
abacus /"&b@k@s/ (noun) an ancient device used when
counting

abroad /@"brO;d/ (adverb) in other countries (not in your
home country)

absence /"&bs@ns/ (noun) a period of time when sb is
away from work

abstract /"&bstr&kt/ (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 /@"kweInt@ns/ (noun) a person that you

know but who is not a close friend
act /&kt/ (verb) to behave in a particular way
activate /"&ktIveIt/ (verb) to make sth such as a device

start working
additionally /@"dIS@n@li/ (adverb) used when you want

to mention another thing after sth else
adopt /@"dQpt; AmE @"dA;pt/ (verb) to start to use a

particular method
adventurous /@d"ventS@r@s/ (adjective) willing to take

risks and try new things
agenda /@"dZend@/ (noun) a list of items to be discussed

at a meeting
ages /"eIdZIz/ (noun) (infml) a very long time [BrE]
aggressive /@"gresIv/ (adjective) angry and behaving

in a threatening way
alarm call /@"lA;m kO;l; AmE @"lA;rm/ (noun) a

telephone call which is intended to wake you up
allocated /"&l@keItId/ (adjective) officially given to sb /

sth for a particular purpose
allow /@"laU/ (verb) to let sb do sth
announce /@"naUns/ (verb) to tell people sth officially
annoying /@"nOIIN/ (adjective) making sb feel slightly

angry
annual /"&nju@l/ (adjective) happening or done once

every year
anticipate /&n"tIsIpeIt/ (verb) to expect sth

apparently /@"p&r@ntli/ (adverb) according to what
you have heard or read

appear /@"pI@(r); AmE @"pIr/ (verb) to seem; to give the
impression of being or doing sth

apply /@"plaI/ (verb) to make a formal request for sth
such as a job

appoint /@"pOInt/ (verb) to choose sb for a job or
position of responsibility

approach /@"pr@UtS; AmE @"proUtS/ (noun) a way of
dealing with sb / sth

argument /"A;gjum@nt; AmE "A;rg-/ (noun) a discussion
in which people disagree, often angrily

arouse /@"raUz/ (verb) to cause a particular emotion or
attitude

as long as /@z "lQN @z; AmE lO;N/ (idiom) only if
ask a favour [BrE] / favor [AmE] /A;sk @"feIv@(r); AmE

&sk/ (verb) to ask sb to do sth to help you
assertive /@"s3;tIv; AmE @"s3;rtIv/ (adjective) saying

what you want or think strongly and with confidence,
so that people take notice

assurance /@"SU@r@ns; -SO;r-; AmE @"SUr-/ (noun) a
statement that sth will certainly be true or will
certainly happen

astronomer /@"strQn@m@(r); AmE @"strA;n-/ (noun) a
scientist who studies the stars and planets

audience /"O;di@ns/ (noun) a group of people who
have gathered to listen to or watch sth

authorization /%O;T@raI"zeISn; AmE %O;T@r@"zeISn/ (noun)
official agreement to sth or official permission for sth

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

banned /b&nd/ (adjective) officially not allowed
bargain /"bA;g@n; AmE "bA;rg@n/ (verb) to discuss pay,

conditions, prices, etc. with sb in order to reach an
agreement

barrel /"b&r@l/ (noun) a large round container for
liquids, usually made of wood or metal, with flat ends
and curved sides

barter /"bA;t@(r); AmE bA;rt-/ (verb) to exchange
goods, services, etc. for other goods, etc. without
using money

battery /"b&tri; AmE -t@ri/ (noun) a device inside a car
engine, clock, radio, etc. that produces the electricity
that makes it work

benefit /"benIfIt/ (noun) a helpful or useful effect that
sth has

bestseller /%best"sel@(r)/ (noun) a product which is
bought by large numbers of people

beware /bI"we@(r); AmE -wer/ (verb) if you tell sb 
to beware, you are warning them that sb / sth is
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 control a
company

g
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gboiled /bOIld/ (adjective) cooked in boiling (very hot)
water

bouquet /bu"keI/ (noun) a bunch of flowers arranged in
an attractive way, often carried by a bride

brainstorm /"breInstO;m; AmE -stO;rm/ (verb) to spend
time with other people thinking of as many ideas as
possible, often as a way of solving a problem

branch /brA;ntS; AmE br&ntS/ (noun) a local office or
shop / store that is part of a large company or
organization

brandy /"br&ndi/ (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 /"breIkdaUn/ (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 /%brIN Int@ "laIn/ (verb) if you bring sth

into line with sth else, you make it more similar to the
other thing

brochure /"br@US@(r); AmE broU"SUr/ (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 /"braUz@(r)/ (noun) a program that lets you
look at or read documents on the Internet

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

call centre [BrE] / center [AmE] /"kO;l sent@(r)/ (noun)
an office in which a large number of people work
using telephones, for example taking customers
orders or answering their questions

calligraphy /k@"lIgr@fi/ (noun) the art of doing beautiful
handwriting with a special pen or brush

candle /"k&ndl/ (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 /"k&S fl@U; AmE floU/ (noun) the movement
of money into and out of a business as goods are
bought and sold

cask /kA;sk; AmE k&sk/ (noun) a wooden barrel (round
container) used for storing wine or beer

cayman /"keIm@n/ (noun) a reptile (type of animal)
from North and South America similar to an alligator

censorship /"sens@SIp; AmE -s@rS-/ (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 /tSeIn/ (noun) a group of shops / stores,
restaurants or hotels owned by the same company

challenge /"tS&l@ndZ/ (verb) to question a statement or
refuse to accept it

cheated /"tSi;tId/ (adjective) tricked, especially in order
to get money

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

chronological /%krQn@"lQdZIkl; AmE krA;n@"lA;dZ-/
(adjective) if things are arranged in chronological
order, they are arranged in the order in which they
happened

circumstances /"s3;k@mst@nsIz; -stA;ns-; -st&ns-; AmE
"s3;rk@mst&ns@z/ (noun) the conditions that affect a
situation, an event, or an action

clarify /"kl&r@faI/ (verb) to make sth clearer or easier to
understand

clash /kl&S/ (verb) if events clash, they happen at the
same time so that you cannot go to or see them both

clear /klI@(r); AmE klIr/ (adjective) easy to understand
and not causing any confusion

climate change /"klaIm@t tSeIndZ/ (noun) changes in
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 /klQT; AmE klO;T/ (noun) a piece of material such
as cotton, used for cleaning things

cockpit /"kQkpIt; AmE "kA;k-/ (noun) the area in a
plane where the pilot sits

cocktail /"kQkteIl; AmE "kA;k-/ (noun) a drink usually
made from a mixture of one or more spirits (strong
alcoholic drinks) and fruit juice

combine /k@m"baIn/ (verb) to do two or more things at
the same time

comfort /"kVmf@t; AmE -f@rt/ (noun) the state of feeling
physically relaxed, with no painful or unpleasant
sensations

commission /k@"mISn/ (verb) to officially ask sb to make
or create sth for you

compartment /k@m"pA;tm@nt; AmE -pA;rt-/ (noun) one
of the separate sections which a coach / car on a
train is divided into

compensate /"kQmp@nseIt; AmE "kA;m-/ (verb) to
provide sth good to balance or reduce the bad
effects of sth 

component /k@m"p@Un@nt; AmE -poU-/ (noun) one of
several parts of which a machine is made

compromise /"kQmpr@maIz; AmE "kA;m-/ (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 /"kQnsept; AmE "kA;n-/ (noun) an idea or
principle that is connected with sth abstract

confess /k@n"fes/ (verb) to admit sth that you feel
ashamed or embarrassed about
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gconsequently /"kQnsIkw@ntli; AmE "kA;ns@kwentli/
(adverb) as a result; therefore

consolidate /k@n"sQlIdeIt; AmE -"sA;l-/ (verb) to make a
position of power or success stronger so that it is more
likely to continue

consultant /k@n"sVlt@nt/ (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 /k@n"venSn/ (noun) a large meeting of the
members of a profession

conveyor belt /k@n"veI@(r) belt/ (noun) a continuous
moving band used for transporting objects, for
example suitcases in an airport

cooperation /k@U%Qp@"reISn; AmE koU%A;p-/ (noun)
willingness to be helpful and do as you are asked

costly /"kQstli; AmE "kO;st-/ (adjective) costing a lot of
money, especially more money than you want to pay

count on sb /"kaUnt Qn; AmE A;n/ (verb) to trust sb to
help or to do sth

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

courier /"kUrie(r)/ (verb) to send documents or a
package by courier

CPU /%si; pi; "ju;/ (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;DIn@s; AmE -w3;rDI-/ (noun)
the fact that a person or organization is considered
safe to lend money to

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

crooked /"krUkId/ (adjective) (infml) dishonest
crop /krQp; AmE krA;p/ (noun) the amount of a

particular grain, fruit, vegetable, etc. that is grown in
one season

crumbly /"krVmbli/ (adjective) that easily breaks into
very small pieces

currency /"kVr@nsi; AmE "k3;r-/ (noun) the system of
money that a country uses

customs officer /"kVst@mz %QfIs@(r); AmE %A;fIs@r/ (noun)
a person who works at a port or an airport checking
that nothing is brought into the country illegally

deadline /"dedlaIn/ (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 /"di;l wID/ (verb) to perform a difficult task or
solve a problem

decimal /"desIml/ (adjective) based on or counted in
tens or tenths

decline /dI"klaIn/ (verb) to refuse politely to accept or
do sth

delay /dI"leI/ (noun) a period of time when sb / sth has
to wait or sth is late because of a problem

delay /dI"leI/ (verb) to not do sth until a later time
delegate /"delIgeIt/ (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"neISn/ (noun) a place to which sb /

sth is going or being sent
dietary requirement /%daI@tri rI"kwaI@m@nt; AmE

%daI@teri rI"kwaI@rm@nt/ (noun) something that you
need in your diet (the food that you regularly eat) in
order to be healthy

directions /d@"rekSnz; dI-; daI-/ (noun) instructions
about which way to go in order to get to a place

disaster /dI"zA;st@(r); AmE -"z&s-/ (noun) a very bad
situation or a complete failure

dish /dIS/ (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 /dI%sp@Uz@bl "InkVm; AmE dI%spoU-/
(noun) income left after taxes, etc. have been taken
away from it and that you are free to spend or save

distribute /dI"strIbju;t; "dIstrIbju;t/ (verb) to give things
to a large number of people

distributor /dI"strIbj@t@(r)/ (noun) a person or company
that supplies goods to shops / stores and
organizations

diversify /daI"v3;sIfaI; AmE -"v3;rs-/ (verb) to develop a
wider range of products in order to be more
successful or reduce risk

doctorate /"dQkt@r@t; AmE "dA;k-/ (noun) the highest
university degree

document /"dQkjum@nt; AmE "dA;k-/ (noun) a
computer file or piece of paper containing text that
gives information about sth

domestic appliance /d@%mestIk @"plaI@ns/ (noun) a
machine that is used in the home, for example for
cleaning, cooking, or heating

dotted line /%dQtId "laIn; AmE %dA;t-/ (noun) a line
made of dots, especially a place on a document
where you sign to show that you have agreed to buy
sth or do sth

double-booked /%dVbl "bUkt/ (adjective) reserved by
more than one person or group at the same time,
because of a mistake

downshifting /"daUnSIftIN/ (noun) a change to a job or
way of life where you may earn less but you have less
pressure and stress

downtown /"daUntaUn/ (adjective) in or towards the
centre of a city, especially its main business area [AmE]
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gdraft /drA;ft; AmE dr&ft/ (noun) a rough written version
of sth that is not yet in its final form

dress code /"dres k@Ud; AmE koUd/ (noun) rules about
what clothes people should wear at work

drive sb crazy /draIv "kreIzi/ (idiom) to make sb very
annoyed

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

drop out /%drQp "aUt; AmE %drA;p/ (verb) to reject the
ideas and ways of behaving that are accepted by
the rest of society

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

due to /"dju; t@; "dju; tu; AmE du;/ (idiom) caused by;
because of

duplicate /"dju;plIk@t; 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 /%i;zi "g@UIN; AmE -"goU-/ (adjective)
relaxed and happy to accept things without worrying
or getting angry

efficiency /I"fISnsi/ (noun) the quality of doing sth well
with no waste of time or money

efficient /I"fISnt/ (adjective) doing sth well with no
waste of time, money, or energy

eggplant /"egplA;nt; AmE -pl&nt/ (noun) an aubergine
[BrE]; a large vegetable with shiny dark purple skin
and soft white flesh [AmE]

emphasize /"emf@saIz/ (verb) to give special
importance to sth; to stress sth

emphatic /Im"f&tIk/ (adjective) speaking with force to
make your meaning very clear or make it clear that
what you say is important

equipment /I"kwIpm@nt/ (noun) the things such as
machines and materials that are needed for a
particular activity

evolve /i"vQlv; AmE i"vA;lv/ (verb) to develop gradually,
especially from sth simple to sth larger and more
complicated

excuse /Ik"skju;s/ (noun) a reason, either true or
invented, that you give to explain or defend your
behaviour

exhausted /Ig"zO;stId/ (adjective) very tired
expedition /%eksp@"dISn/ (noun) (humorous) a short trip

that you make to get sth that you want or need
express /Ik"spres/ (adjective) very fast
facilities /f@"sIl@ti;z/ (noun) services, equipment, etc.

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 /f@"mIli@(r) %wID/ knowing sth very well

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

fascinating /"f&sIneItIN/ (adjective) very interesting
feature /"fi;tS@(r)/ (noun) a particular quality of a

product or sth it can do
fermentation /%f3;men"teISn; AmE %f3;rm-/ (noun) a

chemical process in which sugar changes to alcohol,
because of the action of yeast or bacteria

field worker /"fi;ld w3;k@(r); AmE w3;rk@r/ (noun) a
person who does practical work in different places,
rather than always working in an office, a laboratory,
etc.

figures /"fIg@z; AmE "fIgj@rz/ (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
gas in it

flash /fl&S/ (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 /"fO;kA;st; AmE "fO;rk&st/ (noun) a statement
about what you think will happen in the future, based
on information that is available now

foresee /fO;"si;; AmE fO;r"si;/ (verb) to know about sth
before it happens

formally /"fO;m@li; AmE "fO;rm-/ (adverb) in an official
way

founder /"faUnd@(r)/ (noun) a person who starts an
organization, company, etc.

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

frankly /"fr&Nkli/ (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:lA;ns@(r); AmE -l&ns@r/ (noun) a person
who earns money by selling their work or services to
several different organizations rather than being
employed by one particular organization

frequently /"fri;kw@ntli/ (adjective) often
fried /fraId/ (adjective) cooked in hot fat or oil
fuel store /"fju;@l stO;(r)/ (noun) a place where fuel

(petrol / gas or other material that can be burnt to
produce heat or power) is kept
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gfunction /"fVNkSn/ (noun) the purpose or job of a
person or thing

fungus /"fVNg@s/ (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;D(r) %tu; AmE "f23;rD-/ (idiom) used in
letters, emails, etc. to refer to a previous letter, email,
conversation, etc.

gadget /"g&dZIt/ (noun) a small tool or device that
does sth useful

get in touch /%get In"tVtS/ (verb) to communicate with
sb, especially by writing to them or telephoning them

get on with /%get"Qn wID; AmE "A;n/ (verb) to have a
friendly relationship with sb

get sth sorted /%get "sO;tId; AmE "sO;rt-/ (verb) (infml) to
deal with a problem successfully or organize sth
properly

gimmick /"gImIk/ (noun) an unusual trick or device
that is intended to attract attention or to persuade
people to buy sth

give notice /%gIv "n@UtIs; 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 "TO;t tu/ (verb) to think seriously
and carefully about sth; to consider sth

go about /%g@U @"baUt/ (verb) to start working on sth; to
tackle sth

goal-oriented /"g@Ul %O;ri@ntId; AmE "goUl-/ (adjective)
working hard to achieve the task that has been set

going nowhere /g@UIN "n@Uwe@(r); AmE goUIN "noUwer/
(idiom) making no progress

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

greet /gri;t/ (verb) to say hello to sb or welcome them
grilled /grIld/ (adjective) cooked under direct heat or

over heat on metal bars [BrE] 
groom /gru;m/ (noun) a man on his wedding day
hand in (your) notice /%h&nd In "n@UtIs; AmE "noU-/

(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 time

handle /"h&ndl/ (verb) to deal with a situation, a
problem, an area of work, etc.

hang on /%h&N "Qn; AmE "A;n/ (idiom) (infml) used to
ask sb to wait or to stop talking for a moment

hang up /%h&N "Vp/ (verb) to end a telephone
conversation by putting the telephone receiver down
or switching the telephone off

have enough of /%h&v I"nVf @v/ (idiom) used when sth is
annoying you and you no longer want to do, have or
see it

have the day off /h&v D@ deI "Qf; 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 /%hQspI"t&l@ti; AmE %hA;s-/ (noun) food, drink
or services that are provided by an organization for
guests, customers, etc

hot-air balloon /hQt "e@(r) b@%lu;n; AmE hA;t "er/ (noun)
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 /"hVmbl/ (adjective) not as important as other
people

hurry up /%hVri "Vp; AmE "h3;ri/ (idiom) used to tell sb to
do sth more quickly because there is not much time

imagine /I"m&dZIn/ (verb) to form a picture in your
mind of what sth might be like

in favour [BrE] / favor [AmE] /In"feIv@(r)/ (idiom)
supporting or agreeing with sth / sb

in the long run /In D@ "lQN rVn; AmE "lO;N/ (idiom)
concerning a longer period in the future

inconsistent /%Ink@n"sIst@nt/ (adjective) tending to
change opinions or ways of behaving too often

inconvenient /%Ink@n"vi;ni@nt/ (adjective) causing
difficulties or problems

inform /In"fO;m; AmE In"fO;rm/ (verb) to tell sb about sth
in an official way

informal /In"fO;ml; AmE In"fO;rml/ (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 /In"IS@tIv/ (noun) if you take the initiative, you
act first without waiting for other people to act or to
tell you what to do

innovation /In@"veISn/ (noun) a new idea or way of
doing sth that is introduced or discovered

insert /In"s3;t; AmE In"s3;rt/ (verb) to put sth into sth
else, especially into a small space

insist on (doing) /In"sIst Qn; AmE A;n/ (verb) to continue
doing sth even though other people think it is
annoying or wrong

inspection /In"spekSn/ (noun) an official visit to a
company, factory, etc. in order to check that rules are
being obeyed and that standards are acceptable

install /In"stO;l/ (verb) to fix equipment into position so
that it can be used

intercom /"Int@kQm; AmE "Int@rkA;m/ (noun) a system of
communication by telephone or radio inside an office
or other building

investment /In"vestm@nt/ (noun) sth that you buy or
spend money on because it will be useful or will make
you more money
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ginvoice /"InvOIs/ (noun) a list of goods that have been
supplied, work that has been done etc., showing what
the customer must pay

irritation /%IrI"teISn/ (noun) a feeling of being annoyed
or slightly angry

issue /"ISu;/ (noun) an important topic that people are
discussing or arguing about

item /"aIt@m/ (noun) one thing on a list of things to do,
talk about, etc.

jot (sth) down /%dZQt "daUn; AmE %dZA;t/ (verb) to write
sth quickly

key /ki;/ (adjective) most important
launch /lO;ntS/ (noun) an occasion when a product is

made available to the public for the first time
leaflet /"li;fl@t/ (noun) a printed sheet of paper or a few

printed pages that are given free, in order to
advertise or give information about sth

legal action /%li;gl "&kSn/ (noun) the act of using the
legal system to settle a disagreement

legislation /%ledZIs"leISn/ (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"eIz/ (verb) to work with sb and exchange
information with them

link /lINk/ (verb) to make a connection between two
facts, ideas, etc.

load of rubbish /%l@Ud @v "rVbIS/ (idiom) (infml)
comments, ideas, etc. that you think are stupid or
wrong [BrE] 

lock /lQk; AmE lA;k/ (verb) to fasten a door or window
with a key

logistics /l@"dZIstIks/ (noun) the practical organization
of complicated things that involve a lot of people
and equipment

logo /"l@Ug@U; AmE "loUgoU/ (noun) a printed design or
symbol that a company or an organization uses as its
special sign

lose (your) temper /%lu;z "temp@(r)/ (idiom) to fail to
control your anger

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

manage /"m&nIdZ/ (verb) to be able to solve your
problems, deal with a difficult situation, etc.

manipulate /m@"nIpjuleIt/ (verb) to control or influence
sth, often in a dishonest way

manufacturer /%m&nju"f&ktS@r@(r)/ (noun) a person or
company that produces goods in large quantities

margin /"mA;dZIn; AmE "mA;rdZ@n/ (noun) the empty
space at the side of a written or printed page

maritime /"m&rItaIm/ (adjective) connected with the
sea or ships

material /m@"tI@ri@l/ (noun) things that are needed for
a particular activity

meant to do /ment t@ 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;dI@/ (noun) the ways that large numbers of
people receive information and entertainment, for
example television, radio, newspapers, and the
Internet

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

merchant /"m3;tS@nt; AmE "m3;rtS-/ (noun) a person
who buys and sells goods in large quantities,
especially one who imports and exports goods

message board /"mesIdZ %bO;d; AmE bO;rd/ (noun) a
place on a website where a user can write or read
messages

meter /"mi;t@(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 /%mIsIn"t3;prIt; AmE -t3;rp-/ (verb) to
understand sth / sb wrongly

modding /"mQdIN; 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 /"mQdIfaI; AmE "mA;d-/ (verb) to change sth
slightly, especially in order to make it more suitable for
a particular purpose

monitor /"mQnIt@(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 time

mortgage /"mO;gIdZ; AmE "mO;rg-/ (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 /nI%g@USi"eISn; AmE "goU-/ (noun) a formal
discussion between people who are trying to reach
an agreement

non-stop /%nQn"stQp; AmE %nA;n"stA;p/ (adverb) without
stopping or pausing

notify /"n@UtIfaI; AmE "noU-/ (verb) to formally or
officially tell sb about sth

objection /@b"dZekSn/ (noun) a reason why you do not
like or are opposed to sth

off work /Qf "w3;k; AmE O;f; A;f "w3;rk/ (idiom) not at
work, especially because of illness
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gon the road /Qn D@ "r@Ud; AmE A;n D@ "roUd/ (idiom)
travelling, especially for long distances or periods of
time

optimistic /%QptI"mIstIk; AmE %A;p-/ (adjective)
expecting good things to happen or sth to be
successful

option /"QpSn; AmE "A;p-/ (noun) one of several things
that you can choose to do or have

otherwise /"VD@waIz; AmE "VD@rwaIz/ (adverb) used to
state what the result would be if sth did not happen
or if the situation were different

outgoing /%aUt "g@UIN; AmE -"goU-/ (adjective) liking to
meet other people, enjoying their company and
being friendly towards them

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

outsource /"aUtsO;s; AmE -sO;rs/ (verb) to arrange for sb
outside a company to do work or provide goods for
that company

packaging /"p&kIdZIN/ (noun) materials used to wrap
or protect goods that are sold in shops / stores

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

passenger /"p&sIndZ@(r)/ (noun) a person who is
travelling in a plane, car, train, etc. and who is not
driving it or working on it

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

performance /p@"fO;m@ns; AmE p@r"fO;rm-/ (noun) how
well or badly you do sth

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

pick (sb) up /%pIk "Vp/ (verb) to go somewhere, usually
in your car, and collect sb who is waiting for you

pick (sth) up /%pIk "Vp/ (verb) to collect sth from a place
pigeon /"pIdZIn/ (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 /pItS/ (noun) talk or arguments used by a person

trying to sell things or persuade people to do sth
plant /plA;nt; AmE pl&nt/ (noun) a factory
plumber /"plVm@(r)/ (noun) a person whose job is to fit

and repair things such as water pipes, toilets, etc.
pocket /"pQkIt; AmE "pA;k-/ (verb) to put sth into your

pocket
point of view /%pOInt @v "vju;/ (noun) the particular

attitude 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;/ (noun) (infml) solid waste that is passed out

of the body (BrE)

pop up /%pQp "Vp; AmE %pA;p/ (verb) to suddenly appear
post /peUst; AmE poUst/ (noun) a job
PR /%pi; "A;(r)/ (noun) the business of giving the public

information about an organization in order to create
a good impression

practical /"pr&ktIkl/ (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 /pr@"si;dZ@(r)/ (noun) a way of doing sth,

especially the usual or correct way
process /"pr@Uses; AmE "prA;ses; "proU-/ (verb) to deal

officially with a document, request, etc.
productivity /%prQdVk"tIv@ti; 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 /"pr@UfaIl; AmE "proU-/ (noun) a description of
sb / sth that gives useful information

profit margin /"prQfIt mA;dZIn; AmE "prA;fIt mA;rdZ@n/
(noun) the difference between the cost of buying or
producing sth and the price that it is sold for

prohibition /%pr@UI"bISn; AmE %proU@"b-/ (noun) a law or
a rule that stops sth being done or used

project /"prQdZekt; 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 /"prQmptli; AmE "prA;m-/ (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 /pr@"p@Uzl; AmE -"poUzl/ (noun) a formal
suggestion or plan

prototype /"pr@Ut@taIp; AmE "proU-/ (noun) the first
design of sth from which other forms are copied or
developed

provide /pr@"vaId/ (verb) to give sth to sb or make it
available for them to use

provisional /pr@"vIZ@nl/ (adjective) arranged, but not
yet definite

public sector /%pVblIk "sekt@(r)/ (noun) the part of the
economy of a country that is owned or controlled by
the government
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gpurpose /"p3;p@s; AmE "p3;rp@s/ (noun) the intention,
aim, or function of sth

put (sth) back /%pUt "b&k/ (verb) to move sth to a later
time or date

put (sb) through /=%pUt "Tru;/ (verb) to connect sb by
telephone

quantify /"kwQntIfaI; AmE "kwA;nt-/(verb) to describe or
express sth as an amount or a number

quarter /"kwO;t@(r); AmE "kwO;rt-/ (noun) a period of
three months, used especially as a period for which a
companys income is calculated

quintuple /kwIntjUpl; AmE kwIn"tu;pl; -"tju;pl/ (verb) to
become five times bigger

quote /kw@Ut; AmE kwoUt/ (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 /"r&Sn@laIz/ (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 "rek@rd/ (noun) a written account
of sth that is kept so that it can be looked at and
used in the future

redundant /rI"dVnd@nt/ (adjective) without a job
because there is no more work available for you in a
company

refurbish /ri;"f3;bIS; AmE -"f3;rb-/ (verb) to clean and
decorate a room, building, etc. in order to make it
more attractive

regularly /"regj@l@li; AmE -l@rli/ (adverb) often
relocation /%ri;l@U"keISn; AmE %ri;loU-/ (noun) an

occasion when sb has to move to a new place to work
remote control /rI%m@Ut k@n"tr@Ul; AmE rI%moUt

k@n"troUl/ (noun) a device that allows you to operate
a television, etc. from a distance

removal company /rI"mu;v@l %kVmp@ni/ (noun) a
business that helps people or companies to move, by
taking furniture from one house or office to another [BrE]

Renaissance /rI"neIsns; AmE "ren@sA;ns/ (noun) the
period in Europe during the 14th , 15th and 16th

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"teISn/ (noun) the opinion that people
have about what sb / sth is like, based on what has
happened in the past

resign /rI"zaIn/ (verb) to officially say that you are
leaving your job or an organization

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

retire /rI"taI@(r)/ (verb) to stop doing your job, especially
because you have reached a particular age

return sbs call /rI%t3;n "kO;l; AmE rI%t3;rn/ (idiom) to
telephone sb because they have telephoned you
and you were not able to speak to them

revenue /"rev@nju;; AmE -nu;/ (noun) the money that
an organization receives from its business

review /rI"vju;/ (noun) a report published in a
newspaper or magazine, on the Internet, etc., in
which sb gives their opinion of sth such as a
restaurant, book, or film / movie

ringtone /"rINt@Un; AmE -toUn/ (noun) the sound or
short tune played by a telephone, especially a mobile
phone / cellphone, when sb is calling you

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

roadworks /"r@Udw3;ks; AmE "roUdw3;rks/ (noun) an
area where repairs are being done to the road

roast /r@Ust; AmE roUst/ (adjective) (of food , especially
meat), cooked without liquid in an oven

roughly /"rVfli/ (adverb) approximately but not exactly
rrp /%A;r A; "pi;; AmE A;r A;r "pi;/ (noun) 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 /s&kt/ (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 /s@"lA;mi/ (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 "s&mpl/ (noun) a small amount
or example of a product that can be looked at, or
tried, to see what it is like

savoury [BrE], savory [AmE] /"seIv@ri/ (adjective) having
a taste that is salty, not sweet

scam /sk&m/ (noun) a dishonest plan for making
money

schedule /"Sedju;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 /skr&p/ (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 /"sekt@(r)/ (noun) a part of an area of activity,
especially economic activity

seed /si;d/ (noun) the small hard part produced by a
plant, from which a new plant can grow
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gsense of humour [BrE] / humor [AmE] /%sens @v"
hju;m@(r)/ (noun) the ability to find things funny or to
make people laugh

server /"s3;v@(r); AmE "s3;rv-/ (noun) the main computer
that controls or supplies information to several
computers connected in a network

set-up /"setVp/ (noun) a situation in which sb tricks you
shake /SeIk/ (verb) to move with short quick

movements from side to side or up and down
ship /SIp/ (verb) to send or transport sth by ship, by

plane, by road, or by rail
shortened /"SO;t@nd; AmE "SO;rt-/ (adjective) made

shorter
show sb the ropes /%S@U D@ "r@Ups; AmE %SoU D@ "roUps/

(idiom) to show sb how a particular job should be
done

shut (sth) down /%SVt "daUn/ (verb) to stop a machine
from working

sick note /"sIk n@Ut; AmE noUt/ (noun) an official letter
from a doctor saying that sb could not come to work
because of a particular health problem

simultaneously /%sIml"teIni@sli; AmE %saIml-/ (adverb) at
the same time as sth else

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

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

speciality /%speSi"&l@ti/ (noun) a type of food or
product that a restaurant or place is famous for
because it is so good [BrE]

specific /sp@"sIfIk/ (adjective) detailed and exact
spice /spaIs/ (noun) one of the various types of powder

or seed that come from plants and are used in
cooking

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

sponsorship /"spQns@SIp; AmE "spA;ns@rSIp/ (noun)
financial support from a company for something such
as a television programme, concert, or event, usually
in return for advertising

stability /st@"bIl@ti/ (noun) the quality or state of being
steady and not likely to suddenly change or fail

stagnate /st&g"neIt; AmE "st&gneIt/ (verb) to stop
developing or making progress

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

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

standard /"st&nd@d; AmE -dard/ (noun) a level of
quality that people think is acceptable; an official
rule about what level of quality is acceptable

starter motor /"stA;t@ %m@Ut@(r); AmE "stA;rt@r %moUt@r/
(noun) an electrical part in a vehicle that makes the
engine start

state of the art /%steIt @v Di "A;t; AmE "A;rt/ (idiom) using
the most modern or advanced techniques or
methods

stationery /"steIS@nri; AmE -neri/ (noun) materials for
writing and for using in an office, for example paper,
pens, and envelopes

stative /"steItIv/ (adjective) (fml) describing a state
rather than an action

stative verb /%steItIv "v3;b; AmE "v3rb/ (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 /"st&tS@tri; AmE -tO;ri/ (adjective) fixed by law
steamed /sti;md/ (adjective) cooked using steam, by

being placed over boiling water
stock /stQk; AmE stA;k/ (noun) a supply of goods that is

available for sale
straightforward /%streIt"fO;w@d; AmE -"fO;rw@rd/

(adjective) easy to do or to understand; not
complicated

strategy /"str&t@dZi/ (noun) a plan that is intended to
achieve a particular purpose

summarize /"sVm@raIz/ (verb) to give a summary of sth
(a statement of the main points)

supplier /s@"plaI@(r)/ (noun) a person or company that
supplies goods

suspension /s@"spenSn/ (noun) the system in a vehicle
which supports it on its wheels and which makes it
more comfortable to ride in when the road surface is
not even

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

take sbs word for it /%teIk "w3;d f@r It; AmE "w3;rd/
(idiom) to believe what sb says, although you have no
proof

talk shop /%tO;k "SQp; AmE "SA;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 /"t&ndZ@bl/ (adjective) that can be clearly
seen to exist

tank /t&Nk/ (noun) a large container for holding liquid
or gas

target /"tA;gIt; AmE "tA;rgIt/ (noun) a result that a
business or organization tries to achieve

target /"tA;gIt; AmE "tA;rgIt/ (verb) to try to have an
effect on a particular group of people

target focussed /"tA;gIt %f@Uk@st; AmE "tA;rgIt %foUk@st/
(adjective) concerned mainly with the results that a
person or organization is trying to achieve
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gtax year /"t&ks jI@(r); AmE jIr/ (noun) a period of
twelve months over which the accounts and taxes of
a company or a person are calculated [BrE]

team-building /"ti;m bIldIN/ (noun) the process of
getting people to work together as a team

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

textile plant /"tekstaIl plA;nt; AmE pl&nt/ (noun) a
factory that produces textiles (any type of cloth
made by weaving or knitting)

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

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

timer /"taIm@(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 to
do sth

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

trade delegation /"treId %delI"geISn/ (noun) a group of
manufacturers or suppliers who visit another country
in order to increase business with that country

trade fair /"treId fe@(r); AmE fer/ (noun) an event at
which many different companies producing related
products show and sell their products

trainee /%treI"ni;/ (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 "Vp; AmE %t3;rn/ (verb) to increase

the sound, heat, etc. of a piece of equipment
unbearable /Vn"be@r@bl; AmE -"ber-/ (adjective) too

painful, annoying or unpleasant to deal with or
accept

under pressure /%Vnd@ "preS@(r); AmE %Vnder/
(adjective) feeling anxious or finding it hard to deal
with what has to be done, for example because there
is too much work

union /"ju;ni@n/ (noun) an organization of workers,
usually in a particular industry, that exists to protect
their interests, improve conditions of work, etc.

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

update /Vp"deIt/ (verb) to give sb the most recent
information about sth

upset /Vp"set/ (verb) to make sb feel unhappy, anxious
or annoyed

usury /"ju;Z@ri/ (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 /"v&lju@blz/ (noun) things that are worth a lot
of money, especially small personal things such as
jewellery, a camera, etc.

venison /"venIsn/ (noun) meat from a deer
venture /"ventS@(r)/ (noun) a business project or activity,

especially one that involves taking risks
venue /"venju;/ (noun) a place where people meet for

an organized event, for example a concert, sporting
event, or conference

visuals /"viZu@lz/ (noun) pictures, pieces of film, etc.
used to make a talk easier to understand or more
interesting

vital /"vaItl/ (adjective) necessary or essential in order
for sth to exist

wake-up call /"weIkVp kO;l/ (noun) a telephone call
which is intended 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 /"websaIt hIt/ (noun) a visit to a website (a
page on the Internet belonging to a person or
company)

well equipped /%wel I"kwIpt/ (adjective) provided with
all the things that are needed for a particular purpose
or activity

whiteboard /"waItbO;d; AmE -bO;rd/ (noun) a large
board with a smooth white surface that can be
written on with special pens

wholesale /"h@UlseIl; AmE "hoUl-/ (adverb) bought and
sold in large quantities, especially in order to be sold
again to make a profit

winery /"waIn@ri/ (noun) a place where wine is made
wireless /"waI@l@s; AmE "waI@rl@s/ (adjective) not using

wires or cables
workload /"w3;kl@Ud; AmE "w3;rkloUd/ (noun) the

amount of work that has to be done by a particular
person or organization

zucchini /zu"ki;ni/ (noun) a courgette [BrE]; a long
vegetable with dark green skin and white flesh [AmE]
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