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Vocabulary: 100 Words Every HR Professional Should
Know

Are you an HR professional looking to sharpen your communication skills and boost your career? Do
you find yourself struggling to find the perfect word to convey a complex idea during a performance
review, a recruitment drive, or a board meeting? Then this post is for you! We're diving deep into
100 essential vocabulary words that every HR professional should master. This comprehensive guide
will not only expand your professional lexicon but also help you navigate the nuanced world of
human resources with confidence and precision. We'll explore words related to recruitment,
compensation, performance management, employee relations, and more. Let's get started!

I. Recruitment & Selection (20 words):

—_

10.

11.

12.

13.

14.

15.

Applicant Tracking System (ATS): Software used to manage the recruitment process.

. Candidate: An individual applying for a job.

. Competencies: Specific skills and abilities required for a role.

Headhunting: Actively recruiting specific individuals for a position.

. Onboarding: The process of integrating new hires into the company.

Recruitment: The process of finding and hiring qualified candidates.

. Resume: A document summarizing a candidate's work experience and skills.

Screening: Initial assessment of candidates to filter out unsuitable applicants.

Selection: The process of choosing the best candidate from a pool of applicants.

Talent Acquisition: The strategic process of attracting and hiring top talent.

Applicant Pool: The total number of applicants for a job opening.

Background Check: Verification of a candidate's claims and history.

Behavioral Interview: An interview focusing on past behaviors to predict future performance.
Job Description: A detailed overview of a job's responsibilities and requirements.

Key Performance Indicators (KPIs): Measurable values used to track progress towards goals.



16.

17.

18.

19.

20.

Reference Check: Verification of information provided by a candidate through contacting their
references.

Shortlisting: Selecting a smaller group of candidates for further consideration.
Structured Interview: An interview with pre-determined questions for all candidates.
Targeted Recruitment: Focusing recruitment efforts on specific demographics or skill sets.

Yield Ratio: The percentage of candidates who move from one stage of the recruitment process
to the next.

II. Compensation & Benefits (20 words):
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14.

15.

16.
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. Base Salary: The fixed annual salary paid to an employee.
. Benefits Package: A collection of non-wage compensation offered to employees.

. Bonus: An additional payment based on performance or company success.

Compensation: Total remuneration including salary, benefits, and bonuses.

. Equity: Ownership stake in a company offered as compensation.

Incentive Plan: A system to motivate employees through financial rewards.

. Overtime: Pay for working beyond regular working hours.
. Payroll: The process of calculating and distributing employee wages.

. Perquisites (Perks): Additional benefits or privileges offered to employees.

Profit Sharing: A system where employees receive a share of company profits.

Salary Range: The minimum and maximum salary for a particular job.

Stock Options: The right to buy company stock at a predetermined price.

Total Compensation: The sum of all compensation and benefits received by an employee.
Variable Pay: Compensation that fluctuates based on performance or other factors.

Employee Stock Ownership Plan (ESOP): A plan that allows employees to own company stock.
Health Insurance: Coverage for medical expenses.

Retirement Plan: A plan to save for retirement, often with employer matching contributions.



18. Paid Time Off (PTO): Time off from work with pay.
19. Compensation Structure: The overall framework for determining employee pay.

20. Pay Transparency: Open communication about salary and compensation.

II1. Performance Management (20 words):

—_

. Appraisal: A formal evaluation of an employee's performance.

2. Development Plan: A plan to improve an employee's skills and knowledge.

3. Goal Setting: Establishing clear and measurable goals for employees.

4. Key Result Area (KRA): A critical area of responsibility for achieving overall objectives.
5. Performance Improvement Plan (PIP): A plan to address performance deficiencies.

6. Performance Management: The process of setting goals, monitoring performance, and
providing feedback.

7. Performance Review: A formal assessment of an employee's performance over a specific
period.

8. 360-degree Feedback: Feedback gathered from multiple sources, including supervisors, peers,
and subordinates.

9. Self-Assessment: An employee's evaluation of their own performance.
10. Succession Planning: Identifying and developing future leaders within the organization.
11. Training and Development: Providing employees with opportunities to learn new skills.
12. Mentorship: Guiding and supporting the development of less experienced employees.
13. Coaching: Providing guidance and support to improve performance.

14. Calibration: Ensuring consistent standards in performance evaluations across different
managers.

15. Feedback: Information given to an employee about their performance.
16. Performance Metrics: Quantitative measures used to track performance.

17. Performance Goals: Specific, measurable, achievable, relevant, and time-bound objectives.



18.

19.

20.

Employee Engagement: The level of commitment and involvement an employee has in their
work.

Employee Satisfaction: The overall contentment of an employee with their job and the
organization.

Talent Management: The strategic process of attracting, developing, and retaining top talent.

IV. Employee Relations (20 words):
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. Arbitration: A process to resolve disputes through a neutral third party.

. Collective Bargaining: Negotiations between employers and employees (or their

representatives) to determine wages, benefits, and working conditions.

. Conflict Resolution: The process of resolving disagreements between employees.

Discipline: Corrective actions taken to address employee misconduct.

. Employee Assistance Program (EAP): A program providing confidential support to employees.

Grievance Procedure: A formal process for addressing employee complaints.

. Harassment: Unwelcome behavior that creates a hostile work environment.

Mediation: A process to resolve disputes through a neutral third party facilitator.

. Occupational Safety and Health Administration (OSHA): A U.S. government agency that sets

and enforces workplace safety standards.

Performance Issues: Problems related to an employee's productivity or behavior.
Workplace Violence: Any act of violence that occurs at the workplace.

Diversity and Inclusion: Creating a workplace where everyone feels valued and respected.
Employee Morale: The overall mood and attitude of employees.

Employee Retention: The ability of an organization to keep its employees.

Work-Life Balance: The balance between personal and professional life.

Employee Relations Policy: The rules and regulations governing employee relationships.
Constructive Dismissal: Making an employee's job so unbearable that they resign.

Wrongful Termination: Dismissing an employee for unlawful reasons.



19.

20.

Union: An organization representing workers' rights and interests.

Labor Relations: The relationship between management and labor unions.

V. Legal & Compliance (20 words):
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Affirmative Action: Policies designed to promote equal opportunity for employment.

. Discrimination: Unfair treatment based on protected characteristics.

Equal Employment Opportunity (EEO): Laws and regulations prohibiting discrimination in
employment.

Employment Law: Laws governing the employer-employee relationship.

. Fair Labor Standards Act (FLSA): A U.S. law regulating minimum wage, overtime pay, and

child labor.

Human Rights: Fundamental rights inherent to all individuals.

. Immigration Laws: Laws governing the employment of foreign nationals.
. Labor Laws: Laws protecting the rights of workers.

. Non-Compete Agreement: A contract prohibiting an employee from working for a competitor.

Privacy Policy: A document outlining how an organization handles employee data.
Compliance: Adherence to legal and regulatory requirements.

Data Protection: Safeguarding sensitive employee information.

Confidentiality: Maintaining the privacy of sensitive information.

Intellectual Property: Ownership of creative works or inventions.

Employee Handbook: A document outlining company policies and procedures.
Code of Conduct: A set of ethical principles guiding employee behavior.

Due Process: Fair treatment and procedures for addressing employee issues.
Right to Work Laws: Laws that prohibit mandatory union membership.

Workers’ Compensation: Insurance covering injuries sustained at work.

Occupational Health and Safety: Measures to protect employee health and safety at work.



Conclusion:

Mastering these 100 words will significantly enhance your communication and effectiveness as an
HR professional. By integrating this vocabulary into your daily conversations and written
communications, you'll demonstrate a deeper understanding of the field and build credibility with
your colleagues and stakeholders. Continuous learning is crucial for career advancement in HR -
and expanding your vocabulary is a fantastic first step.

FAQs:

1. Where can I find more HR vocabulary words? Numerous online resources, HR textbooks, and
professional journals offer expanded vocabulary lists and specialized terminology.

2. How can I effectively incorporate these words into my daily work? Actively use these words in
emails, reports, meetings, and performance reviews. The more you use them, the more natural
they will become.

3. Are there any resources available for practicing HR vocabulary? Flashcards, vocabulary
quizzes, and online language learning platforms can all be useful tools for practice.

4. Is it important to use sophisticated HR jargon in all situations? While mastering professional
vocabulary is essential, it’s crucial to use language appropriate for your audience. Avoid overly
technical terms when communicating with employees who may not understand them.

5. How can this improved vocabulary help me advance my career in HR? Strong communication

skills are vital in HR. A rich vocabulary demonstrates expertise and professionalism,
increasing your chances of promotion and career advancement.
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