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gone : one glossary
business

The definitions in this glossary are based on The 
Oxford Business English Dictionary for Learners 
of English and the Oxford Advanced Learner’s 
Dictionary, seventh edition.

abandon  /@"b&nd@n/  (verb) to stop doing sth, especially 
before it is finished

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

abrupt  /@"brVpt/  (adjective) sudden or short in a way that 
seems unfriendly or rude

absolutely  /"&bs@lu;tlI/  (adverb) completely; used to 
emphasize what you are saying

accept  /@k"sept/  (verb) to agree to sth, such as an offer
accommodation  /@%kQm@"deISn; AmE @%kA;m-/  (noun) a 

place to live or stay
accounts  /@"kaUnts/  (noun) the department in a 

company where money spent and owed is recorded
acoustic  /@"ku;stIk/  (adjective) (of a musical instrument) 

making natural sound, not sound produced by electrical 
equipment

acquire  /@"kwaI@(r)/  (verb) to obtain the legal right to use 
or have sth

addicted  /@"dIktId/  (adjective) unable to stop taking 
harmful drugs, or using or doing sth as a habit

addict  /"&dIkt/  (noun) a person who likes doing sth very 
much and feels unable to stop

admin  /"&dmIn/  (noun) (infml) the activities that are done 
in order to plan, organize, and run a business [BrE]

admire  /@d"maI@(r)/  (verb) to respect a person or what 
they have done, and think that they are impressive

adolescent  /%&d@"lesnt/  (noun) a young person who is 
developing from a child into an adult

advantage  /@d"vA;ntIdZ; AmE -"v&n-/  (noun) a quality 
that makes sth better or more useful than sth else

adventure  /@d"ventS@(r)/  (noun) an unusual, exciting or 
dangerous experience or journey

advertisement  /@d"vE;tIsm@nt; AmE %&dv@r"taIz-/  (noun) a 
notice, picture or film telling people about a product or 
service

advertising  /"&dv@taIzIN; AmE -v@rt-/  (noun) the activity 
of trying to sell a product or service by giving information 
about it on television, in newspapers, on the Internet, etc.

affect  /@"fekt/  (verb) to produce a change in sth / sb
afford  /@"fO;d; AmE @"fO;rd/  (verb) to have enough money 

to be able to buy or do sth
after-sales service  /%A;ft@ %seIlz "sE;vIs; AmE %&ft@ %seIlz 

"sE;rvIs/  (noun) help that is given to customers after they 
have bought a product, for example by helping them to 
use the product or by carrying out repairs

agency  /"eIdZ@nsi/  (noun) a business that provides a 
particular service, especially to other businesses

agree  /@"gri;/  (verb) to say ‘yes’ to a suggestion or say that 
you will do what sb wants

agreement  /@"gri;m@nt/  (noun) an arrangement or 
contract made between people that they all accept

aim  /eIm/  (noun) the purpose of doing sth; sth that you are 
trying to achieve

air hostess  /"e@ h@Ust@s/  (noun) a woman whose job is to 
take care of passengers on an aircraft [BrE]

almond  /"A;m@nd/  (noun) a flat, pale, sweet nut used in 
cooking and to make almond oil

aloe  /"&l@U; AmE "&loU/  (noun) a tropical plant with 
thick, prickly leaves whose juice is used in medicine and 
beauty products

ambition  /&m"bISn/  (noun) sth that you want to do or 
achieve in your life

amended  /@"mendId/  (adjective) changed slightly in order 
to correct a mistake or improve sth

amount  /@"maUnt/  (noun) a quantity of money
analysis  /@"n&l@sIs/  (noun) (plural analyses /-si;z/) a careful 

examination of sth to find out what it consists of or 
understand more about it

anniversary  /%&nI"vE;s@ri; AmE -"vE;rs-/  (noun) a date 
that is an exact number of years after the date of an 
important or special event

annoying  /@"nOIIN/  (adjective) making sb feel slightly angry
annual  /"&nju@l/  (adjective) happening or done once 

every year
apologize  /@"pQl@dZaIz; AmE @"pA;l-/  (verb) to say you are 

sorry for doing sth wrong or causing a problem
apparently  / @"p&r@ntlI/  (adverb) according to what you 

have heard or read
application  /%&plI"keISn/  (noun) a formal written request 

for sth, such as a job, passport, or visa
appoint  /@"pOInt/  (verb) to choose sb for a job or position 

of responsibility
appointment  /@"pOIntm@nt/  (noun) a formal arrangement 

to meet or visit sb at a particular time
approximately  /@"prQksIm@tli/  (adverb) used when giving 

a number that is almost correct or accurate, but not 
exactly so

architect  /"A;kItekt; AmE "A;rk-/  (noun) a person whose 
job is to design buildings

arrange  /@"reIndZ/  (verb) to plan or organize sth
arrest  /@"rest/  (verb) to take sb to a police station and 

keep them there because the police believe they may 
have committed a crime

arrest  /@"rest/  (noun) an occasion when sb is taken to a 
police station and kept there because the police believe 
they may have committed a crime

ASAP  /%eI es eI "pi;/  (abbreviation) as soon as possible
assistant  /@"sIst@nt/  (noun) a person who helps a more 

senior person with their work
attachment  /@"t&tSm@nt/  (noun) a document that you 

send to sb with an email
authorities  /O;"TQrItiz; AmE @"TO;r-; @"TA;r-/  (noun) the 

people or organizations that have the power to make 
official decisions in a country or region

availability  /@%veIl@"bIl@ti/  (noun) the fact of being free to 
do sth or to see or talk to sb

available  /@"veIl@bl/  (adjective) possible to get, buy, or use
baggage reclaim  /"b&gIdZ %rIkleIm/  (noun) the place at 

an airport where you go to collect your suitcases, etc. 
after you have got off an aircraft
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gbalance  /"b&l@ns/  (noun) the amount of money still owed 
after sb has paid part of the total

balcony  /"b&lk@ni/  (noun) a platform with a rail or wall 
around it on the outside of a building, that you can get 
onto from an upstairs room

bald  /bO;ld/  (adjective) having little or no hair on the head
balloon  /b@"lu;n/  (noun) a small bag made of very thin 

rubber that becomes larger and rounder when you fill it 
with air or gas; balloons are brightly coloured and used 
as decorations or toys

ban  /b&n/  (verb) to say officially that sth is not allowed
based in  /"beIst In/  (verb) working or doing business in or 

from a particular place
beard  /bI@d; AmE bIrd/  (adjective) hair that grows on the 

chin or cheeks of a man’s face
bill  /bIl/  (noun) a piece of paper that shows how much 

you owe sb for goods or services
blade  /bleId/  (noun) one of the flat parts that turn around 

in something such as an engine
board  /bO;d; AmE bO;rd/  (noun) a group of people who 

control a company and have the power to make 
decisions about it

bonus  /"b@Un@s; AmE "boU-/  (noun) an extra amount of 
money that is added to sb’s wages as a reward

border  /"bO;d@(r); AmE "bO;rd-/  (noun) the line that divides 
two countries or areas

bored  /"bO;d; AmE "bO;rd/  (adjective) feeling tired and 
impatient because you have lost interest in sth / sb or 
because you have nothing to do

boring  /"bO;riN/  (adjective) not interesting; making you feel 
tired and impatient

borrow  /"bQr@U; AmE "bA;roU/  (verb) to take and use 
money or a possession that belongs to another person, a 
bank, etc. and agree to return it to them at a later time

box  /bQks; AmE bA;ks/  (noun) a container made of wood, 
cardboard, metal, etc. with a flat stiff base and sides, 
used especially for holding solid things

brain  /breIn/  (noun) the organ inside the head that 
controls movement, thought, memory, and feeling

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

brand  /br&nd/  (noun) a type of product that is sold 
using a particular name, which is often the name of the 
company that produces it

break even  /%breIk "i;vn/  (verb) to earn enough money to 
cover all your costs, but not to make a profit

briefcase  /"bri;fkeIs/  (noun) a flat case used for carrying 
papers and documents

brochure  /"br@US@(r); AmE broU"SUr/  (noun) a small 
magazine or book containing pictures and information 
about sth or advertising sth

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

build  /bIld/  (noun) the shape and size of someone’s body
building  /"bIldIN/  (noun) the process and work of making 

a building (a structure such as a house, school, or office 
block)

busy  /"bIzi/  (adjective) having a lot to do
button  /"bVtn/  (noun) a small round piece of metal, plastic, 

etc. that is sewn onto a piece of clothing and used for 
fastening two parts together

campaign  /k&m"peIn/  (noun) a series of planned 
activities to persuade people to buy or to do sth

capable  /"keIp@bl/  (adjective) having the ability or 
qualities necessary for doing sth

capacity  /k@"p&s@ti/  (noun) the number of people or 
things that a space or container can hold

capital  /"k&pItl/  (noun) an amount of money that is 
invested in or is used to start a business

capitalism  /"k&pIt@lIz@m/  (noun) an economic system in 
which a country’s businesses and industry are controlled 
and run for profit by private owners rather than by the 
government

casserole  /"k&s@r@Ul; AmE -roUl/  (noun) a hot dish made 
with meat, vegetables, etc. that is cooked slowly in an 
oven

catalogue  /"k&t@lQg; AmE -lO;g/  (noun) a book that shows 
pictures and information about the items that people 
can buy from a company

catering  /"keIt@rIN/  (noun) the work of providing food and 
drinks for meetings or social events

cause  /kO;z/  (verb) to make sth happen
caution  /"kO;Sn/  (noun) a warning or a piece of advice 

about a possible danger or risk
celebrate  /"selIbreIt/  (verb) to show that a day or an 

event is important by doing sth special on it
celebration  /%selI"breISn/  (noun) a special event that 

people organize in order to celebrate sth
change  /tSeIndZ/  (verb) to make sth different to what it 

was
change money  /tSeIndZ "mVni/  (verb) to exchange 

money from one country for the money of another 
country

charge  /tSA;dZ; AmE tSA;rdZ/  (verb) to ask for an amount 
of money in exchange for goods or a service

charter  /"tSA;t@(r); AmE "tSA;rt-/  (verb) to hire / rent a 
plane, boat, etc. for your own use

chat  /tS&t/  (verb) to talk in a friendly informal way to sb
check  /tSek/  (verb) to make sure that sth is correct, safe, or 

acceptable
check (sth) out  /%tSek "aUt/  (verb) to look at or find out 

about sth that seems interesting or attractive
choose  /tSu;z/  (verb) to decide which thing or person you 

want out of the ones that are available
client  /"klaI@nt/  (noun) a person who uses the services of a 

professional person or organization
coast  /k@ust; AmE koUst/  (noun) the land beside or near 

to the sea / ocean
cockpit  /"kQkpIt; AmE "kA;k-/  (noun) the area in a plane 

where the pilot sits
coin  /kOIn/  (noun) a small flat piece of metal used as 

money
cold call  /"k@uld kO;l; AmE "koUld-/  (noun) a phone call 

or visit from sb you do not know or expect, who is trying 
to sell you sth

colleague  /"kQli;g; AmE "kA;-/  (noun) a person that you 
work with

commercially  /k@"mE;S@li; AmE -"mE;rS-/  (adverb) in a 
way that makes or is intended to make money

common  /"kQm@n; AmE "kA;m@n/  (adjective) happening 
often

communism  /"kQmjunIz@m; AmE "kA;m-/  (noun) a 
political and economic system that used to be in place 
in Eastern Europe and the former Soviet Union, in which 
the state controls the means of producing everything on 
behalf of the people
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gcompetitive  /k@m"pet@tIv/  (adjective) used to describe a 
situation in which different people or organizations all try 
to win or be the best

competitor  /k@m"petIt@(r)/  (noun) a business, person, or 
product that competes against others

complain  /k@m"pleIn/  (verb) to say that you are annoyed, 
unhappy, or not satisfied about sb / sth

complex  /"kQmpleks; AmE "kA;m-/  (noun) a group of 
buildings of a similar type together in one place

compose  /k@m"p@Uz; AmE -"poUz/  (verb) to write music
concentrate on  /"kQns@ntreIt Qn; AmE "kA;n- A;n/  (verb) 

to spend most of your time or effort doing one particular 
thing

concerned  /k@n"sE;nd; AmE -sE;rnd/  (adjective) worried 
about sth

concerning  /k@n"sE;nIN; AmE -sE;rn-/  (preposition) used 
to say what sth is about or what subject sth is connected 
with

conditions  /k@n"dISnz/  (noun plural) the circumstances in 
which people work, for example the hours that they have 
to work or the physical environment where they work

conference  /"kQnf@r@ns; AmE "kA;n-/  (noun) a large 
official meeting, usually lasting for a few days, at which 
people with the same work or interests come together

confident  /"kQnfId@nt; AmE "kA;n-/  (adjective) feeling sure 
about your own ability to do things and be successful

confirm  /k@n"fE;m; AmE -"fE;rm/  (verb) to say that an 
arrangement, an agreement, etc. is definite or official

conflict  /"kQnflIkt; AmE "kA;n-/  (noun) a situation in 
which people are involved in a serious disagreement or 
argument

congratulations  /k@n%gr&tSu"leISnz/  (noun plural) used 
to tell sb that you are happy about their good luck or 
success

consciousness  /"kQnS@sn@s; AmE "kA;n-/  (noun) the ideas 
and opinions of a person or group

consider  /k@n"sId@(r)/  (verb) to think about sth carefully, 
especially in order to make a decision

construction  /k@n"strVkSn/  (noun) the process of building 
or making sth, especially a building, road, bridge, etc. 

consult  /k@n"sVlt/  (verb) to discuss sth with sb to help you 
make a decision or to get their permission for sth

contact  /"kQnt&kt; AmE "kA;n-/  (noun) a person that you 
know, especially sb who can be helpful to you in your 
business

contract  /"kQntr&kt; AmE "kA;n-/  (noun) an official written 
agreement to do sth, supply sth, etc. for a period of time

controversial  /%kQntr@"vE;Sl; AmE %kA;ntr@"vE;rSl/   
(adjective) causing a lot of public discussion and 
disagreement

convenient  /k@n"vi;nI@nt/  (adjective) useful or easy; not 
causing problems 

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

convinced  /k@n"vInst/  (adjective) completely sure about 
sth

correspondent  /%kQr@"spond@nt; AmE %kO;r@"spA;n-/   
(noun) a person who reports news from a particular 
country or on a particular subject for a newspaper or for 
television or radio

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

course  /kO;s; AmE kO;rs/  (noun) a series of lessons or 
lectures on a particular subject

cover costs  /%kVv@(r) "kQsts; AmE -"kA;sts/  (verb) to make 
enough money to pay the amounts that a business 
needs to spend regularly

crash  /kr&S/  (noun) an accident in which a vehicle hits sth
cream  /kri;m/  (noun) a soft substance or thick liquid used 

on your skin to protect it or make it feel soft
creased  /kri;st/  (adjective) (of cloth) having a lot of lines 

and folds because of having been crushed
creative  /kri"eItIv/  (adjective) having the ability and the 

imagination to think of new ideas or produce new things
cuff  /kVf/  (noun) the part of a coat or shirt sleeve where it 

ends at the wrist
curly  /"kE;li; AmE "kE;rli/  (adjective) having a lot of curls 

(=small bunches of hair that form a round or curved 
shape)

customs  /"kVst@mz/  (noun) a place at a port or an airport 
where officials check that nothing is brought into the 
country illegally

cut  /kVt/  (verb) to reduce sth, especially by a large 
amount

cut (sb) off  /%kVt "Qf; AmE -A;f/  (verb) to interrupt sb who is 
speaking on the telephone by breaking the connection

CV  /%si; "vi;/  (noun) a written record of your education 
and employment that you send when you are applying 
for a job [BrE] 

deadline  /"dedlaIn/  (noun) a point in time by which sth 
must be done

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

decide  /dI"saId/  (verb) to choose one of the different 
possibilities that are available after thinking carefully

decoration  /%dek@"reISn/  (noun) the act or process of 
decorating the inside of a building by painting it, etc.

definitely  /"defIn@tli/  (adverb) a way of emphasizing that 
you are sure sth is true and that you have no doubt 
about it

delayed  /dI"leId/  (adjective) made to wait or be late 
because of a problem

delete  /dI"li;t/  (verb) to remove sth, such as text or a file 
from a computer

delicious  /dI"lIS@s/  (adjective) having a very pleasant taste 
or smell

delighted  /dI"laItId/  (adjective) very pleased
deliver  /dI"lIv@(r)/  (verb) to take goods, letters, etc. to the 

person or people they have been sent to
demand  /dI"mA;nd; AmE dI"m&nd/  (verb) to ask for sth 

very firmly
demo  /"dem@U; AmE -moU/  (noun) a CD or tape with an 

example of sb’s music on it
democracy  /dI"mQkr@si; AmE -"mA;k-/  (noun) a system 

of government in which all the people of a country can 
vote to elect their representatives

department  /dI"pA;tm@nt; AmE -"pA;rt-/  (noun) a section 
of a large organization such as a business, government, 
university, etc.

department store  /dI"pA;tm@nt stO;(r); AmE -"pA;rt-/   
(noun) a large shop / store that is divided into several 
parts, each part selling a different type of goods

depend on  /dI"pend Qn; AmE -A;n/  (verb) to be affected 
or decided by sth

deposit  /dI"pQzIt; AmE -"pA;z-/  (noun) a sum of money 
that is given as the first part of a larger payment

depressed  /dI"prest/  (adjective) feeling very sad
destination  /%destI"neISn/  (noun) a place to which sb is 

travelling or to which sth is being sent
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gdetails  /"di;teIlz/  (noun plural) facts or information about 
sth

develop  /dI"vel@p/  (verb) to make sth grow or become 
stronger or more successful

development  /dI"vel@pm@nt/  (noun) the process of 
producing or creating sth new or more advanced

diary  /"daI@ri/  (noun) a book in which you can write 
down the experiences you have each day, your private 
thoughts, etc.

disadvantage  /%dIs@d"vA;ntIdZ; AmE -"v&nt-/  (noun) a 
bad feature or quality of sth, or sth that causes problems

discount  /"dIsk@Unt; AmE -koUnt/  (noun) an amount of 
money that is taken off the usual cost of sth

dissatisfied  /dIs"s&tIsfaId/  (adjective) not happy or 
satisfied with sb / sth

distant  /"dIst@nt/  (adjective) not very friendly
disturb  /dIs"tE;b; AmE -"tE;rb/  (verb) to interrupt sb when 

they are trying to work, sleep, etc.
divorce  /dI"vO;s; AmE -"vO;rs/  (noun) the legal ending of a 

marriage
donate  /d@U"neIt; AmE doU-/  (verb) to give money, food, 

clothes, etc. to sb / sth because they need it
draft  /drA;ft; AmE dr&ft/  (noun) a rough written version of 

sth that is not yet in its final form
drop  /drQp; AmE drA;p/  (verb) to become lower or less
due to  /"dju; te; "dju; tu; AmE "du;-/  (idiom) because of
duty free  /%dju;ti "fri;; AmE %du;-/  (noun) a place in an 

airport, on a ship, etc. where you can buy goods such as 
perfume, cigarettes, or alcoholic drinks without paying 
tax on them

earn  /E;n; AmE E;rn/  (verb) to get money for the work that 
you do

earthquake  /"E;TkweIk; AmE "E;rT-/  (noun) a sudden, 
violent shaking of the earth’s surface

ecologist  /i"kQl@dZIst; AmE i"kA;l-/  (noun) a scientist who 
studies the environment and the relation of plants and 
living creatures to each other within it

edition  /I"dISn/  (noun) a number of copies of a book 
published at one time

editor  /"edIt@(r)/  (noun) a person who prepares a book to 
be published, for example by checking and correcting 
the text or deciding what to include

education  /%edZu"keISn/  (noun) the process of teaching, 
training, and learning, especially in schools or colleges, to 
improve knowledge and develop skills

effect  /I"fekt/  (noun) a change that sb / sth causes in  
sb / sth else

effective  /I"fektIv/  (adjective) producing a successful 
result

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

elastic  /I"l&stIk/  (noun) material made with rubber, that 
can stretch and then return to its original size

election  /I"lekSn/  (noun) the process of choosing someone 
for a position, especially a political position, by voting

emphasis  /"emf@sIs/  (noun) extra force that you give to sth 
such as a word, in order to show that it is important

employ  /Im"plOI/  (verb) to give sb a job to do, in 
exchange for payment

employee  /Im"plOIi;/  (noun) a person who is paid to work 
for sb

empty  /"empti/  (verb) to remove everything that is in a 
container

energy  /"en@dZi; AmE -@rdZi/  (noun) a source of power, 
such as fuel, used for driving machines, providing heat, 
etc.

engine  /"endZIn/  (noun) the part of a vehicle that 
produces power to make the vehicle move

enquiry  /In"kwaI@ri; AmE "Inkw@ri/  (noun) a request for 
information about sth

entertainment  /ent@"teInm@nt; AmE ent@r-/  (noun) sth, 
such as music or a show, that is intended to entertain 
people

enthusiasm  /In"Tju;zi&z@m; AmE -"Tu;-/  (noun) a strong 
feeling of excitement and interest in sth and a desire to 
become involved in it

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

escalator  /"esk@leIt@(r)/  (noun) moving stairs that carry 
people between different floors of a large building

established  /I"st&blISt/  (adjective) respected or given 
official status because it has existed for a long time

event  /I"vent/  (noun) a thing that happens, especially sth 
important

excited  /Ik"saItId/  (adjective) feeling happiness and 
enthusiasm

exhibitor  /Ig"zIbIt@(r)/  (noun) a person or a company that 
shows their work or products to the public

exotic  /Ig"zQtIk; AmE Ig"zA;t-/  (adjective) seeming 
exciting and unusual because it is connected with 
foreign countries

expand  /Ik"sp&nd/  (verb) to become greater in size, 
number or importance

expect  /Ik"spekt/  (verb) to think or believe that sth will 
happen

expedition  /%eksp@"dISn/  (noun) an organized journey with 
a particular purpose, especially to a place that is not well 
known 

experience  /Ik"spI@rI@ns; AmE -"spIr-/  (noun) the 
knowledge and skill that you have gained through doing 
sth for a period of time

experienced  /Ik"spI@rI@nst; AmE -"spIr-/  (adjective) 
having knowledge or skill in a particular job or activity

explore  /Ik"splO;(r)/  (verb) to travel to or around an area 
or a country in order to learn about it

export  /Ik"spO;t; AmE Ik"spO;rt/  (verb) to sell and send 
goods to another country

extension  /Ik"stenSn/  (noun) an extra telephone line 
connected to a central number in a large building, 
which usually has its own number

extremely  /Ik"stri;mli/  (adverb) to a very great degree
facilities  /f@"sIl@tIz/  (noun plural) services, equipment, etc. 

that are provided so that sb can do a particular thing, for 
example in a hotel

factory  /"f&ktri/  (noun) a building where goods are made
fair  /fe@(r); AmE fer/  (adjective) fair hair or skin that is pale 

in colour
fall apart  /%fO;l @"pA;t; AmE -"pA;rt/  (verb) to be in very 

bad condition or not strongly made, so that parts break 
off

fascinated  /"f&sIneItId/  (adjective) very interested
favour [BrE] / favor [AmE]  /"feIv@(r)/  (noun) a thing that 

you do to help sb
feature  /"fi;tSe(r)/  (noun) a particular quality or aspect of 

sth
fee  /fi;/  (noun) an amount of money that you pay for sth, 

such as professional services
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gfeedback  /"fi;db&k/  (noun) advice, criticism, or 
information about how good or useful sth or sb’s work is

festival  /"festIvl/  (noun) a series of public events 
connected with a particular activity or idea

financial  /faI"n&nSl/  (adjective) connected with money 
and finance

fingers crossed  /%fiNg@z "krQst; AmE %fiNg@rz "krA;st/   
(idiom) used to say that you hope for good luck or hope 
your plans will be successful

fixed  /fIkst/  (adjective) not able to be changed
flat  /fl&t/  (noun) a set of rooms for living in, including a 

kitchen, usually on one floor of a building; an apartment 
[BrE]

flexible  /"fleksIbl/  (adjective) able to change to suit new 
conditions or situations

flyer  /"flaI@(r)/  (noun) a small sheet of paper that 
advertises a product or an event and is given to a large 
number of people

follow (sth) up  /%fQl@U "Vp; AmE %fA;loU-/  (verb) to do sth 
in order to find out more about sth that has been said or 
suggested to you

follow-up call  /"fQl@UVp kO;l; AmE "fA;loU-/  (noun) a call 
that you make in order to check or find out more about 
sth that was said, done, or suggested earlier

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

fort  /fO;t; AmE fO;rt/  (noun) a building constructed in order 
to defend an area against attack

frame  /freIm/  (noun) a structure made of wood, metal, 
etc. that holds a picture in position

frontier-crossing  /frVn"tI@ krQsIN; AmE frVn"tIr krA;sIN/   
(noun) a place where people can cross from one 
country into another

frozen  /"fr@Uzn; AmE "froUzn/  (adjective) a frozen river, 
lake, etc., has a solid layer of ice across its surface

frustrating  /frV"streItIN; AmE "frVst-/  (adjective) causing 
you to feel annoyed and impatient because you cannot 
do or achieve what you want

funding  /"fVndIN/  (noun) money that is provided for a 
particular purpose

funeral  /"fju;n@r@l/  (noun) a ceremony, usually a religious 
one, for burying or cremating (= burning) a dead person

furthermore  /%fE;D@"mO;(r); AmE %fE;rD@r"mO;r/  (adverb) 
(fml) in addition to what has just been stated

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

get through  /%get "Tru;/  (verb) to make contact with sb by 
telephone

get to know  /%get t@ "n@U; AmE -"noU/  (verb) to find out 
more about sb so that you start to know each other or to 
become friends

give (sth) away  /%gIv @"weI/  (verb) to give sth as a gift
giveaway  /"gIv@weI/  (noun) something such as an 

example of a product that a company gives free
glide  /glaId/  (verb) to fly using air currents, with an aircraft 

that does not use an engine
global warming  /%gl@Ubl "wO;mIN; AmE %gloUbl "wO;rm-/   

(noun) the increase in temperature of the earth’s 
atmosphere, that is caused by the increase of particular 
gases, especially carbon dioxide

graphic designer  /%gr&fIk dI"saIn@(r)/  (noun) 
someone whose job is to arrange text and pictures in 
advertisements, magazines, etc.

great  /greIt/  (adjective) very good; used to show that you 
are pleased

grow  /gr@U; AmE groU/  (verb) to cause a plant to exist 
and develop in a particular place

guard  /gA;d; AmE gA;rd/  (noun) a person whose job is to 
protect a place or people

guess what  /ges "wQt; AmE "wA;t/  (idiom) used to show 
that you are going to say sth surprising or exciting

hamper  /"h&mp@(r)/  (noun) a box or package containing 
various items, sent as a gift

handout  /"h&ndaUt/  (noun) a document given to 
everyone in a group that contains a summary of 
information to be discussed, points to be covered in a 
presentation, etc.

hard-working  /%hA;d"wE;kIN; AmE %hA;rd"wE;rkIN/   
(adjective) putting a lot of effort into a job and doing it 
well

harmful  /"hA;mfl; AmE "hA;rmfl/  (adjective) causing 
damage or injury to sb / sth, especially to a person’s 
health or to the environment

herb  /hE;b; AmE E;rb/  (noun) a plant whose leaves, 
flowers, or seeds are used to flavour food, in medicines, or 
for their pleasant smell

high heels  /%haI "hi;lz/  (noun plural) shoes that have high 
heels, usually worn by women

high-rise block  /%haI raIz "blQk; AmE -"blA;k/  (noun) a 
very tall building with a lot of floors

hilly  /"hIli/  (adjective) having a lot of hills
hold on  /%h@Uld "Qn; AmE %hoUld "A;n/  (verb) to wait on 

the telephone until you can speak to the person you 
want

HR  /%eItS "A;(r)/  (noun) (= human resources) the 
department in a company that deals with employing 
and training people

hut  /hVt/  (noun) a small, simply built house or shelter
hybrid  /"haIbrId/  (adjective) (of a vehicle) having two 

or more different types of engine, for example both a 
petrol/gas engine and an electric motor

ideal  /aI"di;@l/  (adjective) perfect, most suitable
identify  /aI"dentIfaI/  (verb) to find or discover sb / sth
imaginative  /I"m&dZIn@tIv/  (adjective) having or showing 

new and exciting ideas
import  /Im"pO;t; AmE Im"pO;rt/  (verb) to bring a product 

into one country from another
impressed  /Im"prest/  (adjective) feeling admiration for sb / 

sth because you think they are good, interesting, etc.
in addition  /In @"dISn/  (idiom) used when you want to 

mention another person or thing after sth else
in (sb’s) favour/favor  /In"feIv@(r)/  (idiom) a decision or 

judgement that is in sb’s favour benefits that person or 
says that they were right

incompetent  /In"kQmpIt@nt; AmE -"kA;mp-/  (adjective) 
not having the skill or ability to do your job or a task as it 
should be done

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

increase  /"Inkri;s/  (noun) a rise in the amount, number, or 
value of sth

incredible  /In"kredIbl/  (adjective) extremely good
independent  /%IndI"pend@nt/  (adjective) free to do things 

without needing help from other people
inflation rate  /In"fleISn reIt/  (noun) the rate at which the 

prices of services and goods in a country rise, resulting in 
a fall in the value of money
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ginfluence  /"Influ@ns/  (noun) sth that has an effect on the 
way sth develops or is done

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

infrastructure  /"Infr@strVktS@(r)/  (noun) the basic systems 
and services that are necessary for a country or an 
organization to run smoothly, for example transport and 
power supplies

ingredient  /In"gri;dI@nt/  (noun) one of the things from 
which sth is made, especially one of the foods that are 
used together to make a particular dish

initial  /In"ISl/  (adjective) happening at the beginning; first
initiative  /In"IS@tIv/  (noun) a new plan for dealing with a 

particular problem or for achieving a particular purpose
installation  /%Inst@"leISn/  (noun) the act of fixing equipment 

in position so that it can be used
insult  /In"sVlt/  (verb) to say or do sth rude to sb that 

offends them
insurance  /In"SU@r@ns; AmE -"SUr-/  (noun) money paid to 

a company which agrees to pay the costs, for example, 
if you die or are ill / sick, or if you lose or damage sth

insure  /In"SU@(r); AmE -"SUr/  (verb) to buy insurance so 
that you will receive money if sth you own gets damaged 
or stolen, or if you get ill / sick or die

interest rate  /"Intr@st reIt/  (noun) the cost of borrowing 
money, usually expressed as a percentage of the 
amount borrowed

interfere with  /%Int@"fi;@ wIT; AmE %Int@"fIr-/  (verb) to affect 
sth such as a radio signal so that it does not work or 
cannot be received correctly

interpreter  /In"tE;prIt@(r); AmE -"tE;rprIt@r/  (noun) a 
person whose job is to translate what sb is saying into 
another language

interrupt  /%Int@"rVpt/  (verb) to say or do sth that makes sb 
stop what they are saying or doing

intrepid  /In"trepId/  (adjective) (fml, humorous) very brave; 
not afraid of danger or difficulties

invest  /In"vest/  (verb) to buy property, shares, etc. in order 
to sell them in the future and make a profit

investigate  /In"vestIgeIt/  (verb) to find out information and 
facts about sth

investment  /In"vestm@nt/  (noun) the act of spending 
money on sth because it will be useful or will make you 
more money

invite  /In"vaIt/  (verb) to ask sb to come to a social event 
or to come with you as your guest, for example to a 
restaurant

invoice  /"InvOIs/  (noun) a list of goods that have been 
supplied, work that has been done etc., showing what 
the customer must pay

iron  /"aI@n; AmE "aI@rn/  (noun) a tool with a flat metal 
base that can be heated and used to make clothes 
smooth

issue  /"ISu;/  (verb) to supply or produce a document such 
as a cheque / check

itinerary  /aI"tIn@r@ri/  (noun) a plan of a journey / trip, 
including the route and the places that you visit

journey  /"dZE;ni; AmE "dZE;rni/  (noun) an act of travelling 
from one place to another, especially when they are far 
apart

keep in touch  /%ki;p In "tVtS/  (verb) to continue to 
communicate with sb, especially by writing to them or 
telephoning them

kite  /kaIt/  (noun) a toy made of a light frame covered 
with paper, cloth, etc., that you fly in the air at the end of 
a long string

knowledge  /"nQlidZ; AmE "nA;l-/  (noun) the information, 
understanding, and skills that you gain through 
education or experience

label  /leIbl/  (noun) a piece of paper, etc. that is attached 
to sth and that contains printed or written information 
about it

laboratory  /l@"bQr@tri; AmE "l&br@tO;ri/  (noun) a room or 
building used for scientific research, experiments, testing, 
etc.

ladder  /"l&d@(r)/  (noun) a piece of equipment for 
climbing up and down a wall, the side of a building, 
etc., consisting of two lengths of wood or metal that are 
joined together by steps called rungs

lake  /leIk/  (noun) a large area of water that is surrounded 
by land

launch  /lO;ntS/  (verb) to make a product available to the 
public for the first time

lavender  /"l&v@nd@(r)/  (noun) a garden plant or bush with 
purple flowers that have a strong, sweet smell

lawyer  /"lO;j@(r)/  (noun) a person who is trained and 
qualified to advise about the law, to represent people in 
court, and to write legal documents 

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

lift  /lIft/  (noun) if you give sb a lift, you take them in your 
car to a place where they want to go

line up  /%laIn "Vp/  (verb) to stand in a line or row; to form a 
queue/line

loan  /l@Un; AmE loUn/  (noun) money that an organization 
such as a bank lends and sb borrows

lock  /lQk; AmE lA;k/  (verb) if a door or window locks, it is 
fastened 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

look forward to  /%luk "fO;w@d tu; AmE -"fO;rw@rd-/  (verb) 
to be thinking with pleasure about sth that is going to 
happen, because you expect to enjoy it

lose  /lu;z/  (verb) to fail to keep sth you want or need, 
especially money

luxury  /"lVkS@ri/  (adjective) luxury goods are special and 
expensive, and intended to give pleasure rather than 
being essential

mailshot  /"meIlSQt; AmE -SA;t/  (noun) advertising or 
information that is sent to a large number of people at 
the same time by mail

manage  /"m&nIdZ/  (verb) to succeed in doing sth, 
especially sth difficult

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

map  /m&p/  (noun) a drawing or plan of a country, town, 
etc., showing things such as roads and rivers

married  /"m&rId/  (adjective) having a husband or wife
material  /m@"tI@rI@l/  (noun) a substance that is used to 

make sth
mature  /m@"tSU@(r); AmE -"tjUr/  (adjective) behaving in a 

sensible way, like an adult
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gmemorable  /"mem@r@bl/  (adjective) special, good or 
unusual and therefore worth remembering or easy to 
remember

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

migrate  /maI"greIt/  (verb) to move from one part of the 
world to another, according to the season

minced  /mInst/  (adjective) cut into very small pieces 
mint  /mInt/  (noun) a plant with dark green leaves that 

are used to give a fresh taste or smell to food, drinks, 
toothpaste, beauty products, etc.

miss  /mIs/  (verb) to fail to get sth or catch sth, for example 
a plane or train

mosque  /mQsk; AmE mA;sk/  (noun) a building in which 
Muslims worship

motivating  /"m@UtIveItIN; AmE "moU-/  (adjective) helping 
to make people want to do sth, especially to work or try 
hard

motorway  /"m@Ut@weI; AmE "moUterweI/  (noun) a wide 
road, with at least two lanes in each direction, where 
traffic can travel fast for long distances [BrE]

moustache  /m@"stA;S/  (noun) a line of hair that a man 
allows to grow on his upper lip

negotiation  /nIg@USi"eISn; AmE "goU-/  (noun) formal 
discussion between people who are trying to reach an 
agreement

noise  /nOIz/  (noun) a sound, especially when it is loud, 
unpleasant, or disturbing

notice board  /"n@UtIs bO;d; AmE "noUtIs bO;rd/  (noun) a 
board for putting up notices (=pieces of paper giving 
information) [BrE]

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

obviously  /"Qbvi@sli; AmE "A;b-/  (adverb) used to say that 
a particular situation or fact is easy to see or understand

off sick  /%Qf "sIk; AmE %O;f-/  (idiom) not at work because 
of illness

offer  /"Qf@(r); AmE "A;f@r/  (verb) an act of saying that you 
are willing to do sth for sb or give sth to sb

officially  /@"fIS@li/  (adverb) publicly and by sb who is in a 
position of authority

olive  /"QlIv; AmE "A;lIv/  (noun) a small green or black fruit 
with a strong taste, used in cooking and for its oil

on average  /Qn "&v@rIdZ; AmE A;n-/  (idiom) at a normal 
or typical level or rate

on behalf of  /Qn bI"hA;f @v; AmE A;n bI"h&f @v/  (idiom) as 
the representative of sb or instead of them

on the spot  /Qn D@ "spQt; AmE A;n D@ "spA;t/  (idiom) 
immediately

operational  /%Qp@"reIS@nl/  (adjective) ready to work 
normally or to be used

opinion  /@"pInj@n/  (noun) your feelings or views about sth
opportunity  /%Qp@"tju;n@ti/  (noun) a time when a particular 

situation makes it possible to do or achieve sth
opt  /Qpt/  (verb) to choose to have or do a particular thing
optimism  /"QptImIz@m/  (noun) the feeling that you expect 

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
order  /"O;d@(r); AmE "O;r-/  (verb) to ask for goods to be 

made or supplied
outsource  /"aUtsO;s; AmE -sO;rs/  (verb) to arrange for sb 

outside a company to do work or provide goods for that 
company

overbook  /%@Uv@"bUk; AmE %oUv@r-/  (verb) to sell more 
tickets on a plane or reserve more rooms in a hotel than 
there are places available

overlook  /%@Uv@"lUk; AmE %oUv@r-/  (verb) to fail to see or 
notice sth

overseas  /%@Uv@"si;z; AmE %oUv@r-/  (adverb) in a foreign 
country, especially one that is separated from your 
country by the sea / ocean

owner  /"@Un@(r); AmE "oUn@r/  (noun) a person who owns 
sth

PA  /%pi; "eI/  (noun) personal assistant; someone who works 
as a secretary or assistant for one person

paperclip  /"peIp@klIp; AmE "peIp@r-/  (noun) a piece of 
bent wire or plastic that is designed to hold loose sheets 
of paper together

pass on  /%p&s "Qn; AmE -"A;n/  (verb) to give sb a message 
or piece of information that has been given to you

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

pastry  /"peIstri/  (noun) a mixture of flour, fat, and water 
or milk that is rolled out flat and baked as a base or 
covering for pies, etc.

patience  /"peISns/  (noun) the ability to stay calm and 
accept a delay or sth annoying without complaining

pavement  /"peIvm@nt/  (noun) a flat part at the side of a 
road for people to walk on [BrE]

pay  /pei/  (noun) the money that sb gets for doing regular 
work

peak  /pi;k/  (noun) the pointed top of a mountain
pedal  /"pedl/  (verb) to turn or press the pedals on a 

bicycle or other machine
pedestrian  /p@d"estri@n/  (noun) a person walking in the 

street and not travelling in a vehicle
permission  /p@"mISn; AmE p@r-/  (noun) agreement from sb 

in a position of authority that you are allowed to 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
pilot  /"paIl@t/  (noun) a person who operates the controls 

of an aircraft
pity  /"pIti/  (noun) used to show that you are disappointed 

about sth
plenty  /"plenti/  (pronoun) a large amount; as much or as 

many as you need
plug  /plVg/  (noun) a thick round piece of plastic or rubber 

that you put in the hole in a bath or a sink to stop the 
water flowing out

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-/  (noun) a small piece of 
material like a small bag sewn into or onto a piece of 
clothing so that you can carry things in it

polite  /p@"laIt/  (adjective) having or showing good 
manners and respect for the feelings of others

pollution  /p@"lu;Sn/  (noun) substances that make air, water, 
soil, etc. dirty

popular  /"pQpj@l@(r); AmE "pA;p-/  (adjective) liked or 
enjoyed by a large number of people

post  /peUst; AmE poUst/  (noun) a job
poster  /"peUst@(r); AmE "poUst@r/  (noun) a large notice, 

often with a picture on it, that is put in a public place to 
advertise sth
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gpotential  /p@"tenSl/  (adjective) that can possibly develop 
into sth in the future

practical  /"pr&ktIkl/  (adjective) useful or suitable
prediction  /prI"dIkSn/  (noun) a statement that says what 

you think will happen
prejudice  /"predZudIs/  (noun) an unreasonable dislike of 

or preference for a group of people, especially when it is 
based on their race, religion, sex, etc.

premises  /"premIsIz/  (noun) the building and the land 
around it that a business uses

preparation  /%prep@"reISn/  (noun) the act or process of 
getting ready for sth or making sth ready

presentation  /%pres@n"teISn/  (noun) a meeting at which sth, 
especially a new product, idea, or piece of work, is shown 
to a group of people

press  /pres/  (verb) to make clothes smooth using a hot iron
pressure  /"preS@(r)/  (noun) difficulties and feelings of 

anxiety that are caused by the need to achieve or to do 
sth quickly

previous  /"pri;vI@s/  (adjective) happening or existing 
before the event or object that you are talking about

print  /prInt/  (verb) to produce letters, books, etc. using a 
machine that puts ink on paper

prison  /"prIzn/  (noun) a building where people are kept as 
a punishment for a crime they have committed

professional  /pr@"feS@nl/  (adjective) connected with a job 
that needs special training or skill

profit  /"prQfIt; AmE "prA;fIt/  (noun) the money that you 
make in business or by selling things, especially after 
paying the costs involved

progress  /"pr@Ugres; AmE "prA;-/  (noun) the process 
of improving or developing; if sth makes progress, it 
improves or develops

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

projector  /pr@"dZekt@(r)/  (noun) a piece of equipment for 
projecting photographs or films / movies onto a screen

promise  /"prQmIs; AmE "prA;-/  (verb) to tell sb that you will 
definitely do sth, or that sth will definitely happen

promotion  /pr@"m@USn; AmE -"moUSn/  (noun) activities 
done in order to increase the sales of a product or 
service

property  /"prQp@ti; AmE "prA;p@rti/  (noun) land and 
buildings

proposal  /pr@"p@Uzl; AmE -"poUzl/  (noun) a formal 
suggestion or plan

protest  /pr@"test/  (verb) to say or do sth to show that you 
disagree with or disapprove of sth, especially publicly

prove yourself  /"pru;v jO;%self; AmE -j@r-/  (verb) to show 
other people how good you are or that you are capable 
of doing sth

pub  /pVb/  (noun) a building where people go to drink 
alcoholic and non-alcoholic drinks, to meet their friends, 
and often to eat

public consciousness  /%pVblIk "kQnS@sn@s; AmE -"kA;n-/    
(noun) the knowledge and opinions that people in 
general have about sth

public transport  /%pVblIk "tr&nspO;t; AmE -spO;rt/  (noun) 
the system of buses, trains, etc. provided by the 
government or by companies, which people use to 
travel from one place to another

publicity  /pVb"lIsIti/  (noun) things that are done to attract 
the attention of the public to sth / sb

publisher  /"pVblIS@(r)/  (noun) a company that prepares 
and prints books, magazines, or newspapers

purchasing  /"pE;tS@sIN; AmE "pE;rtS-/  (noun) the activity of 
buying things, especially for a company

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

puzzle  /"pVzl/  (noun) a game, etc. that you have to think 
about carefully in order to answer it or do it

pyramid  /"pIr@mId/  (noun) one of the large stone buildings 
built by the ancient Egyptians to bury their kings and 
queens, with a square or triangular base and sloping 
sides that meet in a point

queue  /kju;/  (noun) a line of people, cars, etc. waiting for 
sth or to do sth

quiet  /"kwaI@t/  (adjective) without many people or much 
noise or activity

range  /reindZ/  (noun) a set of products of a particular 
type

reaction  /rI"&kSn/  (noun) what you do, say or think as a 
result of sth that has happened

rearrange  /%ri;@"reINdZ/  (verb) to change the time, date or 
place of an event

reasonable  /"ri;z n@bl/  (adjective) acceptable and 
appropriate

receive  /rI"si;v/  (verb) to get or accept sth that is sent or 
given to you

recent  /"ri;s@nt/  (adjective) that happened or began only 
a short time ago

recognize  /"rek@gnaIz/  (verb) to know who sb is when you 
see or hear them, because you have seen or heard them 
before

recommend  /%rek@"mend/  (verb) to tell sb that sth is good 
or useful, or would be suitable for a particular situation, 
etc.

record  /rI"kO;d; AmE -kO;rd/  (verb) to perform music so 
that it can be copied onto and kept on tape

recruit  /rI"kru;t/  (verb) to find new people to join a 
company or an organization

recruitment  /rI"kru;tm@nt/  (noun) the process of finding 
new people to join a company or an organization

reduce  /rI"dju;s/  (verb) to make sth less or smaller in size, 
quantity, price, etc.

refuse  /rI"fju;z/  (verb) to say that you do not want sth that 
has been offered to you

regarding  /rI"gA;dIN; AmE -"gA;rd-/  (preposition) 
concerning sth; used in formal speech or writing to say 
what you are talking or writing about

regional  /"ri;dZ@nl/  (adjective) relating to a particular 
region or area

regulation  /%regju"leISn/  (noun) an official rule made by a 
government or other authority

relaxing  /rI"l&ksIN/  (adjective) helping you to rest and 
become less anxious

reliable  /rI"laI@bl/  (adjective) that can be trusted to work 
well or do sth well

renew  /rI"nju;/  (verb) to make sth valid for a further period 
of time 

renewable  /rI"nju;@bl/  (adjective) that can be made valid 
for a further period of time after it has finished

rent  /rent/  (verb) to regularly pay money to sb so that you 
can use sth that they own, such as a building, some land, 
etc.

replacement  /rI"pleIsm@nt/  (noun) a thing that replaces 
sth, especially because the first thing is broken, old, etc.



Key	 AmE = American English	 BrE = British English	 fml = formal	 infml = informal 09

PHOTOCOPIABLE   © Oxford University Press 2007 www.oup.com/elt/businessoneone

greport  /rI"pO;t; AmE -"pO;rt/  (noun) a written or spoken 
description of sth containing information that sb needs 
to have

represent  /reprI"zent/  (verb) to act or speak officially for sb 
and defend their interests

request  /rI"kwest/  (verb) to ask for sth or ask sb to do sth in 
a polite or formal way

reservation  /%res@"veISn/  (noun) an arrangement for a 
room in a hotel, a seat on train or plane, etc. to be kept 
for you

reserves  /rI"sE;vz; AmE -"sE;rvz/  (noun plural) a supply of 
sth, such as money, that is available to be used in the 
future or when it is needed

resolve  /rI"sQlv; AmE -"sA;lv/  (verb) to find an acceptable 
solution to a problem

resort  /rI"sO;t; AmE -"sO;rt/  (noun) a place where a lot of 
people go on holiday/vacation

responsible  /rI"spQns@bl; AmE -"spA;ns-/  (adjective) 
having the job or duty of doing sth or taking care of sth

rest  /rest/  (noun) a period of relaxing, sleeping or doing 
nothing after a period of activity

restriction  /rI"strIkSn/  (noun) a rule or law that limits what 
you can do

results  /rI"zVlts/  (noun plural) the profits and losses made 
by a company during a particular period

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

retirement  /rI"taI@m@nt; AmE -"taIrm@nt/  (noun) the time 
when you stop work because you have reached a 
particular age

ridiculous  /rI"dIkjul@s/  (adjective) very silly or 
unreasonable

rise  /raIz/  (noun) an increase in an amount, a number, or 
a level

roof  /ru;f/  (noun) the structure that covers or forms the top 
of a building

rough  /rVf/  (adjective) having a surface that is not even or 
regular

routine  /ru;"ti;n/  (adjective) done or happening as a 
normal part of a particular job, situation, or process

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

rumour  /"ru;m@(r)/  (noun) a piece of information or a story 
that people talk about, but that may not be true

run low on  /%rVn "l@U Qn; AmE -"loU A;n/  (verb) if you are 
running low on sth, you have used up or finished almost 
all of it

rush hour  /"rVS aU@(r)/  (noun) the time, usually twice a day, 
when the roads are full of traffic and trains are crowded 
because people are travelling to or from work

salary  /"s&l@ri/  (noun) money that employees regularly 
receive for doing their job, usually every month

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

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

scheme  /ski;m/  (noun) a plan or system for doing or 
organizing sth [BrE]

screen  /skri;n/  (noun) a large flat surface that films / 
movies or pictures can be shown on

sculptor  /"skVlpt@(r)/  (noun) a person who makes 
sculptures (= works of art that are solid figures or 
carvings)

security  /sI"kjU@r@ti; AmE s@"kjUr-/  (noun) the department 
of a large company or organization that deals with the 
protection of its buildings, equipment and staff

selection  /sI"lekSn/  (noun) a collection of things from 
which sth can be chosen

self-sufficient  /%self s@"fISnt/  (adjective) able to do or 
produce everything that you need without the help of 
other people

sense of humour [BrE]/humor [AmE]  /sens @v "hju;m@(r)/   
(noun) the ability to find things funny or to make people 
laugh

sensible  /"sens@bl/  (adjective) reasonable and practical
serious  /"sI@ri@s; AmE "sIr-/  (adjective) thinking about 

things a lot in a sensible way, rather than joking or being 
silly

session  /"seSn/  (noun) a period of time that is spent doing 
a particular activity

set (sth) up  /%set "Vp/  (verb) to put or build sth somewhere 
and make it ready for use

setback  /"setb&k/  (noun) a difficulty or problem that 
delays or prevents sth

several  /"sevr@l/  (adjective) more than two, but not very 
many

shame  /SeIm/  (noun) used to say that sth is a cause for 
feeling sad or disappointed

share  /Se@(r); AmE Ser/  (verb) to have the same feelings, 
ideas, interests, etc. as sb else

shelving  /"SelvIN/  (noun) shelves or material for making 
shelves

shocked  /SQkt/  (adjective) a strong feeling of surprise as a 
result of sth happening, especially sth unpleasant

shopping mall  /"SopiN mO;l/  (noun) a large building or 
covered area that has many shops / stores, restaurants, 
etc.

short notice  /%SO;t "n@UtIs; AmE %SO;rt "noU-/  (noun) a 
short period of warning or a short time for preparation, 
especially when this is not enough

shout  /SaUt/  (verb) to speak loudly and angrily to sb
shy  /SaI/  (adjective) nervous or embarrassed about 

meeting and speaking to other people
sightseeing  /"saItsi;IN/  (noun) the activity of visiting 

interesting buildings and places as a tourist
sign  /saIn/  (verb) to write your name on a document, 

letter, etc. to show that you have written it or that you 
agree with what it says

simple  /"sImpl/  (adjective) not complicated; easy to 
understand

site  /saIt/  (noun) a place on the Internet where a 
company or organization puts information; a website

size  /saIz/  (noun) how large or small a person, thing, or 
amount is

skill  /skIl/  (noun) a particular ability or type of ability
sleeve  /sli;v/  (noun) a part of a piece of clothing that 

covers all or part of your arm
slide  /slaId/  (noun) a small piece of film held in a frame 

that can be shown on a screen when you shine a light 
through it

slim  /slIm/  (adjective) thin, in a way that is attractive
slogan  /"sl@Ug@n; AmE "sloU-/  (noun) a word or phrase 

that is easy to remember, used for example, to advertise 
a product or company

smart  /smA;t; AmE smA;rt/  (adjective) (1) looking neat 
and well dressed in fashionable and / or formal clothes 
(2) intelligent 
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gsmooth  /smu;D/  (adjective) completely flat and even, 
without any lumps, holes, or rough areas

soap  /s@Up; AmE soUp/  (noun) a substance that you use 
with water for washing your body

sociable  /"s@US@bl; AmE "soU-/  (adjective) enjoying 
spending time with other people

soft  /sQft/  (adjective) changing shape easily when 
pressed; not stiff or firm

solar energy  /%s@Ul@r "en@dZi; AmE %soUl@r "en@rdZi/   
(noun) power that uses the sun’s energy

solve  /sQlv/  (verb) to find the correct answer or 
explanation for sth, such as a puzzle

space  /speIs/  (noun) an amount of an area or of a place 
that is empty or that is available for use

spam  /sp&m/  (noun) advertising material sent by email to 
people who have not asked for it

spare time  /%spe@(r) "taIm/  (noun) available to do what 
you want, rather than work

spark  /spA;k; AmE spA;rk/  (noun) a small flash of light 
produced by an electric current

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
specifications  /%spesIfI"keISnz/  (noun plural) a detailed 

description of how sth should be designed or made
spell  /spel/  (verb) to say or write the letters of a word in the 

correct order
spend (sth) on  /"spend Qn/  (verb) to use money to pay for 

goods, services, etc.
spread  /spred/  (verb) to affect, be known by, or be used 

by more and more people
staff  /st&f/  (noun) the group of workers employed in an 

organization
stage  /steIdZ/  (noun) one part of a process, or one 

period that sth passes through while it is developing or 
progressing

stand  /st&nd/  (noun) a table or a vertical structure for 
displaying goods, especially at a fair or market

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

stock  /stQk; AmE stA;k/  (noun) a supply of goods that is 
available for sale

straight  /streIt/  (adjective) without any curls or curves
strike  /straIk/  (noun) a period of time when an 

organized group of workers stops working because of a 
disagreement over pay or conditions

striking  /"straIkIN/  (adjective) interesting and unusual 
enough to attract attention

string  /strIN/  (noun) material made of several threads 
twisted together, used for tying things together

suburb  /"sVbE;b; AmE -bE;rb/  (noun) an area where 
people live that is outside the centre of a city

success  /sVk"ses/  (noun) a thing that has achieved a 
good result and been successful

suggestion  /s@"dZestS@n/  (noun) an idea or plan that you 
mention for sb else to think about

suit  /su;t/  (noun) a set of clothes made of the same cloth, 
including a jacket and trousers / pants or a skirt

suitable  /"su;t@bl/  (adjective) right or appropriate for a 
particular purpose or occasion

suitcase  /"su;tkeIs/  (noun) a case with flat sides and a 
handle, used for carrying clothes, etc. when you are 
travelling

supervise  /"su;p@vaIz; AmE "su;p@r-/  (verb) to be in 
charge of sb / sth and make sure that everything is done 
correctly, safely, etc.

supplies  /s@"plaIz/  (noun plural) an amount of sth that is 
available to be used

suppose  /s@"p@Uz; AmE -"poUz/  (verb) to think or believe 
that sth is true

take off  /%teIk "Qf/  (verb) (of an aircraft) to leave the 
ground and begin to fly

take (sb) on  /%teIk "Qn/  (verb) to employ sb
take steps  /%teIk "steps/  (idiom) to do a series of things in 

order to achieve sth
tap  /t&p/  (noun) a device for controlling the flow of water 

from a pipe into a bath or sink [BrE]
target  /"tA;gIt; AmE "tA;rgIt/  (noun) a result that a business 

or organization tries to achieve
tart  /tA;t; AmE tA;rt/  (noun) an open pie filled with sweet 

food, such as fruit
task  /t&sk/  (noun) a piece of work that sb has to do
tax  /t&ks/  (noun) money that you pay to the government 

according to your earnings or profits, or in addition to the 
price of goods and services

temporary  /"tempr@ri; AmE -p@reri/  (adjective) lasting or 
intended to be kept only for a short time; not permanent

terms  /tE;mz; AmE tE;rmz/  (noun plural) conditions that 
you agree to when you buy, sell, or pay for sth

thief  /Ti;f/  (noun) (plural thieves /Ti;vz/) a person who 
steals sth from another person or a place

threaten  /"Tret@n/  (verb) to say that you will cause trouble, 
hurt sb, etc. if you do not get what you want

topic  /"tQpIk; AmE "tA;p-/  (noun) a subject that you talk, 
write, or learn about

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

traffic  /"tr&fIk/  (noun) the vehicles that are on the road at 
a particular time

traffic light  /"tr&fIk laIt/  (noun) a signal that controls the 
traffic on a road, by means of red, orange, and green 
lights that show when you must stop and when you can 
go

trainers  /"treIn@z/  (noun) shoes that you wear for sports or 
as informal clothing [BrE]

training  /"treInIN/  (noun) the process of learning skills that 
you need to do a job

transfer  /tr&ns"fE;(r)/  (verb) to move from one job, 
situation, etc. to another

transparency  /tr&ns"p&r@nsi/  (noun) a picture printed on 
a piece of film, usually in a frame, that can be shown on 
a screen by shining light through the film

treat  /tri;t/  (verb) to behave in a particular way towards 
sb / sth

trifle  /"traIfl/  (noun) a cold sweet dish made from cake 
and fruit with wine and/or jelly poured over it, covered 
with custard (= a cold sweet sauce made with eggs and 
milk) and cream

trip  /trIp/  (noun) a journey to a place and back again, 
especially a short one for pleasure or a particular 
purpose

trolley  /"trQli/  (noun) a small vehicle with wheels that 
can be pushed or pulled along and is used for carrying 
things [BrE]

trousers  /"traUz@z; AmE -z@rz/  (noun plural) a piece of 
clothing that covers the body from the waist down and is 
divided into two parts to cover each leg separately [BrE]
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gtrout  /traUt/  (noun) a common freshwater fish that is used 
for food

turn-up  /"tE;nVp/  (noun) the bottom of the leg of a pair 
of trousers / pants that has been folded over on the 
outside [BrE]

typeface  /"taIpfeIs/  (noun) a set of letters, numbers, etc. of 
a particular design, used in printing

ultimate  /"VltIm@t/  (adjective) best, greatest, most 
advanced, etc.

uniform  /"ju;nIfO;m; AmE -fO;rm/  (noun) a special set of 
clothes worn by all members of an organization or a 
group at 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.

unique  /ju"ni;k/  (adjective) being the only one of its kind
upcoming  /"VpkVmIN/  (adjective) going to happen soon
update  /Vp"deIt/  (verb) to give sb the most recent 

information about sth
upgrade  /Vp"greId/  (verb) to give sb a better seat on a 

plane, room in a hotel, etc. than the one that they have 
paid for

up-to-date  /%Vpt@"deIt/  (adjective) modern or fashionable
urgent  /"E;dZ@nt; AmE "E;rdZ-/  (adjective) that needs to be 

dealt with or happen immediately
vacation  /v@"keISn; veI"k-/  (noun) a holiday [AmE]
valuable  /"v&lju@bl/  (adjective) very useful and important
vary  /"ve@;ri; AmE "veri/  (verb) to be different from each 

other in size, shape, etc.
venue  /"venju;/  (noun) a place where people meet for an 

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

vet  /vet/  (noun) a person who has been trained in animal 
medicine, whose job is to treat animals who are sick or 
injured

victim  /"vIktIm/  (noun) a person who has been hurt, 
harmed, or killed as the result of a crime, an accident, 
etc.

violation  /vaI@"leISn/  (noun) the act of going against or 
refusing to obey a law or agreement

visa  /"vi;s@/  (noun) a stamp or mark put in your passport by 
officials of a foreign country that gives you permission to 
enter, pass through, or leave their country

voicemail message  /"vOIsmeIl mesIdZ/  (noun) a recorded 
message left on a telephone using an electronic system 
called voicemail

voluntary  /"vQl@ntri; AmE "vA;l@nteri/  (adjective) (of work) 
done by people who choose to do it without being paid

vote  /v@Ut; AmE voUt/  (noun) the right to vote (= express 
your official choice) in political elections

wages  /"weIdZ@z/  (noun plural) an amount of money that 
you earn, usually every week, based on how many hours 
you have worked

waistcoat  /"weIstk@Ut/  (noun) a short piece of clothing 
with buttons down the front but no sleeves, usually worn 
over a shirt and under a jacket, often forming part of a 
man’s suit [BrE]

wallet  /"wQlIt; AmE "wA;l-/  (noun) a small flat folding 
case made of leather or plastic, used for keeping paper 
money and credit cards in

wavy  /"weIvi/  (adjective) having curves; not straight
wedding  /"wedIN/  (noun) a marriage ceremony, and the 

meal or party that usually follows it
weight  /weIt/  (noun) how heavy sb / sth is, which can be 

measured in, for example, kilograms or pounds
windmill  /"wIndmIl/  (noun) a tall thin structure with parts 

that turn round, used to change the power of the wind 
into electricity

withdraw  /wID"drO;/  (verb) to take money out of a bank 
account

with reference to  /wID "refr@ns tu/  (preposition) used in a 
formal letter to say what you are writing about

work on  /"wE;k Qn; AmE "wE;rk A;n/  (verb) to be involved 
in or responsible for a particular task as part of your job 

worry  /"wVri/  (verb) to feel anxious about a problem that 
you have or an unpleasant thing that could happen

zip  /zIp/  (noun) a metal or plastic device that you use to 
fasten clothes, that consists of two rows of teeth that you 
can pull together to close sth or pull apart to open it


