Glossary | Unit by unit

Unit 1

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

arrogant /'®rogont/ (adj) behaving in a proud, unpleasant way

banquet /'benkwit/ (n) a formal meal for a large number of
people, usually for a special occasion, at which speeches are
often made

bargain /'ba:gin; AmE 'ba:r-/ (v) to discuss prices, conditions, etc.
with sb in order to reach an agreement that is acceptable

bound /baund/ (adj) if sth is bound to happen, it is certain or very
likely to happen

build a relationship /bild o rr'lerfnfip/ (phrase) to create or
develop a friendly way of working or dealing with someone

cabinet /'’kabmot/ (n) a piece of furniture with doors, drawers and
/ or shelves, that is used for storing or showing things

caterer /'kertora(r)/ (n) person or company whose job is to provide
food and drinks at a business meeting or for a special occasion

come across /kam o'kros; AmE -'krazs/ (phr v) to make a
particular impression

complex /'kpmpleks; AmE kom'pleks/ (adj) difficult to understand
because of being made of many different things or parts

confident /'konfidont; AmE' 'ka:n-/ (adj) feeling certain that sth
will happen in the way that you want or expect

confirm /kon'ferm; AmE -'ferrm/ (v) to state that sth is definitely
true or correct, or that an arrangement is definite or official

cover for /'kava fao(r); AmE 'kavar/ (phr v)to do sb’s work or
duties while they are away

create an impression /krieit on im'prefn/ (phrase) to give people
a particular feeling, idea, or opinion the first time they see sth or
meet sb

creativity /krier'tiviti/ (n) the quality of being able to produce new
ideas or works of art using skill and imagination

exhibition /eksr'bifn/ (n) a collection of things of a similar kind
that are shown to the public

expensive /ik'spensiv/ (adj) costing a lot of money

extravagance /ik'streevagans/ (n) the act or habit of spending more
money than you can afford or than is necessary

favourable /'fervorobl/ (adj) [BrE] [AmE favorable] making people
have a good opinion of sb / sth

forge /fo:dz; AmE foirdz/ (v) to create or develop sth successful
using a lot of effort

functional /'fank[onl/ (adj) practical and useful

gain /gem/ (v)to obtain or win sth such as an advantage or benefit

glossy /'glpsi; AmE 'glazsi/ (adj) printed on smooth, shiny,
expensive paper

have a reputation /hev o repju'terfn/ (phrase) to be thought of in
a particular way, because of what you have done in the past

ineffective /mn1'fektiv/ (adj) not achieving what you want to
achieve; not having any effect

innovation /mo'verfn/ (n) the introduction of new things, ideas, or
ways of doing sth

interpret /m'te:prit; AmE -'texrp-/ (v) to translate one language
into another as you hear it

maternity leave /mo'temoati lizv; AmE -'terrn-/ (n) a period of time
when a woman temporarily leaves her job to have a baby

modest /'mpdist; AmE 'ma:d-/ (adj) not very large, expensive,
important, etc.

ostentatious / psten'terfos; AmE a:st-/ (adj) (disapproving)
expensive or noticeable in a way that is intended to impress
people

phenomenon /fi'nommon; AmE -'na:m-/ (n) a fact or an event in
nature or society

portfolio /po:t'fovliov; AmE poirt'fouliov/ (n) a collection of
photographs, drawings, etc. that you use as an example of your
work, especially when applying for a job

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

principles /'prinsaplz/ (n) moral rules or strong beliefs that
influence your actions

professionalism /pro'fefonalizm/ (n) the high standard that you
expect from a person who is well trained in a particular job

project an image /prs,dzekt an 'tTmid3/ (phrase) to present sb / sth
or yourself to other people in a particular way, especially one
that gives a good impression

proof reading /'pru:f ri:dip/ (n) the process of checking a copy
of printed material and correcting mistakes in it before it is
published

provisionally /pra‘vizonsli/ (adv) in a way that is not yet definite

rapport /re'po:(r)/ (n) a friendly relationship in which people
understand each other well

real estate /'rrzol 1stert/ (n) property in the form of land or
buildings

recent /'rizsont/ (adj) that happened or began only a short time ago

recommend / reko'mend/ (v) to tell sb that sth is good or useful, or
that sb would be suitable for a particular job, etc.

referral /rr'ferral; AmE -'feir-/ (n) the act of sending sb who needs
professional help to a person or place that can provide it

regarding /r1'ga:dm; AmE -'ga:rd-/ (prep) concerning sb / sth;
about sb / sth

represent / repri'zent/ (v)to be a member of a company or group
and act or speak on their behalf

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

standardized /'stendodaizd/ (adj) made to have the same features
or qualities as other things of the same type

successful /sok'sesfl/ (adj) achieving your aims or achieving
success, for example by making a lot of money

suspicious /sa'spifos/ (adj) feeling that sb has done sth wrong,
illegal, or dishonest, without having any proof

switch /switf/ (v) to change from one thing to another

synergy /'smoad3i; AmE -nord3zi/ (n) a relationship in which two
or more people or companies work together and achieve more
energy, power, success, etc. than they could separately

take a dislike to / terk o dis'laik to/ (phrase) to feel that you do not
like sb / sth, especially when this is sudden

text /tekst/ (n) a way of sending written messages using a mobile
phone / cellphone

tradition /tra'difn/ (n) a belief, custom, or way of doing sth that
has existed for a long time among a particular group of people;
a set of these beliefs or customs

trustworthy /'trastwe:di; AmE -werrdi/ (adj) that you can rely on to
be good, honest, sincere, etc.

wary /'‘weori; AmE 'werl/ (adj) careful when dealing with sb / sth
because you think that there may be a danger or problem

word-of-mouth / we:d av 'mawvb/ (adj) spread news by people
telling each other
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Unit 2

absenteeism / @bson'tizizom/ (n) staying away from work,
especially often and without good reasons

achievement /o't{izvmont/ (n) the act or process of doing sth
successfully, especially using your own effort and skill

acknowledged /ok'nplid3d; AmE -'na:l-/ (adj) accepted publicly as
having a particular status or authority, or as having achieved sth

alignment /o'lammont/ (n) the correct relationship of things with
each other

annual bonus / @njual 'bauvnss; AmE -'boun-/ (n) extra money
that is added to sb’s wages once a year, as a reward

appreciation /oprisi'erfn/ (n) the feeling of being grateful for sth or
of noticing sb’s good qualities, good work, etc.

attendance reward /o'tendons riword; AmE -woird/ (n) something
such as extra money that is given to sb because they have come
to work regularly and not missed any days

autonomy /o:'tonami; AmE ortamn-/ (n) the ability to act and make
decisions without being controlled by anyone else

better (vourself) /'beta(r)/ (v) to improve your social position
through education, a better job, etc.

boost staff morale /bu:st sta:f mo'ra:l; AmE -stef mo'rel/ (phrase)
to increase the confidence and enthusiasm of staff

break the ice / breik 0i 'ars/ (phrase) to say or do sth that helps
people to feel relaxed and to start talking, especially at the
beginning of a meeting, party, etc.

bump into / bamp 'mta/ (phr v) to meet sb by chance

commission /ko'mifn/ (n) an amount of money that is paid to sb
for selling goods and which increases with the amount of goods
that are sold

company car / kampani 'ka:(r)/ (n) a car which is provided by the
company that you work for

compensation plan / kompon'sern plen; AmE kamm-/ (n) [AmE]
everything that an employee receives from their employer
including pay, benefits, and other rewards

dead-end job /dedend 'd3zpb; AmE -'dza:b/ (n) a job with low
wages and no hope of promotion or improvement

development /dr'velopmant/ (n) the process of gradually
improving by learning more, becoming more advanced, etc.

discount /'diskaunt/ (n) an amount of money that is taken off the
usual cost of sth

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

feel valued / fi:l 'velju:d/ (phrase) to feel that you and what you
do are considered important by other people

filter through / filto 'Oruz; AmE filtor-/ (phr v) to reach or become
known by more people

foster loyalty / foste 'loralti; AmE fa:stor-/ (phrase) to encourage
people to feel faithful in their support of sth such as an
organization

fulfilment /ful'filmont/ (n) a feeling of being happy and satisfied
with what you are doing or have done

generous /'dzenoros/ (adj) giving a large amount; giving freely

gossip /'gosip; AmE 'gazsip/ (n) informal talk or stories about
other people’s private lives, that may be unkind or not true

hire /'haio(r)/ (n) person who has recently been given a job by a
company

horticulture /'ho:tikaltfa(r); AmE 'ho:rt-/ (n) the study or practice
of growing flowers, fruit, and vegetables

improve performance /im,pru:v pa'formons; AmE -por'forrmons/
(phrase) to make people do sth better or work more effectively

incentive scheme /m'sentrv skizm/ (n) [BrE] a plan or system for
encouraging people to do sth or to work harder by rewarding
them

intervene / mto'vimn; AmE mtor-/ (v) to become involved in a
situation in order to improve or help it

make the grade / meik 8o 'greid/ (phrase) to reach the necessary
standard; to succeed

misconception / miskan'septfan/ (n) a belief or an idea that is not
based on correct information

monopolize /ma'nppalaiz; AmE -'na:p-/ (v) to have or take control
of the largest part of sth so that other people are prevented
from sharing it

motivate /'mootivert; AmE 'moo-/ (v) to make sb want to do sth,
especially sth that involves hard work and effort

non-cash rewards / nonk| r1'wo:dz; AmE -'woirdz/ (n) something
other than money that you are given because you have done sth
good, worked hard, etc.

non-contributory pension plan /non kon tribjuteri 'penfn
plen/ (n) a pension plan (= system of making regular payments
into a fund for when a person retires) that is paid for by the
employer and not the employee

on-time bonus /pn taim 'bavnes; AmE a:n tarm 'bounss/ (n) an
extra amount of money that is added to sb’s wages as a reward
for regularly coming to work at the correct time

perceived /pa'sitvd/ (adj) understood or thought of in a particular
way by people

perk /pe:k; AmE peirk/ (n) something you receive as well as your
wages for doing a particular job

positive feedback /pozitv 'fixdbek; AmE pa:z-/ (n) comments
that sth or sb’s work is good or useful

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

private medical insurance /prarvat 'medikl mfvarans; AmE -'[ur-/
(n) [BrE] an arrangement in which regular payments are made
to a company who will pay for private medical care for sb if they
are ill / sick

profit-sharing scheme /'profit [eormy skiim; AmE 'pra:fit fermy/ (n)
[BrE] a system of dividing all or some of a company’s profits
among its employees

range /remdz/ (n) a set of products of a particular type

recognition / rekog'nifn/ (n) public praise and reward for sb’s work
or actions

remark /r1'mazk; AmE -'mairk/ (n) something that you say or write
which expresses an opinion, a thought, etc. about sb / sth

remuneration package /rrmjumo'reifn pekidz/ (n) the pay and
other benefits that sb gets for doing their job

satisfaction /setis'faek|n/ (n) the good feeling that you have when
you have achieved sth or when things happen in the way that
you want

staff discount /sta:f 'diskaont; AmE stef-/ (n) an amount of
money that is taken off the usual cost of sth when it is sold to an
employee of the company that makes or provides it

staff retention /sta:f rr'tenn; AmE stef-/ (n) the action of keeping
employees at the same company rather than losing them to
other companies

subsidiary /sab'sidiari; AmE -dieri/ (n) a business company that is
owned or controlled by another larger company

time in lieu / taim m 'luy/ (phrase) time off that an employee is
allowed to take in return for extra hours they have worked at
other times

various /'vearios; AmE 'ver-/ (adj) several different
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vary /'veari; AmE 'veri/ (v) to change or be different according to
the situation

voucher /'vaotfo(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 3

accurate forecast / @kjorat 'forkazst; AmE -'forrkaest/ (n) a correct
statement about what will happen in the future, based on
information that is available now

ahead of schedule /o hed ov 'fedju:l; AmE 'skedzu:l/ (phrase)
finished or done before the planned time

allocate resources / @lokert r1'zosis; AmE 'ritsorrsis/ (phrase) to
officially decide how money, equipment, staff etc. should be
used

battery /'baetori/ (n) a device that is placed inside a car engine,
clock, mobile phone, etc. and that produces the electricity that
makes it work

behind schedule /b1 hamnd 'fedju:l; AmE 'sked3u:l/ (phrase)
finished or done later than the planned time

budget constraints /'badzit konstremts/ (n pl) factors that limit or
restrict the amount of money that can be spent on sth

capture /'keept[a(r)/ (v) to succeed in getting control of sth that
other people are also trying to control

check progress /t[ek 'provgres; AmE 'prou-/ (v) to find out if sth
is improving or developing, or getting nearer to being achieved
or completed

collate /ka'lert/ (v) to collect and arrange information from several
different sources, or several documents or pieces of paper

compile /kem'pail/ (v) to produce a book, list, report, etc. by
bringing together different items

handset /'hendset/ (n) the part of a telephone that you hold close
to your mouth and ear to speak into and listen

keep track of spending /ki:p treek av 'spendiy/ (phrase) to always
have recent information about how much money has been spent

lack of planning / lek ov 'pleniy/ (phrase) a situation in which sb
has not thought carefully enough in advance about what they
are going to do

life span /'laifspen/ (n) the length of time that sth is likely to
continue or function

maintain /mem'tem/ (v) to make sth continue at the same level,
standard, etc.

make contingency plans /meik kon'tindzonsi plenz/ (phrase) to
make plans for what to do if a particular event happens or does
not happen

make the launch date /meik 0o 'lomn| deit/ (phrase) to succeed
in having a product ready to be made available or shown to the
public by the planned date

man-hours /'man aoo(r)z/ (n) relating to the amount of work done
by one person in one hour

miss the deadline /mis 0o 'dedlamn/ (phrase) to fail to do sth, such
as finish a piece of work, before the time by which it must be
done

out of control /aut ov kon'trovl; AmE -'troul/ (phrase) impossible
to manage or to control

over budget /ouva 'badzit; AmE oouvor-/ (phrase) costing more
than the money that is available or was planned to spend

plumbing /'plamiy/ (n) the work of putting in and repairing the
pipes and other systems that supply water to a building

press release /'pres rilizs/ (n) an official statement made to
journalists by a large organization

prioritize tasks /prai protaiz 'ta:sks; AmE prar'orrotaiz tesks/
(phrase) to put the jobs you have to do in order of importance,
so that you can deal with the most important first

resolve conflict /r1,zplv 'konflikt; AmE r1sa:lv 'ka:nflikt/ (phrase)
to deal with a disagreement or argument between people or
groups

roofing /'ru:fiy/ (n) the work of building and repairing roofs

run out of money /ran aot ov 'mani/ (phrase) to use up a supply
of money so there is no more available

site /sait/ (n) a place where a building is or will be situated

stay on track /ster on 'traek/ (phrase) to continue doing the right
thing in order to achieve a particular result

tariff /'terif/ (n) a fixed price that is charged by a company for a
particular service, for example for the use of a phone

unrealistic budget /anrio listik 'bad3it/ (phrase) an amount of
money that has been allowed for sth, that is not enough because
it does not accept things as they really are

upfront planning / apfrant 'pleniy/ (phrase) making plans for sth
in advance, before you start

vital /'vartol/ (adj) necessary or essential in order for sth to
succeed or exist

within budget /w1 dm 'badzit/ (phrase) costing no more than the
money that is available or was planned to spend

Unit 4

appropriate /o'proupriot; AmE -'prou-/ (adj) suitable, acceptable,
or correct for the particular circumstances

bring (sth) about /briy a'bavt/ (phr v) to make sth happen

bring (sth) down / briy 'davn/ (phr v) to reduce sth

canvas /'kenvos/ (n) a strong heavy rough material used for
making tents, sails, etc.

carry (sth) out / keri 'aot/ (phr v) to do and complete a task

cement /si'ment/ (n) a grey powder that sets hard when it is mixed
with water, used in building to stick bricks together and to make
very hard surfaces

come up with / kam 'Ap wid/ (phr v) to find or produce an answer,
a sum of money, etc.

commercially-viable proposition /kome:fali ' varabl propa'zifn;
AmE -mer[oli -pra:p-/ (phrase) a business idea that is good
enough to be successful and make money

concrete /'konkriit; AmE 'kamn-/ (adj) made of concrete (= a
building material that is made by mixing together cement and
water)

contract /'kontrekt/ (n) an official written agreement

cutting-edge technology /katm ed3 tek'noladzi; AmE -'na:l-/
(phrase) the newest or most advanced technological machinery,
equipment, or knowledge

delicious /dr'lifas/ (adj) having a very pleasant taste

demonstrate /'demonstrert/ (v) to show sth clearly by actions or by
giving proof

dung /dan/ (n) solid waste from animals, especially from large ones

earthquake /'ezbkweik; AmE 'exr-/ (n) a sudden, violent shaking
of the earth’s surface

enable /i'nerbl/ (v) to make it possible for sb to do sth

enhanced /m'hamst; AmE -'hanst/ (adj) improved, better than
before
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fertilizer /'fextilaiza(r); AmE 'fexrt-/ (n) a substance added to soil to
make plants grow more successfully

get round / get 'raond/ (phr v) to deal with a problem successfully

impressive /im'prestv/ (adj) making you feel admiration, because
of being very good, skilful, etc.

inflatable /m'flertobl/ (adj) needing to be filled with air or gas
before you use it

innovative concept / movatrv 'konsept; AmE -'kans-/ (phrase) an
idea that is very new and has never been thought of before

inspire /m'spars(r)/ (v) to give sb the desire, confidence, or
enthusiasm to do sth well

insulation / msju'lerfn/ (n) materials used to prevent heat, sound,
electricity etc. from passing through sth

key feature /ki: 'firtfo/ (phrase) a part of a thing that is particularly
important, interesting, or typical

major advantage /'meidzor od'vointidz; AmE -'vent-/ (phrase) an
important quality of sth that makes it better or more useful than
sth else

patent /'pertont/ (n) an official right to be the only person to make,
use, or sell a product

pay off / per 'of; AmE -'a:f/ (phr v) to be successful and bring good
results

pitch /pitf/ (n) talk or arguments used by a person trying to sell
things or persuade people to do sth

policy /'polasi; AmE 'par/ (n) a plan of action agreed or chosen by
a political party, a business, etc.

potential benefit /po ten|l 'benofit/ (phrase) an advantage that sth
may give you or a helpful and useful effect that it may have

practical solution / prektikl so'lu:fn/ (phrase) a sensible way of
solving a problem, that is likely to be successful

R & D /air on 'diy/ (n) Research and Development; the part of a
business whose work is to find new products and processes or to
improve existing ones

radical /'reedikl/ (adj) new, different, and likely to have a great
effect

raise awareness / reiz o'weonos; AmE -'weir-/ (phrase) to help
people know that sth exists and is important

refrigeration /r1 fridzo'rerfn/ (n) the process of keeping food etc.
cold so that it stays fresh

refugee / refju'dziz/ (n) a person who has been forced to leave
their country or home, because there is a war or for political,
religious, or social reasons

remote /r1moout; AmE -'moot/ (adj) far away from places where
other people live

revolutionary idea /revs lu:fonri ar'die/ (phrase) an idea that is
new and that involves a great or complete change

rigid /'ridzid/ (adj) stiff and difficult to move or bend

sealed /sizld/ (adj) closed tightly so that air, liquid, etc. cannot get
in or out

set up /set 'ap/ (phr v) to start sth such as a business

specification / spesifi'kerfn/ (n) a detailed description of how sth
is, or should be, designed or made

state-of-the-art design /steit ov i ,a:t di'zamn; AmE - a:rt-/
(phrase) design that uses the most modern or advanced
techniques or methods

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

take (sth) forward / teik 'forwad; AmE -'forrward/ (phr v) to help
sth to progress towards a good result

take (sth) up / teik 'ap/ (phr v) to accept sth that is offered or
available

tank /tznk/ (n) a large container for holding liquid or gas

technological breakthrough /tekno Indzikl 'bretkOrus;
AmE - la:d3-/ (n) an important development in technology
that may lead to an achievement

turbines /'tezbainz; AmE 'terrb-/ (n pl) machines that receive power
from a wheel that is turned by the pressure of water, air, or gas

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

vaccine /'veksimn/ (n) a substance that is put into the blood and
that protects the body from a disease

vibration /var'breifn/ (n)a continuous shaking movement or
feeling

Unit 5

accounts /s'kavnts/ (n pl) the part of a company that keeps
written records of money that is owed to the business and
money that has been paid by it

agitated /'zd3itertid/ (adj) showing in your behaviour that you are
anxious and nervous

approval /o'pruival/ (n) agreement to or permission for sth,
especially a plan or request

attentive /o'tentrv/ (adj) helpful and making sure that people have
what they need

attitude /'ztiju:d; AmE -tu:d/ (n) the way that you behave
towards sb / sth that shows how you think and feel

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

bulb /balb/ (n) the glass part that fits into an electric lamp, etc. to
give light when it is switched on

bulk /balk/ (n) a large amount or quantity of sth

cashier /ka'[159(r)/ (n) a person whose job is to receive and pay out
money in a bank, shop / store, hotel, etc.

confectionery /kon'fekfonori/ (n) sweets / candy, chocolate, etc.

count for /'kavnt fo:(r)/ (phr v) to be important or have an effect

courteous /'ke:tras; AmE 'kexrt-/ (adj) polite in a way that shows
respect

deducted /di'daktid/ (v past participle) something such as money
that is taken away from a total amount

discontinued /diskon'tmju:d/ (adj) no longer being made

discourteous /dis'ke:tios; AmE -'keirt-/ (adj) not polite in a way
that does not show respect

dissatisfied /dis's@tisfaid/ (adj) not happy or satisfied with sb / sth

efficient /1'fifont/ (adj) doing sth well and thoroughly with no waste
of time, money, or energy

encounter /m'kaunts(r)/ (n) an occasion on which two or more
people meet and have to deal with each other, especially when
this is unexpected

exceed customers’ expectations /1k si:d kastomoz
ekspek'ter/nz/ (phrase) to make sth better than customers
hoped or expected

existing /ig'zistiy/ (adj) happening, used, or in place at the present
time

existing customer /1g' zistiy 'kastoma(r)/ (n) a person who is a
customer at the present time

find your feet / faind 'fi:t/ (phrase) to become able to act
independently and with confidence

get feedback /get 'fi:dbzk/ (phrase) to get advice, criticism, or
information about how good or useful sth is
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high-quality / har 'kwoliti/ (adj) of a very good standard

literally /'Iitorali/ (adv) used to emphasize the truth of sth that may
seem surprising

lose customers / lu:z 'kastama(r)z/ (phrase) to have customers
taken away by another company

loyal /lol/ (adj) remaining faithful to sb / sth and continuing to
support them or it

measure customer satisfaction /me3za(r) kastoma(r)
seetis'fek n/ (phrase) to find out how pleased customers are
with a product or service

meet customers’ needs /mi:t kastomo(r)z 'ni:dz/ (phrase) to give
customers what they want or need

negotiation /nigouv|ri'erfn; AmE -goou-/ (n) a formal discussion
between people who are trying to reach an agreement

originate /a'ridzmert/ (v) to happen or appear for the first time in a
particular place or situation

quibble /'kwibl/ (v) to argue or complain about a small matter or
an unimportant detail

reassure /r1o'[ox(r)/ (v) to say or do sth that makes sb less
frightened or worried

receipt /r1'sizt/ (n) a piece of paper that shows that goods or
services have been paid for

refund /r1'fand/ (v) to give sb their money back, especially because
they have paid too much or because they are not satisfied with
sth they bought

repeat /r1'pi:t/ (adj) happening or doing sth again in the same way
as before

responsive /r1'sponsiv/ (adj) reacting quickly and in a positive way

rule of thumb / ru:l av '0am/ (phrase) a practical method of doing
or measuring sth, usually based on past experience rather than
on exact measurement

satisfied /'s@tisfard/ (adj) pleased because you got what you
wanted

specifically /spa'sifikli/ (adv) in a detailed and exact way

stuff /staf/ (n) (informal) used to refer in a general way to a group
or type of things

sub-standard /sab'stendod; AmE -dord/ (adj) not as good as
normal; not acceptable

superb /su:'pe:b; AmE -'peirb/ (adj) excellent; of very good quality

sympathize /'simpabaiz/ (v) to show that you understand and feel
sorry about sb’s problems

take notice /tetk 'nautis; AmE -'nout-/ (phrase) to pay attention
to sb / sth

tills /tilz/ (n pl) machines used in shops / stores, restaurants, etc.
that have a drawer for keeping money in, and that show the
amount of money received for each thing that is sold

tough /taf/ (adj) (informal) unfortunate, but impossible to change

turn (sb) away / tem o'wer; AmE terrn-/ (phr v) to refuse to allow
sb to enter a place

uncaring /an'kearm; AmE -'ker-/ (adj) not kind or helpful, and not
sympathetic to other people’s feelings

unpublicized rule /an pablisaizd 'ru:l/ (n) a rule that is not official
or written down, but that people know about and follow

upset /ap'set/ (adj) unhappy or annoyed

Unit 6

act responsibly / @kt r1'sponsibli; AmE -'spa:ns-/ (phrase) to
behave in a way that shows you want to do the right thing and
avoid harming people or things by your actions

affiliated /o'filiertrd/ (adj) closely connected to or controlled by a
group or an organization

bribery /'braibori/ (n) the dishonest act of giving sb money to
persuade them to help you or to do sth bad

by-product /'barprodakt; AmE -pra:d-/ (n) a substance that is
produced during the process of making or destroying sth else

cheer /tf15; AmE t[1r/ (n) a shout of joy, support, or praise,
especially from a group of people

claim /klerm/ (v) to say that sth is true although it has not been
proved and other people may not believe it

combat /'kombat; AmE 'ka:m-/ (v) to stop sth unpleasant or
harmful from happening or from getting worse

comply with regulations /kom plar wid regju'leifnz/ (phrase) to
obey the official rules about how sth should be done

contributor /kon'tribjuta(r)/ (n) something that helps to cause sth

corroded /ko'roudid; AmE 'roo-/ (adj) damaged by the gradual
action of chemicals

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

counteract / kaontor'ekt/ (v) to do sth to reduce or prevent the
bad or harmful effects of sth

credibility /kredr'biliti/ (n) the quality that sb / sth has that makes
people believe or trust them

deception /dr'sep|n/ (n) the act of deliberately making sb believe
sth that is not true

discreet /di'skri:t/ (adj) careful in what you say or do, in order to
keep sth secret or to avoid causing embarrassment or difficulty
for sb

discrimination /diskrimi'ner{n/ (n) the practice of treating sb or a
particular group in society less fairly than others

donate time /dou nert 'tarm; AmE dou-/ (phrase) to spend
some of your free time helping other people or helping an
organization such as a charity

dye /dar/ (v)to change the colour of sth, especially by using a
special liquid or substance

ethics /'e01iks/ (n pl) moral principles that control or influence a
person’s behaviour

ethos /'i:0ps; AmE -6a:s/ (n) moral ideas and attitudes that belong
to a particular group or society

exotic /1g'zotik; AmE -'za:t-/ (adj) exciting and unusual because it
is connected with foreign countries, especially tropical countries

exploit /ik'splout/ (v) to treat sb unfairly by making them work and
not giving them much in return

fairness /'fearnos; AmE 'fer-/ (n) the quality of treating people
equally or in a way that is reasonable

feature /'fu:tfo(r)/ (n) a special article or programme about sb / sth
in a newspaper, on television, etc.

generosity /dzena'rositi; AmE -'rais-/ (n) the fact of being
generous (= willing to give sb money, gifts, time, or kindness
freely)

greed /grizd/ (n) a strong desire for more wealth, possessions,
power, etc. than a person needs

initiative /1'nifotiv/ (n) a new plan for dealing with a particular
problem or for achieving a particular purpose

itinerary /ar'tmorari/ (n) a plan of a journey, including the route
and the places that you visit

livelihood /'larvlihod/ (n) a means of earning money in order to
live

methane /'mi:fem/ (n)a gas without colour or smell, that burns
easily and is used as fuel
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organic /o:'genik; AmE omr-/ (adj) (of food, farming methods, etc.)
produced or practised without using artificial chemicals

paddling /'padliy/ (n) moving in a small boat or canoe through
water using a paddle (= a short pole with a flat wide part)

pesticide /'pestisard/ (n) a chemical used for killing pests,
especially insects

poverty /'povati; AmE 'parveerti/ (n) the state of being poor

prejudice /'predzadis/ (n) an unreasonable dislike of or preference
for a person, group, custom, etc., especially when it is based on
their race, religion, sex, etc.

pretend /prr'tend/ (v) to try to make people believe sth that is not
true

rare /rea(r); AmE rer/ (adj) not done, seen, happening, etc. very
often

reduce the impact /r1,djuzs 81 'mpakt/ (phrase) to make sth have
a less powerful effect on sb / sth, especially a bad effect

reforestation /ri:forr'ster/n; AmE -fa:r-/ (n) the act of planting new
trees in an area where there used to be a forest

responsibility /risppnsa'biliti; AmE -spa:ns-/ (n) the feeling that
you have a duty to deal with or take care of sb / sth

sample /'saxmpl; AmE 'sempl/ (v) to taste a particular food,
usually for the first time

share a strong commitment / [eor o strog ko'mitmont; AmE | fer
3 stram-/ (phrase) to promise as a group that you will do sth,
support sth, etc. because you strongly believe that it is important

source /sors; AmE so:rs/ (v) to get sth from a particular place

spontaneous /spon'temiss; AmE spa:n/ (adj) not planned, but
done because you suddenly want to do it

stay true to (your) principles /ster tru: to 'prisoplz/ (phrase) to
continue to behave according to particular beliefs about what is
right, even when situations change

take an active part in /tetk on \@ktrv 'pa:t m; AmE -'pazrt/
(phrase) to be involved in a situation in a way that involves doing
things and making an effort

turtle /'te:tl; AmE 'texrtl/ (n) a large reptile with a hard round shell
that lives in the sea

values /'velju:z/ (n pl) beliefs about what is right and wrong and
what is important in life

Unit 7

abstract /'@bstraekt/ (adj) based on thoughts and ideas rather than
on physical reality

actual /'zktfual/ (adj) real or existing in fact

apparent /s'peront/ (adj) that seems to be real or true, but may not
be

argue /'a:gjur; AmE a:rg-/ (v) to give reasons why you think that
sth is right / wrong, true / not true, etc., especially to persuade
people that you are right

associated /a'sousiertid; AmE -'sou-/ (adj) if one thing is
associated with another, the two things are connected because
they happen together or one thing causes the other

cashflow /'k&[floo; AmE -flou/ (n) the movement of money into
and out of a business as goods are bought and sold

compliment /'kpmplimont; AmE 'ka:m-/ (v) to tell sb that you like
or admire sth they have done, their appearance, etc.

concern /kon'sen; AmE -'sexrn/ (n) a strong interest in sb / sth and
a desire to help or protect them

consider all the options /kon sidor o:l 8i 'ppfonz; AmE -'a:pfonz/
(phrase) to think about all the possible things you could do in a
situation before choosing the best one

conventional /ken'venfanl/ (adj) tending to follow what is done or
considered acceptable by society in general

courtroom /'kortrurm; AmE 'korrt-/ (n) a room in which trials or
other legal cases are held

creative /krr'ertrv/ (adj) having the ability to think of new things
and ideas

decide between /di'said bitwin/ (v) to choose one of two things

deficit /'defisit/ (n) the amount by which money spent or owed is
greater than money earned in a particular period of time

detached /dr'tzt[t/ (adj) not influenced by other people or by your
own feelings

determined /di'tezmind; AmE -'tezrm-/ (adj) firm in your decisions,
so you will not let anyone prevent you from doing what you
want to do

emerge /1'me:d3; AmE -'memrd3/ (v) to gradually start to exist,
appear, or become known

emotion /I'moun; AmE -'mou-/ (n) a strong feeling such as love,
fear, or anger

evidence /'evidons/ (n) the facts, signs, or objects that make you
believe that sth is true

expenditure /1k'spenditfo(r)/ (n) the act of spending or using
money, or an amount of money spent

expressive /ik'sprestv/ (adj) showing or able to show your thoughts
and feelings

extrovert /‘ekstrove:t; AmE -verrt/ (n) a lively and confident person
who enjoys being with other people

flexible /'fleksibl/ (adj) willing and able to change to suit different
conditions or situations

focused /'faukast; AmE 'fou-/ (adj) with very clear aims and your
attention clearly directed towards what you want to do

freeze on recruitment /frizz on rr'kruitmont/ (phrase) a policy by a
company of not employing any new people for a period of time

get a different perspective /get o difront pa'spektiv; AmE -por-/
(phrase) to change your attitude or way of thinking about sth

have confidence in (your) judgment /hev konfidons m 'dzadzmont/
(phrase) to feel sure that you are able to make sensible decisions

impulsive /im'palsiv/ (adj) acting suddenly without thinking
carefully about what might happen because of what you are
doing

indecisive /indr'saistv/ (adj) unable to make decisions

innate /i'nert/ (adj) that a person is born with and never loses

instinctive /m'stktrv/ (adj) based on instinct, not thought or
training

introvert /'mtrove:t; AmE -vert/ (n) a quiet person who is more
interested in their own thoughts and feelings than in spending
time with other people

intuition / mtju't/n; AmE -tu-/ (n) the ability to know sth by using
your feelings rather than considering the facts

judge /d3ad3/ (v)to form an opinion about how good sb / sth s,
based on the information you have

lay-off /'lerof; AmE -a:f/ (n) an act of making people unemployed
because there is no more work for them to do

make up (your) mind /meik Ap 'mamd/ (phrase) to decide

methodical /ma'Opdikl; AmE -'0a:d-/ (adj) doing things in a careful
and logical way
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overheads /'auvahedz; AmE 'ouvar-/ (n pl) regular costs that you
have when you are running a business or an organization, such
as rent, electricity, wages, etc.

pragmatic /preg'metik/ (adj) solving problems in a practical and
sensible way rather than by having fixed ideas or theories

provider /pra'vaida(r)/ (n) a person or an organization that supplies
sb with sth they need or want

rational /'refonl/ (adj) based on reason rather than emotions

reject /ri'dzekt/ (v) to refuse to accept or consider sth

rely on feelings /r1lar pn 'fizliyz/ (phrase) to use your emotions to
help you decide what to do

self-contained /self kon'temd/ (adj) not needing or depending on
other people

sensor /'sensa(r)/ (n) someone who likes to be sensible and to
make decisions by considering the facts rather than based on
their feelings

stick with /'stik wid/ (phr v) to continue with sth or continue doing
sth

stock /stpk; AmE sta:k/ (n) a supply of goods that is available for
sale in a shop / store

subsidy /'sabsadi/ (n) money that is paid by a government or an
organization to reduce the costs of services or of producing
goods so that their prices can be kept low

tactful /'tektfl/ (adj) careful not to say or do anything that will
annoy or upset other people

thorough /'0aro; AmE 'Ocirou/ (adj) doing things very carefully
and with great attention to detail

thoughtful /'0o:tfl/ (adj) showing careful thought, especially about
other people’s feelings

trouble-shooter /'trabl fu:to(r)/ (n) a person who helps to solve
problems in a company or an organization

trust your instincts / trast jorr ‘mstmkts/ (phrase) to have faith
in your feelings about what to do, even when they may not be
based on fact or reason

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

unconventional /ankon'venfonl/ (adj) tending to behave or think in
an unusual way rather than following what is done or considered
acceptable by most people

USP / ju: es 'piz/ (n) unique selling point; a feature of a product or
service that makes it different from all the others

vertical /'ve:tikl; AmE 'verrt-/ (adj) going straight up or down from
a level surface

weigh up information /wer vp mfo'meifn; AmE -mfor-/ (phrase) to
consider information carefully before forming an opinion about
it

wisdom /'wizdom/ (n) the ability to make sensible decisions and
give good advice because of the experience and knowledge that
you have

Unit 8

achieve lower overheads /o,tfi:v lovar 'suvohedz/ (phrase) to
succeed in reducing the regular costs that you have when you
are running a business or an organization

afford /o'fo:d; AmE -'forrd/ (v) if you say that you can’t afford to
do sth, you mean that you should not do it because it will cause
problems for you if you do

booming /'burmiy/ (adj) rapidly growing or becoming more
successful

buoyant /'borant/ (adj) tending to increase or stay at a high level,
usually showing financial success

business process outsourcing / biznos provses 'avtsosiy/ (n)
the practice of giving the responsibility for running a particular
system or service to people outside the company

competitive edge /kom petativ 'ed3/ (phrase) something that gives
you an advantage over competitors

controversial / kontra've:[l; AmE kamtra'verrfl/ (adj) causing a lot
of angry public discussion and disagreement

core activity / korr @k'tiviti/ (phrase) the main or most important
things that an organization does

cost-cutting measures /'kpstkaty me3oz/ (phrase) things you do
to try to reduce the amount of money spent by a business

create jobs /krrert 'dzpbz; AmE -'dza:bz/ (phrase) to make work
for more people

cultural affinity / kaltforal o'finati/ (phrase) a feeling that you
understand and like sb’s culture

develop strategies /d1,velop 'streetad3zizz/ (phrase) to think of plans
that are intended to achieve a particular purpose

distinguish /dis'tmygwif/ (v) to recognize how one thing is different
from another

establishment /1s'teblifmont/ (n) the act of starting or creating sth
that is meant to last for a long time

expertise /ekspo'tizz; AmE ekspor-/ (n) expert knowledge or skill
in a particular subject, activity, or job

export growth /'ekspo:t ,grouv0; AmE 'eksporrt ,grovb/ (n) an
increase in the number of goods sold to other countries

free up human resources / fri: Ap jhjuimen rr'zo:isiz/ (phrase) to
make more people available to work on other things

fuel by /'fjoal bar/ (v) to increase sth or make it stronger

get through / get '6ru:/ (phr v) to succeed in finishing sth

graduate /'gredjust/ (n) someone who has a university degree

indirect employment /indar rekt mm'ploimont/ (n) employment of
people to work for a company by an independent business that
provides their services under a contract

infrastructure /'mfrastraktfs(r)/ (n) the basic systems and
services that are necessary for a country or an organization to
run smoothly, for example buildings, transport, and water and
power supplies

job losses /'dzpb lpsiz; AmE 'dza:b lamsiz/ (n pl) the fact of people
no longer having a job

knock-on effect / nokon 1'fekt; AmE natkamn-/ (n) an event
caused by another event

legal /'lizgal/ (adj) relating to the law

nickname /'niknemm/ (n) an informal, often humorous, name for a
person or organization

offshore / of '[o:(r); AmE a:f-/ (adj) happening or based in a
different country

payroll /'perravl; AmE -rovl/ (n) the activity of managing the
payment of wages to everyone that works for a company

productivity / prodvk'trviti; AmE pra:d-/ (n) 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

protectionism /pra'tek[onizom/ (n) the principle or practice of
protecting a country’s own industry by taxing foreign goods

pursue /pa'sjur; AmE por'suz/ (v) to do sth or try to achieve sth
over a period of time
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quality of life / kwaliti av laif; AmE kwa:-/ (n) how good a
person’s life is when compared with others

recruit /ri'kru:t/ (v) to find new people to join a company, an
organization, the armed forces, etc.

repeal /r1'pizl/ (v) to officially make a law no longer valid

sector /'sekto(r)/ (n)a part of an area of activity, especially of an
economy

shortfall /'[o:tforl; AmE '[orrt-/ (n) less of something than you need
or expect

skilled worker / skild 'we:ko(r); AmE 'weirk-/ (n) a worker who
has special abilities or training

spill /spil/ (v) to make liquid flow over the edge of a container by
accident

streamline /'strizmlam/ (v) to make a system, an organization, etc.
work better, especially in a way that saves money

subsequently /'sabsokwentli/ (adv) afterwards; later; after sth else
has happened

threefold /'Ori:fould; AmE -fould/ (adv) by three times as much

training facilities /'tremniy fosiloti:z/ (n pl) buildings, services,
equipment, etc. that are provided for the purpose of training
staff

treble /'trebl/ (v) to become three times as much or as many

volume of work / voljum ov 'we:k/ (phrase) the amount of work
that is done or has to be done

work ethic /'werk eOik; AmE 'weirk-/ (n) a moral belief that it is
good to work hard

Unit 9

ability /a'biloti/ (n) someone’s level of skill or intelligence

abroad /a'bro:d/ (adv) in or to a foreign country

acquire /o'kwaro(r)/ (v) to gain or obtain sth

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

bureaucracy /bjoa'rpkrosi; AmE bjo'ra:k-/ (n) official rules and
ways of doing things that seem complicated or make things
happen more slowly

challenge /'t[«lind3/ (n)anew or difficult task that tests sb’s ability
and skill

change of direction /tfemd3 ov dar'rek[n/ (phrase) a change in
sb’s aims or the way in which their life is developing;

coincide / kouvm'said; AmE kou-/ (v) to take place at the same
time as another event

commodity /koa'modoti; AmE -'ma:d-/ (n) a product or a raw
material that can be bought and sold

compromise /'kompromaiz; AmE 'kaxmp-/ (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

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

corporate culture / ko:porot 'kaltfo(r); AmE koirp-/ (n) the
values and ways of thinking that are typical of a large business
organization

deployment /di'plormont/ (n) the fact of being moved to a
particular place in order to be used there or to work there

expendable /ik'spendabl/ (adj) that can be got rid of when no
longer useful or needed

get on / get 'pn; AmE -'amn/ (phr v) to be successful in your career

glass ceiling / glazs 'sizlig; AmE  glees-/ (n) the barrier created
by people’s attitudes that stops women, or other groups, from
getting the most senior jobs

incompetent /m'kopmprtont; AmE -'karm-/ (adj) not having the skill
or ability to do your job or a task as it should be done

invest /m'vest m/ (v) to spend money on sth in order to make it
better or more successful

job mobility / dzpb ma'bilati; AmE dza:b-/ (n) the ability to move
easily from one job to another

key vacancy / ki: 'veikonsi/ (n) a very important job in a company
that is available for sb to have

laid off / leid 'of; AmE -'a:f/ (adj) told that you no longer have a
job because there is not enough work for you to do

living expenses /'liviy 1kspensiz/ (n pl) money spent on things you
need in everyday life

make (sb) redundant /meik ri'dandont/ (phrase) to tell sb they no
longer have a job because there is no work available for them in
a company

monotonous /moa'nptenas; AmE -'na:t-/ (adj) never changing and
therefore boring

native /'nertrv/ (adj) your native country is the country where you
were born and lived for the first years of your life

no-no /'nav nav; AmE 'nov nov/ (n) a thing or a way of behaving
that is not acceptable in a particular situation

opportunity for advancement /ops, tjunati forr ad'vamsma
nt/ (phrase) the possibility of making progress or reaching a
higher position in your job

opt /opt; AmE a:pt/ (v) to choose to take a particular course of
action

personal development / pe:sonl di'velopmont; AmE pe:rs-/ (n)
growth and improvement in a person’s skills, experience, and
knowledge

promote /pra'mout; AmE -'mout/ (v) to move sb to a higher rank
or more senior job

prospects /'prospekts; AmE 'prazs-/ (n pl) the chances of being
successful

recurring /ri'kemriy/ (adj) that happens again and again

red tape / red 'terp/ (n) official rules that seem more complicated
than necessary and prevent things from being done quickly

redeploy / rixdi'ploi/ (v) to move sb / sth to a new position or job

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

relocation / riloo'keifn/ (n) the process of moving sb / sth to a
new place to work or operate

resource /r1'zo:s; AmE -'zors/ (v) to provide sth with the money or
equipment that is needed

restless /restlos/ (adj) unable to stay still or be happy where you
are, because you are bored or need a change

retain /rr'temn/ (v) to keep sb / sth and stop them from leaving or
being lost

retirement /r1'tartomont; AmE -'taror-/ (n) the fact of stopping work
because you have reached a particular age, or the time when
you do this

repatriation / rizpatri'er/n; AmE -pert-/ (n) the action of sending or
bringing sb back to their own country

roster /'rosta(r); AmE 'razs-/ (n) a list of people’s names and the
jobs that they have to do or the times when they are available

secondment /si'’kpndmont; AmE -'ka:nd-/ (n) the fact of moving
an employee to another department, office, etc. in order to do a
different job for a short period of time
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sideways move /saidweiz ‘'mu:v/ (n) a change to another job at
the same level as before, not higher or lower

staff development / sta:f di'velopmont; AmE staf/ (n) the process
of allowing employees to grow and improve in their skills,
experience, and knowledge

staff turnover /sta:f 'teznouva(r); AmE staf 'tezrnovvor/ (n) the
rate at which employees leave a company and are replaced by
other people

stretch /stret|/ (v)to use more of or use a lot of your money,
supplies, time, etc

suitable /'su:tabl/ (adj) right or appropriate for a particular purpose

take early retirement / terk e:li ri'taramont; AmE -e:rli r1'taror-/
(phrase) to choose to stop work before the age when people
normally do this

team spirit / tizm 'spirtt/ (n) the desire and willingness of people to
work together and help each other as part of a team

temporary secondment / temprari st'’kondmont/ (phrase) a short
time spent in another department, office, etc. doing a different
job

tentative /'tentotrv/ (adj) not definite or certain

training /'tremi)/ (n) the process of learning the skills that you
need to do a job

transferable skills /tra:ns fexrobl 'skilz; AmE trens-/ (phrase) skills
that can be used in different jobs or situations

unemployed / anmm'plord/ (adj) without a job when you want one

update skills /up dert 'skilz/ (phrase) to learn the most modern
ways of doing a job

vast /vaist; AmE vest/ (adj) extremely large

Unit 10

absolutely / @bso'lu:tli/ (adv) used to emphasize a negative or
positive word that follows

bagel /'bergal/ (n) a hard bread roll shaped like a ring

borrow /'borov; AmE 'bairou/ (v) to take money from a person or
bank and agree to pay it back to them at a later time

bow to /'bau tu/ (phr v) to agree to do sth because other people
want you to

branch out /bramn| 'avt; AmE bren|/ (phr v) to start to do an
activity that you have not done before, especially in your work
or business

business angel /'biznos emdzol/ (n) someone who invests their
own money to help a new business

business model /'biznes ;mpdal; AmE - ma:dal/ (n) a plan for the
way a business will operate to make money

business plan /'biznas plen/ (n) a written document stating how
a business will get the money it needs and how it will make
money

collapsible /ko'leepsibl/ (adj) that can be folded flat or made into a
smaller shape that uses less space

commuter /ka'mju:ta(r)/ (n) a person who travels into a city to
work each day, usually from quite far away

completely /kom'pli:tli/ (adv) in every possible way; used for
emphasizing the word or phrase that follows

crunchy /'kranfi/ (adj) firm and crisp and making a sound when
you bite or crush it

day’s leave / deiz 'lizv/ (phrase) a day when you are allowed to be
away from work for a holiday / vacation or for a special reason

differentiate / difo'renfieit/ (v) to show that things or people are
not the same

drawback /'drorbek/ (n) disadvantage or problem that makes sth
less attractive

extremely /ik'strizmli/ (adv) to a very high degree; used to
emphasize the adjective or adverb that follows

favour /'ferva(r)/ (n) [BrE] [AmE favor] a thing that you do to help
sb

fee /fir/ (n) an amount of money that you pay to join an
organization, or to do sth

financial backing /farnenfsl 'baki/ (phrase) help in the form of
money that makes it possible for you to do sth

gap in the market / g@p mn 05 'ma:kit; AmE -'ma:rk-/ (phrase) a
business opportunity to make or sell sth that is not yet available

get (sb) on board / get pn 'bo:d; AmE -a:n 'boird/ (phrase) to
persuade sb to work with you or join you

go public /,gov 'pablik; AmE gou-/ (phrase) to start selling shares
on the stock exchange

gradual /'gredzusl/ (adj) happening slowly over a long period; not
sudden

grant /'gramnt; AmE 'grant/ (v) to agree to give sb what they ask
for or do what they ask you to do

head hunter /'hed hants(r)/ (n) a person or company whose job is
to find people with the right skills for a particular position in a
company and to persuade them to join this company

hectic /'hektik/ (adj) very busy and full of activity

hugely /hju:dzli/ (adv) extremely

incredibly /in'kredobli/ (adv) extremely

insurance /m'[vorons; AmE -'[ur-/ (n) an arrangement with a
company in which you pay them regular amounts of money and
they agree to pay the costs, for example, if you die or areill /
sick, or if you lose or damage sth

loan /laun; AmE loun/ (n) money that an organization such as a
bank lends and sb borrows

network of contacts / netwe:k ov 'kontekts/ (phrase) a group of
people that you know who can be helpful to you in your work

on-call shift / pn ko:l '[1ft; AmE amn-/ (phrase) a period of time
when particular employees are available for work if necessary,
especially in an emergency

outrageous /aut'rerdzes; AmE out-/ (adj) shocking and
unacceptable

put (sb) in touch / put m 'tat|/ (phrase) to make it possible for sb
to communicate with sb, for example by giving them an address
or phone number

quote /kwaot; AmE kwoot/ (n) a statement of how much money a
particular piece of work will cost

rave review /rerv rr'vju:/ (phrase) an article in a newspaper,
magazine etc. that is very enthusiastic about sth

really /'rizoli/ (adv) very; used to emphasize an adjective or adverb

reputable /re'pjutabl/ (adj) that people consider to be honest and
to provide a good service

resign /ri'zamn/ (v) to officially tell sb that you are leaving your job,
an organization, etc.

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

return on investment /r1te:n on m'vestmont; AmE r1 terrn am-/
(phrase) the amount of profit that you get from money you have
invested

reunion /ri:'jumnion/ (n) a social occasion or party attended by a
group of people who have not seen each other for a long time

ridiculous /r1'dikjolos/ (adj) very silly or unreasonable
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scooter /'scu:ta(r)/ (n) a light vehicle with two wheels, that has a
small engine or is pushed along using the rider’s feet

shareholder /'[echovldo(r); AmE 'ferhoold-/ (n) an owner of
shares in a company or business

solicitor /sa'lisita(r)/ (n) [BrE] a lawyer who prepares legal
documents, for example for the sale of land or buildings, and
advises people on legal matters

stake /sterk/ (n) money that sb invests in a company

start-up capital /'sta:tap keepitl; AmE 'sta:rt-/ (n) money used to
start a new business

stock taking /'stokterkiy; AmE 'sta:k-/ (n) the process of making a
list of all the goods that a shop / store or business has available
for use or sale

struggle /'stragl/ (v) to try very hard to do sth when it is difficult or
when there are a lot of problems

sweep /'swirp/ (V) to clean a room, surface, etc. using a broom
(= a type of brush on a long handle)

tight /tait/ (adj) difficult to manage because there is not enough
time, money etc.

totally /'toutoli; AmE 'toot-/ (adv) completely

tough /taf/ (adj) causing problems or difficulties

turnover /'teznoouva(r); AmE 'terrnoover/ (n) the total amount of
goods or services sold by a company during a particular period
of time

venture capitalist / vent[a(r) kepritlist/ (n) a private investor or
company that invests money in new companies, which may
involve a lot of risk and bring good profits

viable /'vaiabl/ (adj) that can be done; that will be successful

Unit 11

access /'zkses/ (n) the opportunity or right to use sth or to see
sb / sth

according to /o'ko:diy to/ (prep) as stated or reported by sb / sth

analyse /'@nolaiz/ (v) to examine the nature or structure of sth,
especially by separating it into its parts, in order to understand
or explain it

chaos /'kems; AmE -a:s/ (n) a state of complete confusion and lack
of order

collaborate /ko'leebarert/ (v)to work together with sb in order to
produce or achieve sth

communication /ko mju:ni'kerfn/ (n) methods of sending
information, such as telephones, radio, computers, etc., or the
activity of giving or sending information

connect /ka'nekt/ (v) to join a computer to the Internet or a
computer network

connection /ko'nek|n/ (n) the act of connecting or the state of
being connected

consultation / konsol'teifn; AmE ka:n-/ (n) a meeting or
discussion with an expert, especially a doctor, to get advice or
treatment

counterpart /'kavntopa:t; AmE -torpa:rt/ (n) someone that has the
same position or function as sb / sth else in a different place or
situation

crowded /'kravdid/ (adj) having a lot of people

demo /'demou; AmE -mouo/ (n) (informal) an act of showing or
explaining how sth works or is done

development /dr'velopmant/ (n) a new event or stage in sth, or a
new and advanced product

devise /di'vaiz/ (v) to invent sth new or a new way of doing sth

diagnosis /darag'nausis; AmE -'nous-/ (n) the act of discovering or
identifying the exact cause of an illness or a problem

economy /1'’konomi; AmE -'kam-/ (n) the relationship between
production, trade, and the supply of money in a particular
country or region

excluded /ik'sklu:did/ (adj) prevented from taking part in sth

faint /femt/ (adj) that cannot be clearly heard or seen

filtering /'filtarry/ (n) the process of removing sb / sth that you do
not want from a large number of people or things using a special
system, device, etc.

flag /fleg/ (v) to put a special mark next to information that you
think is important

fleet /flizt/ (n) a group of ships

focus on /'favkes pn; AmE 'foukes amn/ (phr v) to give attention,
effort, etc. to one particular subject, situation, or person rather
than another

hang up / han 'Ap/ (phr v) to end a telephone conversation by
putting the receiver down or switching the telephone off

have an impact / hav on 'tpakt/ (phrase) to have a powerful
effect on sb / sth

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

integrated /'mtogreitid/ (adj) in which many different parts are
closely connected and work successfully together

interact / mtar'®kt/ (v) to communicate with a person or machine

involved /m'vplvd; AmE -'va:lvd/ (adj) taking part in sth or being
connected with sth

landline /'lendlam/ (n) a telephone connection that uses wires
carried on poles or under the ground, in contrast to a mobile
phone / cellphone

microscope /'maikraskoup; AmE -skoup/ (n) an instrument used
in scientific study for making very small things look larger so
that you can examine them carefully

obligatory /o'bligatri/ (adj) that you must do because of the law,
rules, etc.

participation /pa: tisi'peifn; AmE pa:r-/ (n) the act of taking part
in an activity or event

procedure /pra'‘sizdzior/ (n)a way of doing sth, especially the usual
or correct way

regardless /r1'ga:dlos; AmE -'ga:rd-/ (adv) treating something as
not important or not relevant

rotate /rou'teit; AmE roo-/ (v) to regularly change a job or
regularly change who does the job

run over / ran ‘auva(r); AmE -'ouv-/ (phr v) to continue for longer
than planned or agreed

rural /'rooral; AmE 'ror-/ (adj) connected with or in the
countryside

seldom /'seldom/ (adv) not often; rarely

speculation / spekjo'lerfn/ (n) the act of discussing or thinking
about what might happen in the future, without knowing all the
facts

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

subscribe /sab'skraib/ (v) to pay an amount of money regularly in
order to receive or use sth

surgeon /'sexdzon; AmE 'serrd-/ (n) a doctor who is trained to
perform surgery (= medical operations that involve cutting open
a person’s body)

tissue /'tifu:/ (n) a collection of cells that form the different parts
of humans, animals, and plants
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tool /tu:l/ (n) a thing that helps you to do your job or to achieve sth

transferable /tra:ns'fe:robl; AmE trens-/ (adj) that can be moved
from one place, person, or use to another

tremendous /trimendas/ (adj) very great

urgent /'exdzont; AmE 'errd-/ (adj) that needs to be dealt with or
happen immediately

volunteer /volon'tia(r); AmE va:lon'tir/ (n) a person who does a
job without being paid for it

wider /'waido(r)/ (adj) more general; including more or many
things

Unit 12

accept /ak'sept/ (v) to agree to or approve of sth

adapt /o'dept/ (v) to change your behaviour in order to deal more
successfully with a new situation

affect /o'fekt/ (v) to produce a change in sb / sth

against /o'gemst/ (prep) opposing or disagreeing with sb / sth

ambivalent /em'brvalont/ (adj) having or showing both good and
bad feelings about sb / sth

antagonistic /entego'nistik/ (adj) showing or feeling opposition in
an aggressive way

anxious /'@nfos/ (adj) feeling worried or nervous

apathy /'@pa0i/ (n) the feeling of not being interested in or
enthusiastic about anything

apprehensive / @pr1'hensiv/ (adj) worried or frightened that sth
unpleasant may happen

assure /o'[0:(r)/ (v) to tell sb that sth is definitely true or is
definitely going to happen, especially when they have doubts
about it

bottom-up /botom 'Ap; AmE ba:t-/ (adj) starting with or involving
the people who have lower positions in an organization or their
ideas

bring (sth) in / brmy 'm/ (phr v) to introduce something such as a
new law or policy

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

concerned /kon'semnd; AmE -'serrnd/ (adj) worried and feeling
concern about sth

considerably /kon'sidarabli/ (adv) much; a lot

count (sth) out / kaount 'avt/ (phr v) to decide that sth is not
possible or definitely will not happen

critical /'kritikal/ (adj) extremely important because a future
situation will be affected by it

crucial /'kro:fdl/ (adj) extremely important, because it will affect
other things

deal with /'dizl wid/ (phr v) to solve a problem, perform a task, etc.

distraction /dis'treek n/ (n) a thing that takes your attention away
from what you are doing or thinking about

doubt /davt/ (n) a feeling of being uncertain about sth or not
believing sth

drop out / drop 'avt; Ame dra:p-/ (phr v) to leave sth or no longer
take part in sth, especially before finishing it

empowerment /im'pavomont; Ame -'paovor-/ (n) the action of
giving sb more control or power over their life or situation

enthusiastic /m Oju:zr'estik/ (adj) feeling or showing a lot of
excitement and interest about sb / sth

genuinely /'dzenjumli/ (adv) sincerely and honestly

get rid of / get'rid av/ (phr v) to make yourself free of sb / sth that
is annoying you or that you do not want

hostile /'hostail; AmE 'ha:stl/ (adj) very unfriendly or aggressive
and ready to argue or fight

in favour / m 'ferva(r)/ (phrase) supporting or agreeing with sth /
sb

keen /ki:n/ (adj) wanting to do sth or feeling enthusiastic about an
activity or idea

loose ends /lu:s 'endz/ (phrase) part of sth that has not been
completely finished or resolved

majority /ma'dzpriti; AmE -'dza:r-/ (adj) done, used etc. by the
largest part of a group of people

modify /'mpdifa;; AmE 'ma:d-/ (v) to change sth slightly

natural wastage / n&t|ral 'werstid3/ (n) the process of reducing
the number of people who are employed by an organization by
not replacing people who leave their jobs

nervous /'nerves; AmE 'nexrv-/ (adj) anxious about sth or afraid of
sth

nominate /‘nommert; AmE 'namm-/ (v) to formally suggest that sb
should be chosen for an important role, prize, position, etc

oppose /a'pavz; AmE -'pouz/ (v) to disagree strongly with a plan
or policy

optimistic / ppti'mistik; AmE | a:pt-/ (adj) expecting good things to
happen or sth to be successful

outweigh /avt'wer/ (v) to be greater or more important than sth

petty theft / peti 'Oeft/ (n) the crime of stealing sth that is not very
important or valuable

positive /'ppzatrv; AmE 'pa:z-/ (adj) thinking about what is good in
a situation; feeling confident and sure that sth good will happen

put (sth) on / put 'pn; AmE -'a:n/ (phr v) to provide sth specially

query /'’kwrari/ (n)a question, especially one asking for information
or expressing a doubt about sth

react /ri'zkt/ (v)to behave in a particular way as a result of or in
response to sth

rebellious /ri'belios/ (adj) unwilling to obey rules or accept
standards

receptive /ri'septrv/ (adj) willing to listen to or to accept new ideas
or suggestions

resentful /ri'zentful/ (adj) feeling bitter or angry about sth that you
think is unfair

resist /r1'zist/ (v) to refuse to accept sth and try to stop it from
happening

resistant /r1'zistont/ (adj) opposing sth and trying to stop it
happening

rumoured /'rurmod; AmE -mord/ (adj) reported as a rumour and
possibly not true

run into /ran 'mtu/ (phr v) to experience difficulties, etc.

sabotage /'s@bata:z/ (v) to deliberately prevent sth from being
successful or being achieved

sceptical /'skeptikl/ (adj) having doubts that a claim or statement
is true or that sth will happen

take (sth) on /terk 'on; AmE -'amn/ (phr v) to agree to do or be
responsible for sth

try (sth) out / trar 'avt/ (phr v) to test or use sb / sth in order to
see how good or effective they are

work out / we:k '‘aot; AmE we:rk-/ (phr v) to develop in a
successful way

worried /'warid/ (adj) feeling unhappy because you are thinking
about unpleasant things that have happened or that might happen
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Unit 13

about /o'bavt/ (adv) approximately

affordable /a'fordebl; AmE -'foird-/ (adj) possible for someone to
buy; not too expensive

approximately /o'proksmmotli/ (adv) used to show that sth is
almost, but not completely, accurate or correct

blow up /blov 'ap; AmE bloo-/ (phr v) to explode

childish /'tfarldif/ (adj) behaving in a stupid or silly way; immature

crash /kra|/ (v) to lose value or fall suddenly and quickly

drop slightly /'drop slaitli; AmE 'dra:p-/ (phrase) to become a
little less or lower

entire /m'tara(r)/ (adj) whole; used for emphasizing that you mean
all or every part of something

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

exposure /1ks'pauza(r); AmE -'pou3-/ (n) the fact of being
discussed, mentioned, or noticed by people

fractionally /'frek[onsli/ (adv) to a very small degree

front runner / frant 'rana(r)/ (n) the person or thing that seems
most likely to win or succeed

(a) great deal / grert 'dizl/ (n) much; a lot

grow gradually / grau 'graedzeli; AmE groou-/ (phrase) to slowly
become more or bigger over time

grow rapidly / groo 'repidli; AmE groo-/ (phrase) to quickly
become more or bigger

hepatitis / hepa'tartas/ (n) a serious disease of the liver

internal combustion engine /i, temol kom'bastfon end3m/ (n) the
type of engine found in most cars, that works by burning fuel
inside it

just over / dzast 'sova(r); AmE -'oov-/ (adv) slightly more than

just under / dzast 'ando(r)/ (adv) slightly less than

level off / leval 'of; AmE -'a:f/ (phr v) to stay at a steady level of
development or progress after a period of sharp rises or falls

(a) little more than / Iitl 'mo: don; AmE -'mo:r-/ (phrase) a slightly
larger number or amount than

marginally /'ma:dzmoli; AmE 'ma:rdz-/ (adv) by a very small
amount

noticeable rise / novtisabl 'raiz; AmE nout-/ (phrase) an increase
that is large enough to be easily noticed

overriding /ouva'raidiy; AmE oov-/ (adj) more important than
anything else in a situation;

P2P / pi: tu 'pi/ (n) the activity of communicating directly from
your computer with another computer user, for example to share
files

plummet /'plamit/ (v) to suddenly fall to a much lower amount or
value

pop-up /'popap; AmE 'pa:p-/ (n) a small window, usually
containing an advertisement, that appears on your computer
screen

predecessor /'pri:diseso(r)/ (n) a thing, such as a machine, that has
been followed or replaced by sth else

revenue /'revanjur/ (n) money that an organization receives from
its business

ring tone /'rigtouon; AmE -toon/ (n) the sound or short tune played
by a mobile phone / cellphone when someone calls you

rise substantially / raiz sob'sten(oli/ (phrase) to increase by a
large amount

rocket /'rokit; AmE 'ra:k-/ (v) to increase very quickly and
suddenly

roughly /'rafli/ (adv) approximately, but not exactly

RSS feed / a:r es 'es fizd/ (n) a link to a website that makes the
most recent information appear on a user’s computer screen
every time the website is changed

screensaver /'scri:nserva(r)/ (n) an image on a computer screen
that is displayed when the computer is not used for a particular
length of time

shoot up / Ju:t 'ap/ (phr v) to suddenly increase to a much higher
amount or value

significant drop /sig,nifikont 'drop; AmE -'dra:p/ (phrase) a fall in
amount or value that is large enough to be important

significant increase /sig nifikont 'mkri:s/ (phrase) a rise in amount
or value that is large enough to be important

slight fall / slart 'fo:l/ (n) a small decrease in amount or value

slightly less than / slartli 'les 0an/ (phrase) a slightly smaller
number or amount than

somewhere in the region of /samweor mn 89 'rizxdzon ov/ (phrase)
approximately

standstill /'steendstil/ (n) a situation in which all activity or
movement has stopped

stay the same /ster 0o 'serm/ (phrase) to remain at the same level,
not rising or falling

substantial drop /sob stenfl 'drop; AmE -'dra:p/ (phrase) a large
fall in amount or value

threat /Oret/ (n) person or thing that is likely to cause trouble,
danger, etc.

transistor /treen'zisto(r)/ (n) a small electronic device used in
computers, radios, televisions, etc. for controlling an electric
current as it passes along a circuit

trends /trendz/ (n pl) general directions in which situations are
changing or developing

vineyard /'vinja:d; AmE -ja:rd/ (n) a piece of land where grapes
are grown in order to produce wine, or a business that produces
wine from a vineyard

Unit 14

accepting /ok'septm/ (adj) willing to agree to, approve of, or
believe sth

accumulation /5 kjurmja'lerfn/ (n) the process or action of
gradually getting more and more of sth over a period of time

adjust to /o'd3ast to/ (phr v) to get used to a new situation by
changing the way you behave and/or think

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

approach /a'prauvtf; AmE -'prout|/ (n) a way of dealing with sb /
sth; a way of doing or thinking about sth such as a problem or a
task

assertiveness /a'sextrvnas; AmE -'sexrt-/ (n) the quality of
expressing opinions or desires strongly and with confidence, so
that people take notice

aware /o'wea(r)/ (adj) knowing or realizing sth

caste /ka:st; AmE keast/ (n) a social class into which someone is
born and which they cannot leave

cautious /ko:fos/ (adj) careful about what you say or do, in order to
avoid danger or risk

collectivist /ko'lektivist/ (adj) belonging to a system in which
things such as businesses and goods are owned by groups or by
all the people, rather than by individuals

commence /ka'mens/ (V) (formal) to begin
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confront /ken'frant/ (v) to make sb face or deal with an unpleasant
or difficult situation

confusing /kon'fju:zm/ (adj) difficult to understand; not clear

deal /dizl/ (n) a business agreement to buy or do sth

disappointed / diso'pomtid/ (adj) unhappy because sth you hoped
for has not happened or been as good, successful, etc. as you
expected

egalitarian /1 gelr'tearion; AmE -'ter-/ (adj) based on the belief
that everyone is equal and should have the same rights and
opportunities

familiar with /fa'milis wid; AmE -'lior-/ (phrase) knowing sth well

formal /'forml; AmE 'forrm-/ (adj) very correct and suitable for
official or important occasions

hierarchical /harer'a:kikl; AmE -'a:rk-/ (adj) based on a system in
which people are organized into different levels of importance
from highest to lowest

host /haust; AmE houst/ (n) a country or place where a person is
staying as a visitor or where an event is being held

individualistic /indr, vidju:e'listik/ (adj) believing that individual
people in society should have the right to make their own
decisions and keep their own money and property

informed /in'formd; AmE -'forrmd/ (adj) having or showing a lot of
knowledge about a particular subject or situation

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

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

liberal /'libral/ (adj) wanting or allowing a lot of political,
economic, or personal freedom

mentor /'mento:(r)/ (v) to advise and help sb with less experience
than yourself

mortgage /'mo:gid3; AmE 'mo:r-/ (n) a legal agreement by which
a bank or similar organization lends you money to buy a house,
etc., and you pay the money back over a particular number of
years

neutrality /nju:'treeliti/ (n) the state of not supporting any
particular side in a disagreement, competition, etc.

norms /nommz; AmE norrmz/ (n pl) standards of behaviour that are
typical of or accepted within a particular group or society

offend /o'fend/ (v) to make sb feel upset because of sth you say or
do that is rude or embarrassing

open /'aupen; AmE 'oupan/ (adj) willing to listen to and think
about new ideas

partition /pa:'tifn; AmE pa:r-/ (n) a thin wall or screen that
separates one part of a room from another

phrase /freiz/ (v)to say or write sth in a particular way or using
particular words

refreshment /r1'frefmont/ (n) food or drink

respectful /r1'spektfol/ (adj) showing or feeling respect

sensitive /'sensitrv/ (adj) aware of and able to understand other
people and their feelings

strict /strikt/ (adj) that must be obeyed exactly

taboo /te'bu:/ (adj) not done or talked about as people find it
offensive or embarrassing

tolerant /'tplorant; AmE 'ta:l-/ (adj) able to accept what other
people say or do even if you do not agree with it

twist /twist/ (n) an unexpected change or development in a story
or situation

tyre /'taro(r)/ (n) [BrE] [AmE tire] a thick rubber ring that fits
around the edge of a wheel of a car, bicycle, etc.

unwind /vn'wamd/ (v) to stop worrying or thinking about
problems and start to relax

Unit 15

address issues /o dres '1fu:z/ (phrase) to think about or discuss
problems and decide how you are going to deal with them

agree objectives /o,griz ob'jektivz/ (phrase) to decide with other
people what things you or they should try to achieve

appraisal /o'preizl/ (n) a meeting in which an employee discusses
with their manager how well they have been doing their job

assessment criteria /o'sesmont krar, tiorio/ (n pl) the standards by
which sb / sth is judged

base (sth) on /'bers pn; AmE -a:n/ (phr v) to use a fact, a situation,
etc. as the point from which sth can be developed

carry on /keri 'on; AmE -'amn/ (phr v) to continue

column /'kplom; AmE 'ka:l-/ (n) a part of a newspaper or
magazine which appears regularly and deals with a particular
subject or is written by a particular writer

come over as / kam 'auvar oz; AmE 'ouvear-/ (phr v) to make a
particular impression

concoction /kon'kpk|n; AmE -'ka:k-/ (n) a strange or unusual
mixture of things, especially drinks or medicines

conduct an appraisal /kon dakt an o'preizl/ (phrase) to hold a
meeting with an employee in order to discuss how well they
have been doing their job

confidential / konfr'den(l; AmE ka:n-/ (adj) meant to be kept
secret and not told to or shared with other people

constraint /kon'stremt/ (n) something that limits or restricts sth, or
your freedom to act

constructive feedback /kon straktiv ‘fi:dbak/ (phrase) criticism
and opinions about someone’s work that are useful and helpful,
rather than being negative or without purpose

cope with /'kaup wid; AmE 'koup-/ (phr v) to deal successfully
with sth difficult

counselling /'kavonsoliy/ (n) professional advice about a problem
or subject

counter-productive / kavntopra'daktiv; AmE kaovnter-/ (adj)
having the opposite effect to the one which was intended

customer base /'kastomo beis; AmE -moar-/ (n) all the people who
buy or use a particular product or service

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

delicatessen / deliko'teson/ (n) a shop / store that sells cooked
meats and cheeses, and special or unusual foods that come from
other countries

development tool /di'velopmont tu:l/ (n) something that helps
someone to improve their skills and knowledge, so they can do
their job more effectively

domineering / domi'niorm; AmE  dammonir-/ (adj) trying to control
other people without considering their opinions or feelings

editorial /edr'tomrral/ (adj) connected with the task of preparing sth
such as a newspaper or book to be published

end up with /end 'Ap wid/ (phr v) to find that you have sth or are
in a particular situation at the end of a process

ensure /m'[oxr/ (v) to make sure that sth happens or is definite

exponentially /ekspa'nenfsli/ (adv) increasing at a faster and faster
rate

express views /ik spres 'vju:iz/ (phrase) to say what your opinions
are
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get the sack / get 0a 'sek/ (phrase) to be told by your employer
that you can no longer continue working for them, usually
because of sth that you have done wrong

go through / gou 'Oruz;; AmE gou-/ (phr v) to look at or consider
sth in detail

hand (sth) out / hend 'act/ (phr v) to give a number of things to
the members of a group

monitor performance / monito pa'formans/ (phrase) to watch and
check how well sb is doing their job over a period of time

morale booster /ma'ra:l buzsta(r)/ (n) something that increases the
confidence and enthusiasm of a person or a group

move on /mu:v 'on; AmE -'a:mn/ (phr v) to start doing or
discussing sth new, or to progress to sth new

muscle /'masl/ (n) body tissue that you contract and relax in order
to move a particular part of the body

nutrition /nju:'trifn/ (n) the process of getting the food necessary
in order to grow and be healthy

peer rating /'pre rertiy; AmE 'pir-/ (n) a judgement of how good,
popular, effective, etc. sb is by people who have the same status

penny /'peni/ (n) a small amount of money; used in the expression
‘not a penny’ to mean no money at all’

performance management /po' formons 'menidzmont/ (n) the
activity of checking and controlling how well people do their
jobs in an organization

proficient /pra'fifont/ (adj) able to do sth well because of training
and practice

quit /kwit/ (v) to leave your job, school, etc.

raise /reiz/ (n) [esp AmE] [BrE rise] an increase in the money you
are paid for the work you do

rate objectives / rert ob'jektivz/ (phrase) to give a score showing
how successful you think sb has been in achieving sth they
wanted to achieve

recognize good performance / rekognaiz god pa'formons/ (phrase)
to do sth to show that you think sb has done a good job

retail outlet /'rizterl avtlat/ (n) a place such as a shop / store that
sells goods directly to the public

scholarship /'skolofip; AmE 'ska:lor-/ (n) an amount of money
given to sb by an organization to help pay for their education

scrap /skraep/ (v)to cancel or get rid of sth that is no longer
practical or useful

shelf life /'[elf larf/ (n) the length of time that food, etc. can be
kept before it is too old to be sold

short-staffed / [ort 'sta:ft; AmE [orrt-/ (adj) having fewer members
of staff than you need or usually have

speak (your) mind / spizk 'mamd/ (phrase) to say exactly what you
think, in a very direct way

staff appraisal /sta:f o'preizl/ (n) a meeting in which a member
of staff discusses with their manager how well they have been
doing their job

take off / teik 'nf; AmE -'a:f/ (phr v) to become successful or
popular quickly or suddenly

top-down / top 'davn; AmE ta:p-/ (adj) starting from or involving
the people who have higher positions in an organization

trigger /'trigo(r)/ (n) something that is the cause of a particular
reaction or development

underestimate / andor'estimert/ (v) to think or guess that the
amount, cost, or size of sth is smaller than it really is

value judgement /'valju: jadzment/ (n) a judgement about how
good or important sth is, based on personal opinions rather than
facts

van /ven/ (n) a covered vehicle with no side windows in its back
half, usually smaller than a lorry / truck, used for carrying goods
or people

Unit 16

accompany /a'kamponi/ (v) to travel or go somewhere with sb

appeal /o'pizl/ (v) to attract or interest sb

appreciate /o'prizfiert/ (v)to be grateful for sth; to welcome sth

book keeping /'buk kixpiy/ (n) the work of keeping a record of
the financial accounts of the business

broaden (your) horizons / bro:don ho'raizonz/ (phrase) to extend
the limit of your knowledge or interests

career development /ko'r1o di,velopmont; AmE ka'rir-/ (n) the
process of gradually making progress in your career by learning
more, taking more senior jobs, etc.

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

charity /'tferiti/ (n) an organization whose aim is to help people in
need, rather than to make a profit

common practice / koman 'prektis; AmE kaim-/ (n) the way sth
is often or usually done in a particular organization, profession,
or situation

company policy / kampani ‘polisi; AmE -'pa:l-/ (n) a plan of
action agreed or chosen by an organization

contented /kon'tentid/ (adj) showing or feeling happiness or
satisfaction, especially because your life is good

ex-pat /'eks pat/ (n) a person living in a country that is not their
own

grateful /'grertfol/ (adj) feeling or showing thanks for sth that you
have or that sb has done for you

head off / hed 'of; AmE -'a:f/ (phr v) to start moving away or
developing in a new way

hesitate /'hezitert/ (v)to be slow to do or say sth because you feel
uncertain

literacy /'Iitorasi/ (n) the ability to read and write

media exposure / mi:dio 1k'spov39(r); AmE -'spou3-/ (phrase)
the fact of being discussed or mentioned on television, in
newspapers, etc.

misgivings /mis'grvinz/ (n pl) feelings of doubt or anxiety about
what might happen, or about whether or not sth is the right thing
to do

numeracy /'njurmorasi/ (n) a good basic knowledge of
mathematics; the ability to understand and work with numbers

outlook /'avtluk/ (n) the attitude to life and the world of a
particular person, group, or culture

pace of life / pers ov 'laif/ (phrase) the speed at which sb does
things, or the speed at which things happen and change in sb’s
life

perspective /pa'spektrv/ (n) a particular attitude towards sth; a way
of thinking about sth

piece of advice / piis ov oad'vars/ (phrase) a suggestion about what
sb should do in a particular situation

pilot /'pailot/ (adj) done on a small scale in order to see if sth is
successful enough to do on a large scale

postpone /pa'spaun; AmE pou'spoun/ (v) to arrange for an event,
etc. to take place at a later time or date

precedent /'presidont/ (n) an official action or decision that has
happened in the past and that is seen as an example or a rule to
be followed in a similar situation later
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presumably /prr'zjuzmabli; AmE -'zu:-/ (adv) used to say that you sabbatical /so'batikl/ (n) a period of time when sb is allowed to
think that sth is probably true stop their normal work in order to study or travel
put (sth) off / pot 'of; AmE -'a:f/ (phr v) to avoid doing sth until a scuba dive /'sku:bs darv/ (v) to swim underwater using special
later date or time breathing equipment consisting of a container of air which you
recharged /ri:'tfa:dzd; AmE -'tfa:rdzd/ (adj) with more strength carry on your back and a tube through which you breathe the air
and energy after resting or doing sth different for a time soft skills / soft 'skilz; AmE 'sa:ft-/ (n pl) the abilities that sb has to
renewed enthusiasm /r1 nju:d m'Ojuzziesm/ (phrase) a stronger communicate and work well with other people
feeling of excitement and interest in sth and a desire to become tip /tip/ (n) a small piece of advice about sth practical
involved in it again voluntary organization / volontri o:gonar'zeifn; AmE  va:lonteri
retention rate /ri'tenn reit/ (n) the ability of a company to keep airg-/ (n) an organization which is set up to help people and
its staff which does not make a profit, for example a charity
revitalize /r1'vaitolaiz/ (v) to make sb / sth stronger, more active,
or more healthy
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