presenting phrases and vocabulary in context

» Authentic HR documents and letters

» Bestpractice boxes offering tips and key language for specific

HR tasks

Did you know? boxes addressing language and cultural issues

Clock-in section with motivating warm-up activities

Clock-out section offering optional reading and topics for discussion

» Easy-to-use appendix with Answer key, Useful phrases and vocabu-
lary, A-Z word list, Model letters and Useful phrases and vocabulary

Further titles in the English for... series include:
English for Accounting

English for the Automobile Industry
English for Customer Care

English for Emails

English for Marketing & Advertising
English for Meetings

English for Presentations

English for Sales & Purchasing
English for Socializing & Small Talk
English for Telephoning

See current catalogue atwww.fraus.cz for an updated list of titles.
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APPENDIX

Test yourself! *
Partner files Partner A
Partner files Partner B

Answer key

A-Z word list

Model letters

Useful phrases and vocabulary

TOPICS

Job descriptions
Person specifications
Recruitment sources and advertising

job advertisements
A curriculum vitae
The job interview
Ageism

Employment contracts
Disciplinary and grievance procedures
Health and safety at work - stress

and workplace injuries

HR development practices
Dealing with staff problems
Appraisal interviews and reports
Training courses

Equal opportunities and diversity

Salaries and fringe benefits
Salary reviews

The role of trade unions
Labour relations
A wage negotiation

USEFUL LANGUAGE AND SKILLS

The language of job descriptions
Exchanging information

Making suggestions

Agreeing and disagreeing

Arranging an appointment

The language of interview
guestioning

Establishing rapport

The language of contracts
Writing offer and rejection letters
Giving and requesting information

Making recommendations

The language of appraisal
interviews (diplomatic language,
softening disagreement)

Asking for and giving feedback
Clarifying

Agreeing and disagreeing
Interrupting

Talking about figures and numbers

The language of negotiating
(persuading, bargaining)



