Supplemental Resource
To the Frameworks Glossary
Unit 6 Employment Skills
   Annual Leave – Time an employee may take off work with pay
Arkansas Employment Security Division – The state agency which helps individuals find employment and companies find employees at no charge

   Base Pay – The standard minimum pay received by an employee
   Bi-Weekly Pay – Earnings received every other week on specific days
   Check Stub – Paper showing earnings and deductions from a payroll check
Classified Ads – Organized newspaper advertisements 
Commission – A percentage of sales paid to an employee 

   Contract Labor – Agreement to complete a job for an amount of money
Employment Agency – A service business designed to help put employees and employers together

Fee – An amount of money charged by others for services rendered
   FICA – Federal Insurance Contribution Act (Social Security)
Follow-Up Letter – A thank you letter written following an interview
   IRS – Internal Revenue Service (Agency which collects Federal Income Tax)
Letter of Application – An introductory letter written to a prospective employer
Overtime – Earnings above base pay
Payroll – Salary or wages given an employee on a regular basis
Personnel – A group of employees in an enterprise
   Regular Work Week – Generally a 40 hour work week
   Salary – A fixed income paid at regular intervals

   Salary Range – Average expected beginning to experienced annual earnings
   Seasonal – Temporary work during special times of the year
   Semi-Monthly Pay – Earnings paid twice a month on designated dates
   Sick Leave – Cumulative time given to employees as sick days with pay
   Union – A group of workers who collectively bargain for higher wages, improved benefits, and better working conditions

   Union Dues – Fees charged by an organization to unite employees
   Want Ads – A section of the classified ads in the newspaper that list job openings
   Year-To-Date – Money accounted from January 1st through the current pay period
