
 

 
English für Personalreferate 
 

21. – 23. August 2017 
  
Tagungsort: Wissenschaftsforum, Markgrafenstraße 37, 10117 Berlin 
 
 

Vorläufiges Programm / Änderungen vorbehalten 
 
Montag, 21. August 2017 
 
14.00 Uhr Welcome and Introduction 

Liliane Pires-Pedro, international DAAD-Academy 
Susan Lippmann 

  

14.15 Uhr Session 1: "Getting Started": Warm up; creation of a welcoming 
atmosphere; small talk. 

  
15.45 Uhr Coffee break 
  
16.15 Uhr Session 2: "The Language of Personnel Documents" 

Filling out a personal information form and asking for documents, 
e.g. official degree certificates, previous professional activities, 
ancillary employment or activities, statement guaranteeing 
employment. 

  
17.45 Uhr Feedback 

Reflection on issues that have emerged and gathering suggestions 
from participants for tomorrow’s sessions. 

  
18.00 Uhr End of day 1 

Informal get together 

 
 
Dienstag, 22. August 2017 
 
09.30 Uhr Introduction to Day 2  

Summarising yesterday’s key issues and information on the day’s 
agenda. 

  

09.45 Uhr Session 3: “Intercultural Challenges” 
Reflecting on social customs and cultural differences, e.g. 
politeness, formality, body language and gestures, manners, humour 
and timing. 

  
  



 

11.15 Uhr Coffee break 
  
11.45 Uhr Session 4: “The Language of Work Contracts” 

Explanation of labour relations, collective agreements, working 
conditions, health & safety and statutory rights of employees. 

13.15 Uhr Lunch 
  
14.15 Uhr Session 5: “The Language of Finances” 

Talking about pay scales, income tax, net and gross pay, explaining 
travel expenses forms, remuneration statements and banking 
procedures. 

  
15.45 Uhr Coffee break 
  
16.15 Uhr Session 6: “The Language of Insurance” 

Presentation of the main issues with the German Social Insurance 
system and pension scheme. 

  
17.45 Uhr Wrap up and summary of the workshop’s results so far.  

Feedback round. 
  
18.00 Uhr End of day 2 

 
 

Mittwoch, 23. August 2017 
 
09.00 Uhr Introduction to Day 3  

Language game. 
  

09.15 Uhr Session 7: “The Language of Appointment Negotiations” 
Describing the appointment process and role play of negotiations, 
e.g. faculty position, description(s) of duties, support staff and 
material resources, office(s) and office hours, presence, salary and 
other compensations. 

  
10.45 Uhr Coffee break 
  
11.15 Uhr Session 7 cont. 
  
12.45 Uhr Closing Round and Review: Where can we go from here? 

Concluding remarks and evaluation. 
  
13.00 Uhr. End of workshop 
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Susan Lippmann 
susan_lippmann@yahoo.de 
 
 
Head of Department and Organisation 
 
Lena von Eichborn 
Head of Section S23 - international DAAD-Academy 
DAAD, Kennedyallee 50, 53175 Bonn 
 +49 228 882 -707,  eichborn@daad.de 
 

Liliane Pires-Pedro 
Section S23 - international DAAD-Academy 
DAAD, Kennedyallee 50, 53175 Bonn 
 +49 228 882 - 8960,  pires@daad.de 
 

  



 

English for Human Resources Departments 

The term “internationalisation” has become highly relevant in key university strategies 

and statements. Most Higher Education Institutions (HEIs) attempt to launch and 

promote international activities in order to improve the quality of their education and 

research. These attempts include such key factors as enhancing staff mobility as well 

as employing more international academics of a high calibre. Consequently, HEIs 

should have a quality-oriented recruitment process in place, in which new staff receives 

all the information and services they need, both in German and in English. Particularly 

at the beginning of their professional careers, newly appointed professors and young 

academics from abroad will likely have a large number of questions and their limited 

German language skills may prevent them from asking questions or understanding the 

answers in German. Bilingual support services, offered by Human Resources 

Departments, play a crucial part in all bureaucratic hurdles which may need to be 

overcome when taking up a new post. An efficient HR Department will also provide 

comprehensive assistance throughout their time in Germany. The aforementioned 

obstacles may involve the recruitment process and applicable documents, making 

arrangements for the relocation to Germany, the signing of the work contract itself, 

potential claims for travel expenses as well as procedures for the German Social 

Insurance system, the pension scheme and payroll tax, inter alia. Some colleagues 

may also be asked to prepare all relevant papers for appointing a new professor and/or 

to attend the actual appointment negotiations. Furthermore, enquiries about general 

information regarding living and working in Germany need to be addressed. The needs 

of accompanying family members must also be given some consideration.  

This workshop will cover all of the aforementioned topics and issues. It will also provide 

a safe, fun atmosphere for experimenting with the English language in a context 

relevant for HR Departments at HEIs. After building up a bank of work-related 

vocabulary, learning some important idiomatic expressions and doing some translation 

exercises, its aim is to stimulate active involvement for all participants by launching 

discussions and simulations, setting up role-plays, writing and responding to 

professional emails and giving short presentations. This will equip the participants with 

the skills to inspire, support and maintain effective written and oral practice at their 

workplace in a foreign language. The participants will quickly learn many useful  

 



 

strategies to give their English confidence a boost, so that speaking English will soon 

come easier. This will prove invaluable when advising in a variety of challenging 

situations. English will be the main language spoken in the workshop (90%), although 

participants will have the opportunity to express certain concepts and ideas in their 

mother tongue when necessary. 

 

 

Profile 

Susan Lippmann is an expert in various specialist linguistic fields. In a joint 

collaboration with a law professor, she has recently published an exercise book on the 

German Civil Code. She is currently working on her second book on contract law for 

practicing lawyers, thus linking the academic with the professional world. 

Ms Lippmann studied German Linguistics and English Literature & Culture at the 

University of Potsdam. Before and after graduating with a Magistra Artium degree, she 

worked as a language teacher and intercultural trainer in Germany, South Africa, 

Argentina and Russia. Ms Lippmann spent the last five years living and working in the 

United Kingdom where she joined the German Department and the School of Law at 

the University of Warwick. In addition to her duties as a language teacher, she took on 

responsibilities as a career consultant and scholarship advisor.  

Susan Lippmann’s main research interests are theories and practices of language 

teaching, especially intercultural learning and communication, as well as technical 

terminology. She regularly gives teacher training courses worldwide. 

For this seminar Ms Lippmann will draw on the vast experience that she has collected 

over years of working with native and non-native students and staff alike in Higher 

Education overseas.  

 


