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Before the Program
1. Familiarise yourself with the following terms. 

	Term
	Definition

	Human resources
	The section of the organisation that is responsible for the recruitment, selection, training, welfare and discipline of its staff. Human Resources places emphasis on development through training. 

	Recruitment
	The process of identifying the need for a new employee, defining the job and sourcing a suitable individual to fill the vacancy.

	Selection
	Different methods of ensuring that the most suitable candidate for the position is appointed. Examples include interviews, psychometric testing and work samples.

	Job description
	A detailed statement that specifies the nature of a job, precise tasks and responsibilities involved.

	Person specification
	A statement of the characteristics that are required by a person in order to do a job properly.

	Interview
	A process of obtaining information by thorough questioning to identify if a person has got the necessary skills and experience to do a job properly.

	Training
	The process of imparting new skills and knowledge to an individual. It can be done “on” or “off” the job.

	Appraisal
	The process of assessing the effectiveness of an individual by comparing goals against outcomes. It is commonly a one-to-one discussion between an employee and their manager.

	Management
	Responsible for planning and coordinating activities within an organisation and delegating work to others in pursuit of the organisations aims and objectives.

	Employee rights
	Legislation that protects employees against discrimination of the grounds of race, gender, disability, sexual orientation and religious belief.


