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Iﬂ COmpa ﬂy Pre-intermediate

® Unit 19

headword

business (n)
business idea (n)

city centre (n)
city centre offices/rents

close down (phr v)

come up with (phr v)
commuting (n)
cut (n)

a cut in pay/salary etc

(opposite = increase)

demonstrate (v)

financially (adv)

flexibility (n)
(opposite = inflexibility)

get things/more done
get down to (phr v)
get down to work

home worker (n)

pronunciation translation/notes

/biznas/

/stt1 'sento/

/klouz 'daun/

JKAMUAD WID/ e
[ROMGWIIN/ e

SR e

/demonstreit/

/farnaen|oli/

/fleksa'biloti/

/get Bmz/mo: ‘dan/

/get 'daun tu:/

/houm \w3:ko/

example sentence

If | had more time to think, I'd come up with a really great business idea.
If our employees worked from home, we wouldn’t need to pay expensive city
centre rents.

We'd be able to close down office buildings if more of our employees worked
from home.

| usually come up with my best business ideas when I’'m relaxing at home.
One of the things | hate most about going out to work is the daily commuting.

I'd accept a cut in pay if | could return to work in the UK.

The company could certainly demonstrate the effectiveness of its
telecommunications equipment by allowing its employees to work from home!

Working from home, you miss out financially on perks like subsidised meals.
The thing | like most about working from home is the flexibility.

Home workers get more done in a shorter time because there are fewer
interruptions.

You have to be very self-disciplined when you work from home. It can be difficult
to get down to work.

Home workers have more freedom and flexibility than people who work in an

office.



Iﬂ COmpa ﬂy Pre-intermediate

® Unit 19

headword

investment (n)
investment in

leisure time (n)
(opposite = work time)

miss out on (phr v)
office buildings (n pl)

office hours (n pl)

pay rise (n)
perk (n)

productivity (n)
level of productivity

promotion (n)
(opposite = demotion)

proposal (n)

quality of life (n)

rent (n)

save on (phr v)

pronunciation

/in'vestmont/

[lezo tarm/

/mis ‘avt pn/
/of1s bildigz/

[ofts avoz/

/per rarz/
/p3ik/

/prodak'trvott/

/pro'maun/

/pra'pauvzl/

/kwolotr ov 'larf/

[rent/

/se1v pn/

translation/notes

example sentence

If more employees worked from home, we could reduce our investment in new
offices.

One of the dangers of working at home is that there’s no dividing line between
work time and leisure time.

Home workers miss out on things like office gossip and financial perks.
City centre office buildings are expensive to rent.

Some people prefer the discipline of working within office hours while other
people prefer the flexibility of working from home.

The unions are currently negotiating for a pay rise.
Perks are things such as subsidised meals, not included in your salary.

For a lot of workers, their level of productivity improves when they work from
home.

If | accept the promotion it will mean a lot more travelling and time away from
home.

What do you think of the company’s proposal for home working?

Do you think working from home would mean an improvement in your quality of
life?

City centre rents are very expensive.

Companies could save on city centre rents by persuading their employees to work
from home.



Iﬂ COmpa ﬂy Pre-intermediate

® Unit 19

headword

self-disciplined (adj)

subsidised (adj)

talks (n pl)
have talks with

technical problem (n)

telecommunications (n)
telecommunications
company/equipment

teleworking (n)

travel (n)

home to office travel

union (n)

wind down (phr v)

work (v)
work from/at home

pronunciation

/selfdisoplind/

/sabsrdaizd/

Jtoiks/

/teknikl problom/

/telikomjunrker[nz/

/teliw3iki/

[traevl/

/jwnjon/

/waind 'daun/

/wsik/

translation/notes

example sentence

You have to be self-disciplined to work from home - it can be difficult to get
down to work.

Working in an office, you get perks such as subsidised refreshments or travel.

The company is having talks with the unions about persuading employees to work
from home.

Technical problems can be difficult to solve if you're working from home.
Employees can work productively from home thanks to the effectiveness of our
telecommunications equipment.

“Teleworking” is a phrase that means working from home using a computer and
other equipment.

Working from home preserves the environment by reducing home to office travel.
A union is an organisation that represents workers and tries to improve pay and
conditions.

In the evening | like to wind down by listening to music.

What are the advantages and disadvantages of working from home?



Iﬂ COmpa ﬂy Pre-intermediate

M Unit 18

headword

access (v)
access the network

advertising (n)
audience (n)

catalogue shopping (n)

comparison shop (v)

consumer (n)

teenage consumers (n pl)

direct sales (n)

e-commerce (n)

economic boom (n)

Internet marketing (n)

market (n)
market studies (n pl)

pronunciation translation/notes

Jakses/

[aedvatarzi/

[oidrons/

JKaREIDG [OPIN/ e

JKOMYPERTISL [DP/ e

[kon'sjuimo/

/timeid3 kon'sjuimoz/

/darrekt 'seilz/

/ikoms:s/

/izkonomik;

ekonomik 'buim/

/mtonet ma:kitiy/

/ma:kit/

example sentence

In future the consumer will be able to access the network from anywhere — from
home, the car or even from a pair of glasses.

As far as the teenage Internet market is concerned, you can make money from
advertising but not much from direct sales.

In order to sell successfully to teenagers on the Internet, you need to clearly define
your audience.

Catalogue shopping works on the principle that consumers want convenience
more than the best price.

The Internet enables consumers to comparison shop without too much effort.

Consumers want things to be simple, easy and fast and the Internet can provide all
of this.

In your opinion, is it ethical to target teenage consumers as a market?

Providing teenagers with their own swipe card would enable websites to make
more money from direct sales.

E-commerce is the activity of buying and selling goods on the Internet.

Do you think there will be an economic boom in the next five years?
What are the problems associated with teenagers and Internet marketing?

Market studies have shown that retired people spend a lot of time surfing the
Internet.



Iﬂ COmpa ﬂy Pre-intermediate

M Unit 18

headword

network (n)
access the network

online (adj)
online (adv)

option (n)
a range of options

site (n)

spending power (n)

swipe card (n)
target (v)
turnover (n)
virtual (adj)
virtually shop (v)

voice recognition (n)

pronunciation

/netws:k/

/pnlam/
/on'lam/

/op[n/

/sart/

/spendm) pauvo/

Jswarp kaid/
Jrasgit/
/t3mauve/
/vaitfual/
/vaitfusl 'fop/

/vors rekogni|n/

translation/notes

example sentence

Consumers will be able to access the network from almost anywhere.

Artificial intelligence will provide a virtual shop assistant for every online shopper.
Have you ever bought anything online?

The advantage of shopping online is that the network can assemble a range of
options from a variety of stores.

Persuading teenagers to buy directly from your site could be a problem.

One of the problems in marketing to teenagers is that their spending power is
often limited because they don’t have jobs.

The swipe card would enable teenagers to buy suitable products online.
A lot of teenage sites are trying to target an audience that's too wide.
A high turnover is important but making good profits is another.

A virtual shop assistant will be at the service of every online shopper.
Do you enjoy being able to virtually shop without leaving home?

Voice recognition may make the keyboard obsolete.



Iﬂ COmpa ﬂy Pre-intermediate

M Unit 17

headword

company (n)
company car (n)

company policy (n)

company strategy (n)
consultant (n)
damaging (adj)

be damaging to

efficiency (n)
drive for efficiency

environment (n)
professional environment (n)
work environment (n)

gossip (n)
spread gossip

gossip (v)

head (n)
head of

human resources (n)

pronunciation translation/notes

/kamp(ao)n1/
/kampnr 'kai/

/kampnr 'polost/
/kampnr 'streetod3zi/

/kon'saltont/

/deemidzin/

/tfifnst/

/m'varromont/
/prafefnal
m'varromant/

/w3ik mvarromont/

LOSID e

LOSID e

Med/

/hjuimon ri'zo:siz/

example sentence

The new job means a big increase in salary and a brand new company car.
What do you think of the company policy on coffee breaks?
Gossip is often the only way of finding out about company strategy.

Somebody overheard one of the bosses talking to a management consultant
about restructuring.

Gossip can be very damaging to relations among work colleagues.

As part of the drive for efficiency many companies have removed the opportunity
to socialise at work.

The city council of Cascavel has banned gossip in the workplace, saying employees
have the right to work in a professional environment.

A friendly work environment makes employees happy.

Public employees who spread gossip about their colleagues will face the sack.
Municipal employees in the city of Cascavel have been banned from gossiping
during working hours.

“1'm the new head of the eastern sales team.” “Congratulations!”

Many opportunities to socialise have disappeared and this is all part of the
revolution in human resources.



Iﬂ COmpa ﬂy Pre-intermediate

M Unit 17

headword

individual (adj)
individual performance
/attitude

insight (n)
insight into

involve (v)

let people go

the management (n)

office (n)
office gossip (n)

office politics (n)

overstaffed (adj)
place of work (n)
production figures (n pl)

rumours (n pl)
spread rumours

pronunciation

/mdrvidzual/

/msait/

/m'volv/

/let pipl 'gov/

/00 'maenidzmoant/

/ofis/
/of1s 'gosip/

/of1s ‘polotiks/

[ouva'staift/

/plets ov 'w3ik/

/prodak|n figoz/

/ruimoz/

translation/notes

example sentence

The employees’ future depends on their individual performance and attitude.

Some of my biggest insights into problems at work have occurred while chatting
by the coffee machine.

How many people does the restructuring involve?

One of the management consultants said we were overstaffed and that we’d have
to let some people go.

Where | work, the management refuses to talk to most of the staff.

In your opinion, is office gossip a good or bad thing?
Gossip is the only way to learn about office politics.

The management consultant said that the firm was overstaffed in some areas and
that we would have to let people go.

In my place of work, gossip is the only way of finding out anything about
company strategy.

Have you finished last month’s production figures yet?

Employees have been banned from spreading rumours about their colleagues.



Iﬂ COmpa ﬂy Pre-intermediate

M Unit 17

headword

sack (n)
face the sack

salary (n)
be on a salary of

£20,000/$80,000

workplace (n)

pronunciation translation/notes

[SK, e

LSBT e

WK DICIS, e

example sentence

Employees spreading rumours about their colleagues will face the sack.

As head of the eastern sales team, he’s on a salary of £60,000.

Gossip can be damaging to relations in the workplace.



Iﬂ COmpa ﬂy Pre-intermediate

M Unit 16

headword

answer phone (n)

appreciate (v)
I'd appreciate it if ...

authorised (adj)
be authorised to do sth

business (n)
business class (n)

choice (n)
not have much choice

discount (n)
offer a discount

face on to (phr v)

favour (n)
ask sb a favour

get sth back (phr v)

give sth back (phr v)

impression (n)

create a bad impression (n)

inconvenient (adj)
(opposite = convenient)

pronunciation

[amso foun/

[o'priifiiert/

[oBorarzd/

/biznas/

/t[ors/

/diskavunt/

/fers pn tuy/

[fervo/

/get samb) 'back/

/gv samb) 'back/

/im'pre[n/

/mkon'vinont/

translation/notes

example sentence

Leaving the answer phone on for a couple of hours creates a bad impression.

I'd appreciate it if you could look into the possibility of my having an upgrade to
business class.

I'm afraid I'm not authorised to offer you a discount on your room.

I was wondering if there was any chance of an upgrade to business class.

“I1f you do it, Ill see it as a personal favour.” “I see, | don’t really have much
choice, do 1?”

I'm not authorised to offer you a discount on your room.

My room faces on to the road and it's far too noisy.

“1 wonder if | could ask you a favour?” “It depends what it is.”

“Could I borrow your dictionary?” “Yes, as long as | get it back before the end of
the afternoon.”

Could you lend me your pen? I'll give it back later.

Leaving the answer phone on for long periods creates a bad impression.

| realise this is inconvenient but | need your help.



Iﬂ COmpa ﬂy Pre-intermediate

M Unit 16

headword

keen (adj)
(not) be keen on sth

lift (n)
give sb a lift

ready (adj)
have sth ready

renewal (n)
be up for renewal

time (n)
take the time

trouble (n)
put sb to any trouble

upgrade (n)
an upgrade to

worry (v)
Not to worry.

pronunciation

/kim/

Jft/

/redi/

/rrnjul/

Jtaim/

/trabl/

/apgreid/

['war1/

translation/notes

example sentence

"My car’s being repaired and | wondered if you'd lend me yours.” “Well, actually,
I'm not very keen on the idea.”

Could you give me a lift? | need to be at the airport at five.
“Could you post the letter for me?” “All right, as long as you have it ready by five
o'clock.”

If you do it, I'll see it as a personal favour, and remember your contract’s up for
renewal next month.

"1 can't work from 2.00 to 4.00 - it's not my hours.” “l know, but you can take the
time later on.”

I'm sorry to put you to any trouble but I'd really like an upgrade to business class.

I'd like an upgrade to business class.

“| don't feel happy about other people using my car.” “Oh, all right. Not to
worry."”



Iﬂ COmpa ﬂy Pre-intermediate

M Unit 15

headword

administration (n)

analyse (v)

approach (n)

a methodical approach

assign (v)
assign tasks

block of time (n)

the bottom line (n)
carry on (phr v)
caught (adj)

get caught

clock off (phr v)

customer service (n)

deadline (n)
set a deadline

delegate (v)

pronunciation

[odminrstrefn/

Jaenolarz/

[o'praut[/

Ja'sain/

/blok ov 'tarm/

/0o botom 'lam/

/kaert 'on/

[ko:t/

/klok 'of/

/kastomo 's3:vis/

/dedlam/

/delogert/

translation/notes

example sentence

A well-organised manager should be able to devote more time to customer service
than administration.

The first step in time management is to analyse how you are using your time now.

Analysing how you use your time requires a methodical approach.

It's important to learn to assign tasks to other people.

Try to organise your work so that you have large blocks of time for top priority

tasks.

The bottom line is that the work must be finished on time.

At AOL they took away all the clocks at the UK headquarters and told everybody
to carry on working as usual.

A lot of employees are afraid of wasting time because they think they might get
caught.

As part of the experiment, workers were allowed to clock off as soon as they'd
finished their work.

An effective manager spends a lot of time dealing with customer service issues.

Too much pressure at work means things can go wrong so try to set realistic
deadlines.

Never do work yourself that you can delegate to other people.



Iﬂ COmpa ﬂy Pre-intermediate

M Unit 15

headword

delicate balance (n)
drop off (phr v)
efficiency (n)

efficiently (adv)

forward planning (n)

invest (v)
invest time/money

lead to (phr v)

mess (n)
be in a mess

misuse (V)

organise (v)

pressure of time (n)
problem analysis (n)
prioritise (v)
productive (adj)

(opposite =
unproductive)

pronunciation
/delikot 'baelons/
/drop ‘of/
/tfifnst/

/rfifntly/

/forwad 'plaeniy/

/m'vest/

/i tuy/

/mes/

/misjuiz/

[oigonarz/

/prefo ov 'taim/

/problom o'naelosis/

/praroritaiz/

[pro'daktiv/

translation/notes

example sentence

There is a delicate balance between not doing any work and doing too much.
Productivity tends to drop off after lunch.
Efficiency at work tends to fall after lunch.

Time management is all about using techniques which help you use your time
more efficiently.

Leave plenty of time for top priority tasks like forward planning.

A lot of time and money has been invested in the project.

One manager commented: “An office without clocks leads to chaos.”

I know my desk is in a mess but | know where everything is.

Do not misuse the company PC to surf the Internet.

The third step in effective time management is to organise your time and your
tasks.

The idea of the experiment was to see how pressure of time can lead to stress.
Leave plenty of time for top priority tasks like problem analysis.

The second step in effective time management is to prioritise tasks by putting
them in order of importance.

Most workers are most productive before lunch.



Iﬂ COmpa ﬂy Pre-intermediate

M Unit 15

headword

productivity (n)
priority (n)
in order of priority
top priority (adj)

put in (phr v)
put in time/hours

record (v)
research (n)

resource (n)
limited resource (n)

routine (n)
fixed routine (n)

sales (n)
sales prediction (n)

save (V)
save time
(opposite = waste time)

save money
(opposite = waste
money)

pronunciation

/prodak'trvott/
/praroroti/

/m o:dor ov
praroroti/

/top prarorati/

/put 'm/

/rikoid/
frrs3itf/

[r1zos/

/rur'tiin/

/se1lz/

/serv/

translation/notes

example sentence

Companies use time to measure productivity.
Put the tasks requiring your attention in order of priority.
Leave plenty of time for top priority tasks.

British workers put in the longest hours in Europe but are less productive than the
French and the Germans.

Record what you do in each period of the day.
A good Internet connection is essential if your job involves a lot of research.

Time is like money, people and equipment - it's a limited resource.
Do you agree that a fixed routine is better for productivity?
Have you finished the sales predictions for next month yet?

If you prepare things well, you can save a lot of time.

Companies can save money by reducing the number of people working in their
offices.



Iﬂ COmpa ﬂy Pre-intermediate
M Unit 15

headword pronunciation translation/notes

subordinate (n) /s9boidINat/ e
supplier (n) [SOPIATS) e
surf (v) I3 e

surf the web

task (n) [taisk/
assign tasks

technique (n) KRNI/ e
time limit (n) ftarm JIMI/
time management (n) /tarm 'maenid3mont/
time of day Mtamm ov 'deI/ e
unproductive (adj) JAnPradAKLIV/

(opposite = productive)

waste (v) [werst/
waste time
(opposite = save time)

waste money
(opposite = save money)

web search (n) /web s3utf/

workflow (n) [w3ik flou/

example sentence

All correspondence can be delegated to subordinates.
The suppliers have promised to deliver the goods next Tuesday.

| only search the Internet for specific information. | don’t have time to surf the
web.

A lot of day-to-day tasks can be assigned to other people.

There are certain techniques you can learn to help you with effective time
management.

Meetings can last forever if you don’t have a time limit.

Time management is about making the best possible use of time.

What time of day are you at your most productive?

According to the Pareto Principle, most work time is unproductive.

A lot of employees waste time playing games on the Internet.

The company wasted a lot of money buying equipment that wasn't suitable for
the job.

Managers are watching for employees who waste time by doing web searches for
MP3s and games.

The idea of the experiment was to see how an environment without clocks would
affect productivity and workflow.



Iﬂ COmpa ﬂy Pre-intermediate
M Unit 15

headword pronunciation translation/notes example sentence

working day (n) JWSIKIY A1 The human biological clock doesn’t necessarily correspond to the standard 8-hour

working day.

working hours (n pl) JWSIKIT AUOZ, e Working hours in the UK are usually 9am-5pm.



Iﬂ COmpa ﬂy Pre-intermediate

® Unit 14

headword

assembly plant (n)
backup (n)
provide backup

bid (n)
make a bid

blue-chip company (n)
business (n)
big business (n)
business background (n)

business venture (n)

chart (n)

commercially aware

commission (n)

communication (n)

communication skills (n pl)

pronunciation translation/notes

/o'sembl1 plamnt/

/baekap/

[bid/

[BlwitfTp KAMP(INI/
/biznas/
/big 'biznas/

/biznos 'backgraund/

/biznos 'ventfo/

ftfait/

[komsif(d)l1 swes/

/ko'mifn/

/komjumnrker[n/

example sentence

An assembly plant is the part of a factory where workers build machinery or
equipment.

Working as an ‘SPC professional’ involved providing backup to salesmen
throughout the company.

We made a million-dollar bid to buy the company out.

A “blue-chip company” is very successful and makes a lot of money.

Do you agree that workers’ rights are more important than the interests of big
business?

Five years working for a multinational have given me a solid business background.

The new industrial estate will provide space for approximately 15 business
ventures.

Part of Sara’s job was to produce reports and charts illustrating sales figures.

His experience at several blue-chip companies means he is extremely commercially
aware.

We offer a base salary of $80K plus commission.

A good manager needs to have excellent communication skills.



Iﬂ COmpa ﬂy Pre-intermediate

® Unit 14

headword

company (n)
company secret (n)

conference (n)
organise a conference

customer relations (n)
CV (n) (BrE)
(AmE = résumé)

decrease (v)
(opposite = increase)

employee (n)

employer (n)

employment (n)
terminate sb’s

employment

fire (v)
fire sb for doing sth

hire (v)
incentive (n)

industrial action (n)

pronunciation

/kamp(ao)n1/

/konf(a)rons/

/kastomo rrlerfnz/

/sir'viy/

/dirkris/

/im'ploriz; ,emploriy/

/im'ploto/

/im'plormont/

[far/

/haio/
/in'sentrv/

/indastrral ‘eekfn/

translation/notes

example sentence

Workers who reveal company secrets will be sacked.

A large part of my job involves organising meetings and conferences.

A job in customer relations involves dealing directly with clients and responding to

complaints and queries.

If you are interested in applying for the post, please send in a CV with covering
letter.

The number of orders began to decrease and the factory was finally forced to
close.

The bank has over 600 employees working in ten different countries.

Skytronics, Nicola Williams's former employer, refused to be interviewed about the
incident.

The firm decided to terminate her employment for using a mobile phone in work
hours.

She was fired for using her mobile phone during work hours.

We had to hire temporary workers to cope with the increased workload.
Money and security are the incentives in most people’s work.

“Industrial action” is an expression that means the same as “to go on strike”.



Iﬂ COmpa ﬂy Pre-intermediate

® Unit 14

headword

industrial estate (n)
interpersonal skills (n pl)

issue (v)
issue a statement

job insecurity (n)
(opposite = job security)

labour (n)
labour costs (n pl)

labour laws (n pl)
lay sb off (phr v)

leadership (n)
leadership qualities (n pl)

logistical (adj)
logistical planning

the long-term unemployed
(n pl)

make up for (phr v)

managerial (adj)
managerial experience

pronunciation

/mdastrol 1'stert/

/mto,p3isn(o)l 'skilz/

[1fuz; 'tsjuy/

/d3pb msikjuorati/

[lexbos/
/letbo kosts/

[letbo lo:z/

/ler sambadr 'pf/

Mirdo [1p/

/lo'dzrstikl/

/05 logt3im

anmm'plord/

/meik 'ap foi/

/maena'dzroriol/

translation/notes

example sentence

The company has its premises on an industrial estate on the outskirts of the town.
A good manager should have excellent interpersonal skills.

The company later issued a statement supporting the action of their manager.

Feelings of job insecurity are much more common now than 30 years ago.

Labour costs tend to be lower in Eastern Europe.
Flexible labour laws help to reduce the unemployment rate.
As the number of orders decreased we had to start laying workers off.

We're looking for someone with excellent leadership qualities to manage our sales
team.

The “logistical planning of a department” means the way in which it is organised
on a day-to-day basis.

The new reforms would mean that the long-term unemployed should take any job
they are offered.

Firms started recruiting temporary workers in an attempt to make up for the lack
of skilled workers.

We are looking for someone with previous managerial experience.



Iﬂ COmpa ﬂy Pre-intermediate

® Unit 14

headword

objective (n)
meet an objective

organisational skills (n pl)

plant (n)
productivity (n)
pursuit of excellence (n)
recession (n)
(opposite = boom)

result (n)
achieve a result

résumé (n) (AmE)
(BrE = CV)

rise (v)
(opposite = fall)

sack (v) (BrE)
sack sb for doing sth

sacking (n)

salary (n)

pronunciation

Job'dzektrv/

/oigenarzerfonl skilz/

/plaint/
/prodak'trvott/

/pasjuit ov ‘eksolons/

/rrse[n/

/rizalt/

[rezjuimei/

[raiz/

[saek/

/saekin/

[saelort/

translation/notes example sentence

We need to find ways of making it easier for team members to meet their
objectives.

The day-to-day running of the department helped to develop my organisational
skills.

Ford has several plants all over Europe.

Feelings of job insecurity often lead to lower productivity.

The “pursuit of excellence” is a formal phrase meaning “doing things as well as
possible”.

Many people lost their jobs during the recession.

The financial rewards are great for all those who achieve results.

To apply for the post, please send résumé with cover letter.

Unemployment is rising and more and more workers are being laid off.

Nicola Williams was sacked for using a mobile phone during work hours.

Do you think the sacking of Nicola Williams was justified?

Salaries at management level are often negotiated individually.



Iﬂ COmpa ﬂy Pre-intermediate

® Unit 14

headword

sales (n)

sales figures (n pl)

sales manager (n)

sales team (n)

sector (n)

shortage (n)

(opposite = excess)

skilled worker (n)
(opposite = unskilled

worker)

staffing needs (n pl)

statement (n)

issue a statement

strike (n)
go on strike

superior (n)
supervisor (n)

team spirit (n)

pronunciation

/seilz/
/seilz figoz/

/seilz maenidzo/

/sellz tixm/
[sekto/

[[ortidz/

/skild 'woiko/

/sta:fiy nirdz/

[stertmont/
[1fuz; 1sjur @
'stertmont/

/straik/
/gou on 'stratk/

[suiproro/
/swpa,vaizo/

/tiim 'spirtt/

translation/notes

example sentence

The chart shows sales figures over the past twelve months.

Multinational manufacturer seeking International Sales Manager to call on Europe
and Latin America.

As an SPC professional, my job was to offer support to our sales team.
We offer support to salesmen from different sectors of the company.

According to the survey, almost two-thirds of companies are experiencing a
shortage of skilled workers.

The electronics industry has been particularly affected by the shortage of skilled
workers.
Providing training for our existing workforce is not enough to cover our staffing

needs.

The company issued a statement defending the action of their manager.

Workers have threatened to go on strike in reaction to the government’s decision
to cut unemployment benefits.

Workers showing disrespect to superiors can be sacked.
Nicola Williams had already received a warning from her supervisor.

A strong team spirit helps to motivate workers.



Iﬂ COmpa ﬂy Pre-intermediate

® Unit 14

headword

temporary staff (n)

terminate (v)
terminate sb’s
employment
unemployment (n)
unemployment benefit (n)

unemployment rate (n)

warning (n)
written warning (n)

work hours (n pl)
workers’ rights (n pl)

workforce (n)

pronunciation translation/notes

[temp(o)rart sta:f/

/t3mminert/

/anmm'plormont/
/anmm'plormont
benifit/

/anmm'plormant ret/

[womiy/

w3k avoz/
/w3ikoz 'rarts/

w3k fors/

example sentence

A lot of firms have increased their use of temporary staff due to the shortage of
skilled workers.

I called Ms Williams into my office and told her | had decided to terminate her
employment.

Unions have reacted angrily to the government’s attempts to cut unemployment
benefit.

Our current unemployment rate of 11.3% is the highest in the European Union.

On a further occasion, Ms Williams received a written warning.

Using mobile phones during work hours is against company rules.
Unions say that the reforms are a direct attack on workers’ rights.

One solution to the problem would be to provide training for your existing
workforce.



Iﬂ COmpa ﬂy Pre-intermediate

M Unit 13

headword

in advance

air
by air

air rage (n)

aisle seat (n)
armrest (n)
available (adj)
back (n)

the back (of)

(opposite = the front of)

board (v)
board a flight/plane

boarding pass (n)
book (v)

business (n)
business traveller (n)

check in (phr v)

check-in (n)
check-in attendant/staff

pronunciation

/m od'vans/

eaf
/bai 'ea/

[ed rerdsz/

fail siit/
[faimrest/
/o'veilabl/

/baek/

/bo:d/

/boidiy pas/
/buk/

/biznos/

/tfekn/

/tfekin/

translation/notes

example sentence

If you book months in advance, you’ll be too early for a seat assignment.

What sort of problems can you have when you travel by air?

“Air rage” is an expression meaning violent or drunken behaviour by passengers
during a flight.

If you're sitting in an aisle seat, it's easier to get up and go to the toilet.
The person sitting in the middle seat should try to dominate the armrests.
I'll show you the available seats on the seating plan.

Where would you prefer to sit — at the front of the plane or at the back?

Passengers should board the flight at Gate 23.

You'll need to show your boarding pass and passport before getting on the flight.
Booking early is a good idea — it means you can choose your seat.

Even experienced business travellers sometimes end up sitting in the middle seat.

Where do | check in for flight BA 264?

Passengers who are rude to check-in staff risk being banned from boarding their
plane!



Iﬂ COmpa ﬂy Pre-intermediate

M Unit 13

headword

claustrophobic (adj)

deal (n)
It's a deal!

exit (n)

flight (n)
board a flight
book a flight

catch a flight
(opposite = miss a flight)

connecting flight (n)

miss a flight
(opposite = catch a flight)

frequent flier (n)

front (n)
the front (of)
(opposite = the back of)

get off (phr v)
get off a flight/plane
(opposite = get on)

pronunciation

/klo:stro'foubik/

/ditl/

[ekstt; '‘egzit/
[flatt/

/boid o 'flait/
/buk o 'flart/

[keet[ o ‘flart/

/ko'nekt flatt/

/mis o 'flait/

/flaro/

/frant/

/get ‘'of/

translation/notes

example sentence

Sitting in the middle seat makes me feel claustrophobic.

"1 can offer you 200 units at 5.5 euros a unit.” “It's a deal!”

Many people feel safer in aeroplanes if they're sitting near one of the exits.
The clerk told us there were no seats on the flight due to overbooking.
Difficult passengers can be prevented from boarding their flight.

Try to book your flight early so that you get a good seat.

We're catching our flight from City of London airport.

Our connecting flight leaves Amsterdam at 15.00.

If the taxi doesn't come soon, I'm going to miss my flight.

I'm a frequent flier and travel by air at least twice a month.

I usually try to sit at the front of the plane so that | can get off faster.

Violent or drunken passengers should be forced to get off the plane.



Iﬂ COmpa ﬂy Pre-intermediate

M Unit 13

headword

get on (phr v)
get on a flight/plane
(opposite = get off)
go higher (than)
go lower (than)

go with sth (phr v)

ground staff (n)

guarantee (n)
hand luggage (n)
laptop (n)

lower (v)
(opposite = raise)

offer (n)
best offer

order (v)
overbooking (n)
pack (v)

passport (n)

pronunciation

/get ‘'bn/

/gou 'hare (0on)/
/gau 'louo (don)/
/gou w10 ,sAmOIm/

/graund sta:f/

/gaeron'tiy/
/heend lagidz/
[aeptop/

[lous/

[ofs/

[o:do/
[auvabukiy/
/paek/

[paispoit/

translation/notes example sentence

All passengers must show their boarding pass and passport before getting on the
plane.

I'm sorry, | won't go any higher than 6.5 euros a unit.

If we go lower than 4.5 euros per unit, we won't make any profit.

“The price is 9 euros a unit.” “OK, I'll go with that.”

The new rules prohibit customers from boarding flights if they behave aggressively
to ground staff or crew.

Would you consider extending the guarantee to 18 months?

Officially, passengers are only allowed one piece of hand luggage.

It's forbidden to use electrical equipment such as laptops during the flight.

We will lower the price for customers who pay within 30 days.

Let’s say 5.5 euros for 200 units or more. That's my best offer.

I can offer a lower price if you order 200 units or more.

I was informed that there was no seat for me on the flight due to overbooking.
Did you pack your bags yourself, sir?

You'll need to show your boarding pass and passport before getting on the flight.



Iﬂ COmpa ﬂy Pre-intermediate

M Unit 13

headword

payment (n)

price (n)
give sb a price

refund (n)
claim a refund

give/offer a refund
receive a refund

rule (n)
break a rule

ignore a rule
introduce a rule
obey a rule

seat (n)
aisle seat
middle seat

window seat

pronunciation

/permont/

/prais/

/ri:fand/

/klemm o 'rixfand/
/giv/pfs o 'rirfand/
[risiiv o 'rirfand/

/rul/
/breik o 'ruil/

/igno: o 'ruil/

/intradjuzs o ‘ruil/

fober o ru:l/

/siit/
fail siit/
/madl siit/

/windou si:t/

translation/notes

example sentence

“What about payment?” “Payment is within 60 days.”

What sort of a price can you give me on an order of 300 units?

Customers can claim a refund for goods that don’t work.
BA will not offer a refund to passengers who are banned from their flights.

You will not receive a refund if you are banned from boarding a BA flight.

Anyone guilty of breaking the rules will be punished.

Passengers ignoring the rules concerning threatening or abusive behaviour risk
being banned from boarding flights.

BA have introduced new rules prohibiting customers who behave in an aggressive
way from boarding flights.

It is in passengers’ interests to obey the rules concerning threatening or abusive
behaviour.

You'll be able to choose your seat if you book early.
| feel less claustrophobic sitting in an aisle seat.
Sitting in a middle seat makes me feel very claustrophobic.

You get a good view if you sit in the window seat.



Iﬂ COmpa ﬂy Pre-intermediate
M Unit 13

headword pronunciation translation/notes example sentence

stretch (v) [stret[/
stretch your legs

It's a good idea to get up during the flight and stretch your legs.

within (prep) /wid'm/
within 21 days/a month

We offer a 5% discount for payment within 14 days.



Iﬂ COmpa ﬂy Pre-intermediate

M Unit 12

headword

arrange (v)
arrange to do sth

break the ice
business (n)

on a business trip
by the way

catch (v)
catch sb later

check sth out (phr v)
console (n)
conversation (n)

start a conversation

with sb

cut sb off (phr v)
don’t mention it

Don’t mention it.
finish with sth (phr v)
go ahead (phr v)

good luck (with sth)

pronunciation

/o'remds/

/breik Oi: 'ais/

/biznas/

/bar 0o 'wei/

[keet[/

/tfek samb) ‘aut/

/konsoul/

/konvo'ser[n/

/kat sambadr 'of/

/dount 'men|n 1t/
/fmif wid sam6ir/
/gou ohed/

/gud Iak (W10
Ssamorm)/

translation/notes

example sentence

Sorry, I'll have to go. | arranged to meet someone at the bar five minutes ago.
Talking about sport or the weather is often a good way of breaking the ice with
people you don’t know well.

My name’s Allan. I'm here on a business trip.

My name’s Nadine, by the way. I'm from Xanadu Electronics.

Sorry, | have a call on my mobile. I'll catch you later.

Could I have a look at your newspaper? There's something | want to check out.

Individual consoles allow customers to see who else is in the bar or to send
messages to another stranger.

Asking someone if you can borrow their newspaper is one way of starting a
conversation with them.

Sorry to cut you off, but I've just seen someone | need to talk to.

“Thanks very much for lending me your paper.” “Don’t mention it.”
“Would you mind if | had a look at your newspaper?” “Er no, I've finished with it.”
“Could | borrow your newspaper?” "“Go ahead.”

Thanks for the drink and good luck with your meeting.



Iﬂ COmpa ﬂy Pre-intermediate

M Unit 12

headword

hand
be an old hand (at sth)

handset (n)

hang on (phr v)

How do you do?
How long ...?

1(‘ll) have to be off.

(It was) nice to meet you.
local attractions (n pl)

look (n)
have a (quick) look at sth

machinery (n)

No problem.

pronunciation translation/notes

Mand/

/haend set/

/haer 'on/

/hav do ju 'duy/

/hau 'loy/

/a1(l) heaev to bi: 'of/

/(1t wAZ) nars to 'miit

juy/

/loukl o'traek|nz/

/luk/

/ma'[imoart/

/nou ‘problom/

example sentence

“This is the fourth conference I've been to here.” “Oh, right, so you're an old
hand.”

People who receive messages can choose to continue the conversation by using
the telephone handset.

Hang on a minute, | won't be long.

“1'm Bill Smart from Silicon Technologies.” “Right, how do you do? I'm Kazuo
Yamada from Lexico.”

“How long have you been here?” “Since Saturday.”
“How long are you staying?” "“Another four or five days.”

Well, it's getting late. | have to be off.

“Nice to meet you, Sean.” “Right, it was nice talking to you too.”

Talking about the local attractions can be a good way of starting a conversation
with people you don’t know at a conference.

Would you mind if | had a quick look at your newspaper?

“Are you here on business?” “Yes, I'm here to buy some machinery.”

“Would you mind lending me your mobile phone?” “No problem.”



Iﬂ COmpa ﬂy Pre-intermediate

M Unit 12

headword

Pleased to meet you.

See you later.

That's very kind (of you).

Take your time.

video screen (n)

pronunciation

/plizzd to 'mizt ju/

/sit ju: 'letto/

/Oaetz veri: 'kamnd
v jur/

/teik jo ‘tarm/

/vidou skrim/

translation/notes

example sentence

“I'm Boris.” “1I'm David. Pleased to meet you.”
| think the meeting’s about to start. See you later.

“Can | lend you my mobile?” “That’s very kind, but | was expecting a call on this
number.”

“Could I have a look at your newspaper?” Go ahead, take your time.

Video screens in the bar enable customers to look at one another.



Iﬂ COmpa ﬂy Pre-intermediate
M Unit 11

headword pronunciation translation/notes example sentence

business manager (n) [brznos mMeentd3d/ Ballmer became Microsoft’s first business manager 20 years ago.

chairman (n) S €M e Bill Gates has retained some power as chairman of the company.

in charge of I QI OV e Over the last 20 years Ballmer has been in charge of the operations, marketing
and sales and support divisions.

components (n pl) JROMIPOUNONES/ e The Shimano Iron Works was founded to manufacture bicycle components.

dismiss (v) JAIZ IS, e The managing director was dismissed after the financial scandal.

enter (v) LI, e In 1972 Shimano entered the market for fishing equipment.

enter the market

found (v) [RaUNA/ e The company was founded in 1921.
incorporate (v) KO PO It e In 1997 they incorporated Action Sports Division to produce new products for
snowboarding.
management (n) [MaenId3mont/ e Management consultants search for and recruit top business managers for
management consultants (n) /manidzmont companies.
konsaltonts/
management control (n) [MENIAIMONE Steve Ballmer has now assumed full management control of Microsoft.
kon troul/
market (n) QKT e What made you decide to enter the computer games market?

enter the computer
games/fishing/golf market



Iﬂ COmpa ﬂy Pre-intermediate

® Unit 11

headword

open (v)
open a factory
(opposite = close)

resign (v)

schedule (n)
behind schedule

step down (phr v)

pronunciation

[oupon/

/ri'zain/

[fedju:l/

/step 'daun/

translation/notes

example sentence

We're hoping to open a new factory in the autumn.

The managing director resigned after the financial scandal.

Bill Gates reportedly threatened to sack Ballmer because the project was behind
schedule.

The company wasn’t doing very well and the CEO decided it was time to step
down.



Iﬂ COmpa ﬂy Pre-intermediate

® Unit 10

headword

according to ...
business (n)
business sense (n)
chief executive (n)
communication (n)
good/poor

communication

internal communication (n)
in conclusion ...

day-to-day (adj)
day-to-day problems/
decisions/tasks etc

deadline (n)
meet deadlines

decision (n)
take a decision

linked to ...

long hours (n pl)
work long hours

pronunciation

[okodm tuy/

/biznas/

[tfif 1g'zekjutv/

/komjumnrker|n/

/mt3ml
komjunrkei[n/

/m kon'klu:zn/

/derto'der/

/dedlam/

/dr'sizn/

[lmkt tu/

/1oy ‘avaz/

translation/notes

example sentence

According to the article, half of lost working days are caused by stress-related
illness.

Trying to reduce stress makes good business sense - it's better for profits and
better for staff morale.

The chief executive is the person responsible for running a company.

Poor communication is one of the main causes of stress at work.

Employees complained that the level of internal communication at the firm was
poor.

In conclusion, reducing stress at work brings many benefits, including better
health and increased performance.

Middle managers are required to solve day-to-day problems at work.
Meeting difficult deadlines puts a lot of pressure on employees.

Chief executives are responsible for taking strategic decisions.

The negative impact of stress is linked to many different ilinesses and medical

conditions.

Lawyers tend to work very long hours.



Iﬂ COmpa ﬂy Pre-intermediate

® Unit 10

headword

management (n)

bad management (n)

management technique (n)

middle manager (n)

morale (n)

staff morale (n)

motivate (v)

(opposite = demotivate)

overwork (n)

performance-related pay (n)

pressure (n)

promote (v)

(opposite = demote)

with regard to ...

repetitive (adj)

(opposite = varied)

the root cause of

pronunciation

/maenidzmont/

/baed 'maenidzmont/

/maenidzmont
teknizk/

/mid] 'maenidzo/

/mo'ra:l/

/moutrvert/

[ouva'wsik/

/pafoimonsrilertid
'per/

[prefo/

/pro'maut/

/wid rrgaid tuy/

/irpetotrv/

/0o rut 'koiz ov/

translation/notes

example sentence

Bad management and overwork are two of the major causes of stress.

A lot of modern management techniques put pressure on workers and make them
feel stressed.

A middle manager is responsible for a department within an organisation.

When the new boss arrived staff morale was very low and nobody was motivated.
A good manager knows how to motivate his workers.

Work-related stress is often caused by overwork and bad management.

Performance-related pay increases when you get good results and decreases when
you do not.

A lot of workers can’t cope with the pressure that their bosses put on them.

He had worked for the firm for five years but had never been promoted.

With regard to training, the situation is not very satisfactory.

A lot of factory workers do boring repetitive tasks, which can also be stressful.

The survey showed that the root causes of stress at work were bad management
and overwork.



Iﬂ COmpa ﬂy Pre-intermediate

® Unit 10

headword

staff (n)

staff morale (n)

staff turnover (n)

strategic (adj)

strategic decision (n)

stress (n)

level of stress

suffer from stress

stress-related (adj)

stressed (ad))
get stressed

stressful (adj)

sum of money (n)

task (n)

technology (n)

new technology (n)

training (n)

pronunciation

/sta:f/
[sta:f mo'ra:l/

/sta:f 't3mouvo/

/stro'ti:dzik/

/stres/

/levl ov 'stres/
/safo from 'stres/
/stresrilertid/

[strest/

/stresfl/
/sam ov 'mani/
Jtaisk/

Jtek'nolodz1/

[tremnin/

translation/notes

example sentence

After the redundancies staff morale was very low.

Improving working conditions is a way of reducing staff turnover.

Chief executives are responsible for taking strategic decisions.

A little bit of stress can bring out the best in people but too much stress is a
negative thing.

To reduce the level of stress the company should try to reduce working hours.
“Do you suffer from stress?” “Not at work, | find being at home more stressful.”
Doctors told her that her headaches were stress-related.

Do you know any techniques for avoiding getting stressed?

A lot of teachers find their jobs very stressful.
Company directors have to deal with large sums of money in their day-to-day work.
Doing repetitive tasks all day is very stressful.

Learning to use new technology can be stressful.

Firms should provide their employees with adequate training.



Iﬂ COmpa ﬂy Pre-intermediate

® Unit 10

headword

turnover (n)
staff turnover

work (n)
be off work (with
stress/depression etc)

pronunciation

/t3mouva/

/wsik/

translation/notes

example sentence

One of the benefits to firms of reducing stress is lower staff turnover.

One of the people interviewed was off work with stress.



Iﬂ COmpa ﬂy Pre-intermediate

mUnit 9

headword

chain (n)

decline (n)
decline in

demand (n)

double (v)

ecological (adj)

economic growth (n)

fall (v)

(opposite = rise)

flexibility (n)

(opposite = inflexibility)

go down (phr v)

(opposite = go up)

go up (phr v)

(opposite = go down)

group (n)

grow (v)

pronunciation

/tfem/

/drklam/

/drma:nd/

/dabl/
/iko'lodzikl/

/itkonomik 'graub;

ekonomik 'grou6/

[forl/

/fleksa'biloti/

/gou ‘daun/

/gou 'Ap/

/gru:p/

/grav/

translation/notes

example sentence

Fashion group, Inditex, owns six different clothing chains.

The decline in interest rates has made borrowing easier.

As demand has grown for the worms, we’ve tried feeding them using other food
sources.

Next year we hope to double production from ten to twenty tons of worms.

The worms recycle the waste, meaning that the business is also ecological.

Economic growth is slow in times of war.

The value of stocks and shares has fallen dramatically in recent times.

Our ability to adapt to new situations — our flexibility — has been a key factor in

our success.

Unemployment figures went down last month.

The average price of a house in London has gone up by almost 25%.

Inditex is one of the world’s largest fashion groups.

It's been a tremendous success story — the group has grown enormously.



Iﬂ COmpa ﬂy Pre-intermediate

mUnit 9

headword

headquarters (n pl)

house prices (n pl)

increase (v)
(opposite = decrease)

innovation (n)

interest rates (n pl)

level (n)
reach a level

management
management method (n)

operate (v)
production (n)
rate of inflation (n)

risk (n)
take a risk

stable (adj)
remain stable
(opposite = unstable)

pronunciation

/hed'kwo:toz/

/haus prarsoz/

/m'krizs/

/mou'verfn/

/mtrast reits/

/levl/

/maenidzmont/

[oparert/
/pro'dak|n/
/re1t ov m'fler[n/

/risk/

/sterbl/

translation/notes

example sentence

Inditex’s activities are controlled from La Coruiia, where the group recently moved
into new headquarters.

House prices in Britain are higher than in many other countries in Europe.
Inflation has steadily been increasing over the past twelve months.

Innovation - the ability to use new and original ideas — is vital in today’s business
world.

The decline in interest rates has made borrowing money easier.

This year net revenues reached a level of $3,249 million.
Inditex’s unique management methods are based on flexibility and innovation.

The group now operates in 39 countries.

We're hoping to double production next year to 20 tons.
What's the rate of inflation in your country?

The investment was too big and | didn't want to take a risk.

Economists predict that interest rates will remain stable over the next twelve
months.



Iﬂ COmpa ﬂy Pre-intermediate

mUnit 9

headword

staff (n)
number of staff

start-up costs (n pl)
taxes (n pl)
unemployment (n)

work (n)
amount of work

pronunciation

/sta:f/

/[staitap kosts/

[tacksiz/

/anmm'plormont/

/w3ik/

translation/notes

example sentence

The higher the number of staff, the higher your wage bills.
“Why did you decide to set up a worm farm?” “The start-up costs were relatively
low.”

Taxes in Canada are much higher but the standard of their public services is much
better.

Unemployment went down last month to 2.7% of the population.

Several members of staff have been made redundant yet the amount of work has
doubled!



Iﬂ COmpa ﬂy Pre-intermediate

M Unit 8

headword

basis
on a temporary
/permanent basis

do (v)
do an exam/a
qualification

job (n)
get a job

success (n)
make a success of

pronunciation

/beisis/

Jdu:/

/d3pb/

/sok'ses/

translation/notes

example sentence

She’s been working on a temporary basis for a firm of solicitors.

“Where did you do your Masters?” “At Harvard Business School.”

Congratulations! You've got the job.

They worked hard to make a success of the business.



Iﬂ COmpa ﬂy Pre-intermediate

MW Unit 7

headword

afford (v)

air conditioning (n)
brand name (n)

check in (phr v)
(opposite = check out)

client (n)
client preference (n)

dry-clean (v)
early morning call (n)

economical (adj)
(opposite = uneconomical)

exercise facilities (n pl)

fitness rooms (n pl)
globalise (v)

high-speed (adj)

hotel chain (n)

pronunciation translation/notes

Jofoid/

/ea kondi[nm/
/braend nerm/

/tfek '/

/klaront/

/drarklim/
/311 momiy ko:l/

/iko'nomikl;
eko'nomikl/

[eksosaiz fosilotiz/

/fitnos ruimz/
/gloubslarz/

/harspi:d/

/hou'tel tfem/

example sentence

Independent operators can’t afford to employ as many staff as the big hotel
chains.

You should call room service and ask them to fix the air conditioning.
US clients are more used to brand name hotels such as Holiday Inn.

After we'd checked in at reception we were offered refreshments by the hotel’s
staff.

Some hotel chains have databases for recording client preferences.

The hotel can arrange for you to have suits, ties, skirts etc, dry-cleaned.

Call Room Service to arrange an early morning call.

The Chevrolet Corvette is more economical in its petrol consumption.

Most multinational hotel chains provide exercise facilities such as a swimming pool
and a gym.

Fitness rooms are rooms equipped with facilities for doing exercise.

The hotel industry is becoming more and more globalised.

Many of our business customers want a room with high-speed Internet
connections.

Hotel chains are more common in the US than in Europe.



Iﬂ COmpa ﬂy Pre-intermediate

MW Unit 7

headword

Internet (n)
Internet connection (n)

jetlag (n)

location (n)
a convenient location

long-haul flight (n)
multinational (adj)
option (n)
powerful (adj)
prosper (v)

records (n pl)
keep records

reservation (n)
revenue (n)

room service (n)
surroundings (n pl)
time zone (n)

widescreen television (n)

pronunciation

/mtonet/

/dzetlaeg/

/louker[n/

/Ioghoil ‘flart/
/maltrnae[n(o)l/
/opfn/

/pavafl/
/'prospa/

/rekoidz/

[reza'ver|n/
/revonjui/
/rumm s3:vis/
/se'ravndinz/

/tarm zoun/

/wardskrimn 'telvizn/

translation/notes example sentence

International business travellers expect to have a room with equipment for
Internet connections.

Flying from one time zone to another often results in jetlag.

Our hotel is in a convenient location ten minutes from the city centre.

Businessmen getting off long-haul flights often suffer from jetlag.

Multinational hotel chains are more common in the US than in Europe.

We looked at several options for the site of the new hotel.

The Maserati is more powerful than the Chevrolet Corvette.

The agricultural industry prospers because of the good climate.

We keep worldwide records of client preferences.

Good afternoon. | have a reservation in the name of Wallace.

Between a third and half of hotels’ revenue comes from food and drink.

Please call room service if you have any problems or requests.

The hotel is located in beautiful surroundings overlooking the bay.

Britain and the United States are in different time zones.

More and more people now are buying widescreen televisions.



Iﬂ COmpa ﬂy Pre-intermediate

M Unit 6

headword

book (v)

business
do business with

certificate (n)
communicate (v)
confidential (adj)

convenient (adj)
(opposite = inconvenient)

correspondence (n)
business correspondence

courier (n)
by courier

customs (n)

delivery (n)
delivery date (n)

details (n pl)

take down (the) details

down (adj, adv)

pronunciation

/buk/

/biznas/

/so'tifikot/
[ko'mjumnikert/
/konfrden([l/

/kon'vi:ntont/

/kori'spondons/

[kurro/

/kastomz/

/drliv(o)r1/

/diterlz/

/teik daun (00)
'disterlz/

/davn/

translation/notes

example sentence

We book most of our flight tickets on the Internet.

Many bosses said they would not do business with companies whose
correspondence had mistakes in it.

Could you fax me a copy of the certificate for customs?
A lot of people see e-mail as an informal way of communicating.
E-mail isn't as confidential a method of communicating as many people think.

Internal mail is a convenient way of sending things to people who work in the
same organisation as you.

Grammar and spelling mistakes in business correspondence can lose your firm
valuable business.

Sending things by courier is fast but expensive.

Customs require a copy of the certificate before the goods can be sent.

There's been a mistake in the delivery date — we need the order to arrive
by June 22nd.

I'll send you details of the order by e-mail.

Just a minute, I'll get a pen and take down the details.

We can't send any e-mails this morning - the intranet’s down.



Iﬂ COmpa ﬂy Pre-intermediate

M Unit 6

headword

e-mail (n)
by e-mail
e-mail system
look at your e-mail
error (n)
fax (v)
figures (n pl)
flight (n)
go through (phr v)

handwriting (n)

image (n)
ink cartridge (n)

internal mail (n)

intranet (n)

pronunciation

/iimel1l/

/bar i:imerl/
/imeil sistom/
/luk ot jor 'iimerl/
fera/

[faeks/

[figoz/

[flaxt/

/gou 'Oruy/

/haend rartir/

/imidz/
/mk ka:tridz/

/mt3ml 'merl/

/mtronet/

translation/notes

example sentence

Do you agree that e-mail is an informal way of communicating?

Please send confirmation by e-mail.

“Qur e-mail system isn‘t working.” “I'll fax the details to you instead.”
I've been so busy | haven’t had time to look at my e-mail.

Errors in business correspondence can make your firm look unprofessional.
Some people prefer to fax documents that need a signature.

If you don’t understand the figures, | can explain them to you.

The flight from Heathrow Airport was delayed by three hours.

Could you go through the report and correct any errors?

She’d made several corrections to the document but | couldn’t read her
handwriting.

Mistakes in business letters are bad for a company’s image.
If the printer doesn’t seem to be working, try changing the ink cartridge.

People use internal mail to send things from one part of a company or
organisation to another.

An intranet is a computer network connecting people who work for the same
organisation.



Iﬂ COmpa ﬂy Pre-intermediate

M Unit 6

headword

IT (information technology) (n) /arti:/ (/infomerfn

IT technician/support
look up (phr v)

overcharge (v)
(opposite = undercharge)

print out (phr v)

production department (n)

proposal (n)

reliable (adj)
(opposite = unreliable)

take down (phr v)

pronunciation

tek'nolodz1/)

[luk 'Ap/

[ouva'tfaids/

/print ‘aut/

/pro'dak)n
dipaitmont/

/pra'pauvzl/

/rrlarobl/

/teik 'davn/

translation/notes

example sentence

Our e-mail system’s not working — we’d better call the IT technician.

“"What's SAG's telephone number?” “I'll look it up for you.”

Surprisingly, many bosses thought spelling and grammar mistakes were worse than
overcharging.

Could you print out three copies of the proposal, please?

I'll speak to the production department and see if they can meet the delivery date.

He's presenting the new proposal to the Board of Directors tomorrow.

Our courier service is usually very reliable.

I'll take down the details of your order and ask John to contact you.



Iﬂ COmpa ﬂy Pre-intermediate
WUnit5

headword pronunciation translation/notes example sentence
begin DO I e In 1969 the Advanced Research Projects Agency began work on a system to
begin work on sth connect computers.
best-selling (adj) LEStSEII e GameBoy is the world’s best-selling video game system.
breakthrough (adj) LOTCIKOIUL e Pokemon was a breakthrough game concept for GameBoy.
browser (n) STz, e A browser is a computer program that allows you to search for information on the
Internet.
business (n) MOIZNOS/ How often do you travel on business?

on business

celebrate (v) /selobrert/ In 1995 the company celebrated the sale of the one billionth game pack.

complaint (n) /kam'plemt/ The customer service department deals with client complaints.

deal with a complaint

concept (n) JRONSE P e Pokemon was an entirely new concept in video games.

connect (v) JRONCKY e Kleinrock connected the first two computers in 1969.

corporate headquarters (n) LRI OOt e In 1970 Nintendo decided to enlarge its corporate headquarters.
hedkwo:toz/

course (n) LRI e We encourage staff to go on courses in order to develop their skills.

go on a course

crash (v) [krae/ It's important to save your work in case the computer crashes.



Iﬂ COmpa ﬂy Pre-intermediate
WUnit5

headword pronunciation translation/notes example sentence

deal (n) /diil/
negotiate a deal

We've just negotiated an important deal with a Japanese firm.

deal with (phr v)
deal with a
problem/complaint

/dizl \wio/ Customer Services deal with client complaints.

develop (v) /divelop/ The original video game system was developed in 1975.

discussion group (n) /drska[n grup/ Internet discussion groups exist for users to exchange their views on various

subjects.

enlarge (v) /mla:dz/
(opposite = scale down)

When we increased production we had to enlarge our existing warehouses.

establish (v) JUSta LT e Our US subsidiary was established in 1980.
expand (v) RSP, e The franchise was so successful, we decided to expand it.
found (v) aund/ e “When was the company founded?” “In 1933.”

franchise (n) JErnt ATz The franchise allowed Nintendo to use the Pokemon characters.
hand-held (adj) [haendheld/ GameBoy is a hand-held portable game system you can use anywhere.
hardware (n) RQIAWED, e The company manufactures both hardware and software for the game systems.
host (n) ROUSt e A “host” is a computer providing Internet services.
interactive (adj) [T e KtV Nintendo is the worldwide leader in interactive entertainment.

interactive

games/entertainment



Iﬂ COmpa ﬂy Pre-intermediate

M Unit 5

headword

interchangeable (adj)
the Internet (n)
Internet browser (n)

interview (n)
have an interview

launch (n)

launch (v)
launch a product/system

leader (n)
worldwide leader

link (v)
manufacture (v)

market (n)
hit the market

market (v)
microprocessor (n)

negotiate (v)
negotiate a deal

network (n)

pronunciation

/mto'tfemdzoabl/
/0i: 'tonet/
/mtonet 'bravzo/

/mto,vju:/

[lomt]/

[lomt]/

ido/

/ligk/
/maenjo'fackt[o/

/ma:kit/

/ma:kit/
/markrou'prausess/

/nrgau[iert/

/netwsk/

translation/notes

example sentence

One of the great advantages of GameBoy is the interchangeable game packs.
The first message was sent on the Internet in 1969.
Internet browsers allow you to search for information.

When was the last time you had a job interview?

The US launch of Game Cube smashed previous sales records.

The product was first launched in 1989.

Nintendo is the worldwide leader in interactive entertainment.

In January ARPANET linked computers in four different American universities.
We manufacture around 50,000 games a week.

GameBoy Advanced hit the market in 2001 with record sales.

We market all our own hardware and software.
The microprocessor was first used in a video game system in 1976.

We want to recruit someone with the necessary skills for negotiating difficult

deals.

The World Wide Web is a network connecting millions of computers throughout

the world.



Iﬂ COmpa ﬂy Pre-intermediate
WUnit5

headword pronunciation translation/notes example sentence

newsgroup (n) IMJWZEIWD/ e Newsgroups are Internet discussion groups.

offices (n pl) PORISOZI e We've just opened new offices in Berlin.

pack (n) TP, e The sale of the one billionth game pack was celebrated in 1995.
portable (adj) POl e It's a portable game system you can play anywhere.

reconstruct (v) JEEKONStA KL, e The old site had to be reconstructed for development.

release (v) LIS The new version of the system will be released next month.

release a product/system

sale (n) LSEIL e The company celebrated the sale of the billionth game pack.
the sale of

sales record (n) [setlz reKOId) e The launch of Game Cube smashed all previous sales records.

smash (v) IS e Game Cube smashed all previous US sales records.

smash a record

software (n) LD WO, e The programs and games used on computers and game systems are called
“software”.

subsidiary (n) [SODISIAIOTT, e Nintendo’s US subsidiary is called Nintendo of America Inc.

system (n) LISt e GameBoy is the world’s most popular video game system.

user (n) LIWIZO e Computer users from all over the world have joined USENET newsgroups.

video game (n) IVIAIOUZEIIM/ e The company manufactures the world’'s most popular video game systems.

video game system



Iﬂ COmpa ﬂy Pre-intermediate
WUnit5

headword pronunciation translation/notes example sentence

worldwide (adj) /w3ild'waid/
worldwide
corporation/leader

They're the worldwide leader in the manufacture of computer operating systems.



Iﬂ COmpa ﬂy Pre-intermediate

mUnit4

headword

be based
a bore (n)
bump into sb (phr v)
business (n)
business development (n)
line of business

conference (n)
sales conference

contact (n)
have contact with sb

be a good laugh

gossip (n)
the latest gossip

networking (n)

public relations (n)

store (n) (AmE)
(BrE = shop/outlet)

pronunciation

/b1 beist/

/o 'boy/

/bamp 'mtu: sambodi/
/biznos/

/biznos divelopmont/
/lam ov 'biznos/

/konf(o)rons/

/kontaekt/

/bi: o gud la:f/

/gosip/

[netwsikim/

/pablik rrlerfnz/

/stoy/

translation/notes

example sentence

“Where is your company based?” “Our offices are in Berlin.”

He always talks about himself — he’s a bit of a bore.

“Do you know Jan Novacki?” “Yes, I've bumped into him a couple of times at

conferences.”

He has an important position at Guinness as Director of Business Development.
“What line of business are you in?” “I'm a sales manager for a clothing firm.”

This year, our annual sales conference is taking place in Madrid.

Do you still have contact with Jan in your work?

| like Cathy — she’s a really good laugh.

Conferences provide a good opportunity for catching up on the latest gossip.
Networking is the activity of talking to people in order to exchange information
and ideas.

A Public Relations Manager is responsible for developing a good relationship
between a company and its customers.

We have 50 clothing stores throughout the country.



Iﬂ COmpa ﬂy Pre-intermediate

M Unit 3

headword

call (n)
place/put a call on hold
return a call
transfer a call

company image (n)
the competition (n)
contact (n)

get in contact (with sb)

cut off (phrv)
get cut off

engaged (adj) (BrE)
(AmE = busy)

factor (n)
major factor

function (n)
go over (phrv)

hold
on hold

pronunciation

/ko:l/

/pletsl/pat o ko:l on

'hould/

/rit3m o ko:l/
Jtreensf3: o ko:l/

/kamp(a)nr 'mmid3z/

/05 kompa'tin/

/kontaekt/

/kat ‘of/

/in'gerdzd/

[faekto/

/fangk|n/
/gau "auva/

/hould/

translation/notes

example sentence

The line is engaged. Can | place your call on hold?

I hate it when people don’t return my calls.
You've got the wrong extension; I'm going to transfer your call.

The company image we wish to project is one of friendliness, efficiency and
professionalism.

Failure to answer a telephone call promptly could result in losing business to the
competition.

I'll ask Mr Davis to get in contact with you as soon as he’s back.

| hate it when | get cut off in the middle of a call.

Sorry, the line’s engaged. Will you hold?

The quality of a firm's response to phone calls is a major factor in the type of
company image it projects.
Do you know how to use all your phone’s functions?

I didn't hear that. Could you go over it again?

Would you like to ring back or should | put you on hold?



Iﬂ COmpa ﬂy Pre-intermediate

M Unit 3

headword

landline (n)
meeting room (n)

message
leave a message

take a message

mobile (phone) (n) (BrE)
(AmE = cell (phone))

personnel (n)

product performance (n)
professionalism (n)

put sb through (phr v)
revenue (n)

sales enquiry (n)

service (n)

switchboard (n)
terminal (n)

voicemail system (n)

pronunciation translation/notes

/laendlan/
/miitm) rum/

/mesidz/
/lirv o 'mesidz/

/teik o 'mesidz/

/maubail (foun)/

/p3isonel/

/prodakt pofoimons/
/profe[naliz(o)m/
/put sambadr 'Oru:/
/revonjui/

/seilz mkwairi/
[s31vis/

[swit[boid/
/t3min(a)l/

/vorsmelil 'sistom/

example sentence

Landlines are cheaper than mobile phones.

I've asked my secretary to book the meeting room.

Could | leave a message for Mr Wilson, please?
Mr Wilson’s not here. Can | take a message?

If I'm not in the office, call me on my mobile.

It's important for personnel to be trained in telephone skills.

Poor service and poor product performance can both lead to loss of business.
Efficient handling of phone calls helps to create an image of professionalism.
Just one moment. I'm just putting you through.

Bad telephone behaviour can result in millions of dollars in lost revenue.
90% of all sales enquiries begin on the telephone.

Poor service often leads to loss of business.

The switchboard has been busy all morning — we've had hundreds of calls!
Which terminal does the flight arrive at?

Customers dont like getting put through to a voicemail system.



Iﬂ COmpa ﬂy Pre-intermediate

M Unit 2

headword

Board of Directors (n)

CEO (n) (AmE)

(BrE = Managing Director)

exercise (n)
experience (n)
field (n)
involve (v)

marketing (n)
marketing strategy (n)

multinational (n)
position (n)
qualifications (n pl)
ratio (n)

responsibilities (n pl)

senior manager (n)

strenuous activity (n)

pronunciation

/boid ov do'rektoz/

/siiirou/

[eksosaiz/
/ik'sprortons/
/fizld/
/m'volv/

/mazkrtig/

/maltrnze n@)l/
/pazifn/
/kwolifrker[nz/
[re1fou/

/risponsabilotiz/

/simro 'maenidzo/

/[strenjuios aektrviti/

translation/notes

example sentence

The Board of Directors is the group of senior managers who run a company.

The CEO of a company is the person in charge of it.

Professor Axt believes that moderate exercise is better than strenuous activity.
Most companies are more interested in experience than qualifications.

What is the female to male ratio in your field?

Does your job involve a lot of travel?

One of the things | enjoy most about my job is developing new marketing
strategies.

A multinational is a company that has offices in different countries.

He has a responsible position working as Marketing Director for a multinational.
Qualifications are often less important than experience.

The ratio of men to women is roughly 60% male, 40% female.

My responsibilities include managing our website and liasing with international
offices.

Only 12.5% of senior managers in the Fortune 500 are women.

Professor Axt recommends avoiding strenuous activity like aerobics or working out
at the gym.



Iﬂ COmpa ﬂy Pre-intermediate
M Unit 2

headword pronunciation translation/notes example sentence
stress (n) JSITCS Do you think that exercise is a good solution for stress?
technology-related (adj) e NDIodZIT L eI, Careers&Women.com is a website aimed at women interested in

technology-related jobs.
top earner (n) LD BI0 Many of the UK'’s top earners are sports stars.

work experience (n) JW3IK IKSPIOTLONS, It's a good idea to get work experience while you're a student.



Iﬂ COmpa ﬂy Pre-intermediate

M Unit 1

headword

business (n)
business proposition (n)
set up a business

competitive advantage (n)

costs (n pl)
deliver (v)

direct mail campaign (n)

dot.com (n)

download (v)
download sth from sth

employ (v)
expansion (n)

experience (n)

have (previous) experience

(of)
finance (v)

industry (n)

pronunciation

/biznas/

/biznos propszifn/

/set Ap o 'biznoas/

[kompetotrv
od'vamtidz/

/kosts/
Jdrlivo/

/darrekt 'merl
kaem,pen/

/dotkom/

/dauvn'loud/

/im'ploy/
/ik'spaen|n/

/ik'sprorrons/

/farnaens/

/mdostri/

translation/notes

example sentence

Their business proposition is simple — they give you the dog then sell you the dog
food!

Good financial advice is important when setting up a business.

A "competitive advantage” is the way in which your products are better than
other people’s.

Increasing labour costs have reduced our profit margins.
We guarantee to deliver goods within three days of receiving your order.

A direct mail campaign involves sending advertisements to people’s homes by post.

Dot.coms are companies that trade using the Internet.

You can download lots of useful information from their website.

The company employs over 6,000 people worldwide.
The pet market has great potential for expansion.

Do you have previous experience of working in customer relations?

They need between £2 and £3 million to finance marketing.

Moonpig has revolutionised the greetings card industry.



Iﬂ COmpa ﬂy Pre-intermediate

M Unit 1

headword

investment (n)
investor (n)
management team (n)
margin (n)

marketing (n)
pioneering (adj)

pitch (n)

potential market
production (n)

profit (n)
make a profit

(opposite = make a loss)

profitable (adj)

(opposite = non-profitable)

run (v)

run a company/a business

running costs (n pl)

set up (phr v)
set up a business/a
company/a website

pronunciation

/in'vestmont/

/i'vesta/

/maenidzmont ti:m/

/ma:dzm/
/makitig/
/paroniorm/

/p1tf/

/pa'tenfl makit/

/pro'dak|n/

/[profit/

/profitabl/

/ran/

/ranm kosts/

/set 'Ap/

translation/notes example sentence

We need around $2 million of investment to expand the business.

You need to have good ideas in order to convince your investors.

We have a committed and experienced management team.

They make a profit of £1.20 on each card sold — a margin of 60%.

How much money would you need to finance marketing?

Pioneering companies are not afraid to risk doing something new.

A pitch is a description of your company - its achievements, aims etc.

Your “potential market” means all the people you can sell to.

We have increased production as the market has grown.

Our investors are happy because we are making a profit.

CEO, Nick Jenkins, says the company should be profitable within six months.

Giovanni Bianchi runs a company in Milan, owned by his family.

A lot of Internet companies have fairly low running costs.

We decided to set up a website in order to sell our products online.



Iﬂ COmpa ﬂy Pre-intermediate
M Unit 1

headword pronunciation translation/notes example sentence
staff (n) JSEAIE We hire a lot of our staff through recruiting agencies.

hire staff
start-up (n) LU QIAD, e A lot of dot.com start-ups go bankrupt within their first six months.
stock (n) ISR, All the goods that a shop or business has for sale are called “stock”.
success (n) [SOKIS S e Moonpig has been a great success so far.

be a success
(opposite = be a failure)

sustain (v) LSS I e Once you have a competitive advantage, it's important to be able to sustain it.
turnover (n) PEBINBUVD, e Turnover is increasing by 50% a month.

unrivalled (adj) JATAIVId, Our management team has unrivalled experience.

venture capitalist (n) [ventfo KaeprtoliSt/ Venture capitalists are companies who put money into new businesses.
website (n) WEDSAIL e We sell a lot of products online via our website.



Iﬂ COmpa ﬂy Pre-intermediate

M Unit 20

headword

board (n)
on the board

business (n)
get down to business

competing (adj)
competing

companies/products

cooked (adj)
cooked with/in

credibility (n)

hard sell (n)

influence (n)
lose influence

job title (n)

long-term (adj)
(opposite = short-term)

low-key (adj)

managing director (n) (BrE)

(AmE = CEO)

pronunciation translation/notes

/bo:d/

/biznas/

[kom'pizti/

/kukt/

/kredo'bilott/

/ha:d 'sel/

/mfluons/

/dzpb tartl/

/lont3m/

[louki:/

/maenidz darrekto/

example sentence

The Managing Director or CEO is the person on the board who is responsible for
the day to day running of the company.

“How did it go with Mr Tanaka?” “Everything went OK until we got down to
business.”

The Japanese don't like it if you criticise competing products.

Paella is a seafood dish cooked with rice.
If you are not completely honest about your product, your credibility will be
damaged.

The “hard sell”, using aggressive sales techniques, is often considered offensive in
Japan.

You will lose influence if you are not completely honest about your product.

“What's your job title, Neil?” “1'm Product Development Director.”

The CEO is in charge of long-term strategy and planning.

In Japan, a low-key approach is preferable to the “hard sell”.

The managing director is responsible for the day to day running of the company.



Iﬂ COmpa ﬂy Pre-intermediate

M Unit 20

headword

made with/from
product (n)
report to (phr v)
responsible (adj)

be responsible for
sales pitch (n)
served with

type (n)
a type of

pronunciation

/merd wid/from/
[prodakt/

/rrpait tu/

/rr'sponsabl/

/seilz prtf/
/s3:vd wio/

[tatp/

translation/notes

example sentence

“Unagi” is a dish made with eels and rice.
Be honest about your products — otherwise you’ll lose your credibility.

As Product Development Director, Neil reports directly to Jeff Segram, the
Managing Director.

Sisi Albright, Director of Marketing, is responsible for marketing policy and the
worldwide sales force.

It is better to use a low-key sales pitch in Japan rather than the “hard sell”.
The steak is served with vegetables and potatoes.

“Tagliatelle” is a type of pasta.



