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Decide which of the administrative activities1 listed below you might be asked to do or 
have done already during your training in the HR department. Also say under which 
of the headings � – � they could be classified. Tick off (√ ) the boxes as appropriate.

14.3 Activities in the HR department

1 Dateneingabe
2 Rückgabe
3  Bericht über 

Mitarbeitergespräch
4 Fragebogen
5 hier : (Personal)Akte
6 Mitteilung, Ankündigung
7 Sozialplan
8 Stellenausschreibung
9 Kündigungsschreiben
10 Beförderungsmitteilung
11 Lohnbuchhalter/in
12 Beurteilungsbogen

4  Use the ideas expressed in points a) to l) on p. 180 to prepare a list of the work that 
in your view has to be done by staff in an HR department.

1 Verwaltungs-, Bürotätigkeiten

1 Kündigung & Entlassung
2 Mitarbeitergespräch

The difference in meaning between “wages” and “salaries” is not quite clear 
anymore. The term salary was mainly used for those working in admin-related 
jobs paid on a monthly basis, whereas wage was used for those working in pro-
duction (originally paid on a daily or weekly basis). This distinction is disappearing.

Note

� Recruitment     � Promotion     � Training     � Dismissals and redundancies1

� Wages and salaries     � Performance interviews2     � General staff administration

Task My job Heading

1 Assisting wages clerk with data input1

2 Checking the return2 of assessment interview reports3

3
Collecting data concerning staffing levels in company 
departments

4
Collecting data from questionnaires4 after a training 
session 

5 Coordinating a time schedule for job interviews

6 Filing new job descriptions in employees’ records5

7
Helping prepare notices6 to staff members of annual pay 
rises

8 Posting a notice of staff training in company magazine

9
Preparing a bar chart of total staff costs for past ten-year 
period

10 Preparing statistics for staff redundancy plan7

11 Preparing seminar rooms for in-house training sessions

12
Putting up vacancy notices8 on the company notice 
board

13 Putting letters of dismissal9 into envelopes

14 Sending promotion notices10 to payroll clerk11

15 Sorting staff appraisal documents12 alphabetically
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