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abacus /'&bakos/ (noun) an ancient device used when
counting

abroad /o'bro:d/ (adverb) in other countries (not in your
home country)

absence /'&bsans/ (noun) a period of time when sb is
away from work

abstract /'ebstrekt/ (adjective) based on general
ideas and not on any particular real person, thing or
situation

access /'&kses/ (noun) the ability to use sth or see sth

acquaintance /a'kwemtons/ (noun) a person that you
know but who is not a close friend

act /ekt/ (verb) fo behave in a particular way

activate /'ektivert/ (verb) to make sth such as a device
start working

additionally /o'difansli/ (adverb) used when you want
to mention another thing after sth else

adopt /o'dopt; AmE o'dazpt/ (verb) to start to use a
particular method

adventurous /od'ventforas/ (adjective) willing to take
risks and fry new things

agenda /o'dzends/ (noun) a list of items to be discussed
at a meeting

ages /‘eidziz/ (noun) (infml) a very long time (BrE)

aggressive /o'gresiv/ (adjective) angry and behaving
in a threatening way

alarm call /2'laim ko:l; AmE a'larrm/ (noun) a
telephone call which is infended to wake you up

allocated /'zlokertid/ (adjective) officially given to sb /
sth for a particular purpose

dllow /a'law/ (verb) to let sb do sth

announce /a'nauvns/ (verb) to tell people sth officially

annoying /o'nomy/ (adjective) making sb feel slightly
angry

annual /'&njusl/ (adjective) happening or done once
every year

anticipate /&n'tisipert/ (verb) to expect sth

fml = formal

lossary

apparently /o'perontli/ (adverb) according to what
you have heard or read

appear /a'pia(r); AmE o'pir/ (verb) to seem; to give the
impression of being or doing sth

apply /a'plar/ (verb) to make a formal request for sth
such as a job

appoint /o'pomt/ (verb) to choose sb for a job or
position of responsibility

approach /a'prout|; AmE o'proutf/ (noun) a way of
dealing with sb / sth

argument /'a:gjumont; AmE 'arrg-/ (noun) a discussion
in which people disagree, often angrily

arouse /o'ravz/ (verb) to cause a particular emotion or
attitude

as long as /oz 'lpy az; AmE lorg/ (idiom) only if

ask a favour (BrE) / favor (AmE) /a:sk o'ferva(r): AmE
@sk/ (verb) to ask sb to do sth to help you

assertive /o's3:tiv; AmE o's3irtiv/ (adjective) saying
what you want or think strongly and with confidence,
so that people take notice

assurance /o'[uarans; -foir-; AmE o'[ur-/ (noun) a
statement that sth will certainly be true or will
certainly happen

astronomer /a'stronoma(r); AmE a'stran-/ (noun) a
scientist who studies the stars and planets

audience /'o:dions/ (noun) a group of people who
have gathered to listen to or watch sth

authorization /o:0arar'zeifn; AmE o:0ara'zerfn/ (noun)
official agreement to sth or official permission for sth

baked /beikt/ (adjective) cooked in an oven without
extra fat or liquid

banned /bend/ (adjective) officially not allowed

bargain /'ba:gon; AmE 'ba:rgon/ (verb) to discuss pay,
conditions, prices, etc. with sb in order to reach an
agreement

barrel /'baral/ (noun) a large round container for
liquids, usually made of wood or metal, with flat ends
and curved sides

barter /'ba:ta(r); AmE ba:rt-/ (verb) to exchange
goods, services, etc. for other goods, efc. without
using money

battery /'betri; AmE -tori/ (noun) a device inside a car
engine, clock, radio, efc. that produces the electricity
that makes it work

benefit /'benifit/ (noun) a helpful or useful effect that
sth has

bestseller / best'sela(r)/ (noun) a product which is
bought by large numbers of people

beware /br'wea(r); AmE -wer/ (verb) if you tell sb
to beware, you are warning them that sb / sthis
dangerous and they should be careful

board /bo:d; AmE bo:rd/ (noun) a group of people who
have the power to make decisions and confrol a
company
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boiled /boild/ (adjective) cooked in boiling (very hot)
water

bouquet /bu'ker/ (noun) a bunch of flowers arranged in
an attractive way, oftfen carried by a bride

brainstorm /'bremstorm; AmE -storrm/ (verb) to spend
time with other people thinking of as many ideas as
possible, offen as a way of solving a problem

branch /bra:ntf; AmE braentf/ (noun) a local office or
shop / store that is part of a large company or
organization

brandy /'brendi/ (noun) a strong alcoholic drink made
from wine

break down / breik 'daun/ (verb) if a vehicle or
machine breaks down, it stops working because of a
fault

breakdown /'breikdaon/ (noun) detailed information
that you get by studying a set of figures

bride /braid/ (noun) a woman on her wedding day

bring sth into line / briy mto 'lam/ (verb) if you bring sth
info line with sth else, you make it more similar to the
other thing

brochure /'braufa(r); AmE brou'[or/ (noun) a small
magazine or book containing pictures and
information about sth or advertising sth

broiled /broild/ (adjective) cooked under direct heat
or over heat on metal bars (AmE)

browser /'bravza(r)/ (noun) a program that lets you
look at or read documents on the Internet

budget /'badzit/ (noun) an amount of money that is
available to a person or organization to spend on sth

call centre (BrE) / center (AmE) /'ko:l senta(r)/ (noun)
an office in which a large number of people work
using felephones, for example taking customers
orders or answering their questions

calligraphy /ka'ligrafi/ (noun) the art of doing beautiful
handwriting with a special pen or brush

candle /'kendl/ (noun) an object that is used to give
light, consisting of a round stick of wax with a piece of
string through the middle which you burn

cartridge /'ka:tridz; AmE 'ka:rt-/ (noun) a case
containing ink for a printer, that can be removed and
replaced when it is empty

cash flow /'ka| flouv; AmE flou/ (noun) the movement
of money intfo and out of a business as goods are
bought and sold

cask /ka:sk; AmE kask/ (noun) a wooden barrel (round
container) used for storing wine or beer

cayman /'kemmon/ (noun) a reptile (type of animal)
from North and South America similar to an alligator

censorship /'sensafip; AmE -sarf-/ (noun) the act or
policy of removing some parts of films, books, etc. that
are considered to be offensive, immoral or a political
threat

chain /tfem/ (noun) a group of shops / stores,
restaurants or hotels owned by the same company

fml = formal

challenge /'tfelondz/ (verb) to question a statement or
refuse to accept it

cheated /'tfi:tid/ (adjective) tricked, especially in order
to get money

cheque (BrE), check (AmE) /'tfek/ (noun) a printed
form that you can write on and sign as a way of
paying for sth instead of using money

chronological / krona'lodzikl; AmE kra:no'la:dz-/
(adjective) if things are arranged in chronological
order, they are arranged in the order in which they
happened

circumstances /'s3:komstonsiz; -stamns-; -stens-; AmE
'sarrkomstaensoz/ (noun) the conditions that affect a
sifuation, an event, or an action

clarify /'klerafar/ (verb) to make sth clearer or easier to
understand

clash /klef/ (verb) if events clash, they happen at the
same fime so that you cannot go to or see them both

clear /klo(r); AmE klir/ (adjective) easy to understand
and not causing any confusion

climate change /'klammot tfemd3s/ (noun) changesin
weather conditions around the world that are
believed to be taking place, especially an increase in
temperature caused by the increase of particular
gases in the atmosphere

cloth /klo0; AmE klo:6/ (noun) a piece of material such
as coftton, used for cleaning things

cockpit /'kokprit; AmE 'ka:k-/ (noun) the areain a
plane where the pilot sits

cocktail /'kokterl; AmE 'ka:k-/ (noun) a drink usually
made from a mixture of one or more spirits (strong
alcoholic drinks) and fruit juice

combine /kom'bam/ (verb) to do two or more things at
the same time

comfort /'kamfat; AmE -fort/ (noun) the state of feeling
physically relaxed, with no painful or unpleasant
sensations

commission /ka'mifn/ (verb) to officially ask sb to make
or create sth for you

compartment /kom'pa:tmont; AmE -pa:rt-/ (houn) one
of the separate sections which a coach / car on a
frain is divided info

compensate /'’kompansert; AmE 'kaxm-/ (verb) to
provide sth good to balance or reduce the bad
effects of sth

component /kom'psunant; AmE -pou-/ (noun) one of
several parts of which a machine is made

compromise /'kompromarz; AmE 'kaxm-/ (noun) an
agreement between two people or groups in which
each side gives up some of the things they want so
that both sides can agree

concept /'konsept; AmE 'kamn-/ (noun) an idea or
principle that is connected with sth abstract

confess /kon'fes/ (verb) to admit sth that you feel
ashamed or embarrassed about
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consequently /'kpnsikwantli; AmE 'kamsokwentli/
(adverb) as a result; therefore

consolidate /kon'solidert; AmE -'sa:l-/ (verb) to make a
position of power or success stronger so that it is more
likely to continue

consultant /kon'saltont/ (noun) a person who knows a
lot about a particular area of business and is paid by
a company to give advice about it

convention /kon'venfn/ (noun) a large meeting of the
members of a profession

conveyor belt /kon'vera(r) belt/ (noun) a continuous
moving band used for transporting objects, for
example suitcases in an airport

cooperation /kou,ppa'rerfn; AmE kou,ap-/ (noun)
willingness to be helpful and do as you are asked

costly /'kostli; AmE 'ko:st-/ (adjective) costing a lot of
money, especially more money than you want to pay

count on sb /'kaunt pn; AmE a:mn/ (verb) to trust sb to
help or to do sth

courier /'korie(r)/ (noun) a person or company whose
job is to take packages or important papers
somewhere

courier /'korie(r)/ (verb) to send documents or a
package by courier

CPU /i pir 'jur/ (noun) central processing unit; the
part of a computer that controls all the other parts of
the system

credit /'kredit/ (noun) an arrangement that you make
with a shop / store or company to pay later for sth
you buy

creditworthiness / kredit'w3:0mas; AmE -w3:rdr-/ (noun)
the fact that a person or organization is considered
safe to lend money to

crisis /'krarsis/ (noun) a sudden event that causes
great difficulty or confusion and has to be dealt with

crooked /'krukid/ (adjective) (infml) dishonest

crop /krop; AmE kra:p/ (noun) the amount of a
particular grain, fruit, vegetable, etc. that is grown in
one season

crumbly /'krambli/ (adjective) that easily breaks into
very small pieces

currency /'karansi; AmE 'kair-/ (noun) the system of
money that a country uses

customs officer /'kastomz pfisa(r); AmE a:fisar/ (noun)
a person who works at a port or an airport checking
that nothing is brought into the country illegally

deadline /'dedlamn/ (noun) a point in time by which sth
must be done

deal /di:l/ (noun) an agreement, especially in business,
on particular conditions for buying or doing sth

deal with /'dizl wid/ (verb) to perform a difficult task or
solve a problem

decimal /'desiml/ (adjective) based on or counted in
tens or tenths

fml = formal

decline /dr'klam/ (verb) to refuse politely to accept or
do sth

delay /dr'ler/ (noun) a period of time when sb / sth has
to wait or sth is late because of a problem

delay /dr'ler/ (verb) to not do sth until a later time

delegate /'deligert/ (verb) to give part of your work,
power or authority to sb in a lower position than you

depressed /di'prest/ (adjective) feeling very sad and
without hope

destination / desti'neifn/ (noun) a place fo which sb /
sth is going or being sent

dietary requirement / damotri r1'’kwaromont; AmE
daroteri r1'’kwarormont/ (noun) something that you
need in your diet (the food that you regularly eat) in
order to be healthy

directions /do'rek|nz; di-; dar-/ (noun) instructions
about which way to go in order to get to a place

disaster /dr'za:sta(r); AmE -'zes-/ (noun) a very bad
situation or a complete failure

dish /dif/ (noun) food prepared in a particular way as
part of a meal

dismiss /dis'mis/ (verb) to decide that sb / sth is not
worth thinking or talking about

disposable income /d1,spavzobl 'mkam; AmE di,spoo-/
(noun) income left after taxes, etc. have been taken
away from it and that you are free to spend or save

distribute /dr'stribjuzt; 'distribjust/ (verb) to give things
to a large number of people

distributor /d1'stribjata(r)/ (noun) a person or company
that supplies goods to shops / stores and
organizations

diversify /dar'vs:sifar; AmE -'vairs-/ (verb) to develop a
wider range of products in order to be more
successful or reduce risk

doctorate /'doktarat; AmE 'da:k-/ (noun) the highest
university degree

document /'dokjumont; AmE 'dazk-/ (noun) a
computer file or piece of paper containing text that
gives information about sth

domestic appliance /do mestik o'plarons/ (noun) a
machine that is used in the home, for example for
cleaning, cooking, or heating

dotted line / dotid 'lam; AmE da:t-/ (noun) aline
made of dofts, especially a place on a document
where you sign to show that you have agreed to buy
sth or do sth

double-booked / dabl 'bukt/ (adjective) reserved by
more than one person or group at the same time,
because of a mistake

downshifting /'daun|iftiy/ (noun) a change fo a job or
way of life where you may earn less but you have less
pressure and stress

downtown /'daontaon/ (adjective) in or ftowards the
centre of a city, especially its main business area (AmE)
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draft /dra:ft; AmE draft/ (noun) a rough written version
of sth that is not yet in its final form

dress code /'dres koud; AmE koud/ (noun) rules about
what clothes people should wear at work

drive sb crazy /drarv 'kreizi/ (idiom) to make sb very
annoyed

drop /drop; AmE dra:p/ (verb) if you drop sb
somewhere, you stop a car in order to let the person
get out

drop out / drop 'avt; AmE dra:xp/ (verb) to reject the
ideas and ways of behaving that are accepted by
the rest of society

due /djuz; AmE duz/ (adjective) arranged or expected,
for example expected to be done or paid

due to /'dju: to; 'djur tu; AmE duz/ (idiom) caused by;
because of

duplicate /'dju:plikot; AmE du:-/ (noun) an exact copy
of sth

duty /'dju:ti/ (noun) something that you feel you have
to do because it is your responsibility

easy-going / ixzi 'gauiy; AmE -'gou-/ (adjective)
relaxed and happy to accept things without worrying
or getting angry

efficiency /r'fifnsi/ (noun) the quality of doing sth well
with no waste of time or money

efficient /1'fifnt/ (adjective) doing sth well with no
waste of fime, money, or energy

eggplant /'egplamnt; AmE -plent/ (noun) an aubergine
(BrE); a large vegetable with shiny dark purple skin
and soft white flesh (AmE)

emphasize /'‘emfosaiz/ (verb) to give special
importance to sth; to stress sth

emphatic /im'fetik/ (adjective) speaking with force to
make your meaning very clear or make it clear that
what you say is important

equipment /I'’kwipmont/ (noun) the things such as
machines and materials that are needed for a
particular activity

evolve /i'volv; AmE i'va:lv/ (verb) to develop gradually,
especially from sth simple to sth larger and more
complicated

excuse /1k'skjuzs/ (noun) a reason, either true or
invented, that you give to explain or defend your
behaviour

exhausted /1g'zo:stid/ (adjective) very tired

expedition / ekspa'difn/ (noun) (humorous) a short trip
that you make to get sth that you want or need

express /1k'spres/ (adjective) very fast

facilities /fo'silotizz/ (noun) services, equipment, efc.
that are provided so that sb can do a particular
thing, for example in a hotel

fake /feik/ (adjective) not genuine; appearing to be
sth it is not

familiar with /fo'milia(r) w10/ knowing sth very well

fml = formal

fan /feen/ (noun) a machine with blades that go round
to create a current of air in order to cool sth

fascinating /'fesmertiy/ (adjective) very interesting

feature /'firtfa(r)/ (noun) a particular quality of a
product or sth it can do

fermentation / faimen'terfn; AmE f3irm-/ (houn) a
chemical process in which sugar changes to alcohol,
because of the action of yeast or bacteria

field worker /'fizld wsiko(r); AmE wairkor/ (noun) a
person who does practical work in different places,
rather than always working in an office, a laboratory,
etc.

figures /'figoz; AmE 'figjorz/ (noun) numbers given in
official information, such as numbers representing
sales or profits

file /fail/ (noun) a collection of information kept
together on paper or stored together in a computer

file /fail/ (verb) to put and keep documents, etc.in a
particular place and in a particular order so that you
can find them easily

fix /fiks/ (verb) to decide on a date, a time, an
amount, etc. for sth

fizzy /'fizi/ (adjective) (of a drink) having bubbles of
gasin it

flash /flef/ (noun) a sudden bright light that shines for a
moment and then disappears

floor /flo:(r)/ (noun) one level of a building and all the
rooms that are on it

forecast /'forkazst; AmE 'forrkaest/ (noun) a statement
about what you think will happen in the future, based
on information that is available now

foresee /fo:'siz; AmE forr'siz/ (verb) to know about sth
before it happens

formally /'formoali; AmE 'forrm-/ (adverb) in an official
way

founder /'favnda(r)/ (noun) a person who starts an
organization, company, etc.

to be frank /to bi 'fragk/ (idiom) used when you are
going to say sth honest and direct, often in a way
that other people might not like

frankly /'frenkli/ (adverb) used to show that you are
being honest about sth, even though people might
not like what you are saying

fraud /fro:d/ (noun) the crime of cheating sb in order to
get money or goods illegally

freelancer /'fri:lamnsa(r); AmE -lensor/ (noun) a person
who earns money by selling their work or services to
several different organizations rather than being
employed by one parficular organization

frequently /'frizkwontli/ (adjective) often

fried /fraid/ (adjective) cooked in hot fat or oil

fuel store /'fju:al stox(r)/ (noun) a place where fuel
(petrol / gas or other material that can be burnt to
produce heat or power) is kept

infml = informal
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function /'fank[n/ (noun) the purpose or job of a
person or thing

fungus /'fanges/ (noun) a plant such as a mushroom,
that has no leaves, flowers or green colouring, and
usually grows on other plants or on decaying matter

further to /'f3:0(r) ,tu; AmE 'f3:1d-/ (idiom) used in
letters, emails, etc. to refer to a previous letter, email,
conversation, efc.

gadget /'gedzit/ (houn) a small fool or device that
does sth useful

get in touch / get m'tatf/ (verb) to communicate with
sb, especially by writing to them or telephoning them

get on with / get'pn wid; AmE 'amn/ (verb) to have a
friendly relafionship with sb

get sth sorted / get 'sortid; AmE 'soirt-/ (verb) (infml) to
deal with a problem successfully or organize sth
properly

gimmick /'gmmik/ (noun) an unusual trick or device
that is infended to attract attention or to persuade
people to buy sth

give notice / giv 'naovtis; AmE 'nou-/ (verb) to give an
official warning in advance of sth that is going to
happen, for example when you are going to leave
your job

give thought to /,giv '0o:t tu/ (verb) to think seriously
and carefully about sth; to consider sth

go about /,gou a'bauvt/ (verb) to start working on sth; to
tackle sth

goal-oriented /'goul orriontid; AmE 'goul-/ (adjective)
working hard to achieve the task that has been set

going nowhere /gouiy 'moowed(r); AmE gooiy 'novwer/
(idiom) making no progress

grant /gra:nt; AmE grent/ (noun) a sum of money that
is given by the government or by another
organization to be used for a particular purpose

greet /griit/ (verb) to say hello to sb or welcome them

grilled /grild/ (adjective) cooked under direct heat or
over heat on metal bars (BrE)

groom /gruzm/ (noun) a man on his wedding day

hand in (your) notice / hand m 'nautis; AME 'noou-/
(idiom) to write a formal letter or make a formal
statement saying that you will leave your job at the
end of a particular period of fime

handle /'hendl/ (verb) to deal with a situation, a
problem, an area of work, etc.

hang on / hen 'on; AmE 'am/ (idiom) (infml) used to
ask sb to wait or to stop talking for a moment

hang up / h&n 'ap/ (verb) to end a telephone
conversation by putting the telephone receiver down
or switching the telephone off

have enough of / hav 1'naf oav/ (idiom) used when sth is
annoying you and you no longer want to do, have or
see it

fml = formal

have the day off /hev da der 'of; AmE 'a:f/ (idiom) to
not have to work on a particular day

highlight /'hailait/ (noun) the best, most interesting or
most exciting part of sth

hospitality / hospr'teloti; AmE has-/ (noun) food, drink
or services that are provided by an organization for
guests, customers, efc

hot-air balloon /hot 'ea(r) ba lum; AmE ha:t ‘er/ (houn)
a large balloon that is filled with hot air or gas to
make it rise in the air, usually carrying a basket for
passengers

humble /'"hambl/ (adjective) not as important as other
people

hurry up / hari 'ap; AmE 'ha:ri/ (idiom) used fo fell sb to
do sth more quickly because there is not much time

imagine /I'mad3zm/ (verb) to form a picture in your
mind of what sth might be like

in favour (BrE) / favor (AmE) /m'ferva(r)/ (idiom)
supporting or agreeing with sth / sb

in the long run /m 03 'loy ran; AmE 'lo:y/ (idiom)
concerning a longer period in the future

inconsistent /mkon'sistont/ (adjective) fending to
change opinions or ways of behaving too often

inconvenient /mkon'vimiont/ (adjective) causing
difficulties or problems

inform /m'form; AmE m'forrm/ (verb) to tell sb about sth
in an official way

informal /mn'forml; AmE m'forrml/ (adjective) in a
relaxed and friendly style, suitable for friends or
people you know well, rather than following strict rules
about what is correct

initiative /m'ifatrv/ (noun) if you take the initiative, you
act first without waiting for other people to act or to
tell you what to do

innovation /mo'verfn/ (houn) a new idea or way of
doing sth that is infroduced or discovered

insert /m's3:t; AmE m's3:irt/ (verb) fo put sth info sth
else, especially into a small space

insist on (doing) /in'sist pn; AmME a:n/ (verb) to continue
doing sth even though other people think it is
annoying or wrong

inspection /m'spek[n/ (noun) an official visit fo a
company, factory, etc. in order to check that rules are
being obeyed and that standards are acceptable

install /m'sto:l/ (verb) fo fix equipment into position so
that it can be used

infercom /'mtokpm; AmE 'mtorkamm/ (noun) a systfem of
communication by ftelephone or radio inside an office
or other building

investment /mn'vestmoant/ (noun) sth that you buy or
spend money on because it will be useful or will make
you more money

infml = informal
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invoice /'mvors/ (noun) a list of goods that have been
supplied, work that has been done etfc., showing what
the customer must pay

iritation /rr'teifn/ (noun) a feeling of being annoyed
or slightly angry

issue /'1fur/ (noun) an important topic that people are
discussing or arguing about

item /'artom/ (noun) one thing on a list of things to do,
talk about, efc.

jot (sth) down / d3pt 'davn; AmE d3za:t/ (verb) to write
sth quickly

key /ki:/ (adjective) most important

launch /lomt|/ (noun) an occasion when a product is
made available to the public for the first time

leaflet /'liflat/ (noun) a printed sheet of paper or a few
printfed pages that are given free, in order to
advertise or give information about sth

legal action / lixgl '®kfn/ (houn) the act of using the
legal system to settle a disagreement

legislation /ledzis'lerfn/ (noun) a law or set of laws
passed by parliament

lend /lend/ (verb) to give sth to sb or allow them to use
sth that belongs to you, which they have to return to
you later

let (sb) down / let 'daun/ (verb) to fail to help or
support sb as they had hoped or expected

liaise /li'erz/ (verb) to work with sb and exchange
information with them

link /ligk/ (verb) to make a connection between two
facts, ideas, efc.

load of rubbish / loud av 'rabif/ (idiom) (infml)
comments, ideas, efc. that you think are stupid or
wrong (BrE)

lock /Ink; AmE la:k/ (verb) to fasten a door or window
with a key

logistics /1a'd3zistiks/ (noun) the practical organization
of complicated things that involve a lot of people
and equipment

logo /'laugau; AmE 'lovgou/ (noun) a printed design or
symbol that a company or an organization uses as its
special sign

lose (your) temper / lu:z 'tempa(r)/ (idiom) to fail to
control your anger

mailing list /'meilm list/ (noun) a list of the names and
addresses of people, for example customers, who are
regularly sent information by an company

manage /'ma&nid3/ (verb) to be able o solve your
problems, deal with a difficult situation, etc.

manipulate /ma'nipjulert/ (verb) to control or influence
sth, offen in a dishonest way

manufacturer / manju'fektfora(r)/ (noun) a person or
company that produces goods in large quantities

margin /'ma:d3m; AmE ‘ma:rdzon/ (noun) the empty
space at the side of a written or printed page

fml = formal

maritime /'maritaim/ (adjective) connected with the
sea or ships

material /ma'tiorial/ (noun) things that are needed for
a particular activity

meant to do /ment to du/ (idiom) if you are meant to
do sth, rules or instructions say that you should do it, or
sb intends you to do it

media /'mi:do/ (noun) the ways that large numbers of
people receive information and entertainment, for
example television, radio, newspapers, and the
Intfernet

mention /'menfn/ (verb) to write or speak about sth /
sb, especially without giving much information

merchant /'ms3:tfont; AmE 'ma:rtf-/ (noun) a person
who buys and sells goods in large quantities,
especially one who imports and exports goods

message board /'mesid3 boxd; AmE boird/ (noun) a
place on a website where a user can write or read
messages

meter /'mi:ta(r)/ (noun) a device that measures and
records something such as the time and distance you
have travelled

minutes /'minits/ (noun) a record of what is said and
decided at a meeting

misinterpret / mism't3:prit; AmE -t3irp-/ (verb) to
understand sth / sb wrongly

modding /'mpdm; AmE 'ma:d-/ (noun) the activity of
making changes to a computers appearance or
adding devices to it so it can perform particular tasks

modify /'mpdifa;; AmE 'ma:d-/ (verb) to change sth
slightly, especially in order to make it more suitable for
a particular purpose

monitor /'mpnito(r); AmE 'ma:n-/ (verb) to watch and
check sth over a period of time in order to see how it
develops

mood /mu:d/ (noun) the way sb is feeling at a
particular fime

mortgage /'morgid3; AmE 'morg-/ (noun) a legal
agreement by which a bank or similar organization
lends you money to buy a house, etc., and you pay
the money back over a particular number of years

negotiation /n1,goufi'erfn; AmE '‘gou-/ (houn) a formal
discussion between people who are trying to reach
an agreement

non-stop /non'stop; AME na:n'starp/ (adverb) without
stopping or pausing

notify /‘nautifar, AmE 'nou-/ (verb) to formally or
officially tell sb about sth

objection /ob'dzek|n/ (houn) a reason why you do not
like or are opposed to sth

off work /of 'wa:k; AmE o:f; a:f 'wairk/ (idiom) not at
work, especially because of illness
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on the road /pn 03 'roud; AmE a:n 09 'roud/ (idiom)
fravelling, especially for long distances or periods of
fime

optimistic / pptr'mistik; AmE a:p-/ (adjective)
expecting good things to happen or sth to be
successful

option /'opfn; AmE 'axp-/ (noun) one of several things
that you can choose to do or have

otherwise /'Adowaiz; AmE 'aAdarwaiz/ (adverb) used to
state what the result would be if sth did not happen
or if the situation were different

outgoing / aot 'gouiy; AmE -'gou-/ (adjective) liking to
meet other people, enjoying their company and
being friendly tfowards them

outline /'avtlam/ (verb) to give a description of the
main facts or points involved in sth

outsource /'autsors; AmE -soirs/ (verb) fo arrange for sb
outside a company to do work or provide goods for
that company

packaging /'pakidzm/ (noun) materials used to wrap
or protect goods that are sold in shops / stores

papering /'peipariy/ (noun) the action of giving out
pieces of paper to people to give them information
about a company, a product, etc.

passenger /'pesid3a(r)/ (noun) a person who is
fravelling in a plane, car, train, etc. and who is not
driving it or working on it

pension /'penfn/ (noun) an amount of money paid
regularly by a company to sb after they stop work
because they are too old

performance /pa'formons; AmE par'forrm-/ (noun) how
well or badly you do sth

phase /feiz/ (noun) a stage in a process of change or
development

pick (sb) up /,pik 'Ap/ (verb) to go somewhere, usually
in your car, and collect sb who is waiting for you

pick (sth) up / pik 'ap/ (verb) to collect sth from a place

pigeon /'pid3m/ (noun) a fat grey and white bird with
short legs, common in cities

pile /pail/ (noun) a number of things that have been
placed on top of each other

pitch /prt[/ (noun) talk or arguments used by a person
trying to sell things or persuade people to do sth

plant /plamnt; AmE plent/ (noun) a factory

plumber /'plama(r)/ (noun) a person whose job is to fit
and repair things such as water pipes, toilets, efc.

pocket /'pokit; AmE ‘pa:k-/ (verb) to put sth into your
pocket

point of view / pomt ov 'vju:/ (noun) the particular
aftitude or opinion that sb has about sth

poison /'poizn/ (noun) a substance that causes death
or harm if it is swallowed or absorbed into the body

poo /pu:r/ (noun) (infml) solid waste that is passed out
of the body (BrE)

fml = formal

pop up /,pop 'Ap; AmE pa:p/ (verb) to suddenly appear

post /peust; AmE poust/ (noun) a job

PR /piz 'ax(r)/ (noun) the business of giving the public
information about an organization in order to create
a good impression

practical /'prektikl/ (adjective) connected with real
situations rather than with ideas or theories

praise /preiz/ (noun) words that show approval of, or
admiration for, sb / sth

precise /pri'sais/ (adjective) exact and accurate

predict /pri'dikt/ (verb) to say that sth will happen in
the future

premises /'premisiz/ (noun) the building and the land
around it that a business uses

prize /praiz/ (noun) an award that is given to a person
who wins a competition, race, etc.

procedure /pra'si:d3a(r)/ (noun) a way of doing sth,
especially the usual or correct way

process /'prouses; AmE 'pra:ses; '‘prouv-/ (verb) to deal
officially with a document, request, etc.

productivity / prodak'trvati; AmE 'pra:d-; '‘proud-/
(noun) the rate at which a worker, a company or a
country produces goods, and the amount produced,
compared with how much time, work, and money is
needed to produce them

profile /'proufail; AmE 'prou-/ (houn) a description of
sb / sth that gives useful information

profit margin /'profit ma:d3m; AmE 'pra:fit ma:rdzon/
(noun) the difference between the cost of buying or
producing sth and the price that it is sold for

prohibition / provr'bifn; AmE proua'b-/ (houn) alaw or
a rule that stops sth being done or used

project /'prodzekt; AmE 'pra:dz-/ (noun) a planned
piece of work that is designed to produce sth new, to
improve sth, or to find information about sth

promptly /'‘promptli; AmE '‘pra:zm-/ (adverb) without
delay or exactly at the correct time

proofread /'pru:fri:d/ (verb) to read and correct a
piece of written or printed work

proof /pru:f/ (noun) a copy of printed material which is
produced so that mistakes can be corrected

proposal /pra'pavzl; AmE -'poozl/ (noun) a formal
suggestion or plan

prototype /'pravtataip; AmE ‘prov-/ (noun) the first
design of sth fromn which other forms are copied or
developed

provide /pro'vaid/ (verb) to give sth to sb or make it
available for them to use

provisional /pra'vizenl/ (adjective) arranged, but not
yet definite

public sector / pablik 'sekta(r)/ (noun) the part of the
economy of a country that is owned or controlled by
the government
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purpose /'p3:pas; AmE 'p3irpas/ (noun) the intention,
aim, or function of sth

put (sth) back / put 'bak/ (verb) to move sth to a later
time or date

put (sb) through / pot 'Oruz/ (verb) to connect sb by
telephone

quantify /'kwontifar, AmE 'kwa:nt-/(verb) to describe or
express sth as an amount or a number

quarter /'kworta(r); AmE 'kworrt-/ (noun) a period of
three months, used especially as a period for which a
companys income is calculated

quintuple /kwmtjuopl; AmE kwm'tuzpl; -'tjuzpl/ (verb) to
become five times bigger

quote /kwoaot; AmE kwouot/ (noun) a statement of how
much money a particular piece of work will cost

rage /reidz/ (noun) a feeling of violent anger that is
difficult to control

rationalize /'re[nolaiz/ (verb) to make changes to a
business, system, etc. in order to make it more
efficient, especially by spending less money (BrE)

record /'reko:d; AmE 'rekard/ (noun) a written account
of sth that is kept so that it can be looked at and
used in the future

redundant /ri'dandant/ (adjective) without a job
because there is no more work available for you in a
company

refurbish /ri:'f3:bif; AmE -'farb-/ (verb) to clean and
decorate a room, building, etc. in order to make it
more attractive

regularly /'regjololi; AmE -lorli/ (adverb) often

relocation / rizlov'kerfn; AmE rizlov-/ (noun) an
occasion when sb has to move to a new place to work

remote control /r1,mout kon'troul; AmE r1,mout
kon'trovl/ (noun) a device that allows you to operate
a television, efc. from a distance

removal company /ri'muzval kampani/ (noun) a
business that helps people or companies to move, by
taking furniture from one house or office to another (BrE)

Renaissance /rr'nersns; AmME 'renasams/ (noun) the
period in Europe during the 14t , 15th and 16t
centuries when people became interested in the
ideas and culture of ancient Greece and Rome and
used these influences in their own art, literature, etc.

reputation / repju'terfn/ (noun) the opinion that people
have about what sb / sth is like, based on what has
happened in the past

resign /r1'zamn/ (verb) to officially say that you are
leaving your job or an organization

rethink /ri:'Omk/ (verb) to think again about an idea, a
course of action, etc., especially in order to change it

refire /r1'tao(r)/ (verb) to stop doing your job, especially
because you have reached a particular age

fml = formal

return sbs call /r1,t3:n 'ko:l; AmE r1,t3irn/ (idiom) to
telephone sb because they have telephoned you
and you were not able to speak fo them

revenue /'revonjur; AmE -nu:/ (noun) the money that
an organization receives from ifs business

review /ri'vjuz/ (noun) a report published in a
newspaper or magazine, on the Internet, efc., in
which sb gives their opinion of sth such as a
restaurant, book, or film / movie

ringtone /'rigtovn; AmE -toon/ (noun) the sound or
short tune played by a telephone, especially a mobile
phone / cellphone, when sb is calling you

risk /risk/ (verb) fo put sth valuable or important in a
dangerous situation, in which it could be lost or
damaged

roadworks /'rouodwsiks; AmE 'roodwa:rks/ (noun) an
area where repairs are being done to the road

roast /roust; AmE roust/ (adjective) (of food , especially
meat), cooked without liquid in an oven

roughly /'rafli/ (adverb) approximately but not exactly

mp /,axr a: 'piz; AmE amr axr 'pi/ (houn) recommended
retail price: the price at which the maker of a
product suggests it should be sold in shops / stores

rude /ru:d/ (adjective) showing a lack of respect for
other people and their feelings

sacked /sxkt/ (adjective) if sb is sacked, they are told
to leave their job

safe /seif/ (noun) a strong metal box or cupboard with
a complicated lock, used for storing valuable things in

salami /sa'laxmi/ (noun) a type of large spicy sausage
served cold in thin slices

sales rep /'seilz rep/ (noun) an employee of a
company who travels around a particular area selling
the companys goods to shops / stores, etc.

sample /'sa:mpl; AmE 'sempl/ (noun) a small amount
or example of a product that can be looked at, or
fried, to see what it is like

savoury (BrE), savory (AmE) /'servari/ (adjective) having
a taste that is salty, not sweet

scam /skam/ (noun) a dishonest plan for making
money

schedule /'[edju:l; AmE 'skedzu:l/ (noun) a plan that
lists all the work that you have to do and when you
must do each thing

scrap /skrep/ (verb) to cancel or get rid of sth that is
not practical or useful

script /skript/ (noun) a written text of sth spoken, for
example a play, film / movie, broadcast, talk, etc.

sector /'sekto(r)/ (noun) a part of an area of activity,
especially economic activity

seed /sizd/ (noun) the smalll hard part produced by a
plant, from which a new plant can grow

infml = informal
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sense of humour (BrE) / humor (AmE) / sens oav'
hju:ma(r)/ (noun) the ability to find things funny or to
make people laugh

server /'s3:vo(r); AmE 'sairv-/ (noun) the main computer
that controls or supplies information to several
computers connected in a network

set-up /'setap/ (noun) a situation in which sb tricks you

shake /feik/ (verb) to move with short quick
movements from side fo side or up and down

ship /[1p/ (verb) to send or transport sth by ship, by
plane, by road, or by rail

shortened /'[ortond; AmE '[oirt-/ (adjective) made
shorter

show sb the ropes /,[ou 09 'roups; AmE fou 09 'roups/
(idiom) to show sb how a particular job should be
done

shut (sth) down / At 'daun/ (verb) to stop a machine
from working

sick note /'sik nout; AmE noot/ (noun) an official letter
from a doctor saying that sb could not come to work
because of a particular health problem

simultaneously / siml'temiasli; AmE samml-/ (adverb) af
the same time as sth else

sink /sik/ (noun) a large open container in a kitchen
that has taps / faucets to supply water and that you
use for washing dishes in

slot /slot; AmE sla:t/ (noun) a long narrow opening, into
which you put or fit sth

speciality / spefi'@loti/ (noun) a type of food or
product that a restaurant or place is famous for
because it is so good (BrE)

specific /spa'sifik/ (adjective) detailed and exact

spice /spars/ (noun) one of the various types of powder
or seed that come from plants and are used in
cooking

spicy /'sparsi/ (adjective) having a strong taste
because spices have been used to flavour it

sponsorship /'sponsafip; AmE 'spamsorfip/ (noun)
financial support from a company for something such
as a television programme, concert, or event, usually
in return for advertising

stability /sto'bilati/ (noun) the quality or state of being
steady and not likely to suddenly change or fail

stagnate /stag'neit; AmE 'steegnert/ (verb) to stop
developing or making progress

stall /stozl/ (noun) a table or small shop with an open
front that people sell things from, for example at a fair
or market

stand /stend/ (noun) a table or a vertical structure that
goods are sold from, especially in the street, or at a
fair, or market

standard /'stendod; AmE -dard/ (noun) a level of
quality that people think is acceptable; an official
rule about what level of quality is acceptable

fml = formal

starter motor /'sta:to ;moota(r); AmE 'sta:rtor moutar/
(noun) an electrical part in a vehicle that makes the
engine start

state of the art / stert ov 81 'a:t; AmE 'amrt/ (idiom) using
the most modern or advanced techniques or
methods

stationery /'sterfonri; AmE -neri/ (noun) materials for
writing and for using in an office, for example paper,
pens, and envelopes

stative /'stertrv/ (adjective) (fml) describing a state
rather than an action

stative verb / stertiv 'va:b; AmE 'varb/ (noun) a verb, for
example be, seem, understand, like, or own, that
describes a state rather than an action and is not
usually used in the progressive tenses

statutory /'steetfotri; AmE -to:ri/ (adjective) fixed by law

steamed /stimmd/ (adjective) cooked using steam, by
being placed over boiling water

stock /stok; AmE sta:k/ (noun) a supply of goods that is
available for sale

straightforward / strert'forwad; AmE -'forrward/
(adjective) easy to do or to understand; not
complicated

strategy /'stretodzi/ (noun) a plan that is infended fo
achieve a particular purpose

summarize /'samorarz/ (verb) to give a summary of sth
(a statement of the main points)

supplier /sa'plara(r)/ (noun) a person or company that
supplies goods

suspension /sa'spenfn/ (noun) the system in a vehicle
which supports it on its wheels and which makes it
more comfortable fo ride in when the road surface is
not even

swear /swed(r); AmE swer/ (verb) to use rude or
offensive language, usually because you are angry

take sbs word for it / tetk 'wa:d for 1t; AmE 'waird/
(idiom) to believe what sb says, although you have no
proof

talk shop / tork '[op; AmE 'fa:p/ (verb) to talk about
your work with the people you work with, especially
when you are also with other people who are not
connected with, or interested in, it

tangible /'tendzobl/ (adjective) that can be clearly
seen to exist

tank /tepk/ (houn) a large container for holding liquid
or gas

target /'ta:git; AmE 'tamrgit/ (noun) a result that a
business or organization fries to achieve

target /'ta:git; AmE 'tawrgit/ (verb) to try to have an
effect on a particular group of people

target focussed /'ta:grt foukast; AmE 'ta:rgrt foukost/
(adjective) concerned mainly with the results that a
person or organization is frying to achieve
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tax year /'teks jio(r); AmE jir/ (houn) a period of
twelve months over which the accounts and taxes of
a company or a person are calculated (BrE)

team-building /'tizm bildmy/ (noun) the process of
getting people to work together as a feam

text message /'tekst mesidz/ (noun) a written message
that you send using a mobile / cellular phone

textile plant /'tekstail pla:nt; AmE plent/ (noun) a
factory that produces textiles (any type of cloth
made by weaving or knitting)

texture /'tekstfa(r)/ (noun) the way food or drink tastes
or feels in your mouth, for example whether it is rough,
smooth, light, heavy, etc.

thumb /6am/ (noun) the short thick finger at the side of
the hand, slightly apart from the other four

timer /'taimo(r)/ (noun) a device that starts or stops a
machine working at a particular time

tip /tip/ (noun) a small piece of advice about how fo
do sth

tool /tu:l/ (noun) a thing that helps you to do a job,
make sth, or achieve sth

trade delegation /'treid deli'gerfn/ (noun) a group of
manufacturers or suppliers who visit another country
in order to increase business with that country

trade fair /'trerd fes(r); AmE fer/ (noun) an event at
which many different companies producing related
products show and sell their products

trainee / trer'niz/ (noun) a person who is being taught
how to do a particular job

trend /trend/ (noun) a general direction in which a
situation is changing or developing

trendy /'trendi/ (adjective) (infml) very fashionable

trick /trik/ (verb) to make sb believe sth which is not
true, especially in order to cheat them

turn (sth) up /,t3:n 'Ap; AmE t3rn/ (verb) to increase
the sound, heat, etc. of a piece of equipment

unbearable /Aan'bearabl; AmE -'ber-/ (adjective) too
painful, annoying or unpleasant to deal with or
accept

under pressure / ands 'prefa(r); AmE ander/
(adjective) feeling anxious or finding it hard to deal
with what has to be done, for example because there
is foo much work

union /'jurnion/ (noun) an organization of workers,
usually in a particular industry, that exists to protect
their interests, improve conditions of work, efc.

update /'apdert/ (noun) an occasion when the most
recent information about sth is given to sb

update /ap'dert/ (verb) to give sb the most recent
information about sth

upset /ap'set/ (verb) to make sb feel unhappy, anxious
or annoyed

fml = formal

usury /'juzzeri/ (noun) the practice of lending money to
people at unfairly high rates of interest

vague /veig/ (adjective) not having or giving enough
information or details about sth

valuables /'vaeljuablz/ (noun) things that are worth a lot
of money, especially small personal things such as
jewellery, a cameraq, efc.

venison /'venisn/ (noun) meat from a deer

venture /'vent[a(r)/ (noun) a business project or activity,
especially one that involves taking risks

venue /'venjuz/ (noun) a place where people meet for
an organized event, for example a concert, sporting
event, or conference

visuals /'vizualz/ (noun) pictures, pieces of fim, etc.
used to make a talk easier to understand or more
interesting

vital /'vaitl/ (adjective) necessary or essential in order
for sth fo exist

wake-up call /'weikap ko:l/ (noun) a telephone call
which is infended to wake you up

waste /weist/ (noun) a situation in which things are lost
or destroyed because of being used in an
unnecessary or careless way

website hit /'websart hit/ (noun) a visit to a website (a
page on the Internet belonging to a person or
company)

well equipped / wel 1'kwipt/ (adjective) provided with
all the things that are needed for a particular purpose
or activity

whiteboard /'wartbo:d; AmE -bo:rd/ (noun) a large
board with a smooth white surface that can be
written on with special pens

wholesale /'houvlserl; AmE 'houvl-/ (adverb) bought and
sold in large quantities, especially in order to be sold
again to make a profit

winery /'wamoari/ (noun) a place where wine is made

wireless /'warslos; AmE 'wararles/ (adjective) not using
wires or cables

workload /'wsiklouvd; AmE 'wairklood/ (noun) the
amount of work that has to be done by a particular
person or organization

zucchini /zu'kimni/ (houn) a courgette (BrE); a long
vegetable with dark green skin and white flesh (AmE)

infml = informal
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