SALARY NEGOTIATION

3.3. WORK CYCLE

SPEAKING & LISTENING
| Task 1]

Analyse the factors affecting salary negotiation, and choose those you believe are
the most and the least important.

» how well paid you are at the moment compared to the market norms

» the rate of inflation

, where you live and work and the costs of living associated with the area

» the company’s position concerning staff turnover, retention, recruitment and headcount

, the company’s trading performance

» the available budget your company has for pay rises

» the company’s last company-wide salary review and the range of % increases
awarded

» the company’s next company-wide salary review and the likely range of % increases

, what precedents would be set for other employees by giving you & rise

» how valued you are to your bosS and company

» how easy it would be for them to replace you with someone of similar capability
and value at the same or |ess salary

» what you will do if you don't get a rise Or salary increase

| Task 2.

|magine you are prepar‘mg to approach your manager and discuss your salary rise.
Make a list of reasons you would use to justify your financial expectiations, and present
them to the group.

ONS | WOULD USE TO JUSTIFY MY SALARY RISE:

CD1

Listen to Mark
, a career advi ‘
verbs tha visor talking about justifyi
t are synonyms of those iistec?beigif justifying a salary rise, and write tt

customise =
attain =
accept =
discharge =
keep =~
obtain =
indicate =

N
Q@%’LWRITING: SEMIFORMAL EMAIL

Write an i
email to you
your manager asking for a pay review di
iIscussion

Further to rec
ent HR polic
Can we meet and diSCussy changes, | would like to

Please let i
me know any time and date that suits you

| look forward t :
0 hearing from

O .
Best/Kind regards Vel B

A3ihe manager, feply to th :
indicati e email from o
ting relevant meeting arran(;]em{—‘,!Trnafs,k 1, and invite your employee to the
‘ - meeting
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APPRAISAL INTERVIEW

SPEAKING

| Task 1]

Work and life balance i

What does it mean to yo
balance, and tick those that you regard very imy

less important and not important at all.

hings 1o different people.
fluence your work and life
nt, quite 'lmportant

s a concept that means different

u? Look at the factors that might in
sortant, importa

Quite Less Not

Very
mportant ;- ortant important important

Factor important

family and friends
healthy lifestyle
hobbies

work relationships

flexible working
arrangements

proper time management
personal finance

job security
personal development

| Task 2.

Compare t
Ask releva

he table with @ partner. What is his/her definition of work and life balance?

nt questions to find out.

BUSINESS SKILLS

| Task 1]

You are going 10 atte
appraiser.
1. Has the past year

swer the questions asked by your

nd an appraisal interview. An

been good/satisfactory/bad for you and why?

2. What do you consider to be your most important achievement of the
3. \What tasks at work do you find most difficult to perform?

4. What elements of your job interest you most/least?

5. What do you consider to be the most challenging task for the coming year?
6. What trainings have improved your performance and why?

7. What skills would you like 10 develop in the coming year and why?

8. What is your aim to be achieved in the coming year?
9. What kind of work would you like to be doing in three years’

past year?

time?

Assess your ¢
: ompetence in the -
satisfactory, good the areas listed below. Gra
4 or % —rude‘()" TP
e e R R e
. You can add your own ideas elow, and present it 1o your

| Areas of competence

time management Sl
planning and forecasting

communication

delegation

technical/IT knowledge

flexibility and mobility

leadership

team working

problem-solving and decision-making

administration

Think about th
e areas Of ou
comparing your com your competence from the tat
Irc ) ble, ar S
petence now and in the past. Use the “c:lallov:\lrmj OBy e
e ' ing structures.

| used to have better
| used to communicate
My IT skills used to be

As a leader, | used to
| used to be good at
| used to demonstrate poor

skills, but now

skills, butnow
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MAR: USED it

ect option in the sentences below.

Choose the corf i
in i ises?
1. lusedto workfused fsog"‘;‘t’tr‘_ f}g used/go used to new retail prem
; yee

lo : / ) ;
S youtgggnspused to/got used {0 travelling ‘:2:5-1 hin easy travelling
3.1s VIOUI" "> tolweren't used to get up SO tres.
4.1 qrdn t USb i now | need to travel 50 kilome l dothes — ;
distance, bu . used to wearing forma + used tolwere used
5 I'm not used to/getting ked last year. People never go

6. The HR manager was saﬁ3

. his authoritative work sty 1 : e
7. I've never managed p;aop ei
. . i [ eeting

sed to it step by St€P I —

i St R tc?ot administrative work before YO

| never get use
?3. ‘Did you US€ to/Were you used to

i ? . 3
more challenQ.lr\?,tr\;iﬂl :\Eti::(lfét Seople werert used tofdidn’t us
e )
10. Before the era o

social networking.

ompleted in Task 110 describe:

C
Practise the sentences you

bits whi
ur past work ha_1 _ "
at;)) ¥ggulgr work routines whwh arebr;%ror?n hie
c) work activities/tasks which are

’ | ed
national environment, but I'm getting us

s. I's not my cup of _tea.
ur were given

e to this intensified

true
are no longer
ol |, not unusual

mal and are N0 longer unusual

BUSINESS SKILLS

' e whos€e
' .« to an employe
k is ive feedback _ o
B A B s . c?elz a one-to-one meeting, and comp
You ar g \

| ran
performance is far from satisfactory. Ar
the following tasks.
s the manager- _
2) state the purpose of thg moeoertxg
b) clarify the problem with p

ee for the reasons 1 C
(c:i)) asi:( ?rlli 2?;{;!‘(())‘;'86 for potential solutions that mig
as

three months
f) fixthe date of the ré

rk performance

ance "
s for such perform improve the situation

f improvement you expe

view meeting

ct within

As the employee, listen to your manager, and provide:
a) the reasons for your recent poor performance
b) potential solutions that might improve the situation

You are a junior buyer who has been working in the purchasing department of an
international company for the past five years. You feel that you deserve promotion to
the position of senior buyer due to your achievements over the last three years.
Approach your manager, and ask for a meeting to review your performance.

As the junior buyer, you meet your manager to ask about promotion. Discuss:
a) the reasons for writing an email and arranging a meeting

b) your feelings about not getting promoted for the last five years

c) your achievements over the past three years

d) other reasons for getting promoted

As the manager, listen to your employee, and state:
a) the reasons for not promoting the employee
b) your suggestion for solving the situation

Imagine your colleague complained about his/her problems with a team leader. The
cooperation is not going well, and the relationships are so strained that he/she has
to react to this situation. What would you suggest in the following situations and
why? Use the structures below.

Would you advise your colleague to:

a) find another job

b) file a grievance with the HR department
c) talk directly to this team leader

d) ignore the problem

If I were you, | would
If | were in your shoes, lwould ______
Unless
Provided that
It's high time you
You'd rather




3.4. HR FORMS
AND TEMPLATES

Look at some sample HR forms/templates, and label each of them with the correct

title below.
A. first interview invitation
B. job description
C. first interview (re
D. record of interview
E. requesting opinion on fitness fo
F. notice of the disciplinary meeting
G. poor performance — recorded verbal warning (letter)
H. not shortlisted for interview (letter)

|. person specification
J. notice of the result of the ap

1

Job title:
Reporting to:
Responsibility for others:
Location:
Overall purpose
Key activities:
Any special requirem

(letter)

port form summary)

r work (letter to an occupational health doctor)

peal against the disciplinary action

of the job:

ents: (hours, travel etc.):

2
Job Title:

C

Qualifications/Attainments

Relevant Experience

Slg[ls and c_ompetencies e.g.
ommunication skills

Problem solving skills

IT z_a?(perience

Ability to work on own initiative, etc.

Circumstances

;gl(;etl:(;:h aréytspecial circumstances
ed to this post, e i
unusual hours, travel, et(,:. - shifts

8

Name
Address

Post code
Dear

Interview for the position of

Following consi -
sideration of .
been shortli tion of your application .
ortlisted for interview. The interviev:/ Iwaizlnbp;e;slgd to inform you that you have
Cikkai at

Please brin
garelevantd
by the UK B ocument as proof i
orders Agenc Aroelaryput dght o work
gency, e.g. passport, national identity carrc:( Irr;;?;:eUK o S
, nce permit, etc.

In accord i
: ance with ou
candicates, rogarcless of S opprarminticspnlisg e walid i
ability, can participate fully in the 2;?ee?sure that all
ction process.

Therefore, |
, | would be i
& grateful :
€ may be able to provide if you would advise us of any additional assist
: ance that

Please
co
nfirm your attendance no later than 12.00
.00 pm on

Or telephonin
g by emailing

Yours sincerely,

-



a4
Name

Address Date ——
Post code
Dear ,
iti e . this
Fippilizton Sptiaipe . for the above post. | regret to advise you thaton
lication 101 ; ;
o your recent app : for interview.
|0rc?(§2‘;or¥ you have not been shortlisted g wish you every SUCCESS

y

for the future.

Yours sincerely,

5_
POSITION g 1 1 = f—
DATE.

i Interview Started:
. arks are out of 10) _
3-4 Poor 5-6 Fair

Time Interview Finished: ———

9-10 Excellent
Rating scale (where m 78 Good

1-2 Not acceptable

CRITERION 1 ——

SCORE

CRITERION 2 ———

SCORE

CRITERION3 ——

SCORE

; Date . —
Panel members name —— —

Panel member's signature ———

6

CANDIDATE: _____ DATE OF INTERVIEW: ______
INTERVIEWERS: _____

CHAIRPERSON TO COMPLETE
TIME INTERVIEW STARTED: TIME INTERVIEW FINISHED:

Rating scale (where marks are out of 10)
1-2 Not acceptable 3-4 Poor 5-6 Fair

7-8 Good 9-10 Excellent

Criteria/Area
of competence

Marks Marks

Evidence available awarded

Agreed mark

Total marks

Recommendation:

Availability:

Summary of interview:

Signed: Print name:

7T

Date

Dear

| refer to our meeting on ( ) which was held under stage 1 of the Company’s
Performance Improvement Procedure, a copy of which has been supplied to you.
You were accompanied at the meeting by your union representative/work
colleague. The following areas of under-performance were discussed

This letter is a formal recorded verbal warning that your performance does not reach
the required standard, as defined in the attached action plan.

This recorded verbal warning will be placed on your personal file for a period of
six months during which your performance will be monitored. If your performance
reaches the required standard, this warning will be removed from your personal file.

Should there be no improvement, | will have no alternative but to proceed to stage 2
of the Procedure, which may result in a first written warning being issued.

If you wish to appeal against this decision you should inform me within five working
days. | will invite you to a further hearing to discuss the appeal. You have the right to
be accompanied at the hearing by your union representative/work colleague.
The final decision will be communicated to you in writing within five working days of
the hearing.

Yours sincerely,

——
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Date

At this meeting, W

inary meeting on

Dear——-—y
| am writing 10 inform you that you are required 10 attend a discip!
gt - which is to be heldin venue.
f disciplinary action against you, in

e will discuss the possibility O
sation’s disciplinary procedure, in rel

s that

ation to

line with the organi

The basis for this allegation i
and the following people

will be conducted by ——
ed to be accompanied by another work collea
u wish to bring a colleague O trade union representat

oon as possible.

ed this letter and that y
or you

The hearing will also be present.
____Youare entitl gue or trade union
representative. lfyo ive, please
let me know their name as S
you have receiv

idable reason you
attend at that time ntact me as soon as possible. Please note
our disciplinary procedure we expect you 1o make your best efforts 10
meeting. If you are not available on the date suggested, we will arrange
meeting with you within a reasonable period.

|f you have any spec
any other guestions, please also con

Yours sincerely,

ou will attend at the
r companion cannot
that under

attend this
another

Please confirm that

time stated above.
please €O

a result of a disability, or if you have

ific needs at the hearing as
possible.

tact me as soon as

P

9__

Date
Dear

You appeal
should be t
| am now writing to confirm that th

appeal meeting still applies.
You have now used your right of appeal
procedure. This decision is final. There is
disciplinary procedure.

If you have any further questions

Yours sincerely,

ed against the de

aken against you. The app
e decision made o)

cision of the disciplinary he
eal meeting was held on

under the organisation'
no further right of appeal unde

please do not hesitate 0 contact me.

aring that disciplinary action
who carried out the

s disciplinary
r the

10

Name
Address
Date

Dear |

Thank you for .
agreeing to meet o
ur employee g
n at

Mr/Mrs/Miss/Ms was employed as

As an employe m
_ yer, our employee’s health is ou 0
your views on the fOllOwing- Ith i r priority and we would wish t

For clarity the iti
position of i
1. Do you consid entalls
_ er that is fi

g. :I sgi Igghe Sapaciyor 0lrt to retu(;r: 't10 '\tn;)ork?

. , do you consider tha e 24

it t has a disability under the Disability Discri
iscrimination

4. Are reasonabl i
e adjustme
5 H nts necess
ow long do you envisage wiﬁgef%;faxz ;(e;urn to work?
K

If you require anythi
loace find at nything further, please do not hesitate to contact
c
Y ; ached the employee’s medical rec e
ours sincerely, ords/GP report.

What st
at style are the above
e HR letter templates written in? Discuss it wi
n< uss it with the grouj
C p.




