Glossary | Unit by unit

Unit 1

abroad /o'bro:d/ (adv) to or in other countries; not in your home
country

aim /em/ (n) something that you are trying to achieve; your
purpose in doing sth

application /®plr'kern/ (n) a formal written request for sth, such as
money or permission to do sth

attendee /sten'di/ (n) a person who goes to a place or an event
such as a meeting

bureaucracy /bjoa'rokrasi; Ame -'razk-/ (n) the system of
official rules and ways of doing things that an organization or
government has, especially when these seem too complicated

challenging /'t{zlondziy/ (adj) difficult in a way that is interesting or
satisfying

conditions /ken'difnz/ (n pl) the circumstances in which people
work or do sth, for example the physical environment around
them or the hours that they have to work

consultant /kon'saltont/ (n) a person who knows a lot about a
particular subject and is employed to give advice about it to other
people

corruption /ko'rapfn/ (n) dishonest or illegal behaviour, especially
by people in authority

demanding /di'ma:ndin; Ame -'man-/ (adj) needing a lot of effort,
skill, hard work, etc.

depressing /di'presiy/ (adj) making sb feel very unhappy or without
hope

development /di'velopmont/ (n) the process of becoming better
or more advanced, or the process of creating sth new or more
advanced

donation /dou'nerfn/ (n) the act of giving money, equipment, etc. to
sb to help them

dull /dal/ (adj) not interesting or exciting; boring

estimate /'estimert/ (v) to form an idea of the cost, size, value etc.
of sth, without calculating it exactly

event /r'vent/ (n) a planned public or social occasion

fun /fan/ (adj) amusing or enjoyable

fundraiser /'fandreizo(r)/ (n) a person who collects money for
charity or an organization

generate /'dzenarert/ (v)to produce or create sth

glamorous /'glemoros/ (adj) appearing to be attractive and exciting,
and different from ordinary things or people

grant /gramt; Ame grent/ (n) a sum of money that is given by the
government or by another organization to be used for a particular
purpose

impression /im'prefn/ (n) an opinion or idea that you get about sb /
sth when you see or meet them

maintenance /‘memtonons/ (n) the act of keeping sth in good
condition by checking or repairing it regularly

negotiation /nr1,goufi‘erfn; Ame -gou|-/ (n) the process of holding
formal discussions in order to reach an agreement

networking /'netwe:kin; Ame -werk-/ (n) a system of meeting and
talking to other people who may be useful or helpful to you in
your work

promotion /pra'moufn; Ame -'mou-/ (n) a move to a more
important job in a company or organization

recognition / rekag'nifn/ (n) praise and rewards for the work that
you do

recruitment /r1'kruztmont/ (n) the process of finding new people to
join a company or an organization

results /r1'zalts/ (n pl) things that are achieved or produced
successfully

rewarding /r1'woxdiy/ (adj) providing benefits such as a feeling of
achievement

routine /ru:'tin/ (adj) done or happening as a normal part of a
particular job, situation, or process

series /'sioriiz/ (n) several events or things of a similar kind that
happen one after the other

sponsor /'sponsa(r); Ame 'spaimn-/ (n) a person or company that
helps pay the costs of sth such as a special event or scientific
project, usually in order to advertise their products

statement /'stertmont/ (n) something that you say or write that
gives information or an opinion

stressful /'stresfal/ (adj) causing a lot of anxiety and worry

target /'ta:grt; Ame 'taxrgrt/ (n) a result that you try to achieve

varied /'veori:d/ (adj) not staying the same, but changing often

variety /va'rarti/ (n) the quality of not staying the same or not doing
the same things all the time

worthwhile /we:0'wail; Ame weirO-/ (adj) interesting and enjoyable,
especially because you feel you are doing sth important or useful
to others

Unit 2

accomplished /a'kamplift/ (adj) very good or skilful at a particular
thing

advice /od'vais/ (n) an opinion or a suggestion about what sb
should do in a particular situation

allocate resources / @lokert r1'zo:s0z; Ame -'rizsoirs-/ (phrase)
to decide officially that money, labour, etc. will be used for a
particular purpose

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

catch up / keat| 'Ap/ (phr v) to spend extra time or do extra
work because you have not done sth earlier, so that you finish
everything you planned to finish

catering /'kertoriy/ (n) the work of providing food and drinks for
meetings or social events

charity /'tfzriti/ (n) an organization whose aim is to help people in
need

committed /ko'mitid/ (adj) believing strongly in sth and willing to
give time and energy to it

community /ko'mjumoti/ (n) all the people who live in a particular
place, for example the area near to where a company is based,
when talked about as a group

crucial /'kruzfal/ (adj) very important

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

decorating /'dekarerti/ (n) the job of putting paint, wallpaper, etc.
on the walls and ceilings inside a room or building

delegate tasks / deligert 'ta:sks/ (phrase) to give particular pieces
of your work to other people to do

develop /dr'velap/ (v) to think of or produce a new idea, product,
etc. and make it successful

environmentally-friendly /mvairon mentali 'frendli/ (adj) not
harming the environment

equip /'kwip/ (v)to supply sb / sth with things such as machines
or materials that are needed for a particular purpose

essential /1'senfl/ (adj) extremely important; completely necessary
so that sth can be done
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experience /1k'spirrtens/ (n) an event or sth that happens to you,
that affects you in some way

fall behind schedule / fo:1 brhaind '[fedju:l; Ame -'skedzu:l/
(phrase) to progress too slowly, so that things are not done by the
time they were planned to be done

finish ahead of schedule / finif shed ov '[fedju:l; Ame -'skedzu:l/
(phrase) to finish earlier than planned

get on with a job /get pn wid o 'd3pb/ (phrase) to continue or
make progress with sth you have to do

get updates / get 'apdeits/ (phrase) to get the most recent
information about sth from sb

invitation / mvr'terfn/ (n) a written or spoken request to sb to do
sth, such as attend an event

issue /'tfuz/ (v) to give sth to sb, especially officially

leaflet /'li:flot/ (n) a printed sheet of paper or a few printed pages
that are given free, in order to advertise or give information about
sth

loan /laun; Ame loun/ (n) money that a person or company
borrows from an organization such as a bank

meet a deadline / mi:t o 'dedlain/ (phrase) to succeed in doing sth
by the point in time when it was agreed it should be done

objectives /ob'dzektrvz/ (n) things that you are trying to achieve

on track /pn 'trek; Ame amn-/ (adj) happening in the right way to
achieve a particular result at the time that was planned

organic /or'genik; Ame orrg-/ (adj) produced without using artificial
chemicals

plastering /'pla:stor; Ame 'ples-/ (n) the activity of covering
a wall, etc. with plaster (a substance that is put on walls and
ceilings to give them a smooth, hard surface)

plumbing /'plamiy/ (n) the system of pipes, etc. that supply water
to a building and take waste water away

predicted /prr'diktid/ (adj) expected to happen or stated by sb to be
going to happen

profitable /'profitabl/ (adj) that makes or is likely to make money

progress /'prougres; Ame ‘pra:g-/ (n) the process of improving or
developing; if sth makes progress, it improves or develops

raise awareness / reiz 9'weonas; Ame -o'wer-/ (phrase) to help
people know that sth exists, to understand more about it, and to
know that it is important

resources /r1'soisiz; Ame 'rizsorrsiz/ (n pl) a supply of sth that a
country, an organization, or a person has and can use, especially
to increase their wealth

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

skill /skil/ (n) a particular ability or type of ability, especially one
that needs training or experience

staff /sta:f; Ame stef/ (n) all the people who work for a company or
organization

stationery /'sterfonri/ (n) special paper for writing letters on

sustainable /sas'temobl/ (adj) involving the use of natural products
and energy in a way that does not harm the environment

teamwork /'tiimwe:k; Ame -werk/ (n) the activity of working well
together as a team

tiling /'tail/ (n) the work of covering a floor, wall, etc. with tiles
(hard, flat, usually square pieces of material)

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

volunteer /volon'tia(r); Ame vazlon'tir/ (v) a person who does a job
without being paid for it

volunteerism /vplan'tizrizm/ (n) the practice of working without
being paid for it, for example in order to help people

wiring /'wairiy/ (n) the system of wires that is used for supplying
electricity to a building

Unit 3

accommodation /s koma'derfn; Ame -ka:m-/ (n) a place to live or
stay

assignment /o'sammont/ (n) a piece of work that sb is given to do,
usually as part of their job

bored /bo:d; Ame bo:rd/ (adj) if you are bored of sth, you have lost
interest in it so that you do not want to do it, have it, etc. any
more

boring /'boiriy/ (adj) not interesting; making you feel tired and
impatient

contact /'kontekt; Ame 'kam-/ (n) a person that you know,
especially sb who can be helpful to you in your work

corridor /'koridoz(r)/ (n) a long narrow passage in a building, with
doors that open into rooms on either side

department /dr'pa:tmont; Ame -'pa:rt-/ (n) a section of a large
organization such as a business, government, university, etc.

do exercise /du: 'eksosaiz; Ame -sors-/ (phrase) to take part in
physical activity in order to stay healthy or become stronger

do overtime /du: 'suvotaim; Ame -'ouvar-/ (phrase) to work extra
time in addition to your normal hours at work

do work /du: 'weik; Ame -'werk/ (phrase) to do your job

emphasis /'emfosis/ (n) extra force or importance that is given to
sth that you say

employee /mm'ploniz/ (n) a person who is paid to work for sb

enjoyable /in'dzorobl/ (adj) giving pleasure

excited /ik'sartid/ (adj) feeling or showing happiness and
enthusiasm

exciting /ik'sartiy/ (adj) causing great interest, happiness, or
enthusiasm

exercise /'eksosarz/ (n) physical activity done in order to stay
healthy or become stronger

exhilarated /1g'zilorertid/ (adj) feeling very happy and excited

exhilarating /1g'zilorertiy/ (adj) causing sb to feel very happy and
excited

fascinating /'feesmerty/ (adj) extremely interesting and attractive

flexitime /'fleksitamm/ (n) a system in which employees work a
particular number of hours each week or month, but can choose
when they start and finish work each day

frightened /'frartond/ (adj) afraid; feeling fear

frightening /'frartoniy/ (adj) making you feel afraid; causing fear

hard work / ha:d ‘we:k; Ame -'weirk/ (adj) work that needs or uses
a lot of physical strength or mental effort

human resources / hjoimon r1'so:siz; Ame 'rizsoirsiz/ (n) the
department in a company that deals with employing and training
people

interested /'mtrestid/ (adj) feeling like you want to give your
attention to sth because you enjoy finding out about it or doing it

interesting /'mtrestiy/ (adj) attracting your attention because of
being special, exciting, or unusual

make progress / meik 'provgres; Ame -'pra:g-/ (phrase) to improve
or develop

make time / merk 'tamm/ (phrase) to make time available to do sth
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make useful contacts /meik ju:sfl 'kontaekts; Ame -'kam-/
(phrase) to meet people who could be helpful to you in your
business

novel /'novl; Ame 'na:vl/ (n) a book containing one long story, in
which the characters and events are usually imaginary

overtime /'suvotarm; Ame -ouver-/ (n) extra time that you work in
addition to your normal hours at work

paid leave / perd 'lizv/ (n) a period of time when you are allowed to
be away from work and you are paid as usual

plenty /'plenti/ (pron) a large amount; as much or as many as you
need

politely /po'laitli/ (adv) in a way that shows good manners and
respect for the feelings of others

progress /'prougres; Ame -'pra:g-/ (n) the process of improving or
developing

relaxing /r1'leksm/ (adj) helping you to rest and become less
anxious

take holiday / teik 'holider/ (phrase) [BrE] to be away from
work for a period of time with permission, in order to have a
holiday / vacation

take paid leave /teik perd 'lizv/ (phrase) to be away from work for
a period of time, for example for a holiday / vacation, when you
have permission and are being paid as usual

take time off /teik taim 'nf; Ame -'a:f/ (phrase) to be away from
work for a period of time with permission

time off / taim 'of; Ame -'a:f/ (n) time when you are allowed to be
away from work

tired of /'tarad ov; Ame 'tarord-/ (adj) feeling that you have
had enough of sb / sth because you no longer find them / it
interesting or because they make you angry or unhappy

tiring /'taroriy/ (adj) making you feel tired; making you feel that you
need to sleep or rest

work flexitime / wek 'fleksitarm; Ame ,weirk-/ (phrase) to work
using a system in which you do a particular number of hours
each week or month, but can choose when you start and finish
each day

work from home / wek from 'hoom; Ame weirk from "hoom/
(phrase) to do your job in your own house rather than travel to an
office to work

work late / weik 'leit; Ame weirk-/ (phrase) to stay at work after
the time that you usually go home

Unit 4

access /'zkses/ (n) the chance or permission to use or have sth, for
example, information or a service

account /a'kaont/ (n) an arrangement with a bank to keep your
money there, which means you can pay money in and take it out
when you need it

accurate /'®kjorat/ (adj) correct and true in every detail

allow /o'lav/ (v)if you allow sb to do sth, you give them permission
to do it or do not prevent them from doing it

cashier /ka'[ia(r)/ (n) a person whose job is to receive and pay out
money in a bank, shop / store, etc.

categorize /'katogoraiz/ (v) to put things or people into groups
according to what type they are

choice /tfors/ (n) the number or range of different things from
which to choose

combine /kom'bam/ (v) to put two or more different things,
features, or qualities together or to do two or more things at the
same time

consumer /kon'sjuzma(r); Ame -su:m-/ (n) a person who buys
goods or services for their own use

continuously /kon'tmjussli/ (adv) in a way that happens for a long
period without interruption, or is repeated many times

convenient /kon'vimniont/ (adj) useful or easy; not causing problems

cost-effective /'kost 1 fektrv; Ame 'ka:st-/ (adj) giving the best
possible profit or benefits in comparison with the money that is
spent

customize /'kastomaiz/ (v) to make or change sth to suit the
particular needs of one person

database /'dertobers/ (n) an organized set of data that is stored in a
computer and can be looked at and used in various ways

deal /di:l/ (n) an agreement, especially in business, on a price and
on other conditions for buying or doing sth

deliver /dr'lva(r)/ (v) to take or supply sth to a particular person or
people that it has been sent to

demand /di'ma:nd; Ame di'mand/ (v) to ask for sth very firmly

efficient /r'fifnt/ (adj) doing sth well with no waste of time, money,
or energy

encourage /m'karidz; Ame -'keir-/ (v) to persuade sb to do sth by
making it easier for them and making them believe it is a good
thing to do

functionality / fank[o'naloti/ (n) the range of functions that sth
such as a computer, device, or system can perform

help /help/ (v)if you help sb to do sth, you make it easier or
possible for them to do it

immediate /1'mi:diot/ (adj) happening or done without delay

incentive /m'sentrv/ (n) something that is offered as a reward to
encourage you to do sth

let /let/ (v)if you let sb do sth, you allow them to do it or do not try
to stop it

local /'loukl; Ame 'lovkl/ (adj) belonging to or connected with
the particular place that you are talking about, or with the place
where you live

make it easier / merk 1t 'zz1o(r)/ (phrase) if you make it easier for
sb to do sth, you do sth or give them sth that helps them to do it

multiple /'maltipl/ (adj) many in number; involving many different
people or things

promotion /pro'mau|n; Ame -'moun/ (n) activities done in order to
increase the sales of a product or service

queue /kjuz/ (n) aline of people, cars, etc. waiting for sth or to do
sth

relationship /ri'lerfnfip/ (n) the way in which two people or groups
behave towards each other or deal with each other

relevant /'relovant/ (adj) closely connected with the subject you are
discussing or the situation you are thinking about

relocate / rizlov'kert; Ame riz'lovkert/ (v) to move or to move
sb / sth to a new place to work or operate

review /ri'vjuy/ (n) a report in a newspaper or magazine, or on the
Internet, television, or radio, in which sb gives their opinion of
sth such as a book, play, website, etc.

screen /skrimn/ (n) the flat surface at the front of a television or
computer, on which you see pictures or information

secure /st'kjoor; Ame so'kjor/ (adj) safe from danger; unable to be
harmed or affected by sth

separately /(n) 'seprotli/ (adv) not together; not at the same time

site /sait/ (n) a place where a building, town, etc. was, is, or will be
located

store /stox(r)/ (v) to keep information or facts in a computer
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suburb /'sabe:b; Ame -berrb/ (n) an area where people live that is
outside the centre of a city

time-saving /'taim serviy/ (adj) that reduces the amount of time it
takes to do sth

up-to-date / Ap to 'dert/ (adj) new or recent

user-friendly /ju:zo 'frendli; Ame ju:zor-/ (adj) easy for people who
are not experts to use and understand

voucher /'vautfa(r)/ (n) [BrE] a printed piece of paper that can be
used instead of money to pay for sth, or that allows you to pay
less than the usual price of sth

Unit 5

assess /a'ses/ (v) to make a judgement about the nature, quality, or
value of sth

assist /a'sist/ (v) to help sb to do sth

attend /o'tend/ (v) to be present at an event

based in /'berst m/ (adj) working or doing business in or from a
particular place

care /kea(r); Ame ker/ (n) the process of providing sb with what
they need and treating them well because they are important to
you

check /'tfek/ (v)to examine sth to see if it is correct, safe, or
acceptable

comment /'’kpment; Ame 'kamm-/ (v) if you comment on sth, you
show that you have noticed it and give your opinion on it

confirm /kon'fezm; Ame -'ferrm/ (v) to say that an arrangement, an
agreement, etc. is definite or official

current /'karant/ (adj) happening or being used now, at the present
time

customer /'kastoma(r)/ (n)a person or an organization that buys sth
from a shop / store or business

discount /'diskaont; Ame -koont/ (n) an amount of money that is
taken off the usual cost of sth

ensure /m'[va(r); Ame -'[ur/ (v) to make sure that sth happens

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

evaluate /r'veljuert/ (v) to form an opinion of the amount, value, or
quality of sth after thinking about it carefully

expect /ik'spekt/ (v) to think or believe that sth will happen

expectations /ekspek'terfnz/ (n pl) a belief about the way sth
should happen or how sb should behave

external /ik'stexnl; Ame -'stexrnl/ (adj) happening outside an
organization, or involving people who come from outside an
organization

instructions /m'strak{ns/ (n pl) detailed information on how to do
or use sth

internal /m'0s:nl; Ame -'terrnl/ (adj) involving or concerning people
who are part of an organization, rather than people from outside
it

issue /'tfuz/ (n) a problem or worry that sb has with sth

layout /'leravt/ (n) the way in which the parts of sth such as the
equipment in an office, the land in a garden, or the parts of the
page of a book are arranged

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

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

receive /r1'si:zv/ (V) to get or accept sth that is sent or given to you

recently /'rizsontli/ (adv) not long ago

refurbish / riz'febif; Ame -'ferrb-/ (v) to clean and decorate a room,
building, etc. in order to make it more attractive, more useful, etc.

rehabilitation / ri:o bili'terfn/ (n) the process of returning to a
normal life after having been very ill / sick or injured

require /rr'’kwara(r)/ (v) to need or want sth

requirements /ri'kwaromonts; Ame -'kwaror-/ (n pl) the things that
you need or want

satisfaction /setis'fek|n/ (n) the good feeling that you have when
you have achieved or got what you wanted

service /'sexvis; Ame 'sexrv-/ (n) the work of doing sth for
customers, or a business whose work involves doing sth for
customers rather than producing goods

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

support /so'po:t; Ame -'poirt/ (n) help that is given to sb such as a
customer, for example, help with using a product

tailor /'terlo(r)/ (v) to make or adapt sth for a particular purpose, a
particular person, etc.

treadmill /'tredmil/ (n) an exercise machine that has a moving
surface that you can walk or run on while remaining in the same
place

unique /ju'nizk/ (adj) being the only one of its kind

Unit 6

admit /od'mit/ to agree, often unwillingly, that sth is true

assemble /o'sembl/ (v) to fit together all the separate parts of sth,
for example, a piece of furniture

bunny suit /'bani su:t/ (n) aloose piece of clothing like a shirt and
trousers / pants in one piece, usually worn over other clothing

chamber of commerce / tfermbar ov 'kpme:s; Ame -'ka:me:rs/
(n) a group of local business people who work together to help
business and trade in a particular town

check in / tfek 'm/ (phr v)to go to a desk at an airport and tell an
official there that you have arrived for your flight

conference /'konfrans; Ame 'kam-/ (n) a large official meeting,
usually lasting for a few days, at which people with the same
work or interests come together

delay /dr'lev (n) a period of time when sb / sth has to wait because
of a problem that makes sth slow or late

delegate /'delogot/ (n) a person who is chosen to represent a group
of people and vote and make decisions for them, for example, at
a conference

drop (sb) off / drop 'pf; Ame dra:p 'a:f/ (phr v) to take sb
somewhere in your car, usually on the way to another place

dust /dast/ (n) the fine powder of dirt that forms in buildings, on
furniture, floors, etc.

eat out /it 'aot/ (phr v) to have a meal in a restaurant, rather than
at home

enemy /'‘enomi/ (n) something that harms sth or prevents it from
being successful

entertainment /ento'ternmont; Ame entor-/ (n) things that people
watch and listen to in order to have fun and relax

equivalent /r'kwrvalont/ (n) something that is equal in value,
amount, meaning, importance, etc. to sth else

etiquette /'etikat/ (n) formal rules of correct or polite behaviour in
society or among members of a particular profession

excursion /1k'skerzn; Ame -'skemrzn/ (n) a short journey made for
pleasure, especially one that has been organized for a group of
people
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exhibition /eksi'bifn/ (n) a collection of things, for example,
products or works of art, that are shown to the public

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

freshen up / fre/n 'ap/ (phr v) to wash and make yourself look
clean and tidy

go out /,gau 'avt; Ame ,gou-/ (phr v) to leave your house or the
place where you are staying to go to a social event

guest /gest/ (n) a person that you have invited to your house or to a
particular event, organization, meeting, etc.

hospitality /hospr'teliti/ (n) friendly and generous behaviour
towards guests

jewellery /'dzuzlri/ (n) objects such as rings and necklaces that
people wear as decoration

look around / luk o'raond/ (phr v) to visit a place or building,
walking around it to see what is there

meet up with /mizt 'Ap wid/ (phr v) to meet sb, especially by
arrangement

nightlife /'nartlaif/ (n) entertainment that is available in the evening
and at night

off-limits / of 'limits; Ame a:f-/ (adj) where people are not allowed
to go

outcome /'auvtkam/ (n) the result or effect of an action or event

pick (sb) up /pik ‘ap/ (phr v)to go somewhere in your car and
collect sb who is waiting for you

pleasure /'ple3s(r)/ (n) the activity of enjoying yourself, especially
in contrast to working

prohibition / proor'bifn; Ame prova'b-/ (n) a rule or statement that
says sth cannot be done or used

show (sb) around / [ov o'ravnd; Ame [ou-/ (phr v)to be a guide
for sb when they visit a place for the first time to show them what
is interesting

sightseeing /'saitsiziy/ (n) the activity of visiting interesting
buildings and places as a tourist

souvenir /su:vo'niza(r)/ (n) a thing that you buy when you travel,
and give as a gift or keep to remind yourself of a place

speciality / spefi'@loti/ (n) [BrE] a type of food or product that a
restaurant or place is famous for

subordinate /so'bo:dmnot; Ame -'boird-/ (n) a person who has
a position with less authority and power than sb else in an
organization

synthetic /sm'Oetik/ (adj) artificial; made by combining chemical
substances rather than being produced naturally by plants or
animals

tour /tos(r); Ame tor/ (n) an act of walking around a building,
organization, town, etc. in order to visit it

uncommon /an'kpmon; Ame -'kammon/ (adj) unusual or rare

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

virtual /'ve:tfual; Ame 'verrt[-/ (adj) made to appear to exist by the
use of computer software, for example, on the Internet

Unit 7

advantage /ad'va:ntidz; Ame -'vent-/ (n) a quality of sth that
makes it better or more useful

announce /2'navns/ (v) to tell people sth officially, especially about
a decision, plans, etc.

aware /a'wea(r)/ (adj) if you are aware of sth, you know that it
exists and is important

breach /bri:t|/ (n) a failure to do sth that must be done, or an action
that breaks a rule or agreement

deter /dr'te:(r)/ (v) to make sb decide not to do sth or continue
doing sth, especially by making them understand the difficulties
and unpleasant results of their actions

disadvantage / disod'va:ntidz; Ame -'vent/ (n) something that
causes problems and tends to stop sb / sth from succeeding or
making progress

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

gain access /,gem '@kses/ (phrase) to manage to reach or enter a
place, or to use or see sth such as information on a computer

identity theft /ar'dentiti 6eft/ (n) using sb else’s name and personal
information in order to obtain credit cards and other goods or to
take money out of the person’s bank accounts

illegal /r'lizgl/ (adj) not allowed by the law

lift /lift/ (n) [BrE] a machine that carries people or goods up and
down to different levels in a building

load /loud; Ame loud/ (v) to put a large quantity of things or
people onto or into sth

measure /'me3o(r)/ (n) an official action that is done in order to
achieve a particular aim

monitor /'mpnita(r); Ame 'ma:n-/ (v) to watch sth over a period of
time in order to check that a particular thing does not happen, or
check how sth develops

network /'netwe:k; Ame -werrk/ (n) number of computers and
other devices that are connected together so that equipment and
information can be shared

notify /'novtifar; Ame 'nout-/ (v) to formally or officially tell sb
about sth

pass /pas; Ame pas/ (n) an official document or ticket that shows
that you have the right to enter or leave a place, to travel on a bus
or train, etc.

password /'pa:sweid; Ame ‘peswerd/ (n) a secret word or series of
letters or numbers that you need to know in order to be allowed
into a place, or that you must type into a computer or computer
system in order to be able to use it

procedure /prasi:dzo(r)/ (n) a way of doing sth, especially the usual
or correct way

review /ri'vjur/ (v) to carefully examine or consider sth again,
especially so that you can decide if it is necessary to make
changes

safeguard /'seifga:d; Ame -ga:rd/ (v) to protect sth / sb from loss,
harm, or damage; to keep sth / sb safe

security breach /sr'kjuoroti briztf/ (n) an action that means that sth
that is normally protected is no longer secure

security camera /st'kjuzarati keemra/ (n) a camera that is used to
film what happens in or around a building, in order to protect the
building from attack, crime, etc.

security pass /sr'kjuzarati pazs; Ame -pas/ (n) an official document
or card that shows that you have the right to enter or leave a
building, an office, etc.

security procedures /si'kjuzorati pro si:d3o(r)z/ (n pl) ways of doing
things and rules that must be followed in order to protect a
building, organization, etc. against attack, danger, or crime

security staff /si'kjuzoroti sta:f; Ame -stef/ (n) people in an
organization who are responsible for protecting it against attack,
danger, or crime
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swipe /swaip/ (v) to pass a plastic card, such as a credit card,
through a special machine that is able to read the information
that is stored on it

transaction /treen'zek|n/ (n) a piece of business that is done
between people, especially an act of buying or selling

unauthorized access /an o:faraizd 'kses/ (n) a situation in which
sb enters a place, or uses or sees sth such as information on a
computer, when they do not have permission or the right to do
this

Unit 8

blame /blerm/ (v) to think or say that sb / sth is responsible for sth
bad

candidate /'’kendidert/ (n)a person who is applying for a job or
who is considered suitable or likely to get a job

chart /tfa:t; Ame tfa:rt/ (n) a page or sheet of information in the
form of diagrams, lists of figures, etc.

common ground / kpman 'gravnd/ (n) similar ideas, interests, or
knowledge

complementary skills / komplimentri 'skilz/ (n pl) abilities that are
different, but together form a useful combination

conduct business /kon dakt 'biznos/ (phrase) to take part in the
activity of making, buying, selling, or supplying goods or services
for money

continent /'kontmont/ (n) one of the large land masses of the earth
such as Europe, Asia, or Africa

detail /'dizterl/ (n) the small facts or features of sth, that may not be
easy to notice

form alliances /,form o'laronsiz; Ame forrm-/ (phrase) to make an
agreement with other people or groups to work together in order
to achieve sth that you all want

freelancer /'fri:la:nsa(r); Ame -lensor/ (n) a person who earns
money by selling their work or services to several different
organizations, rather than being employed by one particular
organization

join forces / dzom 'forsiz; Ame -'forrsiz/ (phrase) to work together in
order to achieve a shared aim

joint venture / dzomt 'vent[a(r)/ (n) a project that is being worked
on by two or more people or groups

merge /me:dz; Ame merd3/ (v) to combine, or make two or more
organizations combine to form a single organization

mutual benefit / mju:tfual 'benifit/ (n) an advantage or useful result
that helps both the people or groups involved in sth

prediction /pri'dik[n/ (n) a statement that says what you think will
happen

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

response /r1'spans/ (n) a spoken or written answer

shared goals / [ead 'gouvlz; Ame [eard 'gouvlz/ (n pl) similar things
that two or more people or groups all want to achieve

suspicion /sa'spifn/ (n) the feeling that you cannot trust sb / sth

take responsibility / teik risponsi'biliti/ (phrase) to accept a duty to
deal with sth, so that you may be blamed if sth goes wrong

team player / tizm 'plers(r)/ (n) a person who is good at working as
a member of a team, usually in their job

work closely / wek 'klousli; Ame ,weirk 'kloosli/ (phrase) to spend
a lot of time working with another person or with other people

worrying /'warim/ (adj) that makes you worry

Unit 9

appropriate /3'proupriat; Ame o'prou-/ (adj) suitable, acceptable, or
correct for the particular circumstances

average /'@vridz/ (adj) typical or normal; calculated by adding
several amounts together, finding a total, and dividing the total by
the number of amounts

bill /b1l/ (n) a document that shows how much you owe sb for
goods or services

breathtaking /'brefterkiy/ (adj) very impressive or exciting

challenge /'tfelindz/ (n) a new or difficult task that tests sb’s ability
and skill

client /'klaront/ (n) a person who buys goods or uses services
provided by a company, a professional person, etc.

component /kom'pavnant; Ame -'pooun-/ (n) one of several parts
from which sth is made

container /kon'tema(r)/ (n) a large metal or wooden box of a
standard size in which goods are packed so that they can easily
be transported by ship, train, etc.

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

demand /di'ma:nd; Ame -'mand/ (n) the desire or need of
customers for goods or services which they want to buy or use

dispatch /dis'pet|/ (v) to send a letter, package, or message
somewhere

distribute /dis'tribju:t/ (v) to send goods to shops / stores and
businesses so that they can be sold

distributor /dis'tribjuta(r)/ (n) a person or company that supplies
goods from the company that makes them to shops / stores, etc.

enormous /1'nommas; Ame -'norrm-/ (adj) extremely large

home improvement /hoom 1mm'pruzvmont; Ame hoom-/ (n)
changes that are made to a house, that increase its value

in stock /m 'stok/ (adj) available for sale

inventory /'mvontri; Ame -torri/ (n) goods that a business has
available for sale at a particular time

keep track of /kip 'trek ov/ (phrase) to have recent information
about what is happening or where sb / sth is

manufacturer /manju'feekt{ora(r)/ (n) a company or person that
produces goods in large quantities

motherboard /'madabo:d; Ame 'madarbo:ird/ (n) the main board of
a computer, containing all the circuits

out of stock /aut ov 'stpk/ (adj) not ready or not available to be
bought

performance /pa'formans; Ame par'forrm-/ (n) how well or badly sth
works or is done

raw material / ro: mo'tizriol/ (n) a basic material that is used to
make a product

retailer /'rizterlo(r)/ (n) a business or person that sells goods to the
public

run low on /ran 'lov pn; Ame -'loov am/ (phr v) to have nearly
used up or finished a supply of sth

run out of / ran 'avt av/ (phr v) to use up or finish a supply of sth

solution /sa'luzfn/ (n) a way of solving a problem or dealing with a
difficult situation

stock up on / stok 'ap pn; Ame am/ (phr v) to buy a lot of sth so
that you can use it later

streamlined /'striimlaind/ (adj) working well in a way that does not
use any unnecessary money, time, or effort

supplier /sa'plaia(r)/ (n) a person or company that supplies goods
or services to another company
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supply chain /sa'plar tfem/ (n) the series of processes involved in
the production and supply of goods, from when they are first
made, grown, etc. until they are bought or used

ultimately /'Altimotli/ (adv) in the end; finally

urgently /'e:dzontli; Ame 'exrd3-/ (adv) in a way that needs to be
dealt with or happen immediately

warehouse /'weohaus; Ame 'wer-/ (n) a building where large
quantities of goods are stored, especially before they are sent to
shops / stores to be sold

Unit 10

amount /o'maont/ (n) a sum of money

atmosphere /'@tmasfiza(r)/ (n) the feeling or mood that you have in
a particular place or situation

autism /'ortizm/ (n) a mental condition in which a person finds it
difficult to communicate or form relationships with others

badly-equipped / bzadli r'’kwipt/ (adj) not provided with the things
that are needed for a particular purpose or activity

beautifully maintained / bju:tifli mem'teind/ (adj) kept in a very
good condition by being regularly checked and repaired

breast cancer /'brest kaensa(r)/ (n) a form of the disease cancer (a
serious disease in which cells grow in the body and kill normal
body cells) that affects the breasts

canteen /ken'tiin/ (n) a place where food and drink are served in a
factory, a school, etc.

complain /kom'plem/ (v) to say that you are annoyed, unhappy, or
not satisfied about sb / sth

complex /'’kpmpleks/ (n) a group of buildings of a similar type
together in one place

co-operation /kouppa'rerfn; Ame kova:p-/ (n) the fact of doing sth
together or of working together towards a shared aim

cramped /krempt/ (adj) not having enough space for the people in
it

creche /kref/ (n) a place where babies and small children are taken
care of while their parents are working, studying, etc.

desire /dr'zaio(r)/ (n) a strong wish to have or do sth

extremely /1k'strizmli/ (adv) to a very high degree

fairly /'feorli; Ame 'ferli/ (adv) to some extent, but not very

initial /i'nifl/ (adj) happening at the beginning; first

interactive /mtor'@ktrv/ (adj) that involves people working
together and having an influence on each other, or that involves
information being passed in both directions between sth such as
a computer and the person who uses it

interior /m'traria(r); Ame -'tir-/ (n) the way that the inside of a
building, room, or car is designed and decorated, including
fabrics, carpets, paint, etc.

lid /lid/ (n) a cover over a container that can be removed or opened
by lifting or turning it

locker /'Inko(r)/ (n) a small cupboard that can be locked, where you
can leave your clothes, bags, etc. while you work, play a sport,
etc.

maintained /mein'tend/ (adj) kept in a good condition by being
regularly checked and repaired

not exactly /not 1g'zektli/ (adv) not very; sometimes used when
you are saying the opposite of what you mean

old-fashioned /ould 'feefond; Ame oold-/ (adj) not modern or
fashionable

pretty /'priti/ (adv) to quite a large extent

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

profit /'profit; Ame 'pra:f-/ (n) the money that you make in
business or by selling things, especially after paying the costs
involved

quite /kwart/ (adv) to some degree

really /'ri:li/ (adv) very; used to emphasize an adjective or adverb

recommendation / rekomen'deifn/ (n) an official suggestion about
the best thing to do

run down /ran 'davn/ (adj) in very bad condition; that has not
been taken care of

spacious /'speifas/ (adj) large and with plenty of space for people to
move around in

state-of-the-art /stert ov 01 'a:t; Ame -'a:rt/ (adj) using the most
modern or advanced techniques or methods; as good as it can be
at the present time

successful /sak'sesfol/ (adj) having become popular and / or made
a lot of money

up-to-date /ap to 'dert/ (adj) new or recent

well-equipped /wel 1'kwipt/ (adj) provided with all the things that
could be needed for a particular purpose or activity

Unit 11

argument /'a:gjumont; Ame 'a:xrg-/ (n) a discussion in which people
disagree, often angrily

avoid confrontation /o, void konfran'terfn; Ame - ka:nfro
n-/ (phrase) to prevent a situation in which there is angry
disagreement between people or groups

backing /'bakiy/ (n) support or approval

brainstorm /'bremstorm; Ame -storrm/ (v) to share thoughts about
sth as a group, in order to solve a problem or to create new ideas

branch /bram; Ame bren|/ (n) a local office or shop / store
belonging to a large company or organization, especially a bank

carry out a decision / kerr avt o dr'sizen/ (phrase) to take action
based on sth that has been decided

celebrate /'selibrert/ (v) to show that an event is important or that
you are happy about it by doing sth special

collaborative /ka'lebratrv/ (adj) involving, or done by several
people or groups of people working together

competition / kompoa'tifn; Ame ka:m-/ (n) an event in which
people compete with each other to find out who is the best at sth

complaint /kem'plemt/ (n) a statement that sb makes saying that
they are not satisfied

compromise /'kpmpromaiz; Ame 'ka:m-/ (n) an agreement made
between two people or groups in which each side gives up some
of the things they want so that both sides are happy at the end

consensus /kon'sensas/ (n) an opinion that all members of a group
agree with

concession /kan'se[n/ (n) something that you allow or do, or allow
sb to have, in order to end an argument or to make a situation
less difficult

confrontation / konfron'ter/n; Ame ka:nfron-/ (n) a situation in
which there is an angry disagreement between people or groups
who have different opinions
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consultation / konsal'terfn; Ame kamn-/ (n) the act of discussing
sth with sb or with a group of people before making a decision
about it

co-operative /kou'pparativ; Ame kou'a:p-/ (n) a business or
organization that is owned and run by the people involved, with
the profits shared by them

democratic /demo'kretik/ (adj) based on the principle that all
members have an equal right to be involved in running an
organization

dress code /'dres koud; Ame -kood/ (n) rules about what clothes
people should wear at work

evaluate ideas /1 veljuert ar'dioz; Ame -'dizaz/ (phrase) to form an
opinion of the quality or value of ideas after thinking about them
carefully

express an opinion /1k spres an o'pmren/ (phrase) to show or make
known your feelings or thoughts about sth

go for /'gou fo:(r); Ame 'gou-/ (phr v) to choose sth

have a say / hev o 'ser/ (phrase) to have the right to influence sth
by giving your opinion before a decision is made

hierarchy /‘'harora:ki; Ame -ra:rki/ (n) a system in an organization
in which people are organized into different levels of importance
from highest to lowest

in favour /m 'ferva(r)/ (phrase) if you are in favour of sb / sth, you
support and agree with them / it

independent /mdr'pendant/ (adj) not part of a larger company or
group of companies

instinct /'mstinkt/ (n) a feeling that makes you do sth or believe
that sth is true, even though it is not based on facts or reason

investigate /m'vestigert/ (v) to find out information and facts about
a subject or problem by study or research

leak /lizk/ (v) to give secret information to the public, for example,
by telling a newspaper

magnet /'magnot/ (n) a person, place, or thing that sb / sth is
attracted to

majority /modzpriti; Ame -ad3o:r-/ (n) the largest part of a group of
people or things

make a suggestion / meik o so'dzestfon/ (phrase) to mention an
idea or a plan for sb else to think about

make up your mind /meik ,ap jo: mamnd; Ame -jor-/ (phrase) to
decide sth

maximum /'maksimam/ (n) the greatest amount, size, speed, etc.
that is possible, recorded, or allowed

option /'opfen; Ame 'a:p-/ (n) something that you can choose to
have or do

panic /'penik/ (n) a situation in which people are made to feel
very anxious, causing them to act quickly and without thinking
carefully

patriotic /petri'vtik; Ame -'a:tik/ (adj) having or expressing a great
love of your country

persuasive /pa‘swerstv; Ame por's-/ (adj) able to persuade sb to do
or believe sth

praise /preiz/ (v)to express your approval or admiration for
sb / sth

proposal /pra'povzal; Ame -'pouz-/ (n) a suggestion or plan

put (sth) forward / put 'forwad; Ame -'forrward/ (phr v) to suggest
sth, such as an idea, for discussion

reach a consensus / ri:t{ o kon'sensas/ (phrase) to find an opinion
that all members of a group agree with

reconsider / ritkan'sida(r)/ (v) to think about sth again, especially
because you might want to change a previous decision or opinion

regret /ri'gret/ (v) to feel sorry about sth you have done

salary /'szlori/ (n) money that employees receive for doing their
job, especially professional employees or people working in an
office, usually paid every month

soda /'souds; Ame 'sou-/ (n) [AmE] a sweet fizzy drink

strike /straik/ (n) a period of time when an organized group
of employees of a company stops working because of a
disagreement over pay or conditions

tabloid /'teblond/ (adj) a tabloid newspaper is a newspaper with
small pages, especially one that has short articles and a lot of
pictures, and is thought of as less serious than other newspapers

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

vacant /'verkont/ (adj) if a job is vacant, nobody is doing it and it is
available for sb to take

vote /vaut; Ame vout/ (n) the right to make a formal choice in an
election or at a meeting in order to choose sb or decide sth

willingly /'wiligli/ (adv) in an enthusiastic way, without needing to
be persuaded

workforce /'weikfors; Ame 'werkfors/ (n) all the people who work
for a particular company, organization, etc.

Unit 12

a-ha moment /a:'ha: mouvmont; Ame - mouvm-/ (n) a moment
when you suddenly understand or realize sth

asset /'@set/ (n) a thing or person that is valuable or useful to
sb / sth

badge /bazd3z/ (n)a small piece of metal or plastic, with a design
or words on it, that a person wears to show their name, the
organization that they belong to, etc.

brainchild /'bremtfaild/ (n) an idea or invention of one person or a
small group of people

catalyst /'ketolist/ (n)a person or thing that causes a change

come up with /kam 'ap wid/ (phr v) to find or produce an idea, an
answer, etc.

concept /'konsept; Ame 'kam-/ (n) an idea or a principle

convince /kon'vins/ (v) to make sb believe that sth is true

dynamic /dar'nemik/ (adj) always changing and making progress

facilitator /fa'siliterta(r)/ (n) a person who helps sb do sth or helps a
process to take place by discussing problems, giving advice, etc.
rather than telling people what to do

graduate /'grad3zust/ (n) a person who has a university degree

income /'mkam/ (n) the money that a person or organization earns,
especially on a regular basis

independence / mdi'pendons/ (n) the freedom to organize your own
life, make your own decisions, etc. without needing help from
other people

innovative /'movatrv/ (adj) introducing or using new and original
ideas, ways of doing sth, etc.

invention /m'ven|n/ (n) a thing or an idea that has been produced
or designed that did not exist before

joystick /'dzoistik/ (n) a stick with a handle used to control sth such
as a computer game or aircraft

mission statement /'mifn sterttmont/ (n) an official statement of the
aims of a company or an organization

obstacle /'pbstokl; Ame 'a:b-/ (n) a situation, an event, etc. that
makes it difficult for you to do or achieve sth
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original /a'ridzmal/ (adj) new and interesting in a way that is
different from anything that has existed before

pension /'penfn/ (n) an amount of money paid regularly by a
government or company to sb who is considered to be too old or
too ill / sick to work

prototype /'prouvtatarp; Ame ‘proot-/ (n) the first design of sth from
which other forms are copied or developed

reliable /rr'larebl/ (adj) that you can trust to do sth well or to do
what is expected without changing or failing

represent / repri'zent/ (v)to be a member of a group of people and
act or speak on their behalf at an event, a meeting, etc.

retire /r1'tara(r)/ (v) to stop doing your job, especially because you
have reached a particular age

revolutionary /reva'lu:fonori; Ame -neri/ (adj) involving a great or
complete change

roll /roul; Ame rool/ (v) to move smoothly on wheels

simple /'simpl/ (adj) not complicated; easy to understand or do

sophisticated /so'fistikertid/ (adj) clever and complicated in the way
that it works

steering wheel /'stioriy wizl; Ame 'stir-/ (n) the wheel that the
driver turns to control the direction that a vehicle goes in

traditional /tro'difonl/ (adj) following older methods and ideas
rather than modern or new ones

wheelchair /'wilt{ea(r); Ame -tfer/ (n) a special chair with wheels,
used by people who cannot walk because of illness, an accident,
etc.

Unit 13

approve /o'pruzv/ (v) to officially agree to a plan, request, etc.

benefit /'benifit/ (v) to be useful to sb or improve their position in
some way

break down / breik 'daon/ (phr v) (of a machine or vehicle) to stop
working because of a fault

bug /bag/ (n) a fault, especially in a computer system or program

capital /'kepitl/ (n) an amount of money that is invested in or is
used to start a business

damaged /'demid3d/ (adj) harmed or spoiled

defect /'di:fekt/ (n) a fault in sth or in the way it has been made
which means that it is not perfect

defective /dr'fektiv/ (adj) having been made with a fault or faults;
not perfect

domestic appliance /do mestik o'platons/ (n) a machine that is
designed to do a particular thing in the home, such as preparing
food, or cleaning

down /daoun/ (adj) (of a computer or computer system) not working

failure /'ferljo(r)/ (n) an occasion when sth does not work correctly
or as expected

faulty /'folti/ (adj) not perfect; not working or made correctly

fix /fiks/ (v) to repair or correct sth

flaw /flo/ (n) a mistake in sth that means that it is not correct or
does not work correctly

go wrong /,gou 'roy; Ame ,gou 'raxy/ (phr v) to stop working
correctly or to experience problems or difficulties

incident /'msidont/ (n) something that happens, especially sth
unusual or unpleasant

incompatible / mkom'patibl/ (adj) two things that are incompatible
are of different types so that they cannot be used together

lead /liz:d/ (n) [BrE] a long piece of wire, usually covered in plastic,
that is used to connect a piece of electrical equipment to a
source of electricity

let (sb) down / let 'davn/ (phr v) to fail to help or support sb as they
had hoped or expected

misunderstanding / misando'steendin; Ame -ander's-/ (n) a situation
in which a comment, an instruction, etc. is not understood
correctly

out of order /aut ov 'o:da(r); Ame -'omrdar/ (phrase) (of a machine,
etc.) not working correctly

policy /'polisi; Ame 'pa:l-/ (n) a plan of action agreed or chosen by
a business, an organization, or a political party

quality /'kwoloti; Ame 'kwa:l-/ (n) the standard of sth when it is
compared to other things like it, especially when this is a high
standard

reboot /ri:'bu:t/ (v) if you reboot a computer or it reboots, you
switch it off and then start it again

relieve /r1'lizv/ (v) to make a problem less serious

remotely /r1'moutli; Ame -'mout-/ (adv) from a distance or from a
different machine, using an electronic link

report /r1'port; Ame -'porrt/ (n) a spoken or written description of
sth containing information that sb needs to have

unreliable / anrr'laobl/ (adj) that cannot be trusted or depended on

workload /'weikloud; Ame 'werrklood/ (n) the amount of work that
has to be done by a particular person or organization

Unit 14

apologize /a'poladzarz; Ame a'pa:l-/ (v) to say that you are sorry
for doing sth wrong or causing a problem

apply /o'plar/ (v) to make a formal request, usually in writing, for sth
such as a job

attention /o'ten|n/ (n) the act of looking at or listening carefully to
sb / sth

available /a'verlobl/ (adj) that you can get, buy, or find

basic procedure /beisik pro'sizdzo(r)/ (n) the way that sth is done,
in its simplest form

competitive /kom'petotrv/ (adj) as good as or better than others

competitor /kom'petita(r)/ (n) a business, person, product etc. that
competes against others

contract /'kontrekt; Ame 'kam-/ (n) an official written agreement,
for example, that sb will do a particular job or provide a particular
service

disciplinary procedures /disi'plmari pra,si:d3a(r)z/ (n) an officially
agreed way that people who break rules are punished in an
organization

essentially /1'senfoli/ (adv) used when you are going to describe the
basic or most important nature of sth / sb

fare /fea(r); Ame fer/ (n) the money that you pay to travel by plane,
train, bus etc.

feed (sth) into / fixd 'mto/ (phr v) to supply sth to or put sth into a
machine

finally /'famsli/ (adv) used to introduce the last in a list of things

first of all / fe:st ov 'oil; Ame ferrst-/ (phrase) used to introduce the
first in a list of things

fuel /'fjuzal/ (n) any material that produces heat or power, usually
when it is burnt

having /'haeviy/ (auxiliary) used in the construction ‘having done
sth’ to mean ‘when sb has done sth’

ink /mk/ (n) coloured liquid for writing, drawing, and printing
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proceed /pro'si:d/ (v) to continue doing sth

investor /m'vesta(r)/ (n) a person or an organization that invests
money (buys property or shares in a company or spends money
on sth in the hope of making a profit)

make (sth) out of / merk 'avt ov/ (phr v) to create or prepare sth by
combining materials or putting parts together

once /wans/ (conjunction) as soon as; when

passenger /'pesmd3a(r)/ (n) a person who is travelling in a plane,
train, bus, car, or ship and who is not working on it or operating it

pick (sth) up /pik 'Ap/ (phr v) to take hold of sth and lift it up

put (sth) in / pat 'm/ (phr v) to move sth into a place or position
inside sth

refinery /ri'famori/ (n) a factory where a substance such as oil is
refined (made pure)

research /ri'se:tf; Ame 'rirsext|/ (n) careful study of a subject,
especially in order to discover new facts or information about it

revenue /'revonju:; Ame -nuy/ (n) the money that is received by a
business, usually from selling goods or services

short notice / [ort 'nootis; Ame forrt 'nootis/ (n) a small amount
of time before sth happens, so that there is not much warning or
opportunity for preparation

stage /sterd3/ (n) a separate part that a process, etc. is divided into

take (sth) out /teik 'avt/ (phr v) to remove sth from a particular
thing or place

Unit 15

ambition /@m'bifn/ (n) the desire or determination to be successful,
rich, powerful, etc.

ambitious /@m'bifos/ (adj) determined to be successful, rich,
powerful, etc.

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

anticipate /@n'tisipert/ (v) to see what might happen in the future
and take action to prepare for it

appearance /a'prorans/ (n) the way that sb / sth looks on the
outside

appraisal /o'preizal/ (n) a meeting between an employee and their
manager to discuss the quality of the employee’s work and to
plan future tasks

assume /o'sjuzm; Ame o'suzm/ (v) to think or accept that sth is true,
but without having proof

audience /o:dions/ (n) the group of people who have gathered to
watch or listen to sth

award /o'word; Ame -'worrd/ (n) a prize such as money, etc. for sth
that sb has done

bring (sb) up to speed / bri Ap to 'spi:d/ (phrase) to give sb the
most recent and accurate information or knowledge

caring /'kearmy; Ame 'ker-/ (adj) kind, helpful, and showing that you
care about other people

confidence /'kpnfidons; Ame 'kamn-/ (n) a belief in your own ability
to do things and be successful

confident /'kpnfidont; Ame 'kamn-/ (adj) feeling sure about your
own ability to do things and be successful

confused /kon'fju:zd/ (adj) unable to understand clearly what is
happening or what sb is saying

creative /krr'ertiv/ (adj) having the skill and imagination to produce
sth new or create a work of art

creativity /krrer'trviti/ (n) the ability to use skill and imagination to
produce sth new or create a work of art

dedicated /'dedikertid/ (adj) working hard at sth because it is very
important to you

dedication /dedi'keifn/ (n) the hard work and effort that sb puts
into an activity or purpose because they think it is important

dependability /dipenda'biliti/ (n) the quality of being dependable

dependable /di'pendobl/ (adj) that can be relied on to do what you
want or need

enthusiasm /m'Oju:ziezom; Ame -'0uiz-/ (n) the quality of being
enthusiastic

enthusiastic /m'Oju:zizestik; Ame -'Ouiz-/ (adj) feeling or showing a
lot of excitement and interest about sb / sth

factory /'feektri/ (n) a building or group of buildings where goods
are made

flexibility /flekst'biliti/ (n) the quality of being flexible

flexible /'fleksibl/ (adj) able to change to suit new conditions or
situations

hardworking /ha:d'we:kig; Ame ha:rd'weirk-/ (adj) putting a lot of
effort into a job and doing it well

health /hel0/ (n) the condition of a person’s body or mind

helpful /'helpfl/ (adj) willing to help sb

launch /lomntf/ (v) to start an activity, especially an organized one

map /map/ (n) a drawing or plan of an area or of part of the earth’s
surface, showing things such as countries, towns, rivers, or streets

motivated /'moutivertid; Ame 'mouot-/ (adj) willing to do sth that
involves hard work and effort

motivation /mouti'ver/n; Ame 'mout-/ (n) the quality of being
willing to do sth that involves hard work and effort

nominate /'npmmert; Ame ‘na:m-/ (v) to formally suggest that sb
should be chosen for an important role, prize, position, etc.

patience /'peifons/ (n) the quality of being patient

patient /'perfont/ (adj) able to wait for a long time or accept
annoying behaviour or difficulties without becoming angry

punctual /'papktjusl/ (adj) arriving or doing sth at the arranged or
correct time; not late

punctuality /papktju'eliti/ (n) the quality of being punctual

raise /rerz/ (n) an increase in the money you are paid for the work
that you do; a rise

serious /'storros; Ame 'sir-/ (adj) that must be treated as important
because it could be bad or dangerous

shaft /[a:ft; Ame [@ft/ (n) a metal bar that joins parts of a machine
or an engine together, enabling power and movement to be
passed from one part to another

slide /slaid/ (n) a small piece of film held in a frame that can be
shown on a screen when you shine a light through it

submit /sab'mit/ (v) to give a document, proposal, etc. to sb in
authority so that they can consider it

subsidiary /sob'sidiari; Ame -dieri/ (n) a company that is owned or
controlled by another company

wealth /wel6/ (n) alarge amount of money, property, etc. that sb
owns

Unit 16

absolute /'®bsolu:t/ (adj) total and complete; used to give emphasis
to what you are saying

achievement /o'tfizvmont/ (n) a thing that sb has done successfully,
especially using their own effort and skill

amazing /a'merziy/ (adj) very good, especially in an unexpected
way
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breakthrough /'breik6ru:/ (n) an important development that may
lead to an agreement, achievement, or discovery

chaotic /ker'ntik; Ame -'a:t-/ (adj) in a state of complete confusion
and lack of order

come across / kam o'krps; Ame -'kra:s/ (phr v) to find sth by
chance

complete /kom'pli:t/ (adj) to the greatest degree possible; used to
give emphasis to what you are saying

concern /kon'sem; Ame -'serrn/ (n) a feeling of worry about a
particular thing

cosmetic /kpz'metik; Ame ka:z-/ (adj) a cosmetic product is one
that you put on your face or body to make it more attractive

disaster /di'za:sto(r); Ame -'zes-/ (n) a complete failure

discover /dis'kava(r)/ (v)to find sth, for example to find sth that
was hidden or not known about, or find information about sth

endanger /en'demndzo(r)/ (v) to put sb / sth in a situation in which
they could be harmed or damaged

expertise /ekspe:'tiz; Ame -spe:rt-/ (n) expert knowledge or skill in
a particular subject, activity, or job

find out about /fand 'act o baot/ (phr v) to get some information
about sth / sb by asking, reading, etc.

flop /flop; Ame fla:p/ (n) something that is not at all successful

founded /'faondid/ (v, past participle) when sth was started, such as
an organization or an institution

gain /gem/ (v) to obtain or win sth that you need or want

great /greit/ (adj) much more than average in degree or quantity;
used to give emphasis to what you are saying

instant coffee / mstont 'kofi; Ame -'ka:fi/ (n) coffee in the form
of a powder that can be made quickly and easily by adding hot
water

know-how /'nav hau; Ame 'nouv-/ (n) knowledge of how to do sth
and experience in doing it

look for /'luk fo:(r)/ (phrv)to try to find sth

manage /‘manidz/ (v)if you manage to do sth difficult, you
succeed in doing it

moisturizer /'moistjoraizo(r)/ (n) a cream that is used to make your
skin less dry

potential /pa'tenfl/ (adj) that can develop into sth in the future;
possible

rank /renk/ (v) to give sb / sth a particular position on a scale
according to quality, importance, success, etc.

real /rizal/ (adj) genuine or true; used to give emphasis to what you
are saying

search /se:tf; Ame semrtf/ (v) to try to find sth, for example to look
for information on the Internet

share /[ea(r); Ame [er/ (v) to tell other people your ideas,
experiences, knowledge, etc.

shareholder /'[eshaulda(r); Ame '[erhou-/ (n) an owner of shares in
a company or business

significant /sig'nifikont/ (adj) large or important enough to have an
effect

silk /s1lk/ (n) a type of fine smooth cloth made from a fine thread
produced by insects called silkworms

smuggle /'smagl/ (v) to take goods secretly and illegally into or out
of aplace

spread /spred/ (v) to affect or make sth affect, be known by, or used
by more and more people

succeed in /sak'sizd m/ (v) if you succeed in doing sth, you achieve
sth that you have been trying to do

success /sak'ses/ (n) the fact that you have achieved sth that you
want, or something that has achieved a good result

sweater /'sweta(r)/ (n) a knitted piece of clothing made of wool or
cotton for the upper part of the body, with long sleeves

total /'toutal; Ame 'tou-/ (adj) complete; used to give emphasis to
what you are saying

triumph /'traiamf/ (n) a great success, achievement, or victory

turnover /'teznouva(r); Ame 'tezrrnou-/ (n) the total amount of
goods or services sold by a company during a particular period
of time

verdict /'ve:dikt; Ame 'verrdikt/ (n) a decision that you make or
an opinion that you give about sth, after you have considered it
carefully

waste of time / weist ov 'tamm/ (phrase) a situation in which it is not
worth spending time on sth because it does not succeed or bring
any good results
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