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00 O Who is this book for? Business VVocabulary in Use is designed to help intermediate and upper-intermediate
learners of business English improve their business vocabulary. It is for people studying English before they start
work and for those already working who need English in their job. Apart from improving your business vocabulary
[ the book also helps you to develop the language needed for important business communication skills.
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INTRODUCTIONJOBS,PEOPLE AND ORGANIZATIONS1 Work and jobs2 Ways of working3 Recruitment
and selection4 Skills and pualifications5 Pay and benefitsé People and worklaces7 The career ladder8 Problems at
work9 Managers,executives and directors10 Businesspeople and business leaders11 Organizations112
Organizations2PRODUCTION13 Manufactring and services14 The development process15 Innovation and
invention16 Making things17 Materials and suppliers18 Business philosophiesMARKETING19 Buyers,sellers and
the market20 Markets and competitors21 Marketing and market orientation22 Products and brands23 Price24
Place25 Promotion26 The Internet and e-commerceMONEY27 Sales and costs28 Profitability and
unprofitability29 Getting paid30 Assets, liabilities and the balance sheet[] [
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10 I work on car design. 20 people work under me.at work / off workin work / out of workclock in / clock out =
clock on / clock offsituation, post, position : formal words used in job advertisesments and applicationse.g.situation
vacancy pagesCV = curriculum vitaecovering letter psychometric test [(J O O O JWe check their references by
writing to their referees.For our company, it" s more useful if you train as a scientist.self-starters, proactive,
self-motivated, self-drivenmethodical, systematic, organizedovertime [ [J Jperks [ I Jtips [ O Jcommission [
O O ]fringe benefits [(J O Jcompensation package, remuneration package [[J [J [0 [0 Jcompensation package,
severance payment [ 00 O Jboardroom row [0 O O O ]share options, stock options [[J [I [ Jfat cats [(] [ O
000000 0O)]shop floor [0 O Jopen-plan office [0 O O O O O ]strike, stoppage, walk-outhuman
resource department, personnel departmentcareer path [0 O O O Jleaner [0 O Jsacked [(CJ O ) [ Jlaid off [
[0 Jmake redundant [(J O Joutplacement [0 [0 O Jaffirmative action [0 O O O Jnon-executive directors [ [
O O O ]Executive directors head or head up their departments.start-ups [0 O O O Jbusiness leader, captain of
industrymagnate, mogul, tycoonbusiness, company, firm, concerncorporate headquarters [(J O [

[ ]Jself-employed (eg.designers, journalists)sole trader (eg. Builders, plumbers)mutuals [[] (I (O Jdemutualized,
demutualization [ [0 [0 Jnon-profit organizations, not-for-profit organizationsbuilding society [0 0 00 O O O (
00000000000 )]partnership [ [ Jemerging [ O [0 Jproperty, real estatemobile phone
mastsconsumer panel [[J O [0 O O O ] focus groups [0 O O O Jprototype [0 O Jrollout [0 O Jelk [

[ Jindustrial scale [0 O O O ]state-of-the-art [(] O O O Jcopyright infringement [0 O O [ Jproprietary
information [ O O O Jroyalty payment [ 0 00 0 O ]0 O O O produce, O O O productd factory, works,
plantcraft industrylabour-intensiveworking at full capacityoverproduction, excess capacity, spare capacity,
overcapacity, surplus capacityglut [(J OJ [0 [J ]Jshortage [[J [J Jsubcontracting [(J I Jlean production, lean
manufacturingdimensions, sizeconformity [[J (I Jspot checks [[J [0 Jenhancement [C] O Jmystery
shoppersbusiness process re-engineering (BPR)customer base, client base, clienteleenters, penetrates a market [[]
(1 Jabandons, get out of, leaves a market dominates a marketcorners, monopolizes a marketdrives another
company out of a marketmarket segment [ (I 0 O Jintense, stiff, fierce, toughlow-key [0 O Jmarketing mix [[]
00 O O Jproduct catalogue, product mix, product portfolioproduct line, product rangeproduct placement [[J [
O O Jeconsumer durable [(J O [0 O O Jfast-moving consumer goods (FMCG) [0 O O O O Jbrand awareness,
brand recognitionbrand identity [0 OO OJ [0 Jown-brand product, own-label product [(J O O [0 [0 [ Jgeneric
product, genericslist price, recommend retail priceYou must be selling goods at cost or at a loss.undercut [ [0 [
[ Jprice hike, price cutsophisticated [[J I Jentry-level [0 O O Jmid-range [ [ Jtrade up, move upmarkettrade
down, move downmarketmass market [0 OO O O Jniche market [0 00 O O Jreseller [ O O Jretail outlet [

[ ]Jsales outlet [(J O O Jshopping centre, shopping precinctfranchise [[J O O Jdirect marketing [[J O Jdirect mail,
junk mailmailshotproduct endorsements [[J (I O O ]loyalty cardcross-promotionopen air hoardings, billboards [
00000 ]ogon/logoff [0 O /0 O Jshopping cart [[J [I O Je-commerce, e-tailingbricks-and-mortar,
traditional retailingclicks-and-mortar, e-commerce last mile problembusiness-to-consumer
(B2C)business-to-business (B2B)business-to-government (B2G)turnover, revenue [[J 0 0 00 O O ]direct costs [
0 O O O Jindirect costs [[J [0 [0 [ Jcost of goods sold selling price - direct production costs = gross marginselling
price - total costs = net margin, profit margin mark-uploss leadermoney-spinners, cash cowsbudget for, plan [[J

[ Jplanned budgets [0 O O O Jactual expenditure [0 O O O Jover budget, overspentunder budget,
underspentplace an order for sth.trade credit [ U [0 O Jpay upfront [0 O O O O ]Jdebtors [[J O O Jcreditors [
0 O O ]Jinland Revenue [ O O Jkey accounts [[J [0 [0 O ] They are bad debtsand I’ - ve written them
off.accounts receivable, receivables [(1 [0 (0 O Jaccounts payable, payables [(] O OO O Jcurrent assets [[] (I [J

[ ]fixed assets [[] [ 00 O Jintangible assets [[1 [ [ O Jagoing concern [0 O O [ Jdepreciation, amortization [
[0 O ]The value of the equipment is written down each year and written off completely at the end.book value [ [I
O O Jeurrent liabilities [0 O O O Jlong-term liabilities [(J O O [ Jfinancial year [(J [0 O O Jbookkeepers [(

[ Jtrue and fair viewcreative accounting, window dressingexceptional profit / exceptional loss [(J [0 [0 [0 00 O O
[0 O Jbottom linebleeding red ink, haemorrhaging red inkprofit and loss account [[J [0 (I Jshare capital [[]

[ Jloan capital [0 O O O Jdividends [ O Jventure capitalist [(1 0 O O O Jindebtedness [ [ Jprincipal [
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[ Jleverage, gearing [[J OJ O O Jhighly leveraged, highly gearedoverleveragedequity [[J O Jretained earnings [[]
00 O O Jcash reserves [0 O O O ]cash pile, cash mountainacquisition [[J [J Jdebt rescheduling, debt restructing [
O 0O O O Jturnaround [O O Jbailout [OJ [J filing for bankruptcy protection [0 [ O O O O ]go into liquidation,
into receivership [0 O O O Jwound up [O O ]a majority/minority stake/interest/holding [OJ O /0 O O O Jwhite
knight DO D DO0ODOO0OOOO0O]Jpoisonpill[COO000O00O0DOOODOO0ONO Jsubsidiary [0 O

[ ]dispose of [[J [T Jnon-core assets [(] O O O O Jcore activity [[1 O O O Jrestructuring [(J O Jjoint account [
0 0O 0O O Jmortgage [0 O Jwindfall [0 O O O Junit trusts, mutual funds [0 O O O O O O O O Jeontributions [
(0 O Jprivate pension [0 O O O O Jcompany pension scheme [0 O O O O [0 [ Jstate pension [ [0 O O

O ]float [(O O )0 O ]flotation [(O O ) O O O Jlisted [ O ]Jstock markets, bourses [(J (I O [ [ Jcommercial
paper [[J O O [0 Jsecurities [ [J Jsecurities houses [[1 [ [ O Jfutures contract [[1 OO O O Joptions contract [[]
O O O ]derivatives [0 O O Junderlying [ O Jbullish [ O Jbearish [ [T ]Jspectacular gains [0 O O O

O Jpanic selling [0 O O O O Jnew five-year lowsthere is no signs of arally [(1 0 O O O O Jhigh finance [0 O O
[0 Jeconomic indicators [[J O O [0 Jtrade deficit [0 O O O Jtrade surplus [0 O O O Jtrade gap [0 O O O Jpig
farming [0 O Jadvance, jump, skyrocket, leaps, soars, surgeaxed, cuts, eases, plummet, slashes, diveslt levels off
and remains steady.peak [[J [I Jtrough [ O Jbottom out [[J [ [0 [J ]stagnation [[J [ ]stagflation [[C]

[ Jrecession &lt; slump &lt; depressionbribe, backhander kickback, sweetenersleaze [[1 O O [ [0 JFraud Squad [(
0000000 000000)0O0O O ]banknote [ O Jscam [0 O Jracketeer [ I Jmoney laundering [
O Imarket rigging [0 O O O Jsweatshop labor [0 00 O O O O O Jaffirmative action program [0 O [0 O O

(] ]greenissues [[J [0 [J OJ Jgreen activist [[1 O O O O ]Jtimescale, timeframe [0 O O ]lead time [0 O O O Jon
schedule, ahead of schedule, behind schedulefitting out [[J O Jrewarding [ O O O O O O O Joverwhelmed [
[J Jstress and strains [OJ O Jburnout [ O Jrat race, treadmill [0 O O O O Jdownshifting, rebalancing visionary [
0 O Jeoncensus [ [ Jinitiative [0 O Jsubordinate [0 O Jeanteenculture [ OO0 0000 OO0O00OO0OO
O O O Jmacho culture [0 O O O ]stereotype [[J O O [ ]Jdeference [ OJ Jinitials [C] O Jjob title [O

[ Jobligatory [0 O O Jcasual Fridays, dress-down Fridayssmart casual [* OO O O O O Jenormously [ [

O Jpunctuality [C] O Jpager [0 O [0 Jengaged tone, busy tone [[J O Jdash or hyphen (-)slash (/)capital A, small
al’ m completely snowed under at the moment.Can we leave it open for the time being?cover sheet [[]

[ Jintended recipientcc: send a copy tobcc: send a blind copy tol’  m copying Ruth Mitchell in on this. AFAIK: as
far as I knowHTH: hope this helpsarrange, set up, fix a meetingbring forward a meetingput back, postpone a
meetingrun, chair a meetingAnnual general meeting (AGM) [ [0 O [0 JExtraordinary general meeting (EGM) [
00000 DO Jeover alot of ground [0 O O O O O ]digressions [ O Jdigression [0 [ Jkeep things moving [
0 O O Jaction points [ O O O Jallocate time [0 O O O Jresolve [ O Jtactfully [O O O Jcirculate the agenda
inadvance [0 O O O O O Jminute-taker [0 O O O O Jecourteous [ O O Jhedge [ O Jdemonstration [ [
O O O Jseminar [ O O Jworkshop [ O Jmannerism [ O Jbullet points [ O Jhandouts [[1 [ ]settle disputes
[0 O O O Jintensive / intense negotiations delicate / tense negotiations 11th-hour / last-minute negotiations
protracted negotiations [[J OO 00 OO OO O [ Jcollective bargaining [0 [J [ O ]Jbargaining ploy / tactic [0 O O

[J ]bargaining chip / tool [[J OO OJ [J ]bargaining point / power [[J [0 [J ]Jbargaining process fallback position [
00 O O ]probing [[J O Jcounter-proposals [ O O Jcounter-offers [[J [J [J Jmake a concession [[J [ Jgoodwill
gesture [O O O O ]Jhorse-trading [ 0 O 0O 0O 0O 0O O 0O O O Jhaggle [0 O O O Jtrade-off [ O Jnegotiating
from weakness / strengthmoderated [[J [J Junder duress [[J OJ [0 [J Jbacked down, climbed down [0 [0 00 OJ

[ Jconfrontational, adversarial [} O Jultimatum [CJ O O O Jlie and bluff [0 O O O ]Jcall someone’ s bluff [

[ Jobstacles [[J I ]sticking point [[J [ ]a binding / legal contract [0 O O O O O [0 O ]stalemate, impasse [

(I Jirreconcilable differences [[1 0 00 O O O O Jmediator [(J [J [0 Jmediation [(J O ]clinching a deal, closing a
deal [0 O ]
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