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Preface 
 
 

Winners never quit and quitters never win. 

“Vince Lombardi” 

 
 
Knowing English language is a benefit regardless of where you travel. When 
you travel into the world of HRM, it is just as necessary to understand the 
key terms, phrases and issues. So, HR people should also speak a common 
language. They must know and understand the concepts and terminologies 
that are frequently used in the world of HR management. My heartiest intent 
is to share the common HR language in a consolidated form. 
 
For the benefit of HR students, CiteHR members, and for new and seasoned 
HR professionals, I present this freebie booklet on ‘HR Glossary: From A to 
Z’, which should serve as a book of ready reference. It is my hope that it will 
be of immense value for whom this booklet is meant and also for those who 
might want to make a career in the dynamic world of HR. 
 
I have endeavored to compile this booklet on the basis of resource materials 
available to me through internet, university websites and relevant books, as 
well as from my friends who had always felt the necessity for such a concise 
booklet which provides specialized information in a precise and direct 
manner. I acknowledge my gratitude and feel highly indebted to all of them. 
 
Suggestions to improve upon this web version are most welcome and will be 
given due thoughts. I invite readers to post any term(s) that should be added 
to the glossary along with a working definition and reference. Please send 
your feedback at hotdesire@gmail.com for consideration. 
 
 
 
Pakistan Adnan 
May, 2006 MBA 
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A 
 
Ability tests: Tests that assess an individual’s abilities, mental or physical 
skills level (i.e. problem solving, manual dexterity, etc.). 
 
Absenteeism: Refers to time lost when employees do not come to work as 
scheduled. 
 
Achievement test: A standardized testing instrument used to measure how 
much an individual has learned or what skills he or she has attained as a 
result of education, training or past experience. 
 
Acquisition: The process of acquiring control of another corporation by 
purchase or stock exchange. 
  
Active practice: The performance of job-related tasks and duties by 
trainees during training. 
 
Acquired immune deficiency syndrome (AIDS): A blood-borne pathogen 
transmitted through intimate contact. 
 
Action learning: A learner-driven, continuous learning process where 
learning revolves around the need to find solutions to real problems.  
  
Active learning: The process of learning new knowledge, skills and 
behaviors through taking specific actions or performing specific tasks. 
 
ADEA (Age Discrimination in Employment Act):  Act that determined that 
older workers may not be discriminated against by performance-based pay 
systems. 
 
Administrative investigations: Investigations conducted by local 
management, local Personnel Representatives and/or Employee Relations in 
response to complaints or concerns that generally are non-criminal in 
nature. 
 
Administrative management: A classical management approach that 
attempted to identify major principles and functions that managers could 
use to achieve superior organizational performance. 
 
Adult learner: Individual who are beyond postsecondary education age, are 
employed on a full- or part-time basis and are enrolled in a formal or 
informal educational program. 
 
Adverse action: Any act by an employer that results in an individual or 
group of individuals being deprived of equal employment opportunities. 
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Adverse impact: A substantially different rate of selection in hiring, 
promotion or other employment decision that works to the disadvantage of a 
race, sex or ethnic group. 
 
Adverse selection: Situation in which only higher-risk employees select and 
use certain benefits. 
 
Advisory committee: A group or panel of internal or external members with 
no decision- making authority, assembled to identify and discuss specific 
issues and make recommendations. 
  
Affirmative action: A process in which employers identify problems areas, 
set goals, and take positive steps to guarantee equal employment 
opportunities for people in a protected class. 
 
Affirmative action plans (AAPs): Plans that focus on the hiring, training, 
and promoting of protected classes where there are deficiencies. 
 
Agency shop: A firm that requires employees who refuse to join the union to 
pay amounts equal to union dues and fees for the union’s representative 
services. 
 
Alternative staffing: Uses recruiting sources and workers who are not 
regular employees; also known as flexible staffing. 
 
Analytical thinking: The ability to analyze facts, generate a comparison 
and draw correct inferences or conclusions from available information. 
 
Anecdotal: Information that is based on observations or indications of 
individual actions instead of any organized process. 
 
Annual leave: A form of paid time off available to eligible employees. Time 
typically accrues based on length of employment and may be used for 
excused absences from work such as vacations, personal reasons, 
religious/cultural observances, absences due to adverse weather conditions, 
and illness (in lieu of sick leave). 
 
Anti-nepotism policy: A policy or practice that limits the employment of 
two or more members of the same family. 
 
Applicant files: Application forms/resumes and other relevant items 
maintained by an employer and used during the selection process. 
 
Applicant flow log: A chronological compilation of applicants for 
employment or promotion, showing the persons categorized by race, sex and 
ethnic group, who applied for each job title (or group of job titles requiring 
similar qualifications) during a specific period.  
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Applicant for employment: Someone who (1) submits expression of 
interest through the proper on-line application process (2) is considered for 
employment in a particular position (3) has submitted an expression of 
interest that indicates the basic qualifications for the position and (4) does 
not remove him/herself from consideration prior to job offer. 
  
Applicant pool: All persons who are actually evaluated for selection. 
  
Applicant population: A subset of the labor force population that is 
available for selection using a particular recruiting approach. 
 
Applicant tracking: Any paper or computerized system that tracks the 
organization’s data such as resumes/applications and internal job posting 
information. 
 
Apprenticeship: A system of indenture or other agreement, written or 
implied, to train a person in a recognized trade or craft in accordance with 
specified standards.  
  
Aptitude tests: Tests that measure general ability to learn or acquire a skill. 
  
Arbitration: Process that uses a neutral third party to make a decision. 
  
Assessment centre: A collection of instruments and exercises designed to 
diagnose a person’s development needs. 
 
Attendance policy: An employer’s written standards regarding the 
requirement for employees to be on time and present at work during 
regularly scheduled work periods. 
 
Attitude survey: Organizational feedback and communication mechanism 
that asks employees to provide opinions on given topics, feelings and beliefs 
about their jobs or the organization; also known as climate survey. 
 
Attorney: A professional individual who is authorized to practice law and 
can be legally appointed by either a plaintiff or a defendant to provide legal 
advice or act as a legal agent on their behalf during legal proceedings. 
 
Attrition: A term used to describe voluntary and involuntary terminations, 
deaths and employee retirements that result in a reduction to the employer's 
physical workforce. 
 
Autonomy: The extent of individual freedom and discretion in the work and 
its scheduling. 
  
Availability analysis: An analysis that identifies the number of protected-
class members (minorities and women) available to work in the appropriate 
labor markets in given jobs. 
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B 
 
Background check/investigation: The process of verifying information 
supplied by applicants who are being considered for employment, including, 
but not limited to, contacting former employers, references, obtaining 
educational records and requesting criminal or consumer credit reports. 
 
Back pay: Compensation for past wage and benefit losses caused by 
discriminatory employment practices or procedures. Lost wages include, 
e.g., overtime, incentive pay, raises, bonuses economic loss includes 
compensatory damages. 
 
Balanced scorecard: A popular strategic management concept developed in 
the early 1990s by Drs. Robert Kaplan and David Norton. The balanced 
scorecard is a management and measurement system that enables 
organizations to clarify their vision and strategy and translate them into 
action. The goal of the balanced scorecard is to tie business performance to 
organizational strategy by measuring results in four areas: financial 
performance, customer knowledge, internal business processes, and 
learning and growth. 
 
Balance-sheet approach: An approach to international compensation that 
provides international employees with a compensation package that 
equalizes cost differences between the international assignment and the 
same assignment in the home country of the individual or the corporation.  
 
Balance-sheet equation: Assets = Liabilities + Stock holders’ equity. 
 
Bargaining agreement/collective bargaining agreement: It is a contract 
between an employer and union covering wages, hours, and other terms and 
conditions of employment for employees in the bargaining unit.  
 
Bargaining unit: All employees eligible to select a single union to represent 
and bargain collectively for them. 
 
Barrier analysis: The process of reviewing an organization’s policies and 
procedures to identify and eliminate impediments in recruitment, selection, 
transfer, or promotion of protected class individuals throughout the 
organization. 
   
Base pay: The basic compensation an employee receives, usually as a wage 
or salary.  
 
Behavior modification: A conscious attempt to change or eliminate an 
individual’s undesirable behavior by specifying expected behavior and 
reinforcing and rewarding desired behavior. 
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Behavior modeling: Copying someone else’s behavior. 
   
Behavioral-based interview: Type of interview in which the interviewer 
focuses on how the applicant previously handled real work situations. 
   
Behavioral rating approach: Assesses an employee’s behaviors instead of 
other characteristics.  
 
Behaviorally experienced training: Training methods that deal less with 
physical skills than with attitudes, perceptions, and interpersonal issues.  
 
Bell-shaped curve: The curve representing the normal distribution of a 
rating or test score. 
 
Benchmarking: The systematic process of comparing an organization’s 
products, services and practices against those of competitor organizations or 
other industry leaders to determine what it is they do that allows them to 
achieve high levels of performance. 
       
Benchmark jobs: Jobs used as reference point when setting up a job 
classification system. 
 
Benchmarks: The standards used as a basis for comparison or 
measurement. 
   
Benefit: An indirect reward given to an employee or group of employees as a 
part of organizational membership. 
 
Bereavement leave: Time away from work due to the death of a family 
member. 
 
Best practices: Defined in a variety of ways, but typically refers to the 
practices of an organization that enables them to achieve superior 
organizational performance results. 
 
Bidding: The practice of posting all job openings internally so that current 
employees may be allowed the opportunity to apply for vacant positions 
prior to the employer seeking qualified candidates through other external 
recruitment measures. 
 
Blended workforce: A workforce is comprised of permanent full-time, part-
time, temporary employees and independent contractors. 
 
Blind ad: A job advertisement placed in a newspaper, trade 
journal/publication, magazine or Internet job board that contains no 
identifying information about the employer placing the ad. 
   
Blue collar workers: Hourly paid workers employed in occupations that 
require physical or manual labor. 
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Bona-fide occupational qualification (BFOQ): Situation in which gender, 
religion, or national origin is reasonably necessary to the normal operations 
of the business or enterprise. 
   
Bonus: A one-time payment that does not become part of the employee’s 
base salary.  
 
Bonus plan: An incentive pay plan which awards employees compensation, 
in addition to their base salary, for achieving individual or group 
performance and productivity goals. 
 
Breach of contract: Occurring when an individual who is a party to a 
contract or agreement does not uphold or violates the terms of the contract. 
 
Break-even analysis: A measure used to determine the approximate sales 
volume required to cover the costs associated with producing a particular 
product or service. 
       
Broadbanding: Practice of using fewer pay grades having broader ranges 
than traditional compensation systems.  
 
Buddy system: A form of employee orientation whereby a newly hired 
employee is assigned to another employee (typically within the same 
department) who shows the new employee the ropes, introduces him or her 
to coworkers, gives personal assistance and answers questions on an as-
needed basis. 
 
Burnout: Physical or emotional exhaustion, lack of motivation or decreased 
morale resulting from an individual being exposed to excessive or prolonged 
stress and frustration caused by personal problems, work pressures, 
financial difficulties, etc. 
 
Bumping rights: Rights of an employee to displace another employee due to 
a layoff or other employment action as defined in a collective bargaining 
agreement or other binding agreement.  
 
Business agent: A full-time union official employed by the union to operate 
the union office and assist union members.  
 
Business literacy: The knowledge and understanding of the financial, 
accounting, marketing and operational functions of an organization. 
 
Business necessity: A practice necessary for safe and efficient 
organizational operations.  
       
Business plan: A document that provides relevant information about a 
company by outlining items such as the company’s business description, 
market or industry, management, competitors, future prospects and growth 
potential, etc.  
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C 
 
Career: The sequence of work-related positions a person occupies 
throughout life.  
 
Career-average formula: Type of formula used to determine benefits under 
a defined benefit pension plan, based on a percentage of pay for each year 
the employee is in the plan or a percentage of career-average pay times years 
of service. 
 
Career center: An office set up within an organization to be used for the 
purpose of providing outplacement counseling and job placement services to 
displaced workers.  
       
Career counseling: Guiding individuals through the career planning and 
career decision-making process by helping them to make informed decisions 
regarding educational and occupational choices, as well as providing 
resources needed to further developing job search and placement skills.  
       
Career development: The process by which individuals establish their 
current and future career objectives and assess their existing skills, 
knowledge or experience levels and implement an appropriate course of 
action to attain their desired career objectives. 
       
Career ladder: The progression of jobs in an organization’s specific 
occupational fields ranked from highest to lowest based on level of 
responsibility and pay.  
       
Career mobility: The propensity to make several career changes during an 
individual’s lifetime instead of committing to a long-term career within a 
specific occupational field.  
       
Career path: The progression of jobs in an organization’s specific 
occupational fields ranked from lowest to highest in the hierarchal 
structure.  
       
Career planning: The process of establishing career objectives and 
determining appropriate educational and developmental programs to further 
develop the skills required to achieve short- or long-term career objectives.  
       
Career plateau: Occurs when an employee has reached the highest position 
level he or she can possibly obtain within an organization and has no future 
prospect of being promoted due to a lack of skills, corporate restructuring or 
other factors. 
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Cash profit-sharing plans: Provide employees with payments, based on the 
organization's profitability, that are additional to the employees' normal 
rates of pay and taxed accordingly. 
 
Casual dress: Refers to attire such as jeans, casual slacks, t-shirts, sport 
and polo shirts and other apparel used for leisure. 
 
Casual employment: The practice of hiring employees on an as-needed 
basis, either as a replacement for permanent full-time employees who are 
out on short- and long-term absences or to meet employer’s additional 
staffing needs during peak business periods.  
       
Caucus: A labor relations term used to define periodic suspensions of 
negotiations in order to provide both sides with an opportunity to consider 
their relevant positions. 
 
Centralization: The process of consolidating all decision-making authority 
under one central group or location.  
       
Change management: The systematic approach and application of 
knowledge, tools and resources to deal with change. Change management 
means defining and adopting corporate strategies, structures, procedures 
and technologies to deal with changes in external conditions and the 
business environment. 
   
Central tendency error: Rating all employees in a narrow band in the 
middle of the rating scale.  
   
Checklist: Performance appraisal tool that uses a list of statements of 
words that are checked by raters. 
 
Climate survey: Organizational feedback and communication mechanism 
that asks employees to provide opinions on given topics, feelings and beliefs 
about their jobs or the organization; also known as attitude survey. 
   
Closed shop: A firm that requires individuals to join a union before they can 
be hired. 
 
Closed questions: Questions that can usually be answered with yes or no. 
   
Coaching: Daily training and feedback given to employees by immediate 
supervisors.  
 
Co-employment: The relationship between a Professional Employer 
Organization (PEO) or employee leasing firm and an employer, based on a 
contractual sharing of liability and responsibility for employees. 
 
Cognitive ability testing: A testing instrument used during the selection 
process in order to measure the candidate’s learning and reasoning abilities. 
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COBRA (Consolidated Omnibus Budget Reconciliation Act): Act that 
provides for continuation of group health-care benefits for former employees 
and their families. 
   
Co-determination: A practice whereby union or worker representatives are 
given positions on a company’s board of directors.  
   
Collective bargaining: The process whereby representatives of management 
and workers negotiate over wages, hours, and other terms and conditions of 
employment.  
   
Commission: Payment paid to salespeople, usually calculated as a 
percentage of sales.  
 
Compa-ratio: Pay level divided by the midpoint of the pay range. 
 
Comparative rating: A rating method that determines ratings by making 
comparisons between the individuals being rated. 
   
Compensable factor: That used to identify a job value that is commonly 
present throughout a group of jobs.  
 
Compensation committee: Usually a subgroup of the board of directors 
composed of directors who are not officers of the firm.  
   
Compensatory time off: That given in lieu of payment for extra time 
worked.  
   
Competencies: The knowledge, skills and abilities required to perform a 
specific task or function. 
   
Complaint: An indication of employee dissatisfaction that has not been 
submitted in writing.  
   
Compressed workweek: Workweek in which a full week’s work is 
accomplished in fewer than five days.  
 
Computer based training (CBT): Training an employee completes from 
his/her computer workstation. The training is accessible via the Internet 
(web) or CDs. 
   
Conciliation: Process by which a third party attempts to keep union and 
management negotiators talking so that they can reach a voluntary 
settlement.  
   
Concurrent validity: Validity measured when an employer tests current 
employees and correlates the scores with their performance ratings.  
   
Construct validity: Validity showing a relationship between an abstract 
characteristic and job performance.  
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Constructive discharge: Occurs when an employer deliberately makes 
conditions intolerable in an attempt to get an employee to quit.  
 
Consultant: An individual who works independently to assist and advise 
client organizations with various organizational functions and 
responsibilities on a fee-for-service basis. 
   
Content validity: The degree to which an interview, test, or other selection 
device measures the knowledge, skills, abilities, or other qualifications that 
are part of the job. 
 
Contingent worker: Refers to an individual employed in a job that does not 
have an explicit contract for long-term employment (i.e., independent 
contractor or temporary employee) 
   
Contractual rights: Rights based on a specific contractual agreement 
between employer and employee.  
   
Contrast error: Tendency to rate people relative to other people rather than 
to performance standards.  
   
Contributory plan: Pension plan in which the money for pension benefits is 
paid in by both employees and employers.  
   
Co-payment: Employee’s payment of a portion of the cost of both insurance 
premiums and medical care.  
   
Core competencies: The skills, knowledge and abilities which employees 
must possess in order to successfully perform job functions that are 
essential to business operations. 
 
Core work activities: The tasks or functions within an organization 
considered essential to the organization’s business operations. 
       
Core workers: Employees who are considered to be vital to the 
organization’s successful business operations. 
 
Corporate culture: The beliefs, values and practices adopted by an 
organization that directly influence employee conduct and behavior. 
       
Corporate image: The way in which an organization is viewed by clients, 
employees, vendors or the general public. 
       
Corporate values: The prescribed standards, behaviors, principles or 
concepts that an organization regards as highly important. 
 
Correlation coefficient: An index number giving the relationship between a 
predictor and a criterion variable.  
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Cost-benefit analysis: Compares costs of training with the benefits 
received. 
 
COLA (cost-of- living adjustment): Pay adjustment given to employees 
regardless of their performance or company profitability; usually linked to 
inflation; also referred to as a standard percent raise. 
 
Counseling: A form of intervention in which the emphasis is on the cause of 
a problem rather than on job performance. 
   
Craft union: A union whose members do one type of work, often using 
specialized skills and training.  
   
Criterion-related validity: Validity measured by means of a procedure that 
uses a test as the predictor of how well an individual will perform on the job. 
 
Critical success factors: The key items that must be met in order to 
successfully achieve a specific objective.  
       
Critical tasks: The job tasks or functions essential to the proper 
performance of a particular job. 
 
Cross training: The process of developing a multi skilled workforce by 
providing employees with training and development opportunities to ensure 
they have the skills necessary to perform various job functions within an 
organization. 
       
Cultural differences: The diverse behaviors, beliefs, customs, traditions, 
language and expressions that are characteristic to groups of people of a 
particular race, ethnicity or national origin. 
       
Cultural integration: The process of bringing people of different racial or 
ethnic backgrounds into equal association. 
 
Cultural noise: Type of interviewer bias; failure to recognize responses of a 
candidate that are socially acceptable rather than factual. 
 
Culture: The societal forces affecting the values, beliefs, and actions of a 
distinct group of people.  
       
Curriculum vitae (c.v.): Used in the United States to describe, a longer, 
more detailed version of a resume. Internationally is synonymous with 
resume. 
 
Cumulative trauma disorders (CTDs): Muscle and skeletal injuries that 
occur when workers repetitively use the same muscles to perform tasks. 
 
Cybersmear: Using Web sites, listservs, chat rooms or bulletin boards to 
post insulting or defamatory statements regarding former employers.  
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D 
 
Daily work records: A daily log of job tasks being performed by individual 
employees over a certain period of time. Used often as a form of job analysis. 
 
Deauthorization: Removes the authority of the bargaining representative to 
enter into and enforce a union security clause. 
 
Decentralization: The process of assigning decision-making authority to 
lower levels within the organizational hierarchy. 
 
Decertification: A voting process whereby a union is removed as the 
representative of a group of employees.  
 
Defamation: A common-law tort; defined as injuring someone's reputation 
either through verbal (slander) or written (libel) statements. 
   
Defined-benefit plan: Pension plan in which an employee is promised a 
pension amount based on age and service.  
   
Defined-contribution plan: Pension plan in which the employer makes an 
annual payment to an employee’s pension account.  
 
De-layering: An organizational restructuring strategy meant to reduce the 
organization’s existing levels of managers or supervisors. 
       
Delegation: The assignment of new or additional responsibilities to a 
subordinate, clearly dictating expected outcomes and timeframe for 
completion. 
 
Demographics: The physical characteristics of a population, such as age, 
sex, marital status, family size, education, geographic location and 
occupation. 
 
Demotion: A permanent reassignment to a position with a lower pay grade, 
skill requirement or level of responsibility than the employee’s current 
position. 
 
Departmentation: The process of dividing an organization’s labor, 
functions, processes or units into separate groups. 
   
Development: Efforts to improve employees’ ability to handle a variety of 
assignments.  
 
Devil’s advocate: A person who has the job of criticizing ideas to ensure 
that different viewpoints are fully explored. 
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Differential piece-rate system: Pay system where the employee receives 
one piece rate up to a standard and then a higher rate once the standard is 
exceeded. 
 
Direct compensation: Refers to pay that is received by an employee 
including base pay, differential pay, and incentive pay. 
 
Direct evidence of discrimination: A method of proof in which evidence on 
its face establishes a discriminatory reason for an employment decision, 
without inference or presumption. Direct evidence is evidence that on its 
face shows an intent to discriminate.  
 
Directive interview: Type of interview in which the interviewer poses 
specific questions to the candidate and keeps control. 
   
Disabled person: Someone who has physical or mental impairment that 
substantially limits that person in some major life activities, who has a 
record of such an impairment, or who is regarded as having such an 
impairment.  
   
Discipline: A form of training that enforces organizational rules.  
   
Disparate impact: Situation that exists when there is a substantial under-
representation of protected-class members as a result of employment 
decisions that work to their disadvantage.  
   
Disparate treatment: Situation that exists when protected-class members 
are treated differently from others.  
   
Distributive justice: Perceived fairness in the distribution of outcomes.  
   
Diversity: Differences among people.  
   
Division of labor: The assignment of different tasks to different people or 
groups. 
 
Downsizing: Reducing the size of an organizational workforce.  
 
Draw: An amount advanced from and repaid to future commissions earned 
by the employee.  
   
Due process: In employment settings, the opportunity for individuals to 
explain and defend their actions against charges of misconduct or other 
reasons.  
Dues checkoff: Provision that union dues will be deducted automatically 
from payroll checks of union members.  
   
Duty: A large work segment composed of several tasks that are performed 
by an individual. 
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E 
 
E-learning: The delivery of formal and informal training and educational 
materials, processes and programs via the use of electronic media. 
 
Earned-time plan: Plan that combines all time-off benefits into a total 
number of hours or days that employees can take off with pay.  
   
Economic value added (EVA): A firm’s net operating profit after the cost of 
capital is deducted.  
 
Effective manager: An active leader who creates a positive work 
environment in which the organization and its employees have the 
opportunity and the incentive to achieve high performance. 
 
Effectiveness: The extent to which goals have been met. 
 
Efficiency: The degree to which operations are done in an economical 
manner OR the ratio of outputs to inputs.  
   
Employee assistance program (EAP): Program that provides counseling 
and help to employees having emotional, physical, or personal problems.  
 
Employee champion: Listen and respond to employees and find the right 
balance between demands on employees and resources available to 
employees. 
 
Employee grievance: Any employee's concern over a perceived violation of 
the labor agreement that is submitted to the grievance procedure for 
resolution. 
 
Employee handbook: Explains major HR and employee policies and 
procedures and generally describes the employee benefits provided; also 
called employee manual. 
 
Employee referral program: A recruiting strategy where current employees 
are rewarded for referring qualified candidates for employment. 
 
Employee relations: A broad term used to refer to the general management 
and planning of activities related to developing, maintaining and improving 
employee relationships by communicating with employees, processing 
grievances/disputes, etc. 
  
Employee retention: Organizational policies and practices designed to meet 
the diverse needs of employees and create an environment that encourages 
employees to remain employed. 
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Employee stock ownership plans (ESOPs): A plan whereby employees gain 
stock ownership in the organization for which they work. 
 
Employee survey: An instrument used to assess employee perceptions 
about the work environment.   
 
Employment agency: An organization that provides job placement 
assistance, either on a temporary or permanent basis, to individuals seeking 
employment opportunities. 
   
Employment agreement/contract: A formal, legally binding agreement 
between an employer and employee outlining terms of employment such as 
duration, compensation, benefits, etc. 
 
Employment branding: A blend of marketing, communications, and 
performance technology intended to get an organization's name out to a 
mass audience fast; a basis for recruiting employees.  
 
Employment displacement: Occurs when an employee is terminated as a 
result of position elimination. 
 
Employment offer: Makes the hiring decision official; should immediately 
follow the final decision to hire a candidate, also known as offer letter or job 
offer letter.  
 
Employment-at-will (EAW): A common-law doctrine stating that employers 
have the right to hire, fire, demote, or promote whomever they choose, 
unless there is a law or contract to the contrary.  
 
Empowerment: Enabling an individual to have responsibility, control and 
decision-making authority over the work he or she performs. 
   
English-only rules: An employer policy or work rule that requires 
employees to only speak in the English language at all times while on the job 
or in the workplace. 
 
Entrepreneurship: The act of forming a new business. 
 
Environmental scanning: The process of studying the environment of the 
organization to pinpoint opportunities and threats.  
 
Equal employment opportunity (EEO): A policy statement that equal 
consideration for a job is applicable to all individuals and that the employer 
does not discriminate based on race, color, religion, age, marital status, 
national origin, disability or sex. OR The concept that individuals should 
have equal treatment in all employment related actions.  
 
Equity: The perceived fairness of the relation between what a person does 
(inputs) and what the person receives (outcomes). 
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Ergonomics: The science aimed at tailoring the proper design of the 
workplace environment to avoid injury and eliminate accidents. 
 
Essential functions: The primary job functions or tasks that an individual 
must be able to perform with or without a reasonable accommodation. 
   
Essential job functions: The fundamental job duties of the employment 
position that an individual with a disability holds or desires.  
 
Executive champion: An executive who supports a new technology and 
protects the product champion of the innovation. 
   
Executive order: An order issued by the President of the United States to 
provide direction to government departments on a specific issues or area.  
 
Executive search firms: External recruiting method; firms seek out 
candidates, usually for executive, managerial, or professional positions. 
   
Exempt employees: Employees to whom employers are not required to pay 
overtime under the Fair Labour Standards Act.  
   
Exit interview: An interview in which those leaving the organization are 
asked to identify the reasons for their departure.  
   
Expatriate: Persons who live in one country and are employed by an 
organization based in another country; also called international assignees. 
   
Experiment: Research to determine how factors respond when changes are 
made in one or more variables, or conditions.  
 
Express oral contract: A common-law tort implying that a contract need 
not be in writing to be enforceable; an express oral contract can be created 
when an employer and an employee exchange promises related to 
employment. 
 
External equity: Occurs when an organization's pay rates are at least equal 
to market rates. 
   
Extranet: An Internet-linked network that allows employees access to 
information provided by external entities. 
 
Extrinsic motivator: Organizationally controlled incentives, such as pay, 
benefits, incentives, achievement awards, etc., used to reinforce motivation 
and increase performance. 
 
Extrinsic reward: Work-related rewards that have a measurable monetary 
value, unlike intrinsic rewards, such as praise or satisfaction in a job well 
done. 
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F 
 
Face validity: Making a decision regarding the appropriateness of a test or 
other assessment instrument based on appearance rather than objective 
criteria.  
       
Facilitator: A trainer who assists a group in learning or reaching a specific 
goal by directing and controlling the group process and allowing the group 
to work collectively to resolve problems and come up with solutions. 
       
Fact finding: The process of utilizing an impartial third party, not employed 
by the organization, to examine all pertinent facts surrounding a complaint. 
       
Fact-finding conference: An informal meeting directed by the EEOC to 
settle discrimination complaints between an employer and the plaintiff.  
       
Factor comparison method: A job comparison process involving ranking 
each individual job by certain selected compensable factors to establish 
appropriate values to be used in determining pay rates.  
       
Factor weight: Used in the job evaluation process, it is the process of 
assigning a weight to compensable factors to determine their relative worth. 
 
Fair representation: The term means that a union's conduct may not be 
arbitrary, discriminatory, or in bad faith. 
 
Family-friendly: A policy or practice designed to help families spend more 
time together and/or enjoy a better quality of life. 
 
Fast-trackers: A term used to describe employees who have exhibited 
strong potential for promotion and are being primed for higher level 
professional or technical positions within the organization. 
 
Fat organization: An organization with a structure consisting of several 
layers of management. 
       
Feasibility study: A study designed to discover if a business, product, 
project or process justify the investment of time, money and other resources. 
 
Featherbedding: An unfair labor practice occurring when a union requires 
an employer to pay an employee for services he or she did not perform OR 
When unions try to require the employment of more workers than is 
necessary. 
 
Federation: A group of autonomous national and international unions.  
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Feedback: The amount of clear information received about how well or how 
poorly one has performed. 
 
Fetal protection policies: Attempts to protect the fetus from workplace 
hazards.   
 
Field interview: An employment interview conducted away from the 
employer’s actual worksite.  
 
Final-pay formula: Type of formula used to determine retirement plan 
payments based on the average earnings during a specified number of years.   
       
Financial statement: A report containing financial information derived from 
an organizational accounting record. 
 
First-impression error: Type of interviewer bias; the interviewer makes 
snap judgments and lets his or her first impression (either positive or 
negative) cloud the entire interview. 
   
Flexible benefits plan: One that allows employees to select the benefits 
they prefer from groups of benefits established by the employer.  
   
Flexible spending account: Account that allows employees to contribute 
pretax dollars to buy additional benefits.  
   
Flexible staffing: Use of recruiting sources and workers who are not 
employees; also known as alternative staffing. 
   
Flextime: A scheduling arrangement in which employees work a set number 
of hours per day but vary starting and ending times.  
 
Focus group: A small group of employees (normally six to twelve) invited to 
actively participate in a structured discussion with a facilitator. 
 
Forced distribution: Performance appraisal method in which ratings of 
employees’ performance are distributed along a bell-shaped curve.  
   
Forecasting: Identifying expected future conditions based on information 
form the past and present.  
 
Fringe benefits: Compensation for employment other than wages or salary, 
including, for example, annual and sick leave, medical insurance, life 
insurance, retirement benefits, profit sharing, bonus plans, etc.  
 
Front pay: Compensation for estimated future economic loss; generally 
calculated based on the difference between the discrimination victim's 
current pay (or for a rejected applicant, the pay he/she should have 
received) and the pay associated with his/her rightful place.   
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G 
 
Gag clause: Refers to the employment contract restrictions used as a means 
of protecting the organization’s trade secrets or proprietary information. 
 
Gainsharing plan: The sharing with employees of greater-than expected 
gains in profits and/or productivity.  
   
Garnishment: A court action in which a portion of an employee’s wages is 
set aside to pay a debt owed to a creditor. 
 
Generalist: An individual who possesses the capabilities to perform more 
than one diversified function, rather then specializing in or having 
responsibility for one specific function. 
 
Genetic-based discrimination: The practice of requesting or requiring 
genetic testing information during the hiring process or using genetic testing 
information to base any other employment decisions or actions.  
       
Geographical differential: The variance in pay established for same or 
comparable jobs based on variations in labor and costs of living among other 
geographic regions. 
       
Glass ceiling: Discriminatory practices that have prevented women and 
other protected-class members form advancing to executive-level jobs.  
 
Globalization: The term used to describe increasingly mobile organizations 
that are performing their operations in foreign countries. 
 
Global compensation: Pay practices relating to employees who are working 
on assignments in international locations. A service premium and additional 
incentives are often included in the compensation package to offset 
differences in taxes and cost of living. 
       
Global organization: An organization that has corporate units in a number 
of countries that are integrated to operate as one organization worldwide. 
 
Global relocation: The process of transferring an individual’s residence 
from their home country to a foreign country for the purpose of completing 
an international job assignment. 
 
Goal: A statement outlining the long-term results, accomplishments or 
objectives an organization seeks to attain. 
 
Goal setting: The process of setting and assigning a set of specific and 
attainable goals to be met by an individual, group or organization. 
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Gold-collar employee: The term used to describe individuals such as 
scientists, engineers and other highly skilled employees who are in high 
demand and short supply. 
 
Golden handcuffs: System of overlapping short- and long-term incentives to 
make it less likely that key employees will leave the company.  
   
Golden parachute: A severance benefit that provides protection and 
security to executives in the event that they lose their jobs or that their firms 
are acquired by other firms. 
 
Good-faith bargaining: Generally means that both parties enter into 
discussion with fair and open minds and a sincere desire to arrive at an 
agreement. 
 
Good faith effort: The effort and action an organization puts forth to correct 
goals and specific problem areas. 
 
Graded vesting: A system by which qualified retirement plan participants 
become incrementally vested over a period of 5 to 15 years of service. 
 
Grapevine: An informal communication channel used to transmit 
information or rumors from one person to another. 
   
Graphic rating scale: A scale that allows the rater to mark an employee’s 
performance on a continuum.  
 
Green-circle rates: Describe a situation where an employee's pay is below 
the minimum of the range. 
   
Green-circled employee: An incumbent who is paid below the range set for 
the job.  
   
Grievance: A formal written complaint or allegation by an employee or 
group of employees made to unfair treatment or violation of a union 
contract. 
   
Grievance arbitration: A means by which disputes arising from different 
interpretations of a labor contract are settled by a third party.  
   
Grievance procedures: Formal channels of communications used to resolve 
grievances.  
 
Gross earnings: The total earnings before taxes; includes regular wages 
plus additional earnings such as tips, bonuses, and overtime pay. 
 
Group interview: An interviewing method where a prospective employee is 
interviewed by a small group of his or her peers. 
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H 
 
Halo/horn effect: Type of interviewer bias; the interviewer allows one 
strong point that he or she values highly to overshadow all other 
information; known as the ‘halo effect’ when this works in the candidate's 
favor and the ‘horn effect’ when it works in the opposition direction OR 
Rating a person high or low on all items because of one characteristic. 
   
Handbilling: Practice in which unions distribute written publicity in order to 
convince employees to sign authorization cards.  
 
Hazard pay: Refers to pay earned by employees who work in an 
environment that is considered more risky from a safety or health point of 
view. 
 
Head count: Refers to average number of people employed directly by the 
company on a full-time and part-time basis. 
   
Health: A general state of physical, mental, and emotional well-being.  
   
Health maintenance organization (HMO): Form of health care that 
provides services for a fixed period on a prepaid basis.  
 
Hidden disabilities: Disabilities which are not of a visible nature, such as 
learning disorders, alcohol abuse, depression, etc. 
 
Hierarchy: The authority levels of the organizational pyramids. 
 
Hierarchy of needs: A psychology theory ascribed to Abraham H. Maslow, 
in which he proposed that people will constantly seek to have their basic 
needs (sleep, food, water, shelter, etc.) fulfilled and that such needs 
ultimately determine behavior. 
 
Home-based worker: An employee who works from a home office rather 
than at a physical workspace at the employer’s location. 
 
Honesty/integrity testing: Tests used to assess an individual’s propensity 
for dishonest conduct or behavior (i.e., stealing or lying). 
 
Horizontal communication: Information shared among people in the same 
hierarchical level. 
 
Horizontal integration: A variation of job enlargement; breaks the 
monotony of routine jobs by shifting people between comparable but 
different jobs; also known as job rotation. 
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Horizontal organization: A flat organizational structure that consists of 
fewer hierarchal levels. Such organizational structures often rely on the use 
of cross-functional teams. 
   
Host-country national: An employee working in a unit or plant who is 
citizen of the country in which the unit or plant is located, but where the 
unit or plant is operated by an organization headquartered in another 
country.  
 
Hostile environment harassment: Harassment that occurs when sexual or 
other discriminatory conduct is so severe and pervasive that it interferes 
with an individual's performance, creates an intimidating, threatening, or 
humiliating work environment, or perpetuates a situation that affects the 
employee's psychological well-being. 
 
Hostile takeover: A leveraged purchase of a company that goes against the 
wishes of the target company's management and board of directors. 
 
Hot cargo clauses: Agreement that union members were not required to 
handle goods made by non-union labor or a struck plant; illegal except for 
provisions in the construction and clothing industries. 
       
Hot-desks: A method of saving office space in which workers do not have 
their own desk but share the same desk at different times during the day or 
week. 
 
Hourly wage: Form of base pay that is dependent on the number of hours 
worked. 
   
HR generalist: A person with responsibility of performing a variety of HR 
activities.  
   
HR research: The analysis of data from HR records to determine the 
effectiveness of past and present HR practices.  
   
HR specialist: A person with in-depth knowledge and expertise in a limited 
area of HR.  
   
HR strategies: The means used to aid the organization in anticipating and 
managing the supply and demand for human resources.  
   
Huddle group: A training method whereby participants are divided into 
small groups, given a specific problem to handle within a short period of 
time (typically less then 10 minutes) and then report their findings back to 
the larger collective group. 
 
Human capital: The collective knowledge, skills and abilities of an 
organization’s employees. 
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Human immunodeficiency virus (HIV): A virus that may lead to the 
development of the acquired immune deficiency syndrome (AIDS). 
 
Human relations: A classical management approach that attempted to 
understand and explain how human psychological and social processes 
interact with the formal aspects of the work situation to influence 
performance. 
 
Human resources (HR): The function dealing with the management of 
people employed within the organization. 
 
Human resource (HR) audit: A formal research effort that evaluates the 
current state of HR management in an organization.  
 
Human resource development (HRD): A set of planned activities intended 
to provide the organization with the skills it requires to meet current and 
future business demands. 
 
Human resource information system (HRIS): A computer database used 
to gather, store, maintain and retrieve relevant employee and HR-related 
information that is helpful in HR decision making. 
 
Human resource management (HRM): The design of formal systems in an 
organization to ensure the effective and efficient use of human talent to 
accomplish the organizational goals.  
 
Human resource management system (HRMS): A software application 
combining various human resource functions, such as benefits, payroll, 
recruiting, training, etc., into one package. 
 
Human resource metrics: Measurements used to determine the value and 
effectiveness of HR strategies. Typically includes such items as cost per hire, 
turnover rates/costs, training and human capital ROI, labor /productivity 
rates and costs, benefit costs per employee, etc. 
   
Human resource planning (HRP): The process of analyzing and identifying 
the need for and availability of human resources so that the organization 
can meet its objectives. 
 
Hybrid organization: An organization whose structure is comprised of both 
vertical and horizontal models. 
 
Hygiene factor: Characteristics of the workplace, such as company policies, 
working conditions, pay, and supervision that make a job more satisfying. 
 
Hygiene theory: Studies conducted by Frederick Herzberg used to better 
understand employee attitudes and motivation and what factors cause job 
satisfaction and dissatisfaction. Also referred to as the Motivation-Hygiene 
theory. 
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I 
 
Icebreaker: A beginning exercise, game or simulation used as a means to 
reduce tension and create a more relaxed atmosphere during training 
programs. 
 
Illegal issues: Collective bargaining issues that would require either party to 
take illegal action.  
 
Illegal subjects: Those collective bargaining items that are unlawful by 
statute. 
 
Illusion of control: People’s belief that they can influence events, even they 
have no control over what will happen. 
 
Image consulting: The practice of counseling and advising individuals 
regarding items such as personal appearance, dress, manner of speaking or 
style. 
 
Immediate confirmation: The concept that people learn best if 
reinforcement is given as soon as possible after training.  
 
Impairment: A physical or mental condition resulting from injury or illness, 
which diminishes an individual’s faculties such as ability to hear, see, walk, 
talk, etc. 
 
Implied contract: A common-law tort existing when an agreement is 
implied from circumstances, even though there has been no express 
agreement between the employer and the employee. 
 
Importing and exporting: The phase of international interaction in which 
an organization begins selling and buying goods and services with 
organizations in other countries.  
 
Improshare Plan: Industrial engineering-based gainsharing plan that uses 
past production records to establish base performance standards.   
 
Imputed income: Premium amount that a company pays on behalf of an 
employee; the employee does not receive the benefit in dollars but does pay 
taxes on it. 
 
Incentive pay: Additional compensation used to motivate and reward 
employees for exceeding performance or productivity goals. 
 
Incidence rate statistics: Indicates the work-related injuries and illnesses 
and the number of lost workdays per 100 employees. 
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In-company/in-house counseling: An employee assistance program (EAP) 
which is conducted by a trained professional counselor hired as an 
employee by the employer to handle all aspects of the company’s EAP. 
 
Independent contractors: A self-employed individual who performs specific 
services on a contract basis. 
 
Indirect compensation: Compensation that is not paid directly to an 
employee and is calculated in addition to base salary and incentive pay (i.e., 
health/dental/vision insurance, vacation, retirement benefits, educational 
benefits, relocation expenses, etc.). 
       
Indirect costs: Expenses, such as fringe benefits, overhead, utilities, rent or 
equipment, that have been incurred for the purpose of common general 
activities and cannot be identified or charged directly to the production of a 
specific project.  
       
Indirect labor: Used to define labor that is necessary to support the 
manufacturing of a product, but is not directly involved with the actual 
process of manufacturing the product. 
 
Individual-centered career planning: Career planning that focuses on 
individuals’ careers rather than on organizational needs. 
 
Individual retirement account (IRA): A special account in which an 
employee can set aside funds that will not be taxed until the employee 
retires.  
 
Individualism: Dimension of culture that refers to the extent to which 
people in a country prefer to act as individuals instead of members of 
groups. 
 
Induction program: Programs designed to introduce and acclimate newly 
hired employees into the organization.  
       
Industrial democracy: The involvement and empowerment of employees in 
decision-making within the organization by such methods as joint labor-
management committees, work teams, quality circles, employee task forces. 
       
Industrial psychology: Applied psychology concerned with the study of 
human behavior in the workplace and how to efficiently manage an 
industrial labor force and problems encountered by employees. 
       
Industrial rehabilitation: Programs designed to get employees who have 
been injured on the job back into the workforce and off workers’ 
compensation.  
 
Industrial union: A union that includes many persons working in the same 
industry or company, regardless of jobs held. 
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Informal training: Training that occurs internally through interactions and 
feedback among employees. 
 
Informed consent: An individual’s agreement to allow something to 
transpire subsequent to the individual having been informed of associated 
risks involved and alternatives. 
 
Injunctive relief: A court order requiring a person to perform, or to refrain 
from performing, a designated act. 
    
Inplacement counseling: A form of employee counseling geared toward 
acclimating recently promoted or transferred employees into their new 
positions or providing current employees guidance on the steps they need to 
take to be considered for promotion or transfer to alternative positions.  
      
Insourcing: Refers to the process of internally administering employee 
benefit plans or other programs, as opposed to utilizing the services of a 
third-party provider.  
 
Intangible rewards: Non-monetary reinforcing, such as praise, given to an 
employee in recognition of a job well done or a particular achievement.  
 
Integrative bargaining: Takes place when there is more than one issue to 
be resolved; focuses on creative solutions to conflicts that reconcile the 
parties' interests and result in mutual benefit. 
       
Integrity testing: A pre-employment psychological assessment tool used to 
gauge an applicant’s honesty.  
       
Intellectual property: Property which is protected under federal law, 
including trade secrets, confidential or proprietary information, 
copyrightable or creative works, ideas, patents or inventions. 
       
Intelligence quotient (IQ): The measure of an individual’s cognitive 
abilities, as measured by an intelligence test.  
 
Interfaces: Areas of contract between the HR unit and managers within the 
organization.  
       
Internal audit: The process of conducting an in-house examination of one 
or more of an organization’s processes, functions, programs, etc.  
 
Internal equity: Occurs when people feel that performance or job 
differences result in corresponding differences in pay rates.   
 
Internal recruitment: The practice of assessing the employer’s current 
workforce to determine whether or not current employees possess the 
required skills or qualifications to fill specific vacancies either through 
promotion or transfer.  
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Internal temporary pool employee: A pool of former employees who are 
called upon and hired to fill temporary staffing needs on an as-needed basis.  
 
International assignees: Persons who live in one country and are employed 
by an organization based in another country; also called expatriates. 
   
Internship: A partnership between an organization and an educational 
institution, whereby students are hired by an employer for a specified period 
of time into a professional or technical position that correlates with their 
area of study in order to provide them with hands-on experience and 
prepare them for the workforce.  
      
Interpersonal communications: Refers to the process of communicating 
with another person or group to express feelings, thoughts or information by 
means of physical gestures or verbal exchanges.  
       
Interpretive guidelines on sexual harassment: EEO issued guidelines 
defining sexual harassment and the employer’s responsibility for 
maintaining a workplace environment which is free from sexual harassment 
or intimidation. 
       
Interview: Used during the selection process, an interview is a face-to-face 
meeting with an individual or group, which involves asking questions to 
elicit information from the applicant to determine whether or not an 
applicant is suitable for a position of employment. 
 
Intranet: An organizational network that operates over the Internet. 
 
Intrapreneurship: The act of creating new products and processes with an 
organization. The intrapreneur is a corporate entrepreneur. 
 
Intrinsic reward: A reward given to an employee for achievement of a 
particular goal, objective or project.  
 
Involuntary deductions: Payroll deductions such as tax levies and court-
ordered child support that an employee must pay; withheld from paychecks 
before voluntary deductions.   
 
Involuntary termination: When employers decide to discharge particular 
employees for cause (e.g., poor performance, inability to manage 
subordinates, inability to work with management, and violations of employer 
policy).   
       
ISO 9000: Developed by the International Organization for Standardization 
(ISO), it is a set of standards for quality management systems that is 
accepted around the world. Organizations that conform to these standards 
can receive ISO 9000 certification. The standard intended for quality 
management system assessment and registration is ISO 9001. The 
standards apply uniformly to organizations of any size or description. 
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J 
 
Job: A grouping of similar positions having common tasks, duties, and 
responsibilities.  
 
Job aids: A document consisting of information or instructions used to 
guide the user on how to perform a task correctly. 
   
Job analysis: A systematic way to gather and analyze information about the 
content and the human requirements of jobs, and the context in which jobs 
are performed. 
 
Job applicant: According to EEO regulations, anyone who expresses an 
interest in employment, regardless of whether that person meets the 
employer's minimum qualifications for the job.  
 
Job bank: Refers to pools of retired employees who are used by employers to 
fill part-time or temporary position needs. 
 
Job bidding: Internal recruiting method that allows employees to indicate 
an interest in a position before one becomes available.  
 
Job burnout: Occurs when work is no longer meaningful to a person. 
 
Job classification: Evaluation method that groups jobs into a 
predetermined number of grades or classifications, each having a class 
description to use for job comparisons. 
 
Job codes: Identification numbers assigned to specific jobs or job tasks. 
 
Job competencies: Basic characteristics that can link individuals or teams 
to enhanced performance; critical success factors needed to perform a given 
role in an organization. 
   
Job criteria: Important elements of a job on which performance is 
measured.  
   
Job description: A written description that summarizes the most important 
features of a job, including a description of the work that details the 
required tasks, knowledge, skills, abilities, responsibilities, and reporting 
structure. 
 
Job design: Organizing tasks, duties, and responsibilities into a productive 
unit of work.  
 
Job displacement: Occurs when an employee’s position is eliminated. 
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Job enlargement: Broadening the scope of a job by expanding the number 
of different tasks to be performed.  
   
Job enrichment: The changing of a task/job by adding responsibility for 
planning, organizing, controlling, and evaluation to make it inherently more 
rewarding, motivating, and satisfying; also known as vertical integration. 
   
Job evaluation: The systematic determination of the relative worth of jobs 
within an organization, used for compensation planning purposes. 
   
Job family: A grouping of jobs having similar characteristics.  
 
Job grade: The group into which jobs of the same or similar worth are 
placed for determining appropriate rates of pay. 
 
Job group analysis: Part of an affirmative action plan that lists all job titles 
that comprise each job group having similar content and responsibilities, 
wage rates, and opportunities for advancement. 
 
Job offer letter: A formal written document that is provided by an employer 
to a candidate selected for employment which outlines information regarding 
the employment terms, such as the date employment is to commence, the 
position the individual is being hired to perform, the agreed upon salary, 
benefits to be provided, etc. The employer usually requires the candidate to 
sign and return the letter as a formal acceptance of employment. 
 
Job orientation: Information that prepares the employee by introducing 
him/her to the work environment, coworkers, and formal and informal work 
rules. 
 
Job pricing: The process of determining pay rates for jobs within the 
organization by analyzing industry or regional salary survey data in order to 
establish appropriate job pay rates.  
       
Job posting: The method of advertising for vacancies internally by posting a 
notice of the opening on a bulletin board, etc. 
 
Job ranking: Evaluation method that establishes a hierarchy of jobs from 
lowest to highest based on overall importance to the organization. 
 
Job redesign: The process of restructuring a job by adding, changing or 
eliminating certain tasks or functions in order to make the job more 
satisfying or challenging. 
 
Job-relatedness: The requirement that an employer be able to demonstrate 
that a particular action, policy or job requirement is related to the actual 
job. 
 
Job responsibilities: Obligations to perform certain tasks and duties.  
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Job rotation: The practice of transferring employees for temporary periods 
of time between varying jobs within an organization. Often used as a 
training and development method OR the process of shifting a person from 
job to job, also known as horizontal integration.  
 
Job sampling: During the selection process, the term refers to the practice 
of observing and measuring how an applicant actually performs certain 
selected job tasks. 
 
Job satisfaction: Used to define how an employee feels regarding their job, 
work environment, pay, benefits, etc. 
 
Job shadowing: A temporary, unpaid work experience opportunity where 
students learn about a particular job (typically in a field of interest) by 
walking through the work day as a shadow to an employee. 
 
Job sharing: Results when two different employees share one full-time job. 
  
Job specifications: Spells out the qualifications necessary for an 
incumbent to have a reasonable chance of being able to perform the job OR 
lists the knowledge, skills, and abilities (KSAs) an individual needs to do the 
job satisfactorily. 
 
Job title: A specific name given to a particular job which is used to 
distinguish that job from other jobs within the organization. 
 
Joint employment: Generally describes a situation in which an 
organization shares joint responsibility and liability for their alternative 
workers with the alternative staffing supplier; also known as co-
employment. 
 
Joint/labor management committee: A panel comprised of management 
and union representatives whose purpose is to address problems, resolve 
conflicts and build on relationships. 
   
Just cause: Sufficient justification for taking employment-related actions. 
Just cause is determined by examining the reasonableness of the discipline 
according to a set of guiding principles (i.e. was the employee adequately 
forewarned that the particular behavior would result in discipline or 
termination; management conducted a fair and objective investigation of the 
facts prior to administering any discipline; rules, orders, and disciplinary 
action must be applied in a consistent and non-discriminatory manner; 
discipline must be reasonably related to the seriousness of the offense and 
the employee’s past work record, etc.). 
 
Just cause exception: A common-law tort that is an exception to at-will 
employment; under this exception, employees who have long-term service 
with the employer and indicia of job security can be terminated only for good 
or just cause. 
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K 
 
Key employee: A key employee is defined as a salaried employee who is 
among the highest-paid 10% of all workers employed by the employer within 
a 75-mile radius OR a key employee is defined as a plan participant who is a 
highly compensated officer or company owner. 
 
Key result areas: Used to establish standards and objectives, key result 
areas are the chief tasks of a job identified during the job evaluation 
process.  
 
Key technology: A technology that has proved its worth but has yet to come 
into widespread use. Such a technology provides a competitive advantage 
because its dissemination is limited. 
       
Knowledge assets: The parts of an organization’s intangible assets that 
relate specifically to knowledge, expertise, information, ideas, best practices, 
intellectual property and other capabilities.  
       
Knowledge-based pay: A salary differentiation system that bases 
compensation on an individual’s education, experience, knowledge, skills or 
specialized training. Also referred to as skill-based pay.  
       
Knowledge broker: The individual who facilitates the creation, sharing and 
use of knowledge in an organization by linking individuals with providers.  
       
Knowledge Integration: Knowledge integration is broadly defined as the 
assimilation, extraction, transformation and loading of information from 
disparate systems into a single more unified, consistent and accurate data 
store used for evaluating, manipulating and reporting information. 
 
Knowledge management: The process of creating, acquiring, sharing and 
managing knowledge to augment individual and organizational performance. 
       
Knowledge mapping: A process used to create a summation of the 
knowledge an organization will need in order to support its overall goals, 
objectives, strategies and missions. 
       
Knowledge, skills and abilities (KSA’s): The attributes required to perform 
a job; generally demonstrated through qualifying experience, education or 
training. 
       
Knowledge worker: Employees whose job functions are primarily of an 
intellectual nature. 
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L 
 
Labor contract: Legal agreement between an employer and a labor 
organization for the purpose of regulating certain work-related issues. 
 
Labor force: The number of employed individuals in the civilian workforce 
and armed services. 
 
Labor force population: All individuals who are available for selection if all 
possible recruitment strategies are used. 
   
Labor markets: The external sources from which organizations attract 
employees. 
 
Labor productivity: The correlation between a given output and the 
percentage of labor time used to produce the output. 
 
Layoff: A temporary termination of employees, or the elimination of jobs, 
during periods of economic downturn or organizational restructuring. 
 
Leading: The management function that involves the manager’s efforts to 
stimulate high performance by employees. 
       
Leadership: The process, by which an individual determines direction, 
influences a group and directs the group toward a specific goal or 
organizational mission. 
 
Leadership and knowledge management system: A system that ensures 
continuity of leadership by identifying and addressing potential gaps in 
effective leadership and implements and maintains programs that capture 
organizational knowledge and promote learning. 
 
Leadership development: Formal and informal training and professional 
development programs designed for all management and executive-level 
employees to assist them in developing the leadership skills and styles 
required to deal with a variety of situations. 
 
Leadership development program: A program whose purpose is to ensure: 
(1) current leaders continue to develop and "grow" the knowledge and skill 
necessary to effectively lead the organization, and (2) when a leader leaves a 
job, an equally talented and prepared employee in the organization is ready 
to step in and assume the responsibilities of the position. A leadership 
development program might also be designed to ensure that the organization 
has a recruitment strategy in place to attract the type of person needed for 
the leadership position. Successful leadership development programs are 
typically based on a well-defined set, or model, of leadership competencies. 
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Leave sharing: A leave program allowing employees to donate unused sick 
leave to a coworker who has exhausted all available sick leave and is out 
due to a long-term illness or injury. 
 
Libel: Defaming or harming an individual’s reputation in writing. 
       
Lie detector test: Measures a person's respiration, blood pressure, and 
perspiration while they are asked a series of questions; the outcome is a 
diagnostic opinion about honesty; also called polygraph test. 
 
Life activities: Functions such as caring for oneself, performing manual 
tasks, walking, seeing, hearing, speaking, breathing, learning, and working. 
 
Life-and career-planning activities: Activities that help people identify 
their life and career objectives. 
 
Line manager: An employee responsible for activities that directly involve 
the organization’s products or services, either in their creation or in getting 
them to customers. 
 
Litigation: A legal proceeding occurring in a federal or state court of law to 
determine and enforce legal rights. 
       
Living wage: A wage rate that is sufficient for a worker and his or her family 
to exist comfortably. 
 
Lockout: Shutdown of company operations undertaken by management to 
prevent union members from working.  
   
Long-term orientation: Dimension of culture that refers to values people 
hold that emphasize the future, as opposed to short-term values focusing on 
the present and the past.  
 
Lower management: The lowest level of management; includes office 
managers, sales managers, supervisors, and other first-line managers. Also 
called the operational level. 
 
Lost workdays: Refers to the particular number of days an employee is 
absent from work due to an injury or illness or the number of days which 
the employee is on restricted duty.  
       
Lump-sum payment: A fixed negotiated payment that is not typically 
included in an employee’s annual salary; often times given in lieu of pay 
increases. 
   
Lump-sum increase (LSI): A one-time payment of all or part of a yearly pay 
increase made to an employee; often called a performance bonus. 
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M 
 
Managed care: General term for a medical plan that seeks to ensure that 
the treatments a person receives are medically necessary and provided in a 
cost-effective manner. 
   
Management by objectives (MBO): Specifies the performance goals that an 
individual hopes to attain within an appropriate length of time.  
 
Management consultant: An individual who works independently to assist 
and advise clients with managerial responsibilities regarding various 
organizational issues.  
       
Management development: Training and developmental programs designed 
to provide new managers and existing managers with the resources needed 
to become more effective in their roles. 
   
Management rights: Those rights reserved to the employer to manage, 
direct, and control its business.  
 
Managerial estimates: Projections made by managers; can happen from the 
top down or the bottom up. 
   
Mandated benefits: Those benefits which employers in the United States 
must provide to employees by law.  
   
Mandatory issues: Collective bargaining issues that are identified 
specifically by labor laws or court decisions as being subject to bargaining.  
 
Manpower planning: The process of assessing an employer’s current 
workforce content and composition in order to anticipate future staffing 
requirements needed to meet business goals and requirements. 
   
Marginal functions: Functions that are part of a job but are incidental or 
ancillary to the purpose and nature of a job.  
   
Market line: The line on a graph showing the relationship between job 
value, as determined by job evaluation points, and pay survey rates.  
   
Market price: Typical wage paid for a job in the immediate labor market. 
 
Masculinity/Femininity: Dimension of culture that refers to the degree to 
which “masculine” values prevail over “feminine” values.  
   
Massed practice: The performance of all of the practice at once.  
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Master vendor arrangement: A type of flexible staffing option in which one 
staffing firm supplies all needed temporary employees. 
 
Matrix organization: An organizational structure where employees report to 
more than one manager or supervisor. 
   
Maturity curve: Curve that depicts the relationship between experience and 
pay rates.  
 
Mean wage: The average wage for a worker in a specified position, which is 
determined by adding together the total wages for all incumbents in a 
specific position and then dividing it by the total number of incumbents. 
 
Median: The middle value in a series of values arranged in rank order. 
       
Median wage: The margin between the highest paid 50 percent and the 
lowest paid 50 percent of workers in a specific position or occupation. 
   
Mediation: Process by which a third party assists negotiators in their 
discussions and also suggests settlement proposals.  
 
Mental ability tests: Tests that measure reasoning capabilities.  
   
Mentoring: A career development method whereby less experienced 
employees are matched with more experienced colleagues for guidance 
either through formal or informal programs.  
       
Merger: The joining of two or more different organizations under one 
common owner and management structure. 
       
Metrics: A measure used to determine the effectiveness and value of 
implemented HR programs in increasing performance and profits. 
       
Merit pay: A compensation system whereby base pay increases are 
determined by individual performance.  
       
Minimum wage: The smallest hourly wage that an employee may be paid for 
all hours worked, as mandated by federal or state law.  
 
Mission statement: A statement illustrating what the company is, what the 
company does and where the company is headed. 
 
Moonlighting: Work outside a person’s regular employment that takes 12 or 
more additional hours per week.  
   
Motivation: The desire within a person causing that person to act.  
   
Multinational enterprise (MNE): An organization with units located in 
foreign countries. 
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N 
 
 
National emergency strike: A strike that would affect the national economy 
significantly.  
 
Needs analysis: A method of analyzing how employee skill deficits can be 
addressed through current or future training and professional development 
programs, as well as determining the types of training/development 
programs required and how to prioritize training/development. 
 
Negative emphasis: Type of interviewer bias; involves rejecting a candidate 
on the basis of a small amount of negative information. 
 
Negative reinforcement: An individual works to avoid an undesirable 
consequence.  
 
Negligent hiring: A common-law tort; defined as the hiring of an employee 
whom the employer knew or should have known, based on the employee's 
background, posed a risk to others in the workplace.   
 
Negligent referral: Negligent referral is defined as the failure of an employer 
to disclose complete and factual information about former or current 
employee to another employer. 
 
Negligent retention: A common-law tort; defined as the retention of 
employees who engage in misconduct (wrongful acts) both during and after 
working hours. 
  
Nepotism: Favoritism shown to relatives by individuals in a position of 
authority, such as managers or supervisors OR practice of allowing relatives 
to work for the same employer.  
 
Netiquette: Refers to Internet use rules of conduct, involving respecting 
others' privacy and not doing anything online that is offensive, annoying or 
frustrating to other people. 
 
New Hire: A worker added to an establishment's payroll for the first time. 
 
No-lockout clause: Contract stipulation that the company agrees not to 
lock out workers during a labor dispute for the life of the contract. 
 
No-strike clause: Contract stipulation that the union agrees not to strike 
during the duration of the contract. 
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Nominal group technique: A consensus planning tool used to identify the 
strengths of an organization, department or division, whereby participants 
are brought together to discuss important issues, problems and solutions.  
 
Noncompete agreement: A contract restricting an employee from obtaining 
employment with a competitor within a specified industry, distance and/or 
time frame. 
 
Noncompete covenants: Agreement that prohibits an individual who leaves 
the organization from competing with the employer in the same line of 
business for a specified period of time.  
 
Noncontributory plan: Pension plan in which all the funds for pension 
benefits are provided by the employer.  
 
Nondirective interview: Interview that uses general questions, from which 
other questions are developed.  
    
Nondisclosure agreement: A contract restricting an employee from 
disclosing confidential or proprietary information.  
       
Nondiscrimination: The practice of not discriminating against members of 
disadvantaged or protected groups in hiring practices, policies, benefits or 
conditions of employment. 
  
Nonexempt employee: An employee who does not meet any one of the Fair 
Labor Standards Act exemption tests and is paid on an hourly basis and 
covered by wage and hour laws regarding hours worked, overtime pay, etc. 
 
Nonpiracy agreement: Provisions stating that if the individual leaves the 
organization, existing customers and clients cannot be solicited for business 
for a specified period of time.  
 
Nonqualified deferred compensation plan: Income deferral benefit offered 
to a select group of management or highly compensated employees. 
 
Nonsubscriber plans: Workers' compensation plans set up by 
employers/industries in place of their state's compensation plan. 
       
Nontraditional employment: Used to define occupations or specific fields 
where women typically comprise less than 25 percent of the workforce. 
       
Normative forecasting: A method of projecting future needs in order to 
determine what developments will be required to meet those needs.  
       
Notice: In wrongful discharge cases, this doctrine is used to determine 
whether or not an employer gave an employee adequate advanced notice of 
the potential consequences if a specific behavior or conduct was not 
improved upon. 
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O 
 
Objective: A specification of what is to be accomplished, the timeframe in 
which it is to be accomplished and by whom.  
     
Observation interview: The process of observing employees while 
performing their respective jobs or tasks, used to collect data regarding 
specific jobs or tasks.  
       
Occupational illness/disease: Any abnormal condition or disorder, other 
than one resulting from an occupational injury, caused by exposure to 
factors associated with employment. 
       
Occupational groups: Used to classify specific occupations into a specific 
category, such as professionals, technical/hi-tech, administrative/clerical, 
sales, service, retail, etc. 
       
Occupational injury: An injury sustained during the course of employment, 
which results in the employee requiring medical treatment other then minor 
first aid and which results in the employee being absent from work as a 
result of such injury for one or more work days or results in work 
restrictions. 
 
Offer letter: Makes the hiring decision official; should immediately follow 
the final decision to hire a candidate; also known as employment offer. 
 
Off-duty hours: Used to define the periods of time during which an 
employee is totally and completely relieved of any and all job duties and is 
free to attend to his or her own personal activities.  
       
Offshoring: The practice of relocating business processes, such as 
production/manufacturing, to a lower cost international location. 
 
Ombudsman/Ombudsperson: A neutral third party that outside the normal 
chain of command who acts as a problem solver for management and 
employees and recommends an appropriate resolution. 
 
On-call pay: Additional compensation awarded to employees who are 
required to remain on call during off-duty hours.  
       
On-call time: Used to define periods of time when an employee is off duty 
but is required to remain on or close to the company premises or to respond 
to a call or page within a specified period of time, resulting in the employee 
being unable to effectively use such time to attend to his or her own 
personal activities. 
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On-the-job training: Training provided to employees by managers and 
supervisors; conducted at the actual worksite utilizing demonstration and 
actual performance of job tasks to be accomplished. 
 
Open questions: Typically begin with what, where, why, when, or how.   
 
Open-door policy: Encourages employees to meet with an immediate 
supervisor or manager to discuss workplace problems. 
 
Operating budget: A detailed projection of all projected income and 
expenses during a specified future period. 
      
Opinion letter: A written document issued by government agencies used to 
provide a ruling on a particular issue.  
       
Opinion survey: A tool used to solicit and assess employee opinions, 
feelings, perceptions and expectations regarding a variety of managerial and 
organizational issues. 
 
Oral reprimand: A verbal warning given to an employee by a manager or 
supervisor as a means of correcting inappropriate behavior or conduct. 
 
Organizational behavior modification theory: A motivational theory 
suggesting that an individual will behave in a manner that helps him or her 
avoid potential negative outcomes and achieve agreeable outcomes. 
 
Organizational transformation: Refers to organization-wide changes, such 
as restructuring operations, introducing new technologies, processes, 
services or products, implementing new programs, re-engineering, etc. 
 
Organization chart: A graphic representation outlining how authority and 
responsibility are distributed within an organization OR a depiction of the 
relationships among jobs in an organization.  
   
Organizational commitment: The degree to which employees believe in and 
accept organizational goals and desire to remain with the organization.  
   
Organizational culture: A pattern of shared values and beliefs giving 
members of an organization meaning and providing them with rules for 
behavior.  
 
Organizational design: The process of establishing and arranging the 
elements of an organization’s structure. 
 
Organization development: A planned organization-wide effort to improve 
and increase the organization’s effectiveness, productivity, return on 
investment, and overall employee job satisfaction through planned 
interventions in the organization's processes. 
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Organizational exit: Describes the process of managing the way people 
leave an organization. 
 
Organizational Feedback: The systematic presentation of data to groups 
with the intent of stimulating discussion of problem areas, generating 
potential solutions, and stimulating motivation for change.  
 
Organization planning: The process of transforming an organization’s 
goals, objectives, philosophy and mission into practices and policies. 
 
Organizational profile: Part of an AAP that provides a graphical 
presentation of the organizational units, including their interrelationships.  
 
Organizational structure: The design of an organization that identifies the 
organization’s hierarchal reporting and authority relationships.  
       
Organization survey: The process of evaluating and analyzing an 
organization’s structure and other major components to determine whether 
they are suitably meeting the organization’s current and future needs. 
 
Organizational unit: Any discrete component at which there is a level of 
supervision responsible and accountable for the selection, compensation, 
etc., of employees within the unit.  
   
Organization-centered career planning: Career planning that focuses on 
jobs and on constructing career paths that provide for the logical 
progression of people between jobs in an organization.  
 
Orientation: The planned introduction of new employees to their jobs, 
coworkers, and the organization.  
 
Outplacement: A group of services provided to displaced employees to give 
them support and assistance such as job counseling, training and job-
finding assistance that is appropriate to his or her talents and needs. 
 
Outplacement firms: External recruiting method; firms that provide 
support and assistance to displaced employees, including career counseling, 
resume preparation, interview-tips, job referral assistance, and retraining. 
 
Outsourcing: A type of flexible staffing option; an independent company 
with expertise in operating a specific function contracts with a company to 
assume full operational responsibility for the function.  
 
Outreach programs: A method of keeping employees informed of company 
programs and services available to them by utilizing such things as 
postings, newsletters, memos or meetings. 
 
Overtime pay: Term used to define work that is performed in excess of 40 
hours per week. 
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P 
 
Paid time off (PTO): A benefit program granting employees a specific 
number of vacation or personal days off which that are paid by the 
employer. The number of days is generally based on the employer’s policy for 
accrual of paid time off. 
 
Paired-comparison method: Refers to a job ranking method in which 
evaluator compares each job with every other job being evaluated. 
 
Panel interview: Group or team interview of a job candidate OR interview in 
which several interviewers interview the candidate at the same time. 
 
Parallel bargaining: Takes place when unions negotiate provisions covering 
wages and other benefits similar to those already provided in other 
agreements existing within the industry or region; also known as pattern 
bargaining. 
 
Parental Leave: Absence from work by a parent to care for a child. 
 
Participative management: Espouses the theory that every organization is 
a storehouse of talent that is recognized only if employees are allowed to 
contribute; employee input on important organizational issues is both asked 
for and valued. A management style, developed by Motorola, that involves 
employees in the decision-making process. 
 
Part-time employee: An individual who continually works less than 40 
hours per week (standard workweek hours are based on individual employer 
policy, therefore, a 40-hour workweek is only a guideline; this number could 
be higher or lower). 
 
Paternity leave: A benefit designed to provide fathers of newborn children 
with paid or unpaid time off from work following the birth of the child. 
 
Pattern/Practice discrimination: Employer actions constituting a pattern 
of conduct resulting in discriminatory treatment toward the members of a 
class. Pattern or practice discrimination generally is demonstrated in large 
measure through statistical evidence, and can be proven under either the 
disparate treatment or disparate impact model. 
 
Patterned interview: When the interviewer asks each applicant questions 
that are from the same knowledge, skill, or ability area; the questions, 
however, are not necessarily the same; also called a targeted interview. 
 
Pay adjustment: Any change made to the pay rate of an employee, such as 
an increase or decrease to the rate of pay. 
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Pay compression: A situation occurring when only a small difference in pay 
exists between employees, regardless of their knowledge, skills, abilities or 
experience. Oftentimes, it is the result of a market-rate for a given job 
surpassing the increases historically awarded to long-term employees. 
 
Pay equity: Similarity in pay for jobs requiring comparable levels on 
knowledge, skills, and ability even where actual job duties differ 
significantly.  
   
Pay grades: A grouping of individual jobs having approximately the same 
job worth. 
 
Pay range: Associated with pay grades; they set the upper and lower bounds 
of possible compensation for individuals whose jobs fall in the range. 
 
Payroll records: Documentation created and maintained by the employer, 
which contains information regarding hours worked, salaries, wages, 
commissions, bonuses, vacation/sick pay, contributions to qualified health 
and pension plans, net pay and deductions for all employees on the 
employer’s payroll for the year. 
 
Pay structure: A structure of job grades and pay ranges established within 
an organization.  May be expressed as job grades or job evaluation points. 
   
Pay survey: A collection of data on existing compensation rates for workers 
performing similar jobs in the other organizations.  
 
Peer appraisal: A performance appraisal strategy whereby an employee is 
reviewed by his or her peers who have sufficient opportunity to examine the 
individual’s job performance. 
 
Peer review panel: Alternative dispute resolution method in which a panel 
of employees hear appeals from disciplined employees and make 
recommendations or decisions. 
   
Pension plans: Retirement benefits established and funded by employers 
and employees.  
   
Performance appraisal (PA): The process of evaluating how well employees 
perform their jobs when compared to a set of standards, and then 
communicating that information.  
 
Performance bonus: One-time payment made to an employee; often called a 
lump-sum increase. 
 
Performance-based pay: Refers to a situation where an individual's 
performance is the basis for either the amount or timing of pay increases; 
also called merit pay. 
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Performance counseling: The process of improving employee performance 
and productivity by providing the employee with feedback regarding areas 
where he or she is doing well and areas that may require improvement. 
 
Performance improvement plan: A plan implemented by a manager or 
supervisor that is designed to provide employees with constructive feedback, 
facilitate discussions between an employee and his or her supervisor 
regarding performance-related issues, and outline specific areas of 
performance requiring improvement. 
 
Performance goal: A target level of performance expressed as a tangible, 
measurable objective against which actual performance can be compared, 
including a goal expressed as a quantitative standard, value, or rate. 
   
Performance management system: Processes used to identify, encourage, 
measure, evaluate, improve, and reward employee performance. 
 
Performance monitoring: The practice of monitoring employees while they 
perform their jobs through the use of surveillance cameras, telephone or 
computer monitoring. 
 
Performance-sharing plans: Organization-wide incentive plans in which 
funds are made available for incentive awards based on predetermined 
criteria and standards. 
   
Performance standards: Indicators of what the job accomplishes and how 
performance is measured; expected levels of performance.  
 
Perks/Perquisites: Special benefits-usually noncash items-for executives.  
   
Permissive issues: Collective bargaining issues that are not mandatory but 
relate to certain jobs.  
 
Personal days: A benefit designed to provide employees with an allotment of 
paid days off in addition to holidays, sick days or vacation days, which they 
can use to attend to personal matters. 
 
Personality tests: Attempt to measure a person's social interaction skills 
and patterns of behavior; report what might be described as traits, 
temperaments, or dispositions. 
 
Personal protective equipment: Clothing and other work accessories (i.e., 
safety glasses, hearing protection, etc.) designed to create a barrier against 
potential workplace hazards. 
 
Personnel records: All information pertaining to individual employees, 
which is collected and maintained by the employer and is essential to the 
employer for handling various employment-related matters. 
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Person-based pay systems: Pay systems in which employee characteristics, 
rather than the job, determine Pay. 
 
Phased retirement: A work schedule arrangement that allows employees to 
gradually reduce their full-time hours over a period of time.  
       
Physical ability test: A test instrument used to determine an individual’s 
ability to perform the functions or tasks of a job where physical strength or 
endurance is required.  
       
Physical examination: A medical examination performed by a company 
physician or an independent physician to ascertain whether or not an 
individual is able to perform the physical requirements of a particular job. 
 
Piece rate: A per-piece rate system that pays employees based on the 
number of pieces produced. 
       
Pink slip: A written or verbal notice given to employees who are being 
terminated or laid-off. 
       
Placement: Fitting a person to the right job. 
 
Placement goals: Serve as objectives or targets in an affirmative action plan 
when the percentage of protected-class workers is less than is reasonably 
expected given availability. 
 
Plan administrator: An individual or plan sponsor designated by the 
instrument under which the plan is operated to be responsible for the 
administration of pension and welfare benefit plans. 
 
Point-factor method: Most commonly used method of job evaluation; it 
involves using specific factors to evaluate job worth. 
 
Policy: A written statement that reflects the employer’s standards and 
objectives relating to various employee activities and related matters. 
 
Policies: General guidelines that focus organizational actions. 
 
Polygraph test: Measures a person's respiration, blood pressure, and 
perspiration while they are asked a series of questions; the outcome is a 
diagnostic opinion about honesty; also called lie detector test.   
 
Portability: A pension plan feature that allows employees to move their 
pension benefits from one employer to another.  
   
Position control: A workforce planning tool that imposes certain rules or 
restrictions on the creation, and filling of positions as a means to manage 
and control the costs associated with any given position within the 
organization. 
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Positive discipline: A disciplinary strategy geared toward reducing and 
improving an individual’s unfavorable behavior or conduct by rewarding 
positive behavior rather than focusing on and punishing negative behavior. 
 
Positive reinforcement: The process of acknowledging specific behaviors 
with positive feedback, such as a smile, praise or reward. 
   
Power distance: Dimension of culture that refers to the inequality among 
the people of a nation. 
 
Practitioner: An individual who practices a learned profession. 
 
Predictive validity: Validity measured when tests results of applicants are 
compared with subsequent job performance.  
   
Predictors: Measurable indicators of selection criteria. 
 
Pre-employment testing: The practice of issuing tests to potential 
employees on a pre-employment basis in order to determine an applicant’s 
suitability for a certain position. These tests may include, but are not limited 
to, drug and alcohol tests, medical examinations, skills tests, physical agility 
tests, honesty/integrity tests or personality tests. 
   
Preferred provider organization (PPO): A health-care provider that 
contracts with an employer group to provide health-care services to 
employees at a competitive rate. 
 
Premium pay: Extra pay for working holidays, vacation days, or outside of 
regularly scheduled work hours. 
 
Prescreening interview: Useful when an organization has a high volume of 
applicants for a job and face-to- face interviews are needed to judge 
prequalification factors. 
 
Pre-employment medical examination: An evaluation of the health status 
of an applicant for employment.  
 
Prima facie case: Latin for “at first view” or “at first appearance,” a prima-
facie case is a lawsuit that requires an employer to articulate a reason that 
sufficiently proves that any decision or action taken was made based on 
legitimate and nondiscriminatory factors OR a legal term that refers to a 
case sufficient on its face to prevail in the absence of contradictory evidence.  
 
Primary research: Research method in which data is gathered firsthand for 
the specific project being conducted.  
 
Privacy: Refers to information about an employee which he or she regards 
as personal or private (i.e., medical information, financial data, etc.) and the 
right of that individual to not have such information shared with others. 
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Probation: Used as a form of discipline, it is a specified period of time 
during which an individual’s performance or conduct is closely monitored. 
 
Probationary period: A specified period of time (typically 30-90 days) where 
a newly hired, promoted or transferred employee’s job performance is 
evaluated. Primarily used by supervisors to closely observe an employee’s 
work, help the employee adjust to the position and reject any employee 
whose performance does not meet required standards. 
 
Procedural justice: The perceived fairness of the process and procedures 
used to make decisions about employees.  
 
Procedures: Customary methods of handling activities.  
 
Procedures/Policy manual: A detailed written document designed to assist 
managers and supervisors in carrying out their day-to-day responsibilities 
by acquainting them with all of the organization's policies and the 
procedures required to implement those policies. 
 
Product champion: A person who promotes a new technology throughout 
the organization in an effort to obtain acceptance and support for it. 
   
Production cells: Groupings of workers who produce entire products or 
components of products.  
   
Productivity: A measure of the quantity and quality of work done, 
considering the cost of the resources it took to do the work.  
 
Productivity-based Pay: Pay based on the quantity of work and outputs 
that can be accurately measured. 
   
Profit sharing: A system to distribute a portion of the profits of the 
organization to employees.  
 
Project: A temporary program that uses human and technical resources 
from the organization’s permanent units. 
 
Promotion: Any personnel action resulting in movement to a position 
affording higher pay and/or greater rank, and/or requiring greater skill or 
responsibility.  
 
Proprietary information: Sensitive information that is owned by a company 
and that gives the company certain competitive advantages. 
   
Protected class: Those individuals who fall within a group identified for 
protection under equal employment laws and regulations.  
  
Punishment: Action taken to repel a person from an undesired action. 
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Q 
 
Quality assurance: Activities or programs whose purpose is to demonstrate 
and ensure that products and services meet specifications and are 
consistently of high quality. 
       
Quality audit: The process of examining the elements of a quality 
management system in order to evaluate how well they comply with quality 
system specifications. 
       
Quality circle: A carefully selected group of employees who voluntarily meet 
on a regular basis to identify problems and make recommendation by using 
various techniques for analyzing and solving work-related problems.  
 
Quality control: Activities or programs whose purpose is to ensure that all 
quality specifications for products or services are being met and are of 
consistently high quality. 
 
Quality improvement: Any system or process designed to enhance an 
organization's ability to meet quality requirements. 
       
Quality of work life (QWL): Program designed o create a workplace that 
enhances employee well-being. 
 
Quartiles: Show measures of dispersion, or how groups of data relate to 
each other. There are four quartiles to any set of data, with 25% of the data 
falling in each quartile.   
 
Quantitative management: A contemporary management approach that 
emphasis the application of quantitative analysis to managerial decisions 
and problems. 
 
Quid pro quo: Legal terminology essentially meaning “what for what” or 
“something for something.” It is the concept of getting something of value in 
exchange for giving something of value. 
 
Quidpro quo harassment: Type of sexual harassment that occurs when an 
employee is forced to choose between giving in to a superior's sexual 
demands or forfeiting an economic benefit such as a pay increase, 
promotion, or continued employment.  
 
Quit: A voluntary resignation from employment that is initiated by the 
employee. 
 
Quota: Fixed hiring and promotion rates based on race, gender, or other 
protected-class standards that must be met at all costs.  
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R 
 
Ranking: Listing of all employees from highest to lowest in performance.  
 
Rank order: A rating method where the performance of a group, process or 
product is arranged in a particular order, such as highest to lowest. 
 
Rater bias: Error that occurs when a rater’s values or prejudices distort the 
rating.  
   
Ratification: Process by which union members vote to accept the terms of a 
negotiated labor agreement.  
   
Realistic job preview (RJP): The process through which an interviewer 
provides a job applicant with an accurate picture of a job.  
   
Reasonable accommodation: A modification or adjustment to a job or work 
environment that enables a qualified individual with a disability to have 
equal employment opportunity.  
 
Reasonable person standard: A standard used in sexual harassment suits, 
referring to conduct or behavior so offensive in nature that any reasonable 
person, regardless of sex, would agree the conduct or behavior should be 
illegal. 
 
Reassignment: Transferring individuals to alternative positions where their 
talents or skills may be best utilized to their own or the organization’s 
benefit or where they are better able to perform the job in accordance with 
required standards. 
 
Recall: The process or action by which workers are returned to active 
employment from layoff.  
   
Recency effect: Error in which the rater gives greater weight to recent 
events when appraising an individual’s performance.  
   
Reciprocity: A feeling of obligation to “give in return” or reciprocate good 
treatment. 
 
Reciprocal review: An appraisal method where the subordinate and the 
manager are evaluated by each other based on agreed-upon performance 
criteria. 
 
Recognition: An acknowledgement of an employee’s exceptional 
performance or achievements expressed in the form of praise, 
commendation or gratitude. 
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Recruiting: The process of generating a pool of qualified applicants for 
organizational jobs.  
 
Recruitment: The practice of soliciting and actively seeking applicants to fill 
recently vacated or newly created positions using a variety of methods (i.e., 
internal job postings, advertising in newspapers or electronic job 
boards/sites, utilizing search firms, or listing position with trade and 
professional associations, etc). 
   
Red-circled employee: An incumbent who is paid above the range set for 
the job. 
 
Redeployment: The reassignment of employees to other departments or 
functions as an alternative to laying them off. 
 
Reduction in force: An involuntary separation of an employee or groups of 
employees due to economic pressures, lack of work, organizational changes 
or other reasons of business necessity that require a reduction in staff. 
 
Reengineering: Rethinking and redesigning work to improve cost, service, 
and speed. 
 
Reference checking: The process of verifying information supplied by 
applicants on an application or resume.  
       
Regression analysis: A statistical measure used to discover relationships 
between variables such as performance ratings and promotions. 
 
Rehabilitation Act: Prohibits discrimination based on physical or mental 
disabilities. 
 
Reinforcement: The practice of providing positive feedback to an individual 
or groups of individuals after completion of a particular project or 
achievement of a particular goal. 
 
Reliability: A measure of the ability of a test or other appraisal instrument 
to evaluate what is being measured on a consistent basis. 
 
Religious accommodation: An accommodation made for an employee, such 
as time off from work, so that he or she may observe a religious holiday or 
attend a religious ceremony or their day of Sabbath such as Sunday. 
 
Relocation assistance: A type of benefit offered to employees who accept 
work assignments in new locations. Typically takes the form of assistance 
with moving costs, travel expenses, temporary lodging and home-
buying/selling. 
 
Remedial counseling: A type of employee counseling used to correct 
performance or behavior-related issues. 



HR Glossary 
A to Z 

By: Adnan, MBA (Management) Contact: hotdesire@gmail.com 

 
Page 54 

Remedial training: Describes a method of teaching intended to help people 
who have basic skills deficiencies, such reading or writing. 
       
Remediation: A strategy designed to conquer a deficiency in an employee’s 
behavior, performance or skills. 
       
Remote employees: Employees who work off company premises and are 
removed from their supervisors or mangers. 
       
Remote managers: A manager who supervises employees who perform their 
work at a site other then the employer’s premises.  
 
Reorientation: A process that occurs when a company shifts its resources 
into more attractive markets and industries. 
 
Repatriation: The process of returning home after being placed on a long-
term international assignment OR the process of bringing expatriates home. 
 
Repetitive interview: When the interviewer asks every applicant the same 
questions; also called a structured interview.   
 
Reprimand: An oral or written reproach given to an employee as part of 
disciplinary action.  
       
Request for proposal (RFP): A document an organization sends to a vendor 
inviting the vendor to submit a bid for a product or service. 
 
Resolution: The disposition of a disagreement or grievance through 
alternative dispute resolution methods. 
 
Restructuring: Changing an organizational structure in order to make it 
more efficient and cost effective. 
 
Resumes: Often prepared by candidates (or by a professional hired by the 
candidate) to highlight candidates' work experience, strengths, skills, 
educational background, accomplishments and other related information. 
   
Retaliation: Punitive actions taken by employers against individuals who 
exercise their legal rights. 
 
Retaliatory discharge: A form of discriminatory discharge that occurs when 
an employer dismisses an employee as retaliation against the employee for a 
specific action. 
 
Retention bonus: An incentive payment used to entice employees from 
leaving the organization. Typically employees are asked to sign an agreement 
or bond stating they will remain employed for a specific duration. 
 
Retiree skill bank: A pool of retired former employees who are rehired on a 
temporary or contractual basis. 
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Retirement plan: A written qualified or nonqualified benefit plan, funded by 
employer and employee contributions, that provides retirement income 
benefits for employees.  
       
Retraining: Training that is provided for a certain job to enable an employee 
to acquire the necessary skills to work with new processes, procedures or 
equipment. 
 
Return on investment (ROI): Calculation showing the value of 
expenditures for HR activities.  
 
Reverse discrimination: A condition that may exist when a person is 
denied an opportunity because of preferences given to protected-class 
individuals who may be less qualified. 
 
Reward system: A formal or informal program used to recognize individual 
employee achievements, such as accomplishment of goals or projects or 
submission of creative ideas. 
 
Rights: That which belongs to a person by law, nature, or tradition.  
 
Rightsizing: An approach to reducing staff, whereby jobs are prioritized in 
order to identify and eliminate unnecessary work. This method uses a 
selection criteria based on individual jobs, rather than people, in order to 
avoid possibly laying off the wrong employees. 
   
Right-to-work: A state law preventing labor-management agreements 
requiring an individual to join a union as a condition of employment. 
       
Risk management: The use of insurance and other strategies in an effort to 
minimize an organization’s exposure to liability in the event a loss or injury 
occurs. 
       
Role playing: A training method in which each participant purposely acts 
out or assumes a particular character or role. 
  
Rotational training: A training method where employees are rotated among 
a variety of different jobs, departments or company functions for a certain 
period of time. 
 
Rules: Specific guidelines that regulate and restrict the behavior of 
individuals. 
       
Rural sourcing: An outsourcing method that is based on transferring jobs 
away from higher cost urban areas to lower cost rural areas. 
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S 
 
Sabbatical leave: Paid time off the job to develop and rejuvenate oneself.  
   
Safety: Condition in which the physical well-being of people is protected. 
 
Safety committees: Composed of workers from different levels and 
departments who are involved in safety planning and programs. 
 
Safety training: A teaching tool used to help employees become more 
safety-conscious in all aspects of safety. 
 
Salary: Uniform amount of money paid to a worker regardless of how many 
hours are worked. 
 
Salary compression: Occurs when there is only a small difference in pay 
between employees regardless of their skills, experience, or seniority; also 
known as pay compression.   
 
Salary continuation: Type of insurance that provides regular payments to 
the surviving spouse and dependent children in case of death or disability of 
a covered employee. 
 
Salary grade: A compensation level expressed as a salary range, which has 
been established for each position within the organization. 
       
Salary range: A range of pay rates, from minimum to maximum, set for a 
specific pay grade.  
       
Salary structure: A structure of job grades and pay ranges established 
within an organization.  May be expressed as job grades or job evaluation 
points. 
 
Sales compensation: A compensation system designed for individuals 
employed in managerial sales or sales representative positions. Individuals 
are paid on a commission or percentage of sale basis, in accordance with 
achieving specified sales goals.  
   
Salting: Occurs when a union inserts its' organizers (called "salts") into an 
employer's workforce in the hope that they will be able to organize that 
workforce. 
 
Scalability: The degree to which a computer application or component can 
be expanded in size, volume or number of users served and continue to 
function properly. 
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Scanlon Plan: Group incentive plan developed by Joseph Scanlon; workers 
earn a bonus for increasing productivity. The Scanlon Plan involves much 
employee participation, predating quality circles with most of the same 
techniques. 
       
Schedule interview: An interviewing format in which each candidate is 
asked for the same exact information. 
 
School-to-work programs: External recruiting method; programs allowing 
organizations to partner with their communities and schools to help develop 
the skilled workforce they will need for the future. 
 
Screening: Usually the first step taken during the interviewing process, 
involving reviewing prospective candidate applications/resumes, verifying 
information supplied by the candidate, conducting interviews and examining 
test results. 
       
Search firm: An organization or individual consultants working on a 
retainer or fee basis who provide the service of searching and screening 
potential candidates for prospective employers. Typically search firms are 
retained for higher-level professional or managerial positions.  
 
Secondary research: Research method using data already gathered by 
others and reported in books, articles in professional journals, or other 
sources.  
   
Security: Protection of employer facilities and equipment from unauthorized 
access and protection of employees while on work premises or work 
assignments.  
 
Security audit: A review of the security vulnerability in an organization.  
   
Selection: The process of choosing individuals who have relevant 
qualifications to fill jobs in an organization.  
   
Selection criteria: Characteristics that a person must have to do the job 
successfully.  
   
Selection interview: Interview designed to identify information on a 
candidate and clarify information from other sources.  
   
Self-directed team: An organizational team composed of individuals who 
are assigned a cluster of tasks, duties, and responsibilities to be 
accomplished; typically assume complete autonomy. 
 
Self-employed: An individual who has earned income for the current or 
preceding year from self-employment, or an individual who would have had 
such income, except for the fact that the relevant business did not incur a 
profit for the year. 
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Seminar: A facilitator-directed meeting or conference consisting of groups of 
individuals gathered to study a specific subject matter. 
       
Semi-skilled Worker: Semi-skilled workers have to be able to read, write 
and communicate but are usually not required to have educational or 
apprenticeship credentials to qualify for jobs.  Training time is short, task 
specific and generally doesn’t require much in terms of reasoning skills.   
 
Seniority: Length of employment as defined by the employer or applicable 
collective bargaining agreement. Employees may have different seniority for 
different purposes (e.g., job bidding rights governed by department seniority 
and leave accrual governed by company seniority). 
 
Sensitivity training: A form of individual counseling geared toward 
increasing self-awareness and sensitivity to others. It aims to assist key 
employees in developing their leadership skills surrounding issues of 
diversity and harassment prevention. 
   
Separation agreement: Agreement in which an employee who is being 
terminated agrees not to sue the employer in exchange for specified benefits.  
   
Serious health condition: A health condition requiring inpatient, hospital, 
hospice, or residential medical care or continuing physician care. 
 
Service award: Part of a formal or informal recognition program that 
rewards employees based on length of service. 
      
Severance pay: A security benefit voluntarily offered by employers to 
employees who lose their jobs. 
 
Sex discrimination: Discriminatory conduct or actions based on sex or 
pregnancy, as it relates to conditions of employment, benefits, pay and 
opportunities for advancement. 
   
Sexual harassment: Actions that are sexually directed, are unwanted, and 
subject the worker to adverse employment conditions or create a hostile 
work environment. 
 
Sexual orientation: The focus of a person's amorous or erotic desires and 
feelings toward members of the opposite or the same gender. 
       
Shareholder: An individual or corporation that owns shares in the 
corporation. 
   
Shamrock team: An organizational team composed of a core of members, 
resource experts who join the team as appropriate, and part-time/temporary 
members as needed.  
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Short-term disability: A benefit designed to provide temporary income 
replacement for worker absent due to illness or injury, but who is expected 
to return to work within a specified timeframe.  
       
Sick leave: Paid time off granted to employees who are out of work due to 
an illness or injury. 
   
Silver parachute: A severance and benefits plan to protect nonexecutives if 
their firms are acquired by other firms.  
   
Simulation: A development technique that requires participants to analyze 
a situation and decide the best course of action based on the data given.  
   
Situational interview: A structured interview composed of questions about 
how applicants might handle specific job situations.  
 
Situational leadership: A management theory stating that different 
situations call for different leadership styles and that essentially there is no 
one best way to lead. 
       
Six Sigma: Six Sigma is a disciplined, data-driven methodology used to 
eliminate defects and improve processes and cut costs from manufacturing 
to transactional and from product to service. 
 
Skills: Specific abilities resulting from knowledge, information, practice, and 
aptitude. 
 
Skill-based pay: A salary differentiation system that bases compensation on 
an individual’s education, experience, knowledge, skills or specialized 
training.  
       
Skill gap: A deficiency in basic writing, reading, mathematical or oral 
communication skills.  
       
Skills inventory: A list of skills or competencies possessed by an individual.  
       
Skills training: Training provided to employees to help them ascertain the 
skills and knowledge necessary to perform their current jobs; also used as a 
retraining method when new systems or processes are introduced. 
   
Skill variety: A set of different job activities involving several skills and 
talents.  
 
Slander: False defamation expressed as spoken words, signs or gestures, 
which cause damage to the character or reputation of the individual being 
defamed. 
       
Slow learner: A term used to describe individuals with mental disabilities 
and an IQ of between 75 and 90.  
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Social Security: A program which provides for retirement, disability and 
other related benefits for workers and their eligible dependents.  
       
Social Security card: A card displaying an individual’s full legal name and 
social security number assigned to the individual. 
       
Soft skills: Skills required to perform a certain job where the job is defined 
in terms of expected outcomes, but the process to achieve the outcome 
varies. 
       
Sole proprietorship: A business enterprise in which an individual is fully 
and personally liable for all the obligations of the business, is entitled to all 
profits and exercises complete managerial control. 
   
Spaced practice: Several practice sessions spaced over a period of hours or 
days. 
 
Span of control: A management principle expressing that a limit exists to 
the number of people an individual can effectively and successfully manage. 
   
Special-purpose team: An organizational team that is formed to address 
specific problems and may continue to work together to improve work 
processes or the quality of products and services.  
 
Spot rewards: Cash and noncash awards given to employees for ideas 
submitted or accomplishments benefiting the organization. 
       
Staff: Employees who support the activities of line personnel and generally 
have more specialized or technical expertise. 
 
Staffing: The function within an organization responsible for recruitment, 
screening and selection of employees. Oftentimes, this function may also be 
responsible for other areas of employment, such as orientation, retention, 
training and termination of staff. 
 
Staffing metrics: Measures used to determine costs associated with 
recruitment and hiring, time to fill/start for open positions and recruiter 
workload/activity.  
       
Staff leasing: The practice of an employer directly hiring an employee on a 
temporary basis for an indefinite period of time instead of utilizing the 
services of a temporary staffing agency. 
 
Stakeholders: Groups and individuals who affect and are affected by the 
achievements of the organization’s mission, goals, and strategies. 
 
Standardized interview: A form of interviewing that uses the same subject 
matter and identically sequenced questions, then evaluating responses to 
determine the differences between candidates. 
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Standardized testing: A written test, the scores of which are interpreted by 
referencing the scores of a norm group that has taken the test and which is 
considered to be representative of the population that takes the test. 
 
Standard score: A score derived from the mean performance of a group on a 
test, as well as the comparative performance of all the individuals who took 
the test.  
       
Standard operating procedures: A prescribed written procedure outlining 
how recurring tasks, duties and functions are to be performed organization-
wide. 
 
Statutory rights: Rights based on laws. 
   
Stock option: A plan that gives an individual the right to buy stock in a 
company, usually at a fixed price for a period of time.  
 
Straight piece-rate system: A pay system in which wages are determined 
by multiplying the number of units produced by the piece rate for one unit. 
 
Strategic HR: The process of taking a long-term approach to Human 
Resource Management through the development and implementation of HR 
programs that address and solve business problems and directly contribute 
to major long-term business objectives. 
       
Strategic planning: The process of identifying an organization's long-term 
goals and objectives and then determining the best approach for achieving 
those goals and objectives. 
       
Strategic staffing: The practice of hiring smaller core numbers of 
permanent employees and utilizing temporary employees to fill more highly 
specialized positions within the organization. 
       
Strategic goals: Major targets or end results relating to the organization’s 
long-term survival, value, and growth. 
 
Strategic managers: Senior executives who are responsible for the 
organization’s overall management. 
   
Strategy: A pattern of actions and resource allocations designed to achieve 
the organization’s goals. 
 
Stress interview: An interviewing style whereby the interviewer subjects a 
candidate to pressure or stress to ascertain how the candidate reacts under 
such conditions. 
 
Stress management: The design and implementation of workplace 
programs and services intended to combat employee stress and improve 
overall employee morale, effectiveness and productivity. 
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Strike: Work stoppage in which union members refuse to work in order to 
put pressure on an employer.  
   
Structured interview: A structured interview asks the same questions of 
each candidate, so that valid comparisons of the quality of responses can be 
obtained. The questions generally take four job-related forms: situational, 
observational, personal and behavioral. 
 
Subject matter expert: An individual who has expertise in a business 
process or specific area. 
 
Subordinate appraisal: An appraisal system whereby managerial employees 
are evaluated by their subordinates. 
       
Subsidiary: A company having more than half of its stock owned by another 
company or is completely owned by another company. 
   
Substance abuse: The use of illicit substances or the misuse of controlled 
substances, alcohol, or other drugs. 
 
Succession planning: The process of identifying long-range needs and 
cultivating a supply of internal talent to meet those future needs. Used to 
anticipate the future needs of the organization and assist in finding, 
assessing and developing the human capital necessary to the strategy of the 
organization. 
   
Suggestion system: A system allowing employees to voice complaints, make 
recommendations or submit ideas regarding company policies, procedures, 
working conditions, benefits, etc. 
 
Summary annual report: A summarized report containing information on 
the financial status of an employee benefit plan. 
 
Supervisory/management development: Training provided to employees 
with the potential for promotion into supervisory or managerial-level 
positions within the organization or as a remedy for performance-related 
issues. 
 
Survey: A data collection method used to assist organizations with problem 
identification, measuring employee morale or expectations and determining 
areas of concern.  
 
Suspension: A form of disciplinary action resulting in an employee being 
sent home without pay for a specified period of time (the Fair Labor 
Standards Act contains stricter rules relating to suspending salaried exempt 
employees without pay). 
       
SWOT analysis: Examines the strengths and weaknesses of the organization 
internally and opportunities and threats externally. 
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T 
 
Talent management: Broadly defined as the implementation of an 
integrated strategies or systems designed to increase workplace productivity 
by developing improved processes for attracting, developing, retaining and 
utilizing people with the required skills and aptitude to meet current and 
future business needs. 
 
Talent management system: A system that addresses competency gaps, 
particularly in mission-critical occupations, by implementing and 
maintaining programs to attract, acquire, develop, promote, and retain 
quality talent. 
 
Tagout: Refers to signs or labels attached to equipment to warn others not 
to activate it. 
 
Tangible rewards: Rewards that can be physically touched or held (i.e., a 
gift certificate, gifts in the form of merchandise or a savings bond.) 
 
Tardiness: Refers to time lost when employees report to work late.   
 
Targeted interview: When the interviewer asks each applicant questions 
from the same knowledge, skill, or ability area; the questions, however, are 
not necessarily the same; also called a patterned interview.  
 
Task: A distinct, identifiable work activity composed of motions.  
 
Task analysis: Involves defining standards and conditions of a particular 
task and identifying the distinguishing factors between tasks.  
       
Task competencies: The specific activities and tasks that make up a 
particular job. 
 
Task force: Temporary grouping of personnel and resources for the 
accomplishment of a specific objective, generally important, long-term 
strategic issues. 
  
Task identity: The extent to which the job includes a “whole” identifiable 
unit of work that is carried out from start to finish and that results in a 
visible outcome.  
  
Task significance: The amount of impact the job has on other people.  
  
Tax equalization plan: Compensation plan used to protect expatriates from 
negative tax consequences.  
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Tax reform act: Act that made significant changes in employee benefit 
programs, especially retirement plans. 
 
Team building: A training program designed to assist a group of people to 
work together as a team while they are learning. 
 
Teamwork: Described as the practice of individuals working together in 
order to bring a variety of talents and experiences to achieve a common goal. 
 
Technical managers: Managers who are responsible for translating the 
general goals and plans developed by strategic managers into more specific 
objectives and activities. 
 
Telecommuting: Working from a remote location (often one’s home 
workstation) using computers, telephones, facsimile machines and other 
remote capabilities, rather than commuting via automobile or other mode of 
transportation to and from an employer's work site to perform equivalent 
work. 
       
Teleconferencing: A conference established between two or more people or 
groups of people who are in different locations; made possible by the use of 
such telecommunications equipment as closed-circuit television 
       
Temporary employee: An individual who works on either short- or long-
term assignments with an employer without being treated as a permanent 
employee and lacking the benefits of permanent employees. Normally 
utilized by employers to meet seasonal or other demands that they do not 
have the internal resources to meet. 
 
Temporary restraining order: Restraining and/or protective orders are 
examples of orders issued by a court restraining the conduct of an 
individual and protecting a victim from the activities of an abusive person. 
       
Temp-to-perm: The process of hiring employees on a temporary basis, 
usually through a temporary staffing agency, with the understanding that if 
the individual’s performance meets or exceeds expectations, he or she will be 
offered a permanent position within the organization. 
 
Termination: Separation from employment due to a voluntary resignation, 
layoff, retirement or dismissal. 
 
Termination-at-will: A rule allowing an employee or employer to terminate 
the employment relationship at any time for any or no reason at all.  
       
Termination date: Normally the last date actually worked by an employee; 
however, for employers with accrued leave programs, paid leave programs, 
benefit continuation programs or severance pay programs which go beyond 
the last day worked, the termination date would be the date at which 
accruals, paid leave, benefit continuation or severance continuation ceases. 
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Termination interview: A discussion between a manager and an employee 
about the employee’s dismissal. 
 
Theory X: States that some people have an inherent dislike for work and 
will avoid it whenever possible. These people need to be controlled and 
coerced by their managers to achieve production.  
       
Theory Y: Assumes that people have a psychological need to work and want 
achievement and responsibility. A manager's role with these people is to help 
them achieve their potential. 
       
Think tank: A group organized for the purpose of intensive research and 
problem solving, especially in the areas of technology, social or political 
strategy, or demographics. 
   
Third-country national: An employee who is a citizen of one country, 
working in a second country, and employed by an organization 
headquartered in a third country. 
 
Third-party sexual harassment: Harassment of an employee by someone 
other than another employee, such as a client, customer, vendor or service 
provider. 
 
Time management: The discipline of utilizing time efficiently and well in 
order to achieve professional, personal or organizational objectives. 
 
Top management: The strategic managers responsible for the entire 
organization; usually includes the CEO, president, and vice presidents. 
 
Total compensation: The complete pay package awarded employees on an 
annual basis, including all forms of money, benefits, services and in-kind 
payments. 
   
Total quality management (TQM): A comprehensive management process 
focusing on the continuous improvement of organizational activities to 
enhance the quality of the goods and services supplied.  
 
Total remuneration: The amount of monetary and nonmonetary value to an 
employee of all the elements in the employment package, as well as any 
other intrinsic or extrinsic rewards of value to the employee. 
 
Trade secret: A trade secret consists of any formula, pattern, device or 
compilation of information used in one's business, which gives the business 
an opportunity to obtain an advantage over competitors who do not know or 
use it. 
       
Trailing spouse: A term used to describe the spouse of an employee who 
has been transferred or relocated. 
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Training: A process whereby people acquire capabilities to aid in the 
achievement of organizational goals.  
 
Training aids: Any form of audio or visual materials used for training 
purposes. 
       
Training and development: A process dealing primarily with transferring or 
obtaining knowledge, attitudes and skills needed to carry out a specific 
activity or task.  
       
Training needs analysis (TNA): A method used to determine what people 
need to learn and which training programs may be beneficial. The result of 
the analysis is a training needs report identifying training needs and the 
interventions needed to reduce key performance gaps. 
 
Transfer: Moving an employee from one position, shift or department to 
another within the organization.  
       
Transformational leadership: A systematic form of leadership focusing on 
change and innovation. According to Bernard Bass, it is a form of leadership 
occurring when leaders “broaden and elevate the interests of their 
employees, when they generate awareness and acceptance of the purposes 
and the mission of the group and when they stir their employees to look 
beyond their own self-interest for the good of the group”  
       
Transitional employment: Provides alternative work arrangements, such 
as temporary light or modified duty, for employees who have been absent 
from the workplace as a result of illness or injury and who have been 
released by their medical provider to return to work. 
   
Transition stay bonus: Extra payment for those employees whose jobs are 
being eliminated, there-by motivating them to remain with the organization 
for a period of time.  
  
Transgender: A term applied to an individual whose physical appearance 
and behaviors do not conform to traditional gender roles.  
 
Travel pay: Typically paid to nonexempt workers for the time they spend 
traveling to or between work assignments. 
       
Trend analysis: The process of forecasting an organization’s staffing needs 
by analyzing past employment patterns in order to identify trends that may 
be expected to continue. 
 
Tuition assistance: A program designed to provide financial assistance to 
employees taking educational courses at an accredited college or university. 
   
Turnover: Normally expressed as a percentage and is computed as follows: 
Number of separations/Total number in the workforce = Turnover. 
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U 
 
Uncertainty: The state that exists when decision makers have insufficient 
information even if the available information is of high quality. 
 
Uncertainty avoidance: Dimension of culture that refers to the preference 
of people in a country for structured rather than unstructured situations. 
 
Underutilization: As part of the affirmative action process, this report is 
used to determine whether certain members of protected groups are being 
inadequately represented within the workforce. The report uses information 
based on the geographic area and positions within the organization. 
 
Undue hardship: Condition created when making a reasonable 
accommodation for individuals with disabilities that imposes significant 
difficulty or expense on an employer. 
 
Unemployment insurance: A temporary source of income designed to 
assist workers unemployed through no fault of their own. 
 
Unemployment rate: The number of individuals unemployed as a 
percentage of the labor force. 
   
Unfairly discriminatory: An action or policy resulting in members of 
protected groups becoming disadvantaged in relation to the employer’s 
selection, hiring, promotion, pay and training opportunities, when said 
person(s) are as equally qualified and have the same potential to be 
successful. 
   
Union: A formal association of workers that promotes the interests of its 
members through collective action.  
   
Union authorization card: Card signed by an employee to designate a 
union as his or her collective bargaining agent.  
   
Union security provisions: Contract provisions to aid the union in 
obtaining and retaining members.  
   
Union shop: A form of union security that requires employees to join the 
union, usually 30 to 60 days after being hired or after a compulsory-
unionism contract is executed, and to maintain their membership as a 
condition of employment. 
   
Union steward: An employee of a firm or organization who is elected to 
serve as the first-line representative of unionized worker.  
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Unit labor cost: The total labor cost per unit of output, which is the average 
cost of workers divided by their average level of output. 
 
Unity of command: A structure in which each worker reports to one boss, 
who in turn reports to one boss. 
 
Unretirement: The practice of hiring retired former employees whose skills 
or qualifications are in need. 
 
Unsafe acts: Incidents that result from unsafe behavior on the part of the 
employee, such as operating equipment at high speeds. 
 
Unsafe conditions: Mechanical or physical hazards that may lead to injury, 
such as defective equipment or improper lighting. 
 
Unskilled worker: Someone who is not required to use reasoning in their 
work:  Examples: packager, assembler, laborer, hand, apprentice. 
 
Unwelcome behavior/conduct: Conduct or behavior by peers, 
subordinates or supervisors that is objectionable or unacceptable to an 
individual.  
 
Upcoding: Practice of health care providers who seek to maximize 
reimbursement by coding a treated illness as more serious than presented. 
 
Upward communication: Information that flows from lower to higher level 
in the organization’s hierarchy. 
      
Upward mobility: The process of preparing minorities for promotion into 
higher-level jobs, such as managerial positions. 
 
Utility analysis: Analysis in which economic or other statistical models are 
built to identify the costs and benefits associated with specific HR activities. 
 
Utilization: Affirmative action plan term referring to the difference between 
the availability of members of a protected class and an organization's job 
group makeup; underutilization is having a smaller proportion of women or 
minorities than is indicated by their availabilities. 
 
Utilization analysis: An analysis that identifies the number of protected-
class members employed and the types of jobs they hold in an organization.  
   
Utilization review: An audit and review of the services costs billed by 
health-care providers. 
 
Utilization management: Review and analysis of health care programs to 
determine cost control methods. Involves reviewing claims for potential 
utilization problems. 
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V 
 
Vacation buy-back plan: A program that allows an employee to sell back to 
the employer any unused vacation time balances. 
 
Vacation carryover: A policy allowing employees to transfer a portion of 
their current year vacation balances for use in the next year. The amount of 
time that can be carried over is based on the employer’s policy. 
 
Validity: The degree to which inferences made from an interview or tests are 
correct and accurate. Validity is normally subdivided into three categories: 
content, criterion-related and construct validity. Validity is an essential 
characteristic for all tests and test ratings. 
   
Validity generalization: The extension of the validity of a test to different 
groups, similar jobs, or other organizations.  
 
Value statement: A document outlining and representing the core priorities 
in the organization’s culture. 
 
Variance forecasting: A measure that utilizes a demand and availability 
forecast to determine whether an organization has the ability to meet future 
manpower needs. 
   
Variable pay: Compensation linked directly to performance 
accomplishments; compensation linked to individuals, team, and/or 
organization performance.  
 
Vertical integration: Increases the depth of a job by adding responsibility 
for planning, organizing, controlling, and evaluation; also known as job 
enrichment. 
 
Vertical management: A traditional organizational structure consisting of 
primary functions (i.e., engineering, manufacturing, finance, etc.), with each 
function having its own manager. 
 
Vertical organization: An organizational structure consisting of many 
layers of management or other positions of authority. 
 
Vesting: An employee’s right to receive present or future pension benefits, 
even if the employee does not remain in the service of the employer OR 
process by which a retirement benefit becomes non-forfeitable. 
   
Vestibule training: A form of training conducted outside of the workplace to 
acclimate newly hired employees with procedures and equipment or tools to 
be used in their jobs. 
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Vicarious liability: Legal doctrine that holds an organization responsible for 
the wrongful acts of another; means that employers are legally responsible 
for the discriminatory acts of their employees. 
   
Vigilance: A state that exists when a decision maker considers a wide range 
of alternatives; remembers the full range of objectives; weighs the costs and 
risks of each alternative; searches for useful new information; considers new 
information and advice, even if it does not support initial preferences; 
reexamines all alternatives and their possible consequences; and makes 
provisions for implementation, including contingency plans in the event 
things go wrong. 
 
Virtual HR: The use of technology to provide HR programs via an employee 
self-service platform. Typically includes use of such items as voice response 
systems, employee kiosks, etc. 
 
Virtual mentoring: A form of mentoring whereby the mentor and mentored 
communicate from a distance, utilizing either e-mail or other forms of 
electronic conferencing.  
       
Virtual office/workplace: The work site of employees such as sales reps or 
other types of employees who work off company premises and communicate 
with their respective workplaces via telephone or computer. 
       
Vision statement: A vision statement is a description of what an 
organization wants to become or hopes to accomplish in the future (typically 
in the next 10 years). 
 
Voluntary arbitration: When both parties willingly submit differences to the 
arbitration process. 
 
Voluntary deductions: Payroll deductions selected by the employee such as 
charitable contributions. 
 
Voluntary leave/Layoff: Leave without pay that is taken on a voluntary 
basis by employees for specified duration. Often used as an alternative to 
layoff. 
       
Voluntary reduction in hours: Allows employees to voluntarily reduce their 
working hours as well as their pay for a specified duration. Also used as an 
alternative to layoff.  
       
Volunteerism: Organizational support, often in the form of paid leave or 
sponsorship, for employees pursuing volunteer opportunities or performing 
community services.  
       
V-time: An alternative work schedule that allows employees to voluntarily 
agree to reduce their work time and pay. 
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W 
 
Wage: Payments directly calculated on the amount of time worked. 
 
Wage and salary administration: Activities involved in the development, 
implementation, & maintenance of a base pay system with the organization.  
 
Wage curve: Depicts pay rates currently being paid for each job within a 
pay grade in relation with the rankings awarded to each job during the job 
evaluation process. 
 
Wage gap: The difference in pay between female employees and male 
employees who are performing the same or comparable jobs. 
 
Wage differential: Differences in wage rates for similar jobs occurring either 
due to the location of company, hours of work, working conditions, type of 
product manufactured or other circumstances. 
  
Wage structure: Depicts the range of pay rates to be paid for each grade for 
various positions within the organization. 
 
Waiver: A document signed by either an employee or prospective employee 
in which he or she renounces certain specified rights or considerations. 
 
Web leave system: On-line system to keep leave information. 
 
Weighted average: Average of data that takes other factors such as the 
number of incumbents into account. 
   
Wellness programs: Preventive health programs offered by employers 
designed to improve the health and physical well-being of employees both on 
and off the job. 
   
Whistle-blowers: Individuals who report real or perceived wrongs committed 
by their employers.  
 
White collar employees: Employees who are paid on a salaried basis and 
whose jobs do not require the performance of work of a manual nature. 
Such individuals are normally employed in the capacity of managers, 
supervisors, salespeople, clerical or technical workers. 
 
Wildcat strikes: Work stoppages involving the primary employer-employee 
relationship that are neither sanctioned nor stimulated by the union. 
   
Work analysis: Studying the workflow, activities, context, & output of a job.  
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Work councils: As related to international labor relations, groups of workers 
and management representatives charged with examining how to improve 
company performance, working conditions, job security, etc. 
 
Work rule: Reflects management decisions regarding specific actions to be 
taken - or avoided - in a given situation. 
 
Workforce planning: The assessment of current workforce content and 
composition issues used to determine what actions must be taken to 
respond to future needs. 
 
Workplace bullying: Persistent, offensive, abusive, intimidating or insulting 
behavior or unfair actions directed at another individual, causing the 
recipient to feel threatened, abused, humiliated or vulnerable. 
 
Workplace violence: Assaults and other violent acts or threats that occur in 
or are related to the workplace and entail a substantial risk of physical or 
emotional harm to individuals or damage to company resources or 
capabilities. 
 
Work sampling: The measurement of how employees spend their time and 
the number of work units being produced by employees over a specific 
period of time. This is accomplished by randomly observing employees while 
they are performing their jobs and then using mathematical formulas to 
determine the sample size. 
 
Work sample tests: Tests that require an applicant to perform a simulated 
job task.  
 
Work stoppage: A work stoppage occurs when employees cease to perform 
their jobs as a means of showing their support for a specific cause or as a 
way of voicing a grievance. 
 
Work teams: A group of employees responsible for a given end product. 
 
Workweek: Any fixed, recurring period of 168 hours (7 days x 24 hours = 
168 hours). 
   
Workers’ compensation: Benefits or payments required by law to be made 
to an employee who is injured or disabled in connection with a work-related 
injury, accident or illness. 
 
Written warning: As a disciplinary action, a written warning is intended to 
provide the employee with an opportunity to correct conduct or performance 
issues before any action is made to change the employee's job duties or pay. 
 
Wrongful discharge: Occurs when an employer terminates an individual’s 
employment for reasons that are illegal or improper.  
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X 
 
No Terms begins with letter 'X' 
 

Y 
 
Yield ratio: A comparison of the number of applicants at one stage of the 
recruiting process to the number at the next stage. 
 
Yellow-dog contracts: Contract or agreement, either oral or in writing, that 
force employees to agree not to join a union or participate in any union 
activity as a condition of employment. 
 

Z 
 
Zero-based budgeting: A budgeting system that starts with no authorized 
funds as a starting point. In a zero-based budget, each activity or program 
to be funded must be justified every time a new budget is prepared and 
resources are allocated accordingly. 
 

# 
 
360 degree performance evaluation: A multi-rater assessment strategy 
that allows for a performance evaluation of a person, team, project or 
organization from various sources such as peers, team members, clients, 
employees, or managers. Feedback obtained from only once source, such as 
one's immediate manager, provides limited information. When individuals 
and groups receive feedback from various co-workers - 360 degree feedback 
- a more complete understanding of performance is possible. Also known as 
360 degree assessment or 360 degree feedback. 
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