
Wordlist 
1 Corporate culture 
1.1 About business 
Work culture and placements 

assignment j;:)'sarnm;:)nt/ noun [count or uncount] task 
given as part of your studies or your job: His first . 
assignment as a reporter was to cover the local electzon. 

autonomy j;):'ton;:)mi/ noun [uncount] the power to make 
your own decisions: New regulations have severely 
restricted the autonomy of doctors. 

beating /'bi:tiiJ/ noun [count] the act of hitting someone 
hard a number of times as a punishment: The man had 
been given a severe beating. 

(be) the done thing /(bi:) O;:) ,dAn '8IIJ/ phrase to be the 
correct thing to do or be the way that people think you 
should behave 

burst into tears /,b3:st rnt;:) 'u;:)z/ phrase to suddenly start 
crying 

dress code /'dres ,k;:)ud/ noun [count] a set of rules about 
what you should wear in a particular place or at a 
particular event: The dress code in our office is very 
formal- everybody wears a suit. 

etiquette /'euket/ noun [uncount] a set of rules for 
behaving correctly in a particular situation: Office 
etiquette demands that you don 't read other people's 
messages. 

get in (to the office) /,get 'm(t;:) O;:) ,of1s)/ phrasal ~erb 
[intransitive] to arrive at work: Mark never gets zn before 
9.30. 

initiative /I'mf;:)nv/ noun [uncount] the ability to think 
of ideas and take decisions independently: take the 
initiative: to take the first step or be the first to take 
action: She would have to take the initiative in order to 
improve their relationship . 

intern /'rnt3:n/ noun [count] a student or recently qualified 
person who works in a job in order to get experience: 
Most employers prefer interns who already have some 
work experience. 

pick up /,pik '11.p/ phrasal verb [transitiv~] to lea~n 
information or a new skill without trymg or w1thout 
meaning to 

skive off /,skaiv 'of/ phrasal verb [intransitive or transitive] 
BRITISH I NFO RMAL to stay away from school or work when 
you should be there 

stressed out /,strest 'aut/ adjective suffering because of 
pressure at work or other problems 

turn out /,t3:n 'aut/ phrasal verb [intransitive] to be 
discovered to be something, have something, etc: it turns 
out (that): It turns out that I was right all along. 

1.2 Vocabulary 
Work organization and responsibility 

as such / ;:)Z 'sA.tf/ phrase [usually in negatives] used after a 
noun when you are referring to the usual meaning of the 
word 

dog eat dog /,dog i:t 'dog/ phrase a situation in which 
people compete very hard and will do anything to be 
successful 
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on a day-to-day basis /on;:) ,de1 t;:) ,de1 'beiSis/ phrase used 
for saying how often something happens: on a daily I 
monthly I annual, etc. basis: Safety equipment was 
checked on a daily basis. 

organigram h:'gaem,gnem/ noun [count] a drawing or plan 
that gives the names and job titles of all the staff in an 
organization or department 

overview j';:)UV;:),vju:/ noun [count] a description of the 
main features of something: overview of: The book gives 
an overview of management techniques. 

predecessor /'pri:di,ses;:)/ noun [count] the person who had 
the job before: Alexander seems to have learned nothing 
from the faults of his predecessors. 

take over /,teik ';:)UV;:)/ phrasal verb [transitive] to take 
control of something: IBM is taking over a much smaller 
company. 

1.3 Grammar 
Past tenses and advice structures 

blame /bleim/ verb [transitive] to say who or what is 
responsible for an accident or problem: If it all goes 
wrong, don 't blame me. 

dive /daiv/ verb [intransitive] to jump into water head first: 
He dived into the pool and swam off. 

neglect /m'glekt/ verb [transitive] not to do something 
that you should do: neglect to do something: She had 
neglected to inform me that the company was having 
financial problems. 

nickel /'mkl/ noun [count] a coin in the US and Canada 
worth five cents 

polish /'pohf/ verb [transitive] to rub the surface of 
something in order to make it shine 

successor /s;:)k'ses;:)/ noun [count] the person who has a job 
or position after someone else: successor to: They haven't 
yet named a successor to the outgoing CEO. 

tactful /' taektfl/ adjective careful in the way you speak 
and behave so you do not upset other people: tactfully 
adverb: Speak tactfully if you want the boss to accept 
your criticism. 

1.4 Speaking 
Meetings - one-to-one 

----------------------
authoritative j;):'8ont;:)tJv/ adjective used for telling people 

what to do 
clear the air /, k.l!;:) oi 'e;:)/ phrase to discuss a difficult 

situation which is creating a bad atmosphere. 
commitment /k;:)'mllm;:)nt/ noun [singular or uncount] 

determination to work at something or intention 
to support something: show commitment to: The 
government has failed to show its commitment to the 
railways. 

deadline /'dedlarn/ noun (count] a specific time or date 
by which you have to do something: They've given us a 
fi ve o'clock deadline. meet I miss a deadline finish I not 
finish something in time: If we can't meet the deadline, 
they won't give us another contract. 

dogmatic /dog'maeuk/ adjective so sure that your beliefs 
and ideas are right that you expect other people to accept 
them 



threatening /'8retmiJ/ adjective showing or saying that 
someone is likely to do something that will harm you: a 
threatening look 

1.5 Writing 
A placement report 

appendix fg'pendiks/ noun [count] a section giving extra 
details at the end of a book or document: Technical 
specifications are included in the appendix to 
Chapter 9. 

conveyor belt fkgn'veig ,belt/ noun [count] a machine with 
a flat wide belt used for moving objects from one place to 
another, especially in a factory 

fancy /'frensi/ verb [transitive] INFORMAL to want to have or 
do something: What do you fancy for your lunch? 

gearbox /'g1g,boks/ noun [count] a metal box that contains 
the parts of a vehicle or a machine that change engine 
power into movement 

it's a good job (that) phrase BRITISH used for saying it's 
lucky that something has happened because it prevents 
something bad from happening 

mailshot /'meiiJot/ noun [count] a letter or advertisement 
sent to many people at the same time 

mess up /,mes 'Ap/ phrasal verb [intransitive or transitive] 
to make a mistake or do something badly 

rapport /rre'p-:J:/ noun [singular or uncount] a good 
relationship and understanding between people 

take the mickey /, teik og 'm1ki/ phrase BRITISH INFORMAL to 
laugh at somebody, usually in a friendly way 

waste /weist/ noun [count or uncount] useless materials 
that are left or thrown away: A bill was introduced to 
clean up toxic waste from local factories. 

1.6 Case study 
Counselling 

body language /'bodi .JreiJg wid3/ noun [uncount] the 
movements or positions of your body that show other 
people what you are thinking or feeling: Their body 
language betrayed the tension between them. 

bounce back /,bauns 'brek/ phrasal verb [intransitive] 
to become healthy, happy, or successful again after 
something bad has happened to you 

echo /'ebu/ verb [transitive] to express someone else's 
ideas or to say the same words that someone else has said: 
Blake echoed the views of many employees . 

headache /'hedeik/ noun [count] a pain in your head: I've 
got a splitting headache(= an extremely bad headache) . 

open question /,gupgn 'kwestf(g)n/ noun [count] a question 
with a wh- question word, as opposed to a closed 
question which has a yes I no answer 

outlook /'au~luk/ noun [singular] your general attitude to 
things: share an outlook: They shared the same kind of 
outlook on life. 

paraphrase /'prerg.frerz/ verb [transitive] to express 
what someone else has said using different words: It is 
particularly important when paraphrasing to be sure 
that you do not distort the meaning of the original 
statement. 

Wordlist. 

pass out /,pres 'aut/ phrasal verb [transitive] to give 
something to each member of a group: The hall was 
silent as the examination papers were passed out. 

perspective /pg'spekuv/ noun 1 [count] a way of thinking 
about something: 2 [ uncount] a sensible way of judging 
the importance of something in comparison with other 
things: keep something in perspective: It's important 
to keep things in perspective and not dwell on one 
incident. 

reassess /,ri :g'ses/ verb [transitive] to reconsider something 
in order to make a new judgment: We tried to reassess his 
suitability for the job. 

2 Customer support 
2.1 About business 
Call centres 

betray /bi'trer/ verb [transitive] to harm someone who has 
trusted you: They felt their assistant had betrayed their 
trust in publishing his diaries. 

browser /'brauzg(r)/ noun [count] a computer program that 
allows you to look at information on the Internet 

bully /'buli/ verb [transitive] to threaten or frighten 
someone to get what you want 

cause (an) uproar /,b :z (gn) 'App:/ verb [transitive] to 
provoke angry public criticism 

cheery /'tfmi/ adjective feeling or showing happiness 
computer literacy fkgm,pju:tg 'Jrt(g)rgsif noun [uncount] 

being able to use a computer 
counterpart /'kauntg,po:t/ noun [count] someone that has 

the same job or purpose but in a different country or 
organization: The Prime Minister is meeting his German 
counterpart. 

dead-end job /,decl,end 'd3ob/ noun [count] a job that gives 
no chance of promotion or improvement 

East Enders /,i:st 'endgz/ TRADEMARK a British TV soap 
opera about a group of people who live in an imaginary 
part of east London 

emphasize /'emfgs,arz/ verb [transitive] to give particular 
importance or attention to something: At school they 
emphasize good manners. 

farm out /.fo:m 'aut/ phrasal verb [transitive] to send part of 
your work to be done by people outside your company 

leak /li:k/ verb [intransitive or transitive] if an object leaks, 
liquid or gas comes out of it: If the boiler is faulty, it may 
be leaking dangerous gas. 

overseas /,guvg'si:z/ adverb to or in a country across the sea 
perk /p3:k/ noun [count] a special benefit that you get in 

your job: Free theatre tickets are one of the perks of this 
job. 

slap in the face /,slrep m og 'feis/ noun [count] action or 
criticism that causes serious disappointment 

slip into /,slrp 'mtu/ phrasal verb [transitive] to quickly put 
on a piece of clothing or here, assume an identity 

sweatshop /'swe~op/ noun [count] INFORMAL a factory 
where people work very hard in bad conditions and earn 
very little money 

UNISON, USDAW /'ju:ms(g)n/,/'Az,d-:J:/ large British trade 
unions 

worlds apart /,w3:ldz g'po:t/ completely different from each 
other 
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2.2 Vocabulary 
Customer service and telephoning 

brainless /'breml~s/ adjective INFORMAL extremely stupid, 
without a brain 

clip /khp/ noun [count] a small object that holds something 
in position 

condescending /,kondr'sendrl)/ adjective showing that you 
think you are more important or more intelligent than 
other people 

earth /3:8/ verb [transitive] BRITISH to connect a piece of 
electrical equipment to the ground so that it is safe 

retain /n'tem/ verb [transitive] to keep someone or 
something 

side panel /'sard ,prenl/ noun [count] a flat part of a box or 
other object that can be removed 

slot /slot/ noun [count] a long narrow hole that you can fit 
something into 

2.3 Grammar 
Asking questions and giving instructions 

broadband /'br::>:d,brend/ adjective SciENCE able to send 
different types of communication signals at the same time 
and in large volumes 

ISP /,ares 'pi:/ noun [count] CoMPUTING Internet service 
provider: a company that provides a connection to the 
Internet 

laptop /'lrep,top/ noun [count] a small computer that you 
can carry with you 

network /'ne~w3:k/ noun [count] a system of connections 
between different points: a mobile phone network 

router /ru :, t~/ noun [count] an electronic device which 
allows several computers to share information and an 
Internet connection 

upgrade /Ap'grerd/ verb [intransitive or transitive] to make 
a machine more powerful or effective: The system has 
been upgraded to meet customers ' needs. 

2.4 Speaking 
Dealing with problems by telephone 

closet /'klozll/ noun [count] MAINLY AMERJCAN a small room 
for storing things such as clothes or sheets 

come again? /,kAm ~·gen/ INFORMAL used for asking 
someone to repeat what they have just said 

crash /' krref/ verb [intransitive or transitive] CoMPUTI 'G if a 
computer or computer program crashes, it suddenly stops 
working 

freeze /fri:z/ verb [intransitive or transitive] CoMPUTING if 
a computer screen freezes or is frozen you cannot move 
anything on it because there is something wrong with the 
computer 

PDF /,pi: d: 'ef/ noun [count] CoMPUTING Portable Document 
Format: a type of computer file that can contain words, 
images, etc. and can be sent on the Internet and read on 
any computer 
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plug /plAg/ noun [count] the device on electric equipment 
which connects to the electricity supply by a socket in the 
wall 

plug in /,plAg 'm/ phrasal verb [transitive] to connect a 
piece of equipment to an electricity supply 

power outage /,pauw~ 'aut1d3/ noun [count] AMERICA a 
period when the electricity supply stops 

quit /kwrt/ verb [intransitive or transitive] I 'FORMAL to 
leave: CoMPUTI NG to shut down a computer program 

sort out /, s::>: t 'aut/ phrasal verb [transitive] to solve a 
problem or deal with a difficult situation successfully: 
This matter could be sorted out if they would just sit 
down and talk. 

toolbar /' tu:l,ba:/ noun [count] a row of icons on a 
computer screen that perform particular actions when you 
click on them 

unplug /An'p!Ag/ verb [transitive] to separate a piece of 
equipment from its power supply by taking its plug out of 
an electric socket 

2.5 Writing 
Formal and informal correspondence 

accounts payable /~.kaunts 'per~b l/ noun [plural] MAr LY 
AMERICA! a record of how much money a company owes 
other people or companies for goods and services 

asap /,e r es er 'pi:/ as soon as possible: used especially for 
asking someone to do something quickly: I want those 
files on my desk asap. 

crack /krrek/ verb [transitive] to damage something so that 
a line appears on its surface, but it does not break into 
pieces: I dropped a plate and cracked it. 

duplicate /'du:ph,kert/ adjective made as an exact copy of 
something else 

inconsistency /,inkon's r s t~ns i/ noun [count] something that 
does not match something else 

patch /pretf/ noun [count] 'a piece of software that you add 
to a computer program to improve it or remove a fault 

Trojan (horse) /'tr~ud3(~)n 'h::>:s)/ noun [count] CoMPUTING 
a program that seems useful but is designed to cause 
damage, for example by destroying information 

write-oft / rart ,of/ noun [count] a vehicle or machine that 
is so badly damaged that it cannot be repaired 

2.6 Case study 
Cybertartan Software 

bathroom break /'ba:8,ru:m 'brerk/ noun [count] a short 
time when you can stop work to go to the toilet 

claim /klerm/ verb [transitive] to say that something is true: 
He claims he is innocent. or here, to say that a product 
can do something 

come up with /,kAin Ap 'wr6/ phrasal verb [transitive] to 
think of something such as an idea or a plan 

count on someone /'kaunt on ,sAmwon/ phrasal verb 
[transitive] to depend on someone to do something for 
you 

from the horse's mouth INFORMAL information from 
the horse's mouth comes from someone who is directly 
involved 

meal break /'mi:l ,brerk/ noun [count] a short time when 
you can stop work to eat 



obsolescence /,obsg'Jesns/ noun [uncount] the state 
of something which is no longer used: planned 
obsolescence the practice of making products that will 
not last long, so that people will need to buy new ones 

Q4 /,kju:'f::l:/ adjective I noun fourth quarter, also Ql (first 
quarter) Q2 (second quarter), Q3 (third quarter) = four 
quarters of a business year 

shift /flft/ noun [count] a period of work in a factory or 
business where some people work during the day and 
some work at night: a three-shift system 

staff turnover /,sta:f 't3:nguvg/ noun [count or uncount] 
the rate at which people leave jobs and new people arrive: 
a high turnover of staff I personnel 

swap /swop/ verb [intransitive or transitive] to give 
something to someone in exchange for something else: 
Do you want to swap seats? 

triple /'tnpl/ verb [transitive] to increase something so that 
it is three times bigger than before: He helped triple the 
value of the company. 

3 Products and packaging 
3.1 About business 
Packaging 

arthritic /a:'8rmk/ adjective suffering from arthritis , a 
medical condition affecting the joints (the place where 
two bones meet) making them very swollen and painful 

blister pack /' bl!st;;, ,prek/ noun [count] packaging for small 
items like pills, consisting of a flat layer and a raised cover 
of plastic that protects the product: also bubble pack 

branding /'brrend!IJ/ noun [uncount] BusiNESS the use of 
advertising, design and other methods to make people 
recognize and remember a particular product 

bruise /bru:z/ noun [count] a mark you get on your body if 
you are hit or knocked 

drawing-board /'dr::> :IIJ ,b::> :d/ noun [count] a large board 
or table that designers use to work on: (go) back to the 
drawing board: to start again from the beginning, look for 
a new idea 

focus group f' fgubs ,gru:p/ noun [count] a small group 
of people who are interviewed together and give their 
opinions to help a company make decisions 

interface /'mtg,feJs/ verb [intransitive] interact and 
communicate with each other 

know-how J'ngu,hau/ noun [uncount] practical knowledge 
or experience 

mockup /'mokAp/ noun [count] a model of a future product 
that is the same size as the real thing 

pilfer /'pil,fg/ verb [intransitive or transitive] to steal things, 
especially from the place where you work: pilfering noun 
[uncount] 

pitch /pnf/ verb [transitive] to try to sell something by 
saying how good it is 

Wordlist • 

pliers /plaJgz/ noun [plural] a metal tool that looks like a 
strong pair of scissors, used for holding small objects or 
for bending or cutting wire 

point of sale /,p::>mt gv 'sell/ noun [count] the place where 
something is sold 

premium /' pri :migm/ adjective more expensive or of higher 
quality 

rag /rreg/ noun [count] a piece of old cloth: a red rag to a 
bull something that will make someone very angry 

rage /re1d3/ noun [count or uncount] a very strong feeling 
of anger: MAI LY JOURNALISM angry violent behaviour in 
a public situation: It is clear that air rage is now on the 
increase. 

seduce /s!'dju:s/ verb [transitive] to persuade someone to do 
something by making it seem easy or exciting 

shape /feip/ noun [count or uncount] the outer form of 
something 

shrinkage /'fniJkld3/ noun [singular or uncount] a 
reduction in stock in a shop 

slash /slref/ verb [transitive] to cut something in a violent 
way 

sprain /sprem/ noun [count] a painful injury that you get 
when you suddenly stretch or turn a joint too much 

stab /streb/ verb [transitive] to push a sharp object quickly 
into something: She stabbed the meat with her fork. 

stakeholder /'steik,hguld;;,/ noun [count] someone who has 
an interest in the success of a project or organization 

tear /teg/ verb [intransitive or transitive] to pull something 
so that it separates into pieces: It 's made of very thin 
material that tears easily. 

trigger /'tngg/ verb [transitive] to make something happen 
turn-around / 't3:n ;;,,raund/ noun [count] time needed to 

complete an operation 
water down /,w::>:tg 'daun/ phrasal verb [transitive] to make 

something less effective or offensive by diluting it 
weld /we ld/ verb [intransitive or transitive] to join two 

pieces of metal or plastic by heating them and pressing 
them together 

wrap /rrep/ verb [transitive] to cover something by putting 
something such as paper or plastic around it 

wrestle /'resl/ verb [intransitive or transitive] to fight or 
struggle: wrestle with 

3.2 Vocabulary 
Specifications and features 

beta test /'bi:tg ,test/ verb [transitive] to have a new 
product tested by customers 

bird's-eye view /, b3:dz a1 'vju:/ noun [singular] a good view 
of something from a high position 

blueprint /'blu:,pnnt/ noun [count] a drawing that shows 
how to build something 

chart /tfa:t/ noun [count] a map used for navigation in 
boats or planes 

focus group /'fgubs ,gru:p/ noun [count] a small group 
of people who are interviewed together and give their 
opinions to help a company make decisions 

fool /fu:l/ noun [count] someone who does not behave in 
an intelligent or sensible way 

grab /grreb/ verb [transitive] to succeed in getting 
something: It 's often the bad characters in a story who 
grab our attention. 
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mockup /'mokAp/ noun [count] a model of a future product 
that is the same size as the real thing 

overlay / ::luv::l(r),lei/ noun [count] a set of extra information 
that is added to a picture by a computer 

retardant /n'ta: (r)d::lnt/ adjective slowing down a process 
tamper with /' tremp::l ,wii5/ phrasal verb [transitive] to 

touch something and change it in a way that will 
damage it 

3.3 Grammar 
Articles, relative clauses and noun 
combinations 

antenna /ren'ten::l/ noun [count] (plural antennas or 
antennae) an aerial used for sending and receiving radio 
signals 

browse /brauz/ verb [intransitive or transitive] CoMPUTI G 
to look for information, especially on the Internet 

bump /bi\JTip/ verb [intransitive or transitive] to hit against 
something solid 

comply /kdm'plai/ verb [intransitive] to obey, do what you 
are asked or expected to do: comply with: You are legally 
obliged to comply fully with any investigations. 

concentric /kdn'senmk/ adjective having the same centre 
cope /kdup/ verb [intransitive] to deal successfully with a 

difficult situation or job: cope with: a seminar on 'coping 
with stress in the workplace' 

device /di'vais/ noun [count] a machine or piece of 
equipment: Secure your bike with this simple locking 
device. 

drop /drop/ verb [transitive J to let something fall: drop calls 
to fail to connect incoming calls 

empowerment /Im'paudm::lnt/ noun [uncount] giving 
control or power over something 

flip cover /'fhp ,kAvd/ noun [count] part of a mobile phone 
which folds over the keypad 

frill /frii/ noun [count] a decoration that consists of a long 
narrow piece of cloth with many small folds in it: no frills 
used for something which is good enough but has no 
unnecessary extra features 

get rid /get 'nd dv/ phrasal verb to throw away, give away 
or sell a possession that you no longer want 

lead-time /'li :d,taim/ noun [count or uncount] the time 
between planning something and starting to do it: Local 
firms learned how to reduce lead time by 75-95% while 
still reducing costs. 

patent / pe!tnt/ noun [count] an official document that 
gives someone who has invented something the legal right 
to make or sell that invention, and prevents anyone else 
from doing so : patented adjective protected by a patent 

rating /'relt!lJ/ noun [count] a measurement of how good 
or popular someone or something is: The guide gives 
restaurants a rating out of ten. 

replica /'rephb/ noun [count] an accurate copy of 
something 

retractable /,n'trrektdbl/ adjective able to be pulled 
backwards or inside something larger: retractable landing 
gear the equipment and wheels that a plane uses when it 
lands, and which are pulled inside the plane while it flies 

sketch /sketf/ noun [count] a drawing made quickly that 
does not have many details 
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spreadsheet /'spredJi:t/ noun [count] a computer file 
containing numbers and other data in table form: 
spreadsheet analysis 

workhorse /'w3:k,h::.:s/ noun [count] a very useful piece of 
equipment that you use a lot 

3.4 Speaking 
Presentations - structure 

anecdote /' remk,ddut/ noun [count] a story about something 
interesting or funny that happened to you 

bulky / bAlki/ adjective too big to be carried or stored easily 
green light /,gri:n 'la!t/ noun [count] a signal that gives 

traffic permission to move forward: give something the 
green light to give official approval for something to be 
done 

hook /huk/ noun [count] a curved piece of metal for 
hanging things on: a method for getting people interested 
and attracted to something 

lecture /'lektfd/ noun [count] a talk to a group of people 
about a particular subject, especially at a college or 
university 

overwhelmingly /,::luvd'welmilJli/ adverb very strongly 
ping /puJ/ verb [transitive] CoMPUTING to send an electronic 

signal requesting an answer from a device 
precedent /'presiddnt/ noun [count or uncount] a decision 

in the past that is used as a guideline for later decisions: 
without precedent unlike anything that has gone before 

rhetorical question /n,tonkl 'kwestf(d)n/ noun [count] a 
question you ask without expecting or wanting an answer 

tracking /' trrekllJ/ noun [ uncount] the act of following or 
looking for a person, animal or thing 

wrap up /, rrep 'Ap/ phrasal verb [intransitive or transitive] 
INFORMAL to finish something 

3.5 Writing 
A product description 

alloy /'rebi/ noun [count or uncount] a metal that is made 
from combining two or more metals 

benefit /'bemfH/ noun [count or uncount] an advantage 
you get from a product or situation 

feature /'fi :tifd(r)/ noun [count] an important part or aspect 
of a product 

intuitive /m'tju:dnv/ adjective an intuitive system is easy to 
use because the process of operating it is very natural or 
obvious 

plug-in /'plAgm/ noun [count] CoMPUTING a software 
addition which allows an application to perform 
additional functions 

quibble /'kwibl/ noun [count] a complaint or criticism 
about something that is not important: no quibble 
guarantee a promise to refund the customer without 
questioning their reasons for dissatisfaction 

stand out /,strend 'aut/ phrasal verb [intransitive] to be easy 
to see because of being different 



3.6 Case study 
Big Jack's Pizza 

BOGOF abbreviation buy one, get one free 
chequered /' tfek;Jd/ adjective a chequered pattern or 

design consists of squares in two or more different colours 
dine-in /,darn 'rn/ adjective used to describe meals taken in 

a restaurant 
franchisee /'frren,tfarzi:/ noun [count] a person or company 

that has the franchise to sell a particular type of goods or 
services 

fusion cuisine /'fju:3n kwr'zi:n/ noun [uncount] a particular 
style of cooking food combining Chinese and Western 
recipes 

gourmet /'gu;Jmer/ noun [count] someone who knows a lot 
about good food and wine 

slide /slard/ verb [intransitive] to move across a smooth 
surface 

strengthen /'streiJ8(;J)n/ verb [transitive] to make 
something stronger 

threat /8ret/ noun [count or uncount] something that 
could cause harm 

USP /ju: es 'pi :/ noun [count] BusiNEss unique selling point 
I proposition: the thing that makes a product or service 
different from others 

4 Careers 
4.1 About business 
Career choices 

acknowledge /;Jk'nohd3/ verb [transitive] to accept or 
admit that something exists, is true or is real: He never 
acknowledges his mistakes. 

aptitude /'reptr,tju:d/ noun [count or uncount] natural 
ability that makes it easy for you to do something well 

attune /;J'tju:n/ verb [transitive] to bring into harmony 
calling /'b:hiJ/ noun [count] FoRMAL a profession, 

especially one that you consider important 
compromise /'kompr;J,marz/ verb [intransitive] to accept 

that you cannot have everything you want 
core /b:/ adjective most important or most basic: We need 

to focus on our core activities. 
dicey /'darsi/ adjective INFORMAL involving danger or risk 
dig into something /'drg mtu ,sAm8riJ/ phrasal verb 

INFORMAL to try to find information about something 
earth-shattering /'3:8Jret(;J)niJ/ adjective extremely 

surprising and important 
gel /d3el/ verb [intransitive] to become stable 
granular /'grrenjul;J/ adjective consisting of granules: here, 

in great detail 

jump in /,d3Amp 'rn/ phrasal verb [intransitive] jump in (at) 
the deep end to become involved in a difficult situation 
with little preparation 

inertia /r'n3:J;J/ noun [uncount] a situation in which 
something does not change: a feeling of not wanting to 
change things 

light /lait/ verb [transitive]light your fire MAINLY AMERJCAN 
INFORMAL to make you feel enthusiastic 

pan out /,pren 'aut/ phrasal verb [intransitive] INFORMAL the 
way a situation develops over time 

Wordlist • 

pick /prk/ verb [transitive] pick someone's brains INFORMAL 
to ask someone questions to get advice or information: I 
wanted to pick your brains about this idea I've had. 

posse /'posi/ noun [count] INFORMAL a group of friends 
sculpt /skAlpt/ verb [transitive] to shape a substance such 

as wood, stone or clay 
shallow / 'Jrel;Ju/ adjective with only a short distance from 

the top or surface to the bottom - opposite DEEP 
shift /Jrft/ verb [intransitive or transitive] to change 

position 
spark /spa:k/ verb [intransitive or transitive] to make 

something happen 
start the ball rolling to make something start happening 
stay put /,ster 'put/ verb [intransitive] to remain in one 

place or position 
strike off /,s trark 'of/ phrasal verb [intransitive] to go in a 

new or different direction with energy and determination 
tap /trep/ verb [transitive] if you tap into something you use 

it or get some benefit from it 
think through /'8riJk '8ru:/ phrasal verb [transitive] to 

consider the facts about something in an organized and 
thorough way 

treadmill /'tred,mrl/ noun [count] a situation that is 
very tiring or boring because you do the same things 
continuously 

vocation /v;Ju'kerfn/ noun [count] a job that you do because 
you feel that it is your purpose in life and for which you 
have special skills 

4.2 Vocabulary 
Careers, personal skills and qualities 

asset /'reset/ noun [count] a useful thing, person or quality: 
Youth is a real asset in this job. 

assignment /;J'samm;Jnt/ noun [count or uncount] work 
given as part of your studies or your job, often for a set 
period of time in a particular place 

concern /bn's3:n/ noun [count] HuMA RESOURCES an 
employee that managers are worried about 

controversial /,kontr;J'v3:fl/ adjective a controversial 
subject, opinion or decision is one that people disagree 
about or do not approve of 

fast track /'fa:st ,trrek/ noun [singular] a way of achieving 
something more quickly than usual 

fire /far;J/ verb [transitive] I 1FORMAL to dismiss someone or 
make someone leave their job 

flag I flreg I verb [transitive] to mark something so that you 
will be able to find it again 

greedy /'gri:di/ adjective wanting more money, power or 
things than you need 

headhunter /'hed,hAnt;J/ noun [count] a person or company 
who searches for good staff and tries to persuade them to 
leave their jobs and go to work for another company 

high-flier /,ha!'flar;J/ noun [count] someone who has 
achieved a lot and is determined to continue being 
successful 

liaise /li'erz/ verb [intransitive] if one person liaises with 
another or people liaise, they talk to each other and tell 
each other what they are doing, so that they can work 
together effectively 
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mentor /'ment'J:/ noun [count] an experienced person who 
helps someone who has less experience, especially in their 
job 

multitasking /,mAlti'to:slaiJ/ noun [uncount] doing several 
things at the same time 

novel /'nov!/ noun [count] a long written story about 
imaginary or partly imaginary characters and events 

on the spot /,on og 'spot/ immediately 
raise /retz/ noun [count] an increase in the amount you are 

paid for work 
unconventional /,Ankgn'venJn(g)lf adjective different from 

what most people consider to be usual or normal 
wannabe /'wongbi/ noun [count] I FORMAL someone who 

wants to be famous or successful 

4.3 Grammar 
Present tenses 

appraisal fg'pretzl/ noun [count or uncount] BRITISH 
BUSINESS an interview between a manager and someone 
who works for them to discuss how well they are doing 
their job 

assault course /g's'J:lt ,b:s/ noun [count] an exercise 
involving running, climbing and jumping, used in military 
training 

cog /kog/ noun [count] someone considered as a minor 
part of a large organization 

deposit /dt'pozn/ noun [count] a first payment that you 
make when you agree to buy something expensive such as 
a car or a house 

divorcee /dt,v'J:'si:/ noun [count] a woman or man who is 
divorced 

hand /hrend/ verb [transitive] to give something to someone 
with your hand you have to hand it to someone SPoKE 
used for saying that you admire someone for something 
they have done 

kid /lad/ verb [intransitive or transitive usually continuous] 
MAINLY SPOKE to say something that is not true, especially 
as a joke: you're kidding used for saying that you do not 
believe what someone is saying 

knock over /,nok 'guvg/ verb [transitive] to hit something so 
that it falls 

relevant /'relgv(g)nt/ adjective directly connected to what 
is being discussed or considered 

submit /sgb'mn/ verb [transitive] to formally give something 
to someone so that they can make a decision about it 

undergraduate /,AI1Mgrred3ugt/ noun [count] a student 
who is studying for a first degree at a college or university 

4.4 Speaking 
Job interviews 

achievement fg'tJi:vmgnt/ noun [count] a particular thing 
that you have succeeded in doing after a lot of effort 

come round /, ki\111 'raund/ phrasa l verb BRITISH to change 
your opinion because someone has persuaded you 

commitment fkg'mnmgnt/ noun [count or uncount] a 
promise to do something or to keep on doing something, 
a willingness to stay in a job, a relationship , etc. 

cope fkgup/ verb [intransitive] to deal successfully with a 
difficult situation or job 
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rapport /rre'p'J:/ noun [singular or uncount] a good 
relationship and understanding between people 

regardless of /n'go:(r)dlgs gv/ without being affected by 
resent /n'zent/ verb [transitive] to experience angry or 

unhappy feelings because you think you have been treated 
unfairly 

strength /streiJ6/ noun [count] something that someone 
does well: Ron's main strength is his ability to motivate 
players. 

weakness /'wi:kngs/ noun [count] a fault or problem that 
makes someone less effective or attractive 

4.5 Writing 
ACV 

faculty /'freklt i/ noun [count] a depatiment or group of 
departments in a university 

grade /greid/ noun [count] a letter or number that shows 
the quality of a student's work 

IS /,at 'es/ noun [count] Information Systems 
LAN /,el e1 'en/ noun [count] CoMPUTING local area network: 

a system that allows computers in the same building or 
group of buildings to communicate with each other 

networking /'ne~w3:laiJ/ noun [uncount] the activity of 
connecting computers in a network 

wpm /,dAblju: pi: 'em/ abbreviation words per minute: 
measurement of how fast someone can type 

4.6 Case study 
Gap years and career breaks 

accommodation fg,komg'deiJn/ noun [uncount] a place 
for someone to stay, live, or work in: The hotel provides 
accommodation for up to 100 people. 

eco- /i:bu/ prefix relating to the environment: used with 
some nouns and adjectives 

find your feet /,famd jg: f1:t/ to start to feel confident and 
familiar with something 

gap year /'grep jig/ noun [count] an interruption of one's 
studies or career in order to acquire a different experience, 
e.g. to travel 

organic /'J:'gremk/ adjective not using chemicals: organic 
apples 

sabbatical /sg'brenkl/ noun [count or uncount] a period 
away from work when people such as college or university 
teachers can study, rest or travel 

step back /,step 'brek/ phrasal verb [intransitive] to stop for 
a moment in order to consider something objectively 

tangible /'trend3gbl/ adjective important and noticeable: 
tangible evidence 

underprivileged /,Andg'pnvglid3d/ adjective not having as 
many advantages or opportunities as most other people 

short-list or shortlist f'J'J:~hsr/ verb [transitive] to choose 
a number of candidates for the next stage of selection, e.g. 
a second interview 

together with in addition to something else 
waste /weist/ verb [transitive] to fai l to make effective use 

of something that is valuable: It was a waste of time. 



5 Making deals 
5.1 About business 
E-tailing 

barge in /,bo:d3 'm/ verb [intransitive] to enter suddenly and 
noisily, usually interrupting someone in a rude way 

beware /bi'weg/ ve rb [intransitive or transitive usually 
imperative] used to warn someone of danger. or difficulty 

brisk /bnsk/ adjective moving quickly briskly adverb 
e-tailer /' i:,teii'd/ noun [count] CoMPUTI G a company that 

sells things on the Internet: e-tailing noun [uncount] 
eyeball /'aib;-):1/ noun [count] the whole ball that forms the 

eye: here, a person browsing a website 
flag /flreg/ verb [transitive] to mark something so that you 

will be able to find it again 
intrusive /m'tru:siv/ adjective forcing itself on people in a 

way that is not welcome 
publicly-traded /,pAbhkli 'treidid/ adjective a company 

whose shares you can buy on the stock exchange 
pushy /'pufi/ adjective I FORMAL extremely determined to 

get what you want, even if it annoys other people 
smother /'smAo'd/ verb [transitive] to cover something 

completely so it cannot breathe 
tracking /'trrekiiJ/ noun [ uncount] the act of following or 

looking for a person, animal or thing 

5.2 Vocabulary 
Negotiating and e-tailing 

bank statement /'brenk ,steitm'dnt/ noun [count] a document 
that shows all the money that went into and out of your 
bank account during a particular period of time 

5.3 Grammar 
Conditionals and recommendations 

dust /dAst/ noun [uncount] very small pieces of dirt that 
cover surfaces inside buildings like a powder 

ISO /,aies'gu/ abbreviation International Standards 
Organization: an organization that deals with agreements 
about units of measurement and quality 

rpm /,o:pi:'em/ abbreviation revolutions per minute: a unit 
for measuring the speed at which something goes round 
in a circle 

willing /'wiiiiJ/ adjective if you are willing to do something, 
you agree to do it without difficulty. 

unwilling /An'wihiJ/ adjective if you are unwilling to do 
something you do not want to do it or you refuse to do it 

5.4 Speaking 
Negotiations - bargaining 

auditor /' 'J:dit;)/ noun [count] someone whose job is to 
officially examine the financial records or production 
quality of a company 

insignificant /,msig'mfibnt/ adjective not large or 
important enough to be worth considering 

lead time /'li:d ,taim/ noun [count or uncount] the time 
between planning something and starting to do it 

nitty-gritty /,mti 'gnti/ noun [uncount] INFORMAL the most 
basic aspects of a situation or an activity that must be 
dealt with, even if they are unpleasant 

Wordlist • 

package /'prelad3/ noun [count] a set of products or 
services that are sold together as one unit 

reluctant /n'lAkt'dnt/ adjective not willing to do something 
tentative /'tentgtJv/ adjective not definite or certain 

5.5 Writing 
A proposal 

breakdown /'breil<,daun/ noun [count] detailed 
presentation or analysis of information, particularly 
financial figures or statistics 

contingency /bn'tmd3('d)nsi/ noun [count] something that 
might happen in the future , especially something bad 

fee / fi:/ noun [count] money that you pay to a professional 
person or institution for their work 

mail order /,meii ''J:d;)/ noun [uncount] a way of buying 
goods in which you order them by post or by telephone 
and they are posted to you 

mailshot /'meiiJot/ noun [count] BRITISH a letter or 
advertisement sent to many people at the same time 

merchant account /'m3:tf(g)nt 'd,kaunt/ noun [count] a 
special account for performing e-business transactions 

process /'prguses/ verb [transitive] to deal with information 
or documents so that something can happen: 28,000 
applications for visas have to be processed 

prospect /pro'spekt/ noun [count] a possible or likely 
customer 

upgrade /Ap'greid/ verb [intransitive or transitive] to make 
a computer or other machine more powerful or effective 

5.6 Case study 
St John's Beach Club 

allocate /'reld,ken/ verb [transitive] to officially give 
something to someone, or decide that something can be 
used for a specific purpose 

gourmet /'gugmei/ adjective gourmet food is of a very high 
quality 

incentive /m'sennv/ noun [count or uncount] something 
that makes you want to do something or work harder, 
because you know that you will gain something by doing 
this 

squeeze /skwi:z/ verb [intransitive or transitive] to press 
something firmly, especially with your hands: to squeeze 
something out of something or someone to obtain 
something more than is normally possible 

throw in /,8rgu 'm/ phrasal ve rb [transitive] to include 
something extra with something that you are selling, 
without asking for more money 

upgrade /'Apgreid/ noun [count] an improvement of a 
product or service 

6 Company and community 
6.1 About business 
Corporate social responsibility 

adverse /'redv3:s/ adjective negative, unpleasant or 
harmful: An adverse reaction from the public. 

align /;)'lam/ verb [transitive] to give your support publicly 
to; bring yourself into agreement with or be in agreement 
with 
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altruism /'reltru,rz(;J)m/ noun [uncount] a way of thinking 
and behaving that shows you care about other people and 
their interests more than you care about yourself 

bean /bi:n/ noun [count] a seed of various plants that is 
cooked and eaten: coffee beans 

bear /be;J/ ve rb [transitive] here, to pay: A new study 
has confirmed that the wealthiest Americans bear the 
income tax burden. 

contend /bn'tend/ ve rb [transitive] contend that FoRMAL to 
claim that something is true 

corporate social responsibi lity a company's duty to 
be accountable to all groups having an interest in its 
activities 

credo /'kri:d;Ju/ no un [count] FoRMAL a statement of your 
beliefs 

dismay /drs'mer/ verb [transitive] to make someone very 
worried, disappointed, or sad 

global warming /,g!;Jubl 'w::J:mrlJ/ noun [uncount] the slow 
increase in the temperature of the Earth caused partly by 
the greenhouse effect increasing the amount of carbon 
dioxide in the atmosphere: Global warming is causing 
sea levels to rise. 

hybrid /'harbnd/ noun [count] a mixture of two different 
things: hybrid vehicle a vehicle using two different kinds 
of energy 

m indful /'mam(d)f(;J)l/ adjective careful or conscious of 
something 

offset /'of, set/ verb [transitive] to balance the effect of 
something, with the result that there is no advantage or 
disadvantage: Falling sales in Thailand were offset by 
strong performances in other markets. 

presumption /pn'zAmpfn/ noun [count] The expectation 
that something is true, which you don't question 

sound /saund/ adjective healthy: a sound heart 
strive /strarv/ ve rb [intransitive] to make a lot of effort to 

achieve something: We strive to be accurate, but some 
mistakes are inevitable. 

sue /su:/, /sju:/ ve rb [intransitive or transitive] to make a 
legal claim against someone, usually to get money from 
them because they have done something bad to you: If we 
go public with these allegations, do you think he will 
sue? 

sustainable /s;J'stem;Jbl/ adject ive capable of continuing for 
a long time at the same level 

utility /ju:'ti!;Jti/ nou n [count] a public service such as 
gas, water, or electricity that is used by everyone: utility 
companies 

6.2 Vocabulary 
Meetings, ethical behaviour and social 
performance 

ad hoc /,red 'hok/ adject ive done only when needed for a 
specific purpose, without planning or preparation 

extravagant /rk'strrev;Jg;Jnt/ adject ive extreme, excessive or 
unreasonable 

fellow /'fe!;Ju/ adjective [only before noun] used for talking 
about people who are similar to you or in the same 
situation as you 

fine /fam/ noun [count] an amount of money that you have 
to pay because you have broken the law: Firms could face 
fines of up to £5,000. 
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foodstuff /'fu:d,stAf/ no un [count or uncount] Fmuvi.AL a 
type of food 

lawsuit /'b:,su:t/ noun [count] a case that a court oflaw is 
asked to decide involving a disagreement between two 
people or organizations: The singer has filed a $100 
million lawsuit against his record company. 

regulatory /'regju!;Jt(;J)ri/, /'regju,le!t(;J)ri/ adjective a 
regulatory organization makes sure companies follow the 
rules and maintain standards of safety, health, etc. 

6.3 Grammar 
The passive and reported speech 

industrial espionage /'espi;J,na:3/ no un [uncount] the 
practice of stealing important information or technology 
from a company in order to help another company 

leak /li:k/ nou n [count] an amount of liquid or gas that 
comes out of a hole or crack in something: The explosion 
was caused by a gas leak. 

leakage /'l i:lad3/ no un [uncount] the process of leaking a 
liquid or gas 

nitrat e /'naitreit/ noun [count or uncount] a chemical 
substance containing nitrogen 

out placement /'au~plersm;Jnt/ no un [count or uncount] 
the process of finding new jobs for people who have been 
made redundant 

protracted /pr;J'trrekud/ adjective FORMAL continuing for a 
long time, especially longer than is normal or necessary 

savings /'servrlJz/ no un [plural] money that you have saved 
in a bank or invested so that you can use it later: The 
money for the flight came out of my savings. 

6.4 Speaking 
Meetings - teamwork 

civi l servant /,srvl ,s3:v(;J)nt/ no un [count] someone who 
works for a government department 

disabled /drs'erbld/ adject ive someone who is disabled is 
unable to use part of their body or brain properly because 
of injury or disease 

ethnic minority /,e8mk mar'nor;Jti/ no un [count] a group 
of people who have a different culture and different 
traditions to most people living in a place 

slim /shm/ adjective thin in an attractive way: She had a 
slim, youthful figure. 

tender /' tend;J/ noun [count or uncount] an offer to provide 
goods or services for a particular price 

turn a blind eye (to something) to pretend you do not 
notice something, because you do not want to have to 
deal with it 



6.5 Writing 
Reports and minutes 

commitment /IGJ'mnm~nt/ noun [uncount] determination 
to work hard at something: I am delighted with the level 
of commitment you have all shown. 

derive /dt'ratv/ verb [transitive] to get a feeling from 
something e.g. pleasure, satisfaction: derive something 
from something: They derive great enjoyment from these 
simple games. 

paternalism /p~'t3:n~, II z(~)m/ noun [uncount] governing 
like a father, by looking after people but also taking away 
their freedom and responsibilities 

positive discrimination /,poz~nv dtsknmt'netfn/ noun 
[uncount] the practice of giving special benefits to people 
from a group that was treated in an unfair way in the past 

stakeholder /'stetk,h~uld~/ noun [count] someone who has 
an interest in the success of a project or organization 

6.6 Case study 
Phoenix 

derelict /'der~ltkt/ adjective unused and in bad condition, 
usually of a building or a piece of land 

flammable /'flrem~b l/ adjective able to burn very easily 
and quickly 

greenfield site /'gri:nfi:ld ,san/ noun [count] a piece of land 
that has not previously been built on 

hazardous /'hrez~d~s/ adjective dangerous, especially to 
people's health or safety: These chemicals are hazardous 
to human health. 

toxic /'tokstk/ adjective poisonous and harmful to people, 
animals, or the environment: highly toxic industrial 
chemicals 

upset /Ap'set/ verb [transitive] to make someone feel sad, 
worried or angry 

worthless /'w3:81~s/ adjective without value or use 

7 Mergers and acquisitions 
7.1 About business 
Risks and opportunities in M&A 

assets /'resets/ noun [usually plural] money or property that 
a company owns: The business has assets totalling £5.1 
million. 

due diligence /,dju: ' dthd3(~)n s/ noun [uncount] 
investigation of a company's activities and finances before 
investment or acquisition 

external growth /tk,Sl3:nl 'g r~u8/ noun [uncount] 
increasing a company's size by buying other businesses 

gene /d3i :n/ noun [count] information in cells that 
determines a person 's characteristics: He believes that 
shyness is in the genes. 

homogenize /h~'mod3~,natz/ verb [transitive] to make 
things the same, often so that the result is boring 

invoke /m'v~uk/ [transitive] FoRMAL to mention an idea to 
support an argument or explain an action. 

laid-back /,letd'brek/ adjective INFORMAL calm and relaxed 
open enrolment noun [count] a university class which 

anybody can join 

Wordlist • 

prestigious /pre'stid3~s/ adverb admired and respected 
sorely /'s'J:li/ adjective very much 
susceptible /s~'septabl/ adjective easily influenced or 

affected 
synergy /'smgd3i/ noun [count or uncount] Busi ESS the 

extra benefit that companies obtain when they combine 
their efforts 

take one's eye off the ball idiom to pay less attention 
than usual 

takeover /'teik,guvg/ noun [count or uncount] a situation 
in which one company takes control of another by buying 
the majority of its shares: a takeover bid (= an offer to pay 
a particular amount in order to get control of a company): 
Shareholders have accepted a takeover bid. 

turmoil / 't3:m'Jtl/ noun [uncount] a state of excitement or 
uncontrolled activity 

7.2 Vocabulary 
Business performance 

bid /btd/ noun [count] an offer to buy the shares in a 
company and take control of it: a takeover bid 

expire /tk' patg/ verb [intransitive] when something expires, 
the time in which it is valid comes to an end: When the 
patent expired, competitors copied the product. 

float /flgut/ verb [transitive] BusiNEss to start to sell a 
company's shares on the stock market 

flotation /flgu'tetfn/ noun [count or uncount] BusiNESS the 
sale of shares in a company for the first time 

FTSE 100, the /,futsi wAn 'hAndrgd/ noun [uncount] the 
Financial Times Stock Exchange index; an average of 
the prices of shares from the top 100 companies on the 
London stock exchange 

patent /'pennt/, /'pretnt/ noun [count] a document that stops 
anyone other than the inventor from using an invention: 
In 1878, Edison received a patent for his phonograph. 

prestigious /pre'sud3gs/ adjective highly respected, with a 
very good reputation 

rumour /'ru:mg/ noun [count or uncount] unofficial 
information that may or may not be true: He'd heard 
rumours about some big financial deal. 

wave /wetv/ noun [count] a sudden increase in one type of 
activity, especially one that is unwelcome: A fresh wave 
of selling sent technology stocks even lower. 

7.3 Grammar 
Future forms and expressing likelihood 

asking price /'a:sktl) ,prats/ noun [singular] the price that 
someone wants for something they are selling 

common ground /,komgn 'graund/ noun [uncount] similair 
to something that people can agree about, especially when 
they disagree about other things 

copycat /'kopi,kret/ adjective similar to something else and 
considered to be a copy of it 

freelance / fri:la:ns/ adjective freelance work is done by a 
person who is not permanently employed by a particular 
company but sells their services to more than one 
company 

go ahead /,ggu g'hed/ phrasal verb [intransitive] to 
continue to do something, especially after waiting for 
permission 
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implant /'Implo:nt/ noun [count] an object that doctors put 
into someone's body during a medical operation 

prosecute /'prosi,kju:t/ verb [intransitive or transitive] to 
officially accuse someone of a crime: If the fine is not 
paid within ten days, we will be forced to prosecute. 

take something by storm to be very successful in a 
particular area 

7.4 Speaking 
Presentations - visuals 

breakdown /'breik,daun/ noun [count] a more detailed 
analysis of information 

crucial /'kru:fl/ adjective extremely important: crucial to: 
Listening to customers' needs is crucial to designing 
good products. 

deteriorate /di'ti;;)fi;;),ren/ verb [intransitive] to become 
worse: The economic situation is deteriorating. 

disposable income /di'sp;;)UZ;;)bl 'mkAm/ noun [uncount] 
money that you have left to spend after you have paid 
your bills 

figure /'fig;;)/ noun [count often plural] a number that 
shows the value or cost of something: This year's sales 
figures were excellent. 

highlight /'hai,lan/ verb [transitive] to emphasise or 
underline part of something: The presenter highlighted 
the need for a quick decision. 

overload /, ;;)UV;;)'!;;)ud/ verb [transitive] to put too much of 
something on something: here, to present people with too 
much information for them to understand easily 

7.5 Writing 
Presentation slides 

bullet point /'built p::>mt/ noun [count] a circle printed 
before each item on a list 

distracting /di'smekniJ/ adjective preventing you from 
concentrating on something 

font /font/ noun [count] TEcH, !CAL the style of letters and 
numbers used in a document 

offshore /,off::>:/ adverb in another country where costs are 
lower: More and more companies are outsourcing work 
offshore. 

threat /8ret/ noun [count or uncount] a situation that 
could cause harm or danger: Competitors with better 
products are a major threat. 

vague /veig/ adjective not clearly explained or very 
detailed: Witnesses gave only a vague description of the 
driver. 

7.6 Case study 
Calisto 

charismatic /,krenz'mrenk/ adjective a charismatic person 
has a strong personality that makes other people like 
them and be attracted to them 

Cost of Sales /,kost ;;)V 'se!lz/ noun [uncount] the direct cost 
of producing goods, including materials and labour 

EBIT /, i: bi: m 'ti:/ abbreviation Earnings Before Interest and 
Taxes 

meteoric /,mi:ti'onk/ adjective becoming very successful 
very quickly 
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newcomer /'nju:,kAm;;)/ noun [count] a person or 
organization that is new to a place or market 

rock /rok/ verb [transitive] MAI ' LY JOUR ALISM to shock, 
surprise or frighten someone 

ruthless /'ru:8!;;)s/ adjective willing to make other people 
suffer so that you can achieve your aims: ruthlessly 
adverb 

slick /silk/ adjective done in a very impressive way that 
seems to need very little effort 

trumpet /' trAmpn/ verb [transitive] to announce something 
publicly in a way that is intended to make it seem very 
important 

8 International trade 
8.1 About business 
Export sales and payment 

chase /tfeis/ verb [transitive] to try hard to get something 
you want: Many companies are still chasing debts that 
are more than five years old. 

creditworthiness /'kredi~w3:5in;;)s/ noun [uncount] ability 
to repay debts 

draft /dro:ft/ noun [count] bank I banker's draft: an order 
to pay someone that is sent from one bank to another 
bank, usually in a different country 

level playing field /,levi 'pleiiJ fi:ld/ noun [singular] a 
situation that is fair for everybody involved 

go down /,g;;)u 'daun/ phrasal verb [intransitive] to produce 
a particular reaction: go down well 

pinball /'pm,b::>:l/ noun [uncount] a game played by hitting 
a metal ball across a board and trying to hit targets 

proactive /pr;;)u'rektiv/ adjective taking action and making 
changes before problems develop: proactively adverb 

take on board /, teik on 'b::>:d/ phrase to consider an idea, to 
accept criticism and learn from past mistakes 

think outside the box /,8IIJk au~sa1d (5;;) 'boks/ phrase to 
find new and unusual ways of doing things, especially 
solving problems 

trace /treis/ noun [count or uncount] a slight sign that 
someone has been present disappear without trace: She 
was seen last week, then disappeared without trace. 

wizard /'wiz;;)d/ noun [count] someone who is very good at 
something 

would-be /'wud,bi:/ adjective [only before noun] hoping or 
trying to do something: would-be diplomats 

8.2 Vocabulary 
International deals and payments 

file /fail/ verb [transitive] to take official action involving 
sending a document 

frequent-flyer scheme /,fri:kw;;)nt'flai;;) ,ski:m/ a system to 
encourage people to travel with the same airline by giving 
them reductions or gifts 



8.3 Grammar 
Prepositions 

drop off /,drop 'of/ phrasal verb [transitive] to take 
something to a place and not stay there long: Is it OK if I 
drop the documents off later? 

jet-lagged /'d3e~lregd/ adjective feeling tired and 
sometimes confused after a long flight 

levy /'levi/ verb [transitive] to officially request payment of 
a tax 

pitch /pnf/ noun [count] an oral proposal designed to 
persuade someone to buy your product or support you 

policy /'pol~si/ noun [count] a contract with an insurance 
company 

preliminary /pri 'hmm(~)ri/ adjective [only before noun] 
coming before the main or most important part of 
something: A preliminary discussion was held before the 
negotiation. 

scope /sk~up/ noun [uncount] the things that a particular 
activity deals with: I'm afraid this issue is outside the 
scope of this meeting, so we can't discuss it. 

8.4 Speaking 
Negotiations - diplomacy 

implication /,imph'keifn/ noun [count usually plural] 
a possible effect or result: We need to consider the 
financial implications. 

quit /k.wn/ verb [intransitive or transitive] to leave a job or 
project: She quit after only six months in the job. 

8.5 Writing 
Requests and reminders 

disregard /,disn'go:d/ verb [transitive] to pay no attention to 
something 

extend /Ik'stend/ verb [transitive] FoRMAL to agree to lend 
someone money or give them credit 

factoring /'frekt~niJ/ noun [uncount] selling a company's 
receivable invoices in order to obtain funds more quickly 

outstanding /aut'strendiiJ/ adjective an amount of money 
that is outstanding has not yet been paid 

overdue /,~uv~'dju:/ adjective if a payment is overdue, it 
should have been paid before now 

oversight /'~uv~,sait/ noun [count] something you do not 
think of which causes problems later 

settle /'setl/ verb [transitive] to pay all the money you owe 
someone: He has thirty days to settle his bill. 

we trust /wi: 'trAst/ phrase FoRMAL used for saying that you 
hope and expect something is true 

8.6 Case study 
Jeddah Royal Beach Resort 

accommodation /~,kom~'deifn/ noun [uncount] a place 
for someone to stay, live or work in: The hotel provides 
accommodation for up to 100 people. 

armoury /'o:m~ri/ noun [usually singular] a set of skills, 
equipment or powers that is available for someone if they 
need it. 

Wordlist • 

incentive /m'senuv/ noun [count or uncount] something 
that encourages you to do something because you will 
benefit: They want to stimulate growth in the region by 
offering incentives to foreign investors. 

loyalty /'l:)J~ lti/ noun [ uncount] continued use of the 
products or services of a particular business: a high level 
of brand loyalty 

resort /n'z'J:t/ noun [count] a place that people go to for a 
holiday: a ski I seaside I mountain resort 

uncollectible /,Anb'lekt~bl/ noun [count] a bad debt which 
cannot be recovered 

vet /vet/ verb [transitive] to check someone's character, 
reputation or credit record 

vulgar /'vAlg~/ adjective someone who is vulgar is rude, 
unpleasant, and offensive 

word of mouth /,w3:d ~v 'mau8/ phrase information 
communicated by people speaking informally to each 
other 
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