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Index
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abbreviations /ə�bri�vi�eiʃnz/
22, 42

about /ə�baυt/ 21
add onto /�d �ɒntu�/ 22
adjective /��d
iktiv/ 1
advertising /��dvətaiziŋ/ 7
agenda /ə�d
endə/ 47
agree /ə��ri�/ 49
altogether /�ɔ�ltə��eðə/ 9
am /�ei �em/
AOB (any other business)

/�eiəυ�bi�/ 47
apologies /ə�pɒləd
iz/ 47
appointment /ə�pɔintmənt/ 19
approximately /ə�prɒksimətli/

9, 21
April /�eiprəl/ 17
architect /�ɑ�kitekt/ 6
around /ə�raυnd/ 21
arrange a meeting /ə�reind
 ə

�mi�tiŋ/ 2, 47
artist /�ɑ�tist/ 6
ATMs /�eiti��emz/ 26
attachment /ə�t�tʃmənt/ 41
attend a meeting /ə�tend ə

�mi�tiŋ/ 47
audience /�ɔ�diənts/ 43
August /�ɔ��əst/ 17
autumn /�ɔ�təm/ 17
balance /�b�ləns/ 26
bank /b�ŋk/ 23
bank account /�b�ŋk əkaυnt/

26
bank holidays /�b�ŋk �hɒlədeiz/

17
banknotes /�b�ŋknəυts/ 23
bar chart /�bɑ� tʃɑ�t/ 45
bar graph /�bɑ� �rɑ�f/ 45
base form (infinitive) /�beis

fɔ�m/ 1
basic pay /�beisik pei/ 25
basic price /�beisik prais/ 22
benefits /�benifits/ 25
bilingual dictionary /bai�liŋ�wl

�dikʃnri/ 3
bill /bil/ 35
bold /bəυld/ 3
borrow /�bɒrəυ/ 24
branches /�brɑ�ntʃiz/ 9
brand new /�br�nd �nju�/ 33
break down /�breik daυn/ 33

(= verb)
brochure /�brəυʃə/ 41
bureau de change /�bjυərəυ də

tʃeind
/ 23
bus /b�s/ 10
business card /�biznis kɑ�d/ 14

busy /�bizi/ 19
buy /bai/ 29
by /bai/ 10, 45
by post /bai �pəυst/ 30
call centre /�kɔ�l �sentə/ 33
can’t afford /kɑ�nt ə�fɔ�d/ 24
cancel a meeting /�k�nsl ə

�mi�tiŋ/ 2, 47
careful with money /�keəfl wið

�m�ni/ 24
cash /�k�ʃ/ 23
cash card /�k�ʃ kɑ�d/ 26
cash machines /k�ʃ məʃi�nz/

26
catalogue /�k�təlɒ�/ 30
chain store /�tʃein stɔ�/ 30
chair a meeting /tʃeə ə �mi�tiŋ/

47
chairman/chairwoman/chair

/�tʃeəmən/ /�tʃeə�wυmən/
tʃeə/ 48

change /tʃeind
/ 23
change it back /�tʃeind
 it

�b�k/ 23
change trains /�tʃeind
 �treinz/

16
check /tʃek/ 43
checkout /�tʃekaυt/ 30
cheque /tʃek/ 21
cheque account /�tʃek əkaυnt/

26
cheque book /�tʃek bυk/ 26
chief executive /�tʃi�f

i��zekjətiv/ 11
choose /tʃu�z/ 30
clean /kli�n/ 28
close a meeting /�kləυz ə

�mi�tiŋ/ 48
coins /kɔinz/ 23
colleagues /�kɒli��z/ 8
college /�kɒlid
/ 7
comfortable /�k�mpftəbl/ 28,

34
commission /kə�miʃn/ 23
commute /kə�mju�t/ 10
commuter /kə�mju�tə/ 10
company car /�k�mpəni �kɑ�/ 

2, 25
company pension /�k�mpəni

�penʃn/ 2, 25
company restaurant /�k�mpəni

�restrɒnt/ 2, 25
computer skills /kəm�pju�tə

skilz/ 13
confirm /kən�f��m/ 41
construction /kən�str�kʃn/ 7
construction site /kən�str�kʃn

sait/ 7
construction worker

/kən�str�kʃn w��kə/ 6
contract /�kɒntr�kt/ 8 (= noun)
contractions /kən�tr�kʃnz/ 42
convenience store 

/kən�vi�niəns stɔ�/ 30
copy /�kɒpi/ 42
corner shop /kɔ�nə ʃɒp/ 30
cost /kɒst/ 21
cost a lot /�kɒst ə �lɒt/ 24
courier /�kυriə/ 40
credit card /�kredit kɑ�d/ 26
currency /�k�rənsi/ 23
current account /�k�rnt

ə�kaυnt/ 26
customers /�k�stəməz/ 8, 29
cycle /�saikl/ 10
December /di�sembə/ 17
decimals /�desimlz/ 5
decrease /�di�kri�s/ 45 (noun)
degree course /di��ri� kɔ�s/ 14
delete /di�li�t/ 42
delicious /di�liʃəs/ 28, 35
department store /di�pɑ�tmənt

stɔ�/ 30
departments /di�pɑ�tmənts/ 30
develop /di�veləp/ 31
diary /�daiəri/ 19
dimensions /�dai�mentʃnz/ 27
direct sales /direkt �seilz/ 30
direct train /direkt �trein/ 16
disagree /�disə��ri�/ 49
dismiss /di�smis/ 8
distribute /di�stribju�t/ 29, 31
divided into /di�vaidid intə/ 23
do exercises /�du� �eksəsaiziz/

2
Do you like /du� ju� �laik/ 35
Do you live /du� ju� �liv/ 35
doctor /�dɒktə/ 6
double /�d�bl/ 37
dream job /�dri�m �d
ɒb/ 6
drive /draiv/ 10
early /���li/ 18
earn /��n/ 25
earn interest /���n �intrəst/ 26
easy to use /�i�zi tu� ju�s/ 27
e-commerce /�i��kɒm��s/ 30
education /�ed
υ�keiʃn/ 7
electrical goods shop /i�lektrikl

��υdz ʃɒp/ 29
email /�i�meil/ 40
employees /im�plɔii�z/ 8, 11
enclosure /in�kləυ
ə/ 41
engineer /�end
i�niə/ 6
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English-English dictionary
/�iŋ�liʃ �iŋ�liʃ �dikʃnri/ 3

entry /�entri/ 3
exact figure /i��z�kt �fi�ə/

9, 21
exchange money /iks�tʃeind


�m�ni/ 23
exchange rate /iks�tʃeind
 reit/

23
excluding tax /iks�klu�diŋ

�t�ks/ 22
excuse me /ik�skju�s mi�/ 34
expensive /ik�spensiv/ 24
experience /ik�spiəriənts/ 14
factory /�f�ktri/ 7, 29, 46
fall /fɔ�l/ 45
fast /fɑ�st/ 27
fault /fɔ�lt/ 33
fax /f�ks/ 40
February /�februri/ 17
finance /�fain�nts/ 7
finance department /�fain�ns

di�pɑ�tmənt/ 7
finance director /�fain�nts

di�rektə/ 11
fine /fain/ 34
fire /faiə/ 8
first /�f��st/ 4, 17, 43, 44
flight /flait/ 34
flipchart /�fliptʃɑ�t/ 43
floors /flɔ�z/ 30
fly /flai/ 29
formal /�fɔ�ml/ 40
forward /�fɔ�wəd/ 42
fractions /�fr�kʃnz/ 5
free meals /�fri� �mi�lz/ 25
free time /�fri� �taim/ 20, 35
Friday /�fraidei/ 17
friendly /�frendli/ 28
full-time jobs /�fυl taim �d
ɒbz/

8
get /�et/ 40
get into debt /��et intə �det/ 26
go abroad /��əυ ə�brɔ�d/ 20
go down /��əυ �daυn/ 45
go on a training course /��əυ

ɒn ə �treiniŋ kɔ�s/ 14
go on holiday /��əυ ɒn

�hɒlədei/ 20
go skiing /��əυ �ski�iŋ/ 20
go up /��əυ �p/ 45
good with /��υd wið/ 13
goodbye /�υd�bai/ 34
got a job /��ɒt ə �d
ɒb/ 12
grow /�rəυ/ 29
guarantee /���rn�ti�/ 33
handout /�h�ndaυt/ 43, 44
have a break /�h�v ə �breik/ 20

have a day off /�h�v ə dei �ɒf/
20

have a holiday /�h�v ə
�hɒlədei/ 20

have a long weekend /�h�v ə
lɒŋ �wi�k�end/ 20

have a problem with /�h�v ə
�prɒbləm wið/ 33

head of sales /�hed əv seilz/ 12
head office /hed �ɒfis/ 7, 9
heavy /�hevi/ 27
hello /hel�əυ/ 34
helpful /�helpfl/ 28
here you are /�hiə ju� ɑ�/ 34
high speeds /hai �spi�dz/ 27
holiday /�hɒlədei/ 25
hours a week /�aυəz ə �wi�k/ 9
How are you /�haυ �ɑ� ju�/ 34
in /in/ 7
in charge of /in �tʃɑ�d
 ɒv/ 11
including /in�klu�diŋ/ 9
including tax /in�klu�diŋ �t�ks/

22
increase /�inkri�s/ 45 (= noun)
industry /�indəstri/ 7
informal /in�fɔ�ml/ 40
insert /�ins��t/ 32 (= noun)
interested in /�intrəstid in/ 20
internet banking /�intənet

�b�ŋkiŋ/ 26
internet shopping /�intənet

�ʃɒpiŋ/ 30
items /�aitəmz/ 47
January /�d
�njuri/ 17
job title /�d
ɒb �taitl/ 14
July /d
υ�lai/ 17
June /d
u�n/ 17
keen on /�ki�n ɒn/ 35
key in /�ki� �in/ 32
language skills /�l�ŋ�wid


skilz/ 13
late /leit/ 18
learn skills /�l��n �skilz/ 14
lend /lend/ 24
light /lait/ 27
limit /�limit/ 26
line graph /�lain �rɑ�f/ 45
listening skills /�lisniŋ skilz/ 13
load /ləυd/ 29
loan /ləυn/ 24
long /lɒŋ/ 27
lose time /�lu�z �taim/ 18
mail order /meil �ɔ�də/ 30
main site /mein �sait/ 46
make a mistake /�meik ə

mi�steik/ 2
make and model number /meik

ən �mɒdl �n�mbə/ 33
make redundant /meik

ri�d�ndənt/ 8

mall /mɔ�l/ 30
management skills

/�m�nid
mənt skilz/ 13
managers /�m�nid
əz/ 11
manufacture /�m�njə�f�ktʃə/

29, 31
manufacturing plant

/�m�njə�f�ktʃriŋ plɑ�nt/ 46
map /m�p/ 41
March /mɑ�tʃ/ 17
marketing department

/�mɑ�kitiŋ di�pɑ�tmənt/ 7
May /mei/ 17
message /�mesid
/ 39
microphone /�maikrəfəυn/ 43
midday /�mid�dei/ 15
midnight /�midnait/ 15
minutes /�minits/ 47
miss a meeting /�mis ə �mi�tiŋ/

2, 47
missing words /�misiŋ �w��dz/

42
modern /�mɒdn/ 28
Monday /�m�ndei/ 17
mostly /�məυstli/ 9
national holidays /�n�ʃnl

�hɒlədeiz/ 17
negotiating skills /ni��əυʃieitiŋ

skilz/ 13
Nice to meet you /�nais tu�

�mi�t ju�/ 34
noon /nu�n/ 15
notes /nəυts/ 23, 43
nought /nɔ�t/ 4
noun /naυn/ 1
November /nəυ�vembə/ 17
October /ɒk�təυbə/ 17
office /�ɒfis/ 7, 46
oil /ɔil/ 7
oil rig /�ɔil ri�/ 7
oil worker /�ɔil w��kə/ 6
old /əυld/ 28
on /ɒn/ 7
on average /ɒn ��vrid
/ 9
on time /�ɒn �taim/ 18
once / twice a week /�w�nts

�twais ə�wi�k/ 20
on-the-job training /ɒn ðə d
ɒb

�treiniŋ/ 14
open a meeting /�əυpn ə

�mi�tiŋ/ 48
opinion /ə�pinjən/ 49
order /�ɔ�də/ 5 (=noun)
order /�ɔ�də/ 30, 35 (=verb)
organization chart

/�ɔ��nai�zeiʃn tʃɑ�t/ 11
over the internet /�əυvə ðə

�intənet/ 30
overtime /�əυvətaim/ 8, 25
owe /əυ/ 26
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pack /p�k/ 31
part-time job /�pɑ�t taim �d
ɒb/

8
pay back /�pei �b�k/ 24 (= verb)
pay cash /�pei �k�ʃ/ 26
pay tax on /�pei �t�ks ɒn/ 22
pension /�penʃn/ 8
people skills /�pi�pl skilz/ 13
per cent / percenta�e /pəi sent/

pə�sentid
/ 5
permanent job /�p��mnənt

d
ɒb/ 8
personal assistant /�p��snl

ə�sistnt/ 6, 11
photo /�fəυtəυ/ 41
photographer /fə�tɒ�rəfə/ 6
pick /pik/ 29
pie chart /�pai tʃɑ�t/ 45
plant /plɑ�nt/ 29
please /pli�z/ 34
Pleased to meet you /�pli�zd tu�

�mi�t ju�/ 34
plug into /pl�� �intu�/ 32
pm /�pi��em/ 15
post /pəυst/ 40
postpone a meeting

/pəυst�pəυn ə �mi�tiŋ/ 47
prepare /pri�peə/ 43
presentation skills /�prezn�teiʃn

skilz/ 13, 43
press /pres/ 32
price /prais/ 21, 24
problems /�prɒbləmz/ 34
problem-solving skills

/�prɒbləm �sɒlviŋ skilz/ 13
produce /prɒə�dju�s/ 31
production department

/prə�d�kʃn di�pɑ�tmənt/ 7
production director /prə�d�kʃn

di�rektə/ 11
programmer /�prəυ�r�mə/ 6
projector /prə�d
ektə/ 43
public holidays /�p�blik

�hɒlədeiz/ 17
pull /pυl/ 32
push /pυʃ/ 32
put into /pυt �intu�/ 32
put through /pυt θru�/ 36
put together /pυt tə��eðə/ 31
qualifications /�kwɒlifi�keiʃnz/

14
rate /reit/ 22
read /ri�d/ 40
receive /ri�si�v/ 40
reception area /ri�sepʃn �eəriə/

46
receptionist /ri�sepʃnist/ 6
rectangular /rek�t�ŋ�jυlə/ 27
relax /ri�l�ks/ 20

reliable /ri�laiəbl/ 28
rent /rent/ 24
repair /ri�peə/ 33
repay /ri�pei/ 24
repeat /ri�pi�t/ 38
replacement /ri�pleismənt/ 33
reply to /ri�plai tu�/ 40
report /ri�pɔ�t/ 41
research and development

(R&D) director /ri�s��tʃ ən
di�veləpmənt di�rektə/ 11

research and development
department /ri�s��tʃ ən
di�veləpmənt di�pɑ�tmənt/
46

resign /ri�zain/ 8
responsible for /ri�spɒntsəbl

fɔ�/ 11
retailer /�ri�teilə/ 29
retire /ri�taiə/ 8
rise /raiz/ 45
rock musician /�rɒk mju��ziʃn/

6
roughly /�r�fli/ 21
run a meeting /�r�n ə �mi�tiŋ/

48
salary /�s�lri/ 25
sale /seil/ 24
sales /seilz/ 7
sales assistant /�seilz ə�sistnt/

12
sales department /�seilz

di�pɑ�tmənt/ 7
sales director /seilz di�rektə/

11
sales tax /�seilz t�ks/ 22
Saturday /�s�tədei/ 17
save /seiv/ 24
save money /�seiv �m�ni/ 24
save time /�seiv �taim/ 18
savings account /�seiviŋz

ə�kaυnt/ 26
screen /skri�n/ 27
second /�seknd/ 4, 17, 44
second form (past simple)

/�seknd fɔ�m/ 1
section /�sekʃn/ 44
sections /�sekʃnz/ 30
segment /�se�mənt/ 45
select /si�lekt/ 32
sell /sel/ 29, 31
send /send/ 40
send back /�send �b�k/ 33
September /sep�tembə/ 17
service department /�s��vis

di�pɑ�tmənt/ 33
shaded /�ʃeidid/ 45
shape /ʃeip/ 27
ship /ʃip/ 29
shop /ʃɒp/ 7

shopping mall /�ʃɒpiŋ mɔ�l/ 30
sites /saits/ 9
skilled workers /�skild �w��kəz/

13
slide /slaid/ 43, 44
speak up /�spi�k �p/ 38
special offers /�speʃl �ɒfəz/ 24
spell /spel/ 37
spend /spend/ 24
spend time /�spend �taim/ 18
spring /spriŋ/ 17
square /skweə/ 27
staff /stɑ�f/ 25
statement /�steitmənt/ 26
stay the same /stei ðə seim/ 45
store /stɔ�/ 29
study /�st�di/ 12
sum up /�s�m ��p/ 48
summer /�s�mə/ 17
Sunday /�s�ndei/ 17
supermarket /�su�pə�mɑ�kit/

29, 30
suppliers /sə�plaiəz/ 8
switch on /�switʃ �ɒn/ 32
take a break /�teik ə �breik/ 20
take a day off /�teik ə dei �ɒf/

20
take a holiday /�teik ə �hɒlədei/

20
take a long weekend /�teik ə

lɒŋ �wi�k�end/ 20
take it back /�teik it �b�k/ 33
take it easy /�teik it �i�zi/ 20
take out /�teik aυt/ 26 (= verb)
take out of /�teik �aυt ɒv/ 32
teacher /�ti�tʃə/ 6
telecoms /�telikɒmz/ 7
temporary work /�temprəri

w��k/ 8
terrible /�terəbl/ 28
thank you /�θ�ŋk ju�/ 34
thick /θik/ 27
third /θ��d/ 4, 17 ,44
Thursday /�θ��zdei/ 17
till /til/ 30
timetables /�taim�teiblz/ 16
total price /�təυtl prais/ 22
tour guide /�tυə �aid/ 6
tourism /�tυərizm/ 7
train /trein/ 10
train as /�trein �z/ 14
train timetable /�trein

taimteibl/ 16
training /�treiniŋ/ 14
training department /�treiniŋ

di�pɑ�tmənt/ 7, 46
tram /tr�m/ 10
transfer money /�tr�nsf��

�m�ni/ 26

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


© Cambridge University Press www.cambridge.org

Cambridge University Press
0521606217 - Business Vocabulary in Use Elementary
Bill Mascull
Index
More information

traveller’s cheques /�tr�vləz
tʃeks/ 23

trip /trip/ 34
trolley /�trɒli/ 30
Tuesday /�tju�zdei/ 17
turn /t��n/ 32
uncomfortable /�n�k�mpftəbl/

28
under guarantee /��ndə

���rn�ti�/ 33
underground /��ndə�raυnd/ 10
unload /�n�ləυd/ 29
unreliable /��nri�laiəbl/ 28
unskilled workers /��nskild

�w��kəz/ 13
until /ən�til/ 15

urgent /���d
nt/ 39
value /�v�lju�/ 22
VAT (value added tax) /v�t/ 22
venue /�venju�/ 47
verb /v��b/ 1
very well /�veri wel/ 34
visit /�vizit/ 34
wages /�weid
iz/ 25
walk /wɔ�k/ 10
warehouses /�weəhaυziz/ 9
waste money /�weist �m�ni/ 24
waste time /�weist �taim/ 18
website /�websait/ 30
Wednesday /�wenzdei/ 17
weekdays /�wi�kdeiz/ 17
weekend /�wi�k�end/ 17

weigh /wei/ 27
wide /waid/ 27
winter /�wintə/ 17
withdraw /wið�drɔ�/ 26
word combinations /�w��d

kɒmbi�neiʃnz/ 2
work for /�w��k fɔ�/ 8
work in /�w��k in/ 2
work under /�w��k �ndə/ 11
work with /�w��k wið/ 8
working hours /�w��kiŋ aυəz/

25
worth /w��θ/ 22
write /rait/ 31, 40
write cheques /�rait �tʃeks/ 26
zero /�ziərəυ/ 4
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