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Human Resources Management 

 

What is Human Resources Management? 

Formerly called personnel management. 

It is concerned with the management of people within organizations, focusing on policies 

and on systems. 

It includes conducting job analyses, planning personnel needs, recruiting the right people 

for the job, orienting and training, managing wages and salaries, providing benefits and 

incentives, evaluating performance (Performance Appraisal), resolving disputes, and 

communicating with all employees at all levels. 

 

Why is Human Resources Management important? 

HRM is crucial to business success in terms of: 

Hiring the right person for the job. 

Reduce high turnover. 

Maintain fairness and justice among employees (benefits, training, leaves, attendance, 

overtime and so forth.)  

Archive all the records and files of employees. 

 

Functions of Human Resources Management: 

Recruitment. 

Contract Management. 

Personnel File Management. 

Training. 

Health Insurance. 

Evaluation.  

Time-keeping Management: Daily attendance, overtime and leave management. 

  



Human Resources Management 

Business English Dept. Level 4  Prepared by: T. Eateman Al-Qadasi_2017 

 

 

Recruitment Tasks/ Steps of Recruitment: 

1. Writing the job descriptions. 

2. Specifying the personal specifications. 

3. Job advertisement. 

4. Shortlisting applicants. 

5. Written Test. 

6. Oral interview. 

7. Selecting the candidate. 

8. Job offer. 

9. Sending feedback for unsuccessful applicants. 

10. Signing contract. 

 

Job Descriptions: 

Job title. 

Main purpose of the job. 

Reporting relationship. 

Location of workplace. 

Key duties and responsibilities (accountabilities).  

Essential experience. 

 

Personal Specifications: 

Required skills. 

Previous experience. 

Qualifications (Education). 

Personal style/ behavior. 

Required languages. 
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Job Interviews 

Instructions: 

�  Read well about the company’s services or products (from their website or annual 

reports). 

�  Read the job descriptions and person specifications of the announced job carefully. 

�  Evaluate your qualifications, skills and experience; and match them to the applied job. 

� Research salary data and determine your worth. 

� Prepare answers to the 10 most common interview questions: 

� Tell me about yourself. 

� Why did you leave or are you leaving your last position? 

� What do you know about this company? 

� What are your goals? 

� What are your strengths and weaknesses? 

� Why do you want to work for this company? 

� What has been your most significant achievement? 

� How would your last boss and colleagues describe you? 

� Why should we hire you? 

� What are your salary expectations? 

�  Find out where the interview will be, obtain clear directions, and confirm the time. Be 

careful to attend at least ten minutes earlier.  

� Dress appropriately (formal clothes).  

� Greet your interviewer, smile and look into the interviewer's eyes during the Interview. 

� Relax, enjoy the conversation and listen carefully to the questions. 

� All organizations are looking for an employer that has the following characteristics: 

advanced communication skills, teamwork skills, honesty, initiation, capability to  
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overcome challenges and self-confidence. Whenever possible, integrate these qualities 

in your responses and consider them your major selling points.  

� If you have not done this sort of job before, Tell them that you are the sort of person 

who aims to succeed at everything you do and that you are very determined and will do 

whatever it takes to get the job done. 

� Being asked about the last company you worked for, you should stress the positive 

aspects of your last company. Tell them about the training you received or the work 

related experience you gained. Be very careful that you do not say anything 

negative about your present employer. If you do, the new company will wonder 

what you will say about them when you leave. You might want to stress that you are 

looking for a new challenge and that you feel that the company who is interviewing 

you fits your goals. 

� Ask questions that reflect your interest in the organization and show commitment to 

your profession. 

� At the conclusion, thank the interviewer and determine the next steps. 

 

Common Job Interview Questions: 

1. Tell me about yourself. 

2. Why do you want to work here? 

3. Why should we hire you? What can you do for us that other candidates can't? 

4. What are your strengths? 

5. What are your weaknesses? 

6. What do you consider your major achievement? 

7. Where do you see yourself in five years?  

8. Tell me about a time when you successfully handled a situation. 

9. Why did you leave (are you leaving) your job? 
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10. What are your career plans? 

11. In what school activities have you participated? Why? Which did you enjoy most? 

12. What jobs have you held? and why did you leave? 

13. How did you spend you vacations while in school? 

14. Which extracurricular activities have you participated in? 

15. Why should we give you the job? 

16. What is your major achievement? 

17. What sort of person are you? 

18. What do you know about our organization? 

19. Where do you see yourself going in the next 5 years? 

20. How do you work in a team? 

21. What contribution do you make to a team? 

22. What would your colleagues say about you? 

23. How would your boss describe your work? 

24. Describe a difficult situation and what you did about it? 

25. How do you manage your staff? 

26. What interests you most in your work? 

27. How have you changed over the last five years? 

28. What do you think you can bring to this position? 

29. Why are you dissatisfied with your present job? 

30. What sort of salary are you expecting? 

31. Do you like to work in a team or on your own? 

32. How do you respond to stress? Give an example. 

33. What questions do you have for us? 

 


