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abbreviations /o,brizvi'er/nz/
22,42

about /a'baut/ 21

add onto /e&d 'pntui/ 22

adjective /'eedziktiv/ 1

advertising /'advataiziyg/ 7

agenda /a'dzenda/ 47

agree /o'gri:/ 49

altogether / o:lta'geda/ 9

am /.1 'em/

AOB (any other business)
/,etou'bii/ 47

apologies /a'polod3ziz/ 47

appointment /3'pomntmant/ 19

approximately /o'proksrmoatli/
9,21

April /'erpral/ 17

architect /'arkitekt/ 6

around /o'ravnd/ 21

arrange a meeting /9,reinds o
'‘miitm/ 2, 47

artist /'artist/ 6

ATMs /erti'emz/ 26

attachment /o'teet f[mont/ 41

attend a meeting /o tend o
'mitm/ 47

audience /'o:dionts/ 43

August /'o:gast/ 17

autumn /'ortom/ 17

balance /'balons/ 26

bank /bank/ 23

bank account /'bank akauvnt/
26

bank holidays / bepk 'holaderz/
17

banknotes /'banknouts/ 23

bar chart /'ba: tfa:t/ 45

bar graph /'ba: gra:f/ 45

base form (infinitive) /'bers
form/ 1

basic pay /,beisik per/ 25

basic price /,bersik prais/ 22

benefits /'benifits/ 25

bilingual dictionary /bar liggwl
'dikfnri/ 3

bill /b1l/ 35

bold /bould/ 3

borrow /'borav/ 24

branches /'bra:nt [1z/ 9

brand new /,breend 'nju:/ 33

break down / breik davn/ 33
(= verb)

brochure /'broufa/ 41

bureau de change / bjuarau da
tfemndz/ 23

bus /bas/ 10

business card /'biznis ka:d/ 14

busy /'bizi/ 19

buy /bai/ 29

by /bar/ 10, 45

by post /bar 'paust/ 30

call centre /'ko:l 'senta/ 33

can’t afford /ka:nt o'fo:d/ 24

cancel a meeting / kansl o
'‘miitm/ 2, 47

careful with money / keafl wid
'mani/ 24

cash /'kae[/ 23

cash card /'kee[ ka:d/ 26

cash machines /ke [ mofiinz/
26

catalogue /'keetalng/ 30

chain store /'t femn sto:/ 30

chair a meeting /t [ea o 'miztip/
47

chairman/chairwoman/chair
/'t f[eamon/ /'t f[ea,wumon/
tfea/ 48

change /tfeindz/ 23

change it back /,t feind3 1t
'baek/ 23

change trains /,t [eind3 'tremnz/
16

check /tfek/ 43

checkout /'t fekaut/ 30

cheque /tfek/ 21

cheque account /'t ek akaunt/
26

cheque book /'tfek buk/ 26

chief executive / t[i:f
1g'zekjotiv/ 11

choose /tfu:z/ 30

clean /klizn/ 28

close a meeting / klouz o
'miztim/ 48

coins /komnz/ 23

colleagues /'kplizgz/ 8

college /'kolidz/ 7

comfortable /'kampftobl/ 28,
34

commission /ko'mifn/ 23

commute /ko'mju:t/ 10

commuter /ka'mjuita/ 10

company car / kamponi 'ka:/
2,25

company pension / kamponi
'penfn/ 2, 25

company restaurant /, kampani
'restront/ 2, 25

computer skills /kam'pju:to
skilz/ 13

confirm /kan'fa:m/ 41

construction /kon'strak n/ 7

construction site /kon'strak/n
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sait/ 7

construction worker
/kon'strakn waika/ 6

contract /'kontraekt/ 8 (= noun)

contractions /kon'treek nz/ 42

convenience store
/kan'viinians sto:/ 30

copy /'kopi/ 42

corner shop /komna [pp/ 30

cost /kost/ 21

cost a lot / kost o 'Int/ 24

courier /'kuria/ 40

credit card /'kredrt ka:d/ 26

currency /'karansi/ 23

current account /'karnt
o'kaunt/ 26

customers /'kastomoz/ 8,29

cycle /'sarkl/ 10

December /di'semba/ 17

decimals /'desimlz/ §

decrease /'di:krizs/ 45 (noun)

degree course /di'gri: kors/ 14

delete /dr'lizt/ 42

delicious /di'lifas/ 28, 35

department store /di'pa:tmont
stor/ 30

departments /di'pa:tmants/ 30

develop /di'velap/ 31

diary /'darori/ 19

dimensions /,dar'ment nz/ 27

direct sales /direkt 'serlz/ 30

direct train /direkt 'trem/ 16

disagree /,disa'gri:/ 49

dismiss /di'smis/ 8

distribute /di'stribju:t/ 29, 31

divided into /di'vaidid into/ 23

do exercises /,du: 'eksasarziz/
2

Do you like /du: ju: 'latk/ 35

Do you live /du: ju: 'liv/ 35

doctor /'dokta/ 6

double /'dabl/ 37

dream job /,drizm 'dzpb/ 6

drive /drarv/ 10

early /'3:li/ 18

earn /3m/ 25

earn interest /,3:n 'intrast/ 26

easy to use /'iizi tur juis/ 27

e-commerce /'iz,kpm3as/ 30

education /,edzu'kerfn/ 7

electrical goods shop /1,lektrikl
'gudz Jop/ 29

email /'izmeil/ 40

employees /im'ploriiz/ 8, 11

enclosure /m'klouza/ 41

engineer / end31r'nia/ 6
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English-English dictionary
/;mglif 'mglif dikfnri/ 3

entry /'entri/ 3

exact figure /1g,zekt 'frgo/
9,21

exchange money /iks,tfeimnd3
'mani/ 23

exchange rate /1ks't feind3 re1t/
23

excluding tax /1ks klu:dim
'teks/ 22

excuse me /1k'skjurs mii/ 34

expensive /1k'spensiv/ 24

experience /1k'sprorionts/ 14

factory /'feektri/ 7, 29, 46

fall /fo:l/ 45

fast /faist/ 27

fault /fo:lt/ 33

fax /faeks/ 40

February /'februri/ 17

finance /'faments/ 7

finance department /'fainans
dr,pa:tmont/ 7

finance director /'faments
drrekta/ 11

fine /fan/ 34

fire /fara/ 8

first /'faist/ 4,17, 43, 44

flight /flart/ 34

flipchart /'flipt fa:t/ 43

floors /flo:z/ 30

fly /flati/ 29

formal /'forml/ 40

forward /'forwad/ 42

fractions /'fraeknz/ §

free meals / fri: 'mi:lz/ 25

free time / fri: 'tarm/ 20, 35

Friday /'frarder/ 17

friendly /'frendli/ 28

full-time jobs /,ful tarm 'dzpbz/
8

get /get/ 40

get into debt /,get mnto 'det/ 26

go abroad /,gou a'bro:d/ 20

go down /,gav 'daun/ 45

go on a training course /,gou
pn o 'treiniyg ko:s/ 14

go on holiday /,gouv pn
'holader/ 20

go skiing /,gou 'skimg/ 20

go up /,gou Ap/ 45

good with /'gud wid/ 13

goodbye /gud'bai/ 34

got a job /,gnt o 'dzpb/ 12

grow /grouv/ 29

guarantee / gern'tiz/ 33

handout /'hendaut/ 43, 44

have a break / hav o 'breik/ 20

have a day off / haev o der 'nf/
20

have a holiday / hev o
'holader/ 20

have a long weekend / heev o
Ion ,witk'end/ 20

have a problem with / haev o
'problom wi1d/ 33

head of sales /,hed ov serlz/ 12

head office /hed 'pfis/ 7, 9

heavy /'hevi/ 27

hello /hel'av/ 34

helpful /'helpfl/ 28

here you are /'hia ju: ai/ 34

high speeds /har 'spirdz/ 27

holiday /'holoder/ 25

hours a week /,avoz o 'witk/ 9

How are you /,hav 'a: jui/ 34

in/m/ 7

in charge of /in 't fa:dz pv/ 11

including /in'kluzdig/ 9

including tax /in klu:dry 'taeks/
22

increase /'inkrizs/ 45 (= noun)

industry /'indostri/ 7

informal /in'forml/ 40

insert /'ms3:t/ 32 (= noun)

interested in /'intrastid m/ 20

internet banking /'intonet
Jbapkim/ 26

internet shopping /'itanet
Jopig/ 30

items /'artomz/ 47

January /'dzenjuri/ 17

job title /'dzpb tartl/ 14

July /dzu'lar/ 17

June /dzuin/ 17

keen on /'kiin pn/ 35

key in / ki: 'mn/ 32

language skills /'lengwids
skilz/ 13

late /lert/ 18

learn skills /,Iz:n 'skilz/ 14

lend /lend/ 24

light /lart/ 27

limit /'limit/ 26

line graph /'lain gra:f/ 45

listening skills /'lisniy skilz/ 13

load /laud/ 29

loan /laun/ 24

long /loy/ 27

lose time /,lu:z 'tarm/ 18

mail order /meil 'o:do/ 30

main site /mein 'sait/ 46

make a mistake / meik o
mr'stetk/ 2

make and model number /merk
on 'modl ,namba/ 33

make redundant /merk
ri'dandont/ 8

mall /mo:l/ 30

management skills
/'manidzmont skilz/ 13

managers /'maenidzoz/ 11

manufacture /, menjo'feekt o/
29, 31

manufacturing plant
/,manjo'faekt [rig plamnt/ 46

map /map/ 41

March /ma:tf/ 17

marketing department
/'ma:kitig di,paitmont/ 7

May /mer/ 17

message /'mesidz/ 39

microphone /'markrafoun/ 43

midday / mid'der/ 15

midnight /'midnart/ 15

minutes /'minits/ 47

miss a meeting /,mis 9 'mi:tip/
2,47

missing words /,mrsiy 'w3:dz/
42

modern /'modn/ 28

Monday /'mandeyr/ 17

mostly /'moustli/ 9

national holidays / na|nl
'holaderz/ 17

negotiating skills /n1'goufiertiy
skilz/ 13

Nice to meet you /,nais tu:
'mit ju:/ 34

noon /nuin/ 15

notes /nouvts/ 23, 43

nought /no:t/ 4

noun /navn/ 1

November /nov'vemba/ 17

October /pk'tovba/ 17

office /'nf1s/ 7, 46

oil /o1l/ 7

oil rig /'o1l r1g/ 7

oil worker /'o1l watka/ 6

old /auld/ 28

on /on/ 7

on average /on '@vridz/ 9

on time /,on 'tarm/ 18

once / twice a week /,wants
twais o'witk/ 20

on-the-job training /on do d3zpb
'tremin/ 14

open a meeting /,9upn 9
'miztim/ 48

opinion /3'pinjon/ 49

order /'0:da/ 5 (=noun)

order /'o:da/ 30, 35 (=verb)

organization chart
/,oignar'zerfn tfa:t/ 11

over the internet /,ouva 09
'Intonet/ 30

overtime /'ouvotaim/ 8, 25

owe /ou/ 26
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pack /pek/ 31

part-time job / pa:t tarm 'dzpb/
8

pay back /,per 'baek/ 24 (= verb)

pay cash /,per 'ke[/ 26

pay tax on /,per1 'taeks pn/ 22

pension /'penfn/ 8

people skills /'pizpl skilz/ 13

per cent / percentage /pai sent/
pa'sentidz/ §

permanent job / p3rmnant
dzob/ 8

personal assistant /,p3:snl
J'sistnt/ 6, 11

photo /'favtau/ 41

photographer /fa'tpgrafa/ 6

pick /pik/ 29

pie chart /'par tfa:t/ 45

plant /plaint/ 29

please /plizz/ 34

Pleased to meet you /,pliizd tu:
'mizt jur/ 34

plug into /plag 'mtuz/ 32

pm /pir'em/ 15

post /paust/ 40

postpone a meeting
/paust,paun 9 'miitiy/ 47

prepare /pri'pea/ 43

presentation skills / prezn'ter/n
skilz/ 13, 43

press /pres/ 32

price /prais/ 21, 24

problems /'probloamz/ 34

problem-solving skills
/'problom ,splviy skilz/ 13

produce /proa'djuzs/ 31

production department
/pra‘'dakn di,paitmant/ 7

production director /pra'dak/n
drrekta/ 11

programmer /'provgrema/ 6

projector /pra'dzekta/ 43

public holidays /,pablik
'holaderz/ 17

pull /pul/ 32

push /puf/ 32

put into /put 'intuz/ 32

put through /put Oru:/ 36

put together /put to'geda/ 31

qualifications / kwolif1'ker[nz/
14

rate /reit/ 22

read /ri:d/ 40

receive /r1'sizv/ 40

reception area /ri'sep[n ,eario/
46

receptionist /r1'sep/nist/ 6

rectangular /rek'tengjule/ 27

relax /ri'laeks/ 20

reliable /ri'larobl/ 28

rent /rent/ 24

repair /r1'pea/ 33

repay /r1'per/ 24

repeat /r1'pirt/ 38

replacement /r1'plersmont/ 33

reply to /rr'plar tur/ 40

report /r1'poit/ 41

research and development
(R&D) director /r1,s3:tf an
dr'velopmont di'rekto/ 11

research and development
department /r1,s3:tJ on
dr'velopmont di'pa:tmont/
46

resign /r1'zain/ 8

responsible for /r1'spontsabl
for/ 11

retailer /'rizterla/ 29

retire /r1'tare/ 8

rise /ra1z/ 45

rock musician /'rpk mju:,zifn/
6

roughly /'rafli/ 21

run a meeting /,rAn o 'mi:tin/
48

salary /'seelri/ 25

sale /se1l/ 24

sales /serlz/ 7

sales assistant /'se1lz o,s1stnt/
12

sales department /'seilz
dr,pa:tmont/ 7

sales director /serlz di'rekto/
11

sales tax /'seilz taeks/ 22

Saturday /'setader/ 17

save /serv/ 24

save money /,se1rv 'mani/ 24

save time /,serv 'taim/ 18

savings account /'se1vinz
9,kaunt/ 26

screen /skrimn/ 27

second /'seknd/ 4, 17, 44

second form (past simple)
/'seknd form/ 1

section /'sek/n/ 44

sections /'sek nz/ 30

segment /'segmont/ 45

select /s1'lekt/ 32

sell /sel/ 29, 31

send /send/ 40

send back /,send 'bzk/ 33

September /sep'temba/ 17

service department /'s3:vis
dr,partmant/ 33

shaded /'[erdid/ 45

shape /[eip/ 27

ship /[1p/ 29

shop /[op/ 7

Business Vocabulary in Use (elementary)

shopping mall /' [ppryg mo:l/ 30

sites /sarts/ 9

skilled workers /,skild 'w3:kaz/
13

slide /slard/ 43, 44

speak up /,spitk Ap/ 38

special offers / spel 'ofoz/ 24

spell /spel/ 37

spend /spend/ 24

spend time /,spend 'taim/ 18

spring /sprig/ 17

square /skwea/ 27

staff /sta:f/ 25

statement /'stertmont/ 26

stay the same /ster 0o serm/ 45

store /stor/ 29

study /'stadi/ 12

sum up /,sam 'Ap/ 48

summer /'sama/ 17

Sunday /'sander/ 17

supermarket /'surpo,ma:kit/
29, 30

suppliers /sa'plaroz/ 8

switch on /,;swit[ 'on/ 32

take a break / teik o 'breik/ 20

take a day off /,teik o der 'nf/
20

take a holiday /,terk o 'holader/
20

take a long weekend / teik o
lon ,witk'end/ 20

take it back / tetk 1t 'baek/ 33

take it easy /,teik 1t 'i:zi/ 20

take out /,teik avt/ 26 (= verb)

take out of / teik 'avt pv/ 32

teacher /'tizt[a/ 6

telecoms /'telikomz/ 7

temporary work /'temprari
waik/ 8

terrible /'terabl/ 28

thank you /'0xnk ju:/ 34

thick /01k/ 27

third /03:d/ 4, 17 ,44

Thursday /'03:zder/ 17

till /t11/ 30

timetables /'tarm,teiblz/ 16

total price /'toutl prars/ 22

tour guide /'tva gard/ 6

tourism /'tvarizm/ 7

train /tremn/ 10

train as /'tremn ®z/ 14

train timetable /'tremn
taimterbl/ 16

training /'treinip/ 14

training department /'treiniy
dr,partmant/ 7, 46

tram /treem/ 10

transfer money / traensfa:
'mani/ 26

© Cambridge University Press

www.cambridge.org



http://www.cambridge.org/0521606217
http://www.cambridge.org
http://www.cambridge.org

CAMBRIDGE

Cambridge University Press
0521606217 - Business Vocabulary in Use Elementary

Bill Mascull
Index
More information

traveller’s cheques /'treevlioz
tfeks/ 23

trip /trip/ 34

trolley /'troli/ 30

Tuesday /'tjuizder/ 17

turn /t3mn/ 32

uncomfortable /an'kampftobl/
28

under guarantee /,Ando
,gern'tiz/ 33

underground /'andagravnd/ 10

unload /an'loud/ 29

unreliable / anr1'larobl/ 28

unskilled workers /,anskild
'waikaz/ 13

until /on'til/ 15

urgent /'3:d3nt/ 39

value /'veelju:/ 22

VAT (value added tax) /vaet/ 22
venue /'venjui/ 47

verb /vaib/ 1

very well /'veri wel/ 34

visit /'vizit/ 34

wages /'werdziz/ 25

walk /work/ 10

warehouses /'weahavziz/ 9
waste money /,weist 'mani/ 24
waste time /, werst 'taim/ 18
website /'websart/ 30
Wednesday /'wenzder/ 17
weekdays /'witkderz/ 17
weekend / witk'end/ 17

Business Vocabulary in Use (elementary)

weigh /wel/ 27

wide /waid/ 27

winter /'winta/ 17

withdraw /w10'dro:/ 26

word combinations /'w3:d
kombi,neifnz/ 2

work for /'waik for/ 8

work in /'w3:k mn/ 2

work under /'w3:k anda/ 11

work with /'w3:k wid/ 8

working hours /'wa:kiy avoz/
25

worth /w3:0/ 22

write /rart/ 31, 40

write cheques /,ratt 't[eks/ 26

zero /'ziorou/ 4

137
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