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Hire and fire 

If you 'hire' someone, you employ them. 

· We hired him on a six month contract. 

· I hear that they are not hiring people at the moment because of budget problems. 

If you 'fire' somebody, you dismiss them from their job, usually because of something they did. 

· I had to fire Sally because she kept on making mistakes. 

· If you don't improve, they may decide to fire you. 

If you 'recruit' people, you persuade them to work for you. 

· We need to recruit more young engineers. 

· It's difficult to recruit people because our pay is so low. 

If you 'headhunt' someone for a job, you approach them because you think they are well-qualified for the job and offer them the job. 

· We need to look at the people doing similar jobs in other companies and headhunt the best one. 

· He was headhunted at great expense but the job didn't work out and he left. 

If you 'hand in (or give in) your notice', you tell your employer that you are going to leave the company. 

· She handed in her notice this morning and is leaving at the end of the month. 

· He gave in his notice and they told him he could leave straight away. 

If a company 'gives someone notice', they tell them that they are going to lose their jobs. 

· The company only gave me three days' notice that I was being made redundant. 

· We have to give her two months' notice that we are letting her go. 

If an employer 'sacks' someone, they fire them. 

· They sacked me without notice after ten years with the company. 

· I hear they intend to sack him because of his bullying. 

If you 'get the sack' or are 'given the sack', you are fired. 

· He was given the sack because he kept arriving late. 

· If I keep making mistakes, I'm going to get the sack. 

Pay and Salary

'Pay' is money that you get from your employer, either as a wage or as a salary. 

· What are the pay and conditions for the job? 

· Pay rates in the industry are very poor. 

'Back pay' is money owed to you by your employer for work done in the past which has not yet been paid. 

· I'm still owed 3 months back pay for the overtime I did before Christmas. 

· The company cannot afford to give you the back pay it owes you. 

A 'pay cut' is a reduction in the amount of pay you are given. 

· We are asking you all to accept a pay cut of 10% to keep the company going. 

· He has the stark choice of accepting a pay cut or losing his job. 

'gross salary' is the salary before anything is deducted for contributions and tax.

· Her gross salary is £50 000 but obviously she takes home considerably less than that. 

· He earns £40 000 a year gross. 

'net salary' is the salary that you are paid after deductions have made

· My gross salary is around £60 000 but the net is around £48 000. 

· The net salary is the gross salary minus the deductions the employer makes for contributions and tax. 

'income tax' is the tax which is paid on the money you earn. 

· In the UK, income tax is deducted directly from your salary and paid to the state. 

· In some countries, you have to complete an income tax return annually to calculate the tax to be paid. 

'overtime' is a higher rate of pay for working more than the usual hours or unsocial hours.

· When I work on Sundays, I am paid overtime. 

· I do a lot more hours than in my contract but I don't get paid overtime. 

A 'bonus' is an extra amount of money paid as a reward on top of your fixed salary. 

· We usually get a bonus at Christmas depending on how well the company has done. 

· Every year, usually in January, we receive a bonus. It is a discretionary bonus related to your performance.

'commission' is paid to people in sales based on the amounts of goods sold.

· Working here I get paid a fixed salary and commission based on my sales. 

· I get paid a commission on the deals I negotiate. 

A 'salary' is the money you are paid, usually monthly, for doing a job, usually non-manual. 

· I get a good salary but I need more money. 

· What sort of salary are they offering? 

The 'basic salary' is the salary before any extras such as bonuses. 

· The basic salary is quite low but there are large incentive bonuses. 

· I prefer to have a large basic salary as there is more security.

Contracts

A 'breach of contract' is when the person does something which breaks the terms of the contract.

· If you don't agree to move to Paris, you will be in breach of your contract.

· If you refuse to work on Sunday, that is a breach of contract and we will dismiss you. 

The 'terms of contract' are the conditions contained within the contract.

· Under the terms of your contract, you have to work on some Sundays.

· You are asking me to do something which is not in the terms of my contract. 

If you 'draw up' a contract, you prepare it.

· I'll draw up a contract for you and you can sign it tomorrow.

· I'll get a new contract drawn up including the new terms and conditions. 

If you 'get out of' a contract, you are no longer bound by it.

· I'm not happy in my job and need to find a way to get out of my contract.

· I think she's being difficult because she wants to get out of her contract with us. 

If you 'go through' a contract, you look at it in detail.

· We need to spend a few minutes going through your contract.

· Make sure you go through your contract carefully before you sign it.

Management

The top people in a company can be called 'senior management'.

· We need to get approval for this from senior management.

· With my qualifications and experience, I should have a job in senior management. 

Of course, another term for this is 'top management'.

· He rose quickly through the company and had a top management position before he was 30.

· The top management of this company have no imagination or drive. 

Not surprisingly, the opposite of 'senior management' is 'junior management'.

· He was promoted from the shop floor into a junior management position.

· I feel I'm ready to move up from this junior management job. 

Between 'senior' and 'junior' management is 'middle management'.

· It's time I was promoted from junior management to middle management.

· He rose rapidly to middle management but was then never offered a senior post. 

The group of managers can be called the 'management team'.

· We have a strong management team, full of high quality people.

· We need to improve our management team to bring new life to the company.

Job Changes

'to promote' = to move someone up to a higher position in the organization.

· He handed his notice in last month when he didn't get promoted to senior manager. 

· She wants to be promoted to supervisor but doesn't have the interpersonal skills for that job yet. 

'to lay off' = to make redundant, to stop employing someone

· When we closed the warehouse, we laid off more than fifty people. 

· Technological advances means that we have had to lay off more and more unskilled workers. 

'to demote' = to move someone to a lower level in the hierarchy

· She was demoted after the terrible changeover to the new accounting system.

·  Unfortunately, it is almost impossible to demote anyone who does not live up to expectations. 

'to sideline' = to not promote someone, to move them to a position with less effective power

· When the new CEO was nominated, he was sidelined to another department. 

· After a period as a very ineffectual head of department, he was sidelined until he retired. 

'to replace' = to exchange one thing for another, to put a person in the job of someone else.

· Ken replaced Tanya when she left to pursue another career. 

· When David left, he was replaced by two people as the job had grown enormously. 

'to retire' = to stop working due to ill health or age.

· Jack suffers from ill health and has had to retire early. 

· The statutory age for retirement is 60 although people often retire early if they can. 

'to increase' = to get bigger in amount or size.

· Contributions that employees pay increased faster than salaries so cutting their net incomes. 

· Even though profits have increased, we are not in a position to increase salaries above the rate of inflation. 

Holiday and Time off

to take time off = to be absent from work, at home or on vacation.

· I'm going to take a few days off to visit my parents. 

· I'm taking Monday off to go to the dentist and do some jobs at home. 

to take a vacation = to take time away from work, especially when you travel for pleasure.

· I'm taking my vacation next month. We're going to Spain. 

· I have to take my vacation during the school holidays because of my children. 

to take a sabbatical = to take time away from work to study or travel, usually while continuing to be paid.

· He's on a sabbatical while he does his MBA. He'll be back next month. 

· She's on a sabbatical from her job while she does research for her thesis. 

to take unpaid leave = to have an authorized absence from work but without salary.

· She's taken some unpaid leave while she moves house. 

· I don't have any paid holiday left so I'd like to take unpaid leave. 

to be off sick = to be absent from work due to illness.

· When you are off sick, you must provide a doctor's note. 

· He has been off sick for a few days now. I think he'll be back at work on Monday. 

sick leave = the time that you can be absent from work, often while being paid part or all of your salary.

· She is having an operation and so will be on sick leave for the next two months. 

· When you are on sick leave prescribed by your doctor, you get paid your full salary for the first three months. 

maternity leave = the period a mother is legally authorised to be absent from work before and after the birth of a child.

· Her maternity leave finishes next week but she is not coming back to work. 

· Statutory maternity leave is paid for up to 26 weeks and can start 11 weeks before the baby is due. 

a public holiday = a day when almost everybody does not have to go to work (for example in the US July 4th or January 1st).

· We have 25 days paid holiday plus 10 public holidays. 

· When there is a public holiday on a Thursday, many people take the Friday off too. 

Adapted from http://www.hrenglish.com/
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