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/ad'vaiz sambadi bn

aconsejar a alguien sobre

to give somebody information on a subject

to be present at an event where people meet to discuss a particular subject

a person who writes books or articles

a piece of plastic or metal, with writing on it, that you wear to show who you are

having the job of doing something and making sure that nothing goes wrong
the person in a company who has the most control over the company finances
a statement that someone makes saying that they are unhappy with something
a company that gives expert knowledge and advice to other companies

a person who is paid to give expert knowledge and advice to other people

to decide how something will look or work, and making drawings of it

someone who is paid to work for a company or a person

a small tool that does something useful

something that you give to someone on a special occasion

to give someone a suggestion about the best thing to do in a particular situation
a meeting in which somebody is asked questions to find out more about them
the study or use of computers for storing, sending or using information

work that you do regularly for payment

a name that describes a job

to search for someone or something

the person in charge of a company

a meeting in which two people discuss something without involving anyone else
to succeed in dealing with a problem

someone who owns something

someone whose job it is to assist just one person, often by organising meetings, making phone calls etc.
a duty to do something because it is part of your job

to control and organize something such as a course, or company

someone whose travels around an area and sell the goods or services of a company
a small amount of a product that can be looked at or tried

a person who gives a speech or a talk

a person whose job it is to teach other people a particular skill

the process of learning particular skills needed for a job or activity

a job that a person does to make money

to have a job

| advise the managing director on financial matters.

| attend a lot of workshops as part of my job.

She's the author of several books on public speaking.

We need to wear a badge with our name and photo at the conference.

I'm responsible for the company's accounts.

She's the CFO of a company which designs gadgets and gifts.

He deals with customers' complaints.

J&C is a training consultancy for personal and professional development.

The IT consultant advises the company on software and system requirements.
The company designs gadgets and gifts.

I deal with employees' problems.

He owns a lot of electronic gadgets.

His colleagues gave him a clock as a retirement gift.

The management consultant gives companies advice on their markets, organisation and
processes.

I interview clients, identify problems and suggest solutions.

Our university department needs some IT training.

What does your job involve?

His job title is chief communications officer.

I look for new customers.

Who's the MD of that company?

She sometimes gives one-to-one sessions on the phone or via email.
She helps business people overcome difficulties.

The owner of the company lives in Greece.

I'm the PA to the managing director of a company called Athens Daily Menu.
His responsibilities include organising the MD's travel and accommodation for business trips.

She runs courses and workshops for companies and universities.
He's a sales rep for Soap Heaven.

I visit customers and leave product samples.

He's a very good public speaker.

The trainer came to our office to run the workshop.

The company provides training for all new employees.

What time do you start work?

I work in the finance department.

advise sb on sth Verb ,SAmMO1n/ algo
attend a workshop Phrase /3tend 3 'w3i(nk Jop/ participar en un taller
author Noun /'2103(r)/ autor
badge Noun /badz/ placa
/biz ri'sponsab(3d)l to:(r)/,
be responsible for Phrase /bi: ri'sppnsab(a)l fa(r)/ ser el/la responsable de
CFO = chief financial officer Noun /sit ef 'au/ director financiero
complaint Noun /kam'pleint/ qgueja
consultancy Noun /kan'sAltansi/ asesoria
consultant Noun /kan'saltant/ asesor/a
design Verb /d1'zain/ disefiar
employee Noun /1m'pla1iz/, /,.empldr'iz/ empleado/a
gadget Noun /'gaed31t/ aparato
gift Noun /g1ft/ regalo
/g1v ,sambadi ad'vais bn aconsejar a alguien sobre
give sb advice on sth Phrase ,sAmO1n/ algo
interview Verb /'inta(r),vjur/ entrevista
IT = information technology Noun /a1 'tiz/ informatica
job Noun /d3pb/ trabajo
job title Noun /d3pb 'tart(a)l/ cargo
look for Phrasal verb /'luk fa1(r), fa(r)/ buscar
MD = managing director Noun /.em 'dix/ director
one-to-one session Phrase /WAN ta wAn 'sef(a)n/ sesion individual
overcome difficulties Phrase /auva(r) kam 'difik(a)ltiz/ superar las dificultades
owner Noun /"auna(r)/ propietario
PA = personal assistant Noun /,piz 'e1/ asistente personal
responsibility Noun /r1,sponsa'bilati/ responsabilidad
/ran 3 'biznas, 'koi(r)siz,
run a business / courses / a factory Phrase 'feektri/ gestionar un negocio
sales rep Noun /'se1lz rep/ representante de ventas
sample Noun /'saimp(a@)l/ muestra
speaker Noun /'spitka(r)/ ponente
trainer Noun /'treina(r)/ instructor/a
training Noun /'treznin/ formacién
work Noun /w3i(nk/ trabajo
work Verb /w3i(nk/ trabajar
balance Noun /'balans/ equilibrio
bonus Noun /'baunas/ bonus
electrical appliances Noun /1lektrik(d)l a'platansiz/ electrodomésticos
employ Verb /1m'plo1/ contratar
goods Noun plural /gudz/ mercancia
magazine Noun /,ma&ga'ziin/ revista
produce Verb /pra‘djuis/ producir
guestionnaire Noun / kwestfa'nea(r)/ cuestionario

a situation in which different things exist in equal, correct or good amounts

extra money you get from your employer because you have worked hard or done well
a piece of equipment that you use at home, such as a washing machine, hair dryer, etc
to pay someone to do a job for you or to work as a member of your organization

things that are produced to be sold
a type of large thin book that you can buy every week or month, containing articles, photographs, etc., often
on a particular topic

to make things to be sold, especially in large quantities
a written list of questions that are answered by a number of people so that information can be collected from
the answers

Do you have a good work-life balance?
He always gets a bonus in December.

My company makes electrical appliances.
How many people do you employ?

They export most of their goods abroad.

Do you read a magazine in the evening?

We produce a new catalogue every year.

Answer the questions in the personality quiz questionnaire.



/'fedjuzl/ horario

/f1p/ enviar
/sta:f/ personal
/'sapa(r)/ cena
/'safa(r)/ sufrir
/w3i(nk trabajar para

a plan of activities or events and when they will happen

to transport goods or people

workers employed in an organization considered as a group

the last meal of the day, either a main meal, usually smaller and less formal than dinner
to be badly affected by a disease, pain, sadness,

to be employed by someone or a organization

She is never behind schedule.

We ship our goods all over the world.

We have a staff meeting once a week.

They have supper together every Friday night.

Your health may suffer if you don't learn to relax.

| work for a company that supplies computer software.

/'klazs me1t/ compafiero/a de clase

/ destr'neif(a)n/ destino
/'folau Ap/ seguimiento
/griit/ saludar
/'hpbi/ aficion

a person who is or was in the same class as you at school or college
a place to which somebody/something is going or being sent
continuing something that has already started

to say hello or to welcome somebody

an activity that you do for pleasure when you are not working

Find out where your classmates work.

What's your favourite holiday destination?

Ask follow-up questions to find out more information.
How should you greet somebody in the morning?

Do you have any hobbies?

schedule Noun
ship Verb
staff Noun
supper Noun
suffer Verb
work for Phrase
classmate Noun
destination Noun
follow-up Adjective
greet Verb
hobby Noun
allocate Verb
ambitious Adjective
annual meeting Noun
auditing Noun
award a prize Phrase
be in charge of Phrase
breed Verb
business administration Noun
candidate Noun
catering service Noun
Chronic Fatigue Syndrome Noun
confectionery Noun
co-ordinate Verb
criterion, criteria (pl) Noun

deal with sth / sb

Phrasal verb ,sanmwan/

/'elakert/ asignar
/@em'bifas/ ambicioso

/,@njual /'mitin/ reunion anual

/'ad1itin/ auditoria
/awa:(rd s 'praiz/ premiar
/bir 1n 'tfa:(r)d3 av/ estar al cargo de

/briid/ criar

/,biznas ad mint'stre1f(3)n/ administracién de empresas
/'kaendidert/ candidato

/ kertarin 's3:(r)vis/ servicio de catering

/ kronik fa'titg ,sindraum/  sindrome de fatiga crénica
/kan'fekf(a)n@E)ri/ golosinas

/kau':(r)dinert/ coordinar

/krar'tiarian/, /kra1'tiariria/ criterio, criterios

/'dizl wid samOin/, /'di:l wid

ocuparse de

/1'fif(3)nsi/ eficacia

/.end31'niarin/ ingenieria

/hav s ma:istaz di'gri: 1n/  tener un master en
/'tnta(r) vjura(r)/ entrevistador/a
/meik o kpntri'bju:f(d)n/ contribuir
/'maerab(d)n ranin/ correr una maraton

/'memau/ circular
/'mentai(r)/ mentor
/pra‘vaid/ proporcionar

I+D= investigacién y
/,axr an 'dix/ desarrollo
/'sku:bs daivin/ buceo

/set 9 pozativ 1g'zaimp(@)l/ dar un ejemplo positivo
/fau sambadi a'raund/ ensefiar a alguien un lugar

/'suzpa(r)vaiz/
/'welkam/

supervisar
dar la bienvenida

to give something officially to somebody/something for a particular purpose
determined to be successful, rich, powerful, etc

an important meeting which the members of an organization hold once a year in order to discuss matters,

examine accounts etc

a careful examination of something, especially one done to find the amount, size, or effectiveness of

something

a reward that is given for being successful in a sport, competition, or game
to have control over someone or something and to be responsible for them
to keep animals or plants in order to produce young ones in a controlled way

the study of how to manage a business

a person who is trying to be elected or is applying for a job

the provision of food and drinks for meetings or social events, organized by a company

an illness that makes people feel extremely weak and tired and that can last a long time
sweet foods such as sweets and chocolates

to organize different parts of an activity and the people involved in so that it works well

a standard or principle by which something is judged, or with the help of which a decision is made

to take appropriate action in a particular situation or according to who you are talking to, managing, etc.

the quality of doing something well with no waste of time or money

the activity of applying scientific knowledge to the design, building and control of machines, roads, bridges,

electrical equipment, etc

to hold a further university degree that you study for after a first degree

the person who asks the questions in an interview

something that you do that helps to achieve something or to make it successful
a marathon is a race with a distance of 26.2 miles, which can be run or walked
an official note from one person to another in the same organization

an experienced person who advises and helps somebody with less experience over a period of time

to give something to somebody or make it available for them to use

work that tries to find new products and processes or to improve existing ones
the sport or activity of swimming underwater using special breathing equipment

to be a good model for others to copy
to be a guide for somebody when they visit a place for the first time

to be in charge of somebody/something and make sure that everything is done correctly, safely, etc

to say hello to somebody in a friendly way when they arrive somewhere

Allocate one candidate to each group.
She has ambitious plans for her career.

The shareholders' annual meeting is next week.

She sometimes does auditing for other divisions.

The company awards a prize to one employee every year.
She is in charge of the company's new email system.

She breeds dogs in her spare time.

She has a master's degree in business administration.

There are four candidates for the award.

The company provides catering services for local businesses.

She suffers from Chronic Fatigue Syndrome.

It's @ multinational confectionery company.

He co-ordinates the department's resources.

This candidate fulfils all the criteria.

The communications director deals with the company's internal and external
communications.

The new technology helped to improve the company's efficiency and profits.

His professional background is in engineering.

He has a master's degree in economics

The interviewer asked me questions about my job.

The employee made a significant contribution to staff development.
He enjoys marathon running and cooking.

| often write reports and memos for our staff.

New employees have the support of a mentor when they join the company.
The company provides food and drink for receptions and business dinners.

He manages R&D of new product ideas.
He usually goes scuba diving at the weekends.

She sets a positive example to all her staff.
I show new employees around the office.

He supervises all new projects.
It's my job to welcome visitors.

efficiency Noun
engineering Noun
have a master's degree in Phrase
interviewer Noun
make a contribution Phrase
marathon running Phrase
memo Noun
mentor Noun
provide Verb
R&D = research and development Noun
scuba diving Noun
set a positive example Phrase
show sb around Phrase
supervise Verb
welcome Verb
advert Noun
eraser Noun
feature Noun
leaflet Noun
minute Noun
overall grade Phrase
pass grade Phrase
report Noun

/'edv3i(nt/ anuncio
/1'rexza(r)/ goma de borrar
/firtfa(r)/ caracteristica
/'lizflat/ folleto
/'mini1t/ minuto

/auvar il 'greid/ nota global
/'pazs greid/ aprobado
/rr'pai(nt/ informe

a notice, picture or film telling people about a product, job or service

a small piece of rubber or a similar substance, used for removing pencil marks from paper

something important, interesting or typical of a place or thing

a printed sheet of paper or a few printed pages that are given free to advertise or give information about

something

a period of 60 seconds. There are 60 minutes in one hour

the total quality of work

the minimum grade required to progress to the next stage

to give people information about something that you have heard, seen, done, etc.

The job advert is on the website.
Rub out your mistakes with an eraser.
The latest phone has lots of new features.

The information leaflet is very helpful.

I need to leave in 30 minutes.

Your results show your overall grade.
The pass grade is around 65%.

| write a weekly report for my manager.



increible
sucursal
comprobar
contruccion
gestion

director de marketing
menor
socio/a
gestor/a de proyectos

paisaje

centro comercial
tomar forma
empleado/a temporal
temporal

novedad

very surprising, especially in a way that makes you feel pleasure or admiration

a local office or shop belonging to a large company or organization

to examine something to see if it is correct, safe or acceptable

the process or method of building or making something, especially roads, buildings, bridges, etc.

the act of running and controlling a business or similar organization

the person who is in charge of running the part of a business which is responsible for presenting, advertising
and selling a company’s products or services in the best possible way

not very large, important or serious

one of the people who owns a business and shares the profits, etc.

the person in overall charge of the planning and execution of a particular project.

the natural features of an area, such as mountains, valleys, rivers and forests, when you are thinking about
them being attractive to look at

a group of shops/stores built together, sometimes under one roof

to develop and become more complete or organized

an employee in an office who will only work there for a limited time

not long lasting or intended to be used only for a short amount of time; not permanent

to give somebody the most recent information about something; to add the most recent information to
something

The scenery is amazing.

There is a new branch opening in Japan.

I'm checking the financial report.

The construction of the shopping centre is behind schedule.

The local staff are working very well with our management team.

We're having a party to say goodbye to our marketing manager.
Apart from some minor problems, everything is going to plan.

My business partner is in Brazil at the moment.

The project manager is meeting the subcontractors this afternoon.

Brazil has some beautiful scenery.

I'm working on the plans for the shopping centre.

The new shopping centre is quickly taking shape.

A temp is helping out in the office this month.

Your job is temporary, so you will only be here for a month.

I'm writing to give you an update on the project. / Let me update you on my visit here.

viaje al trabajo/viajar al
trabajo

descubrir

despedir

contratar

servicios financieros
despedir
flexible

horario flexible
contratar

aumento/disminucién de

sueldo
rendir

proyecto

despedir
estresante

contratar
objetivo

guia turistico/a
plantilla

to travel regularly by bus, train, car, etc. between your place of work and your home
to find something that you did not expect to find

to remove somebody from their job

to give somebody a job to do for payment

professional services involving the investment, lending, and management of money and assets.

dismiss an employee from a job.

able to change to suit new conditions or situations

a system in which employees work a particular number of hours each week or month but can choose when
they start and finish work each day

to give somebody a job

the act of increasing/reducing a salary

to do something, such as a piece of work, task or duty

a planned piece of work that is designed to find information about something, to produce something new, or
to improve something

being told by your employer that you can no longer continue working for a company, usually because of
something that you have done wrong

causing a lot of anxiety and worry

to employ somebody

a result that you try to achieve

someone whose job it is to show tourists around a place and explain its history, architecture etc
all the people who work for a particular company, organization, etc.

The daily commute is taking longer and longer. /| don't like having to commute.
Some employees discover that flexible working isn't for them.

We have to cut costs, so we need to dismiss some staff.

We need to employ more office staff to work on this project.

He works in financial services.
Why are you firing me?
Many businesses are offering flexible working hours to staff.

Some companies have a flexitime system.

The department is hiring new employees to work in the Tokyo office.

The company is giving a pay rise to employees who meet their targets. / Some employees will
have to take a pay cut if they don't perform well.

The department is firing employees who perform badly.

The project is going really well.

They are sacking about 10 per cent of the workforce.
Modern life is more stressful than ever.

The business is taking on new staff to help complete the project.
I have to meet my sales targets this year.

I've got a new job as a tour guide.

The company's workforce is growing quickly.

amazing Adjective  /3'me1zin/
branch Noun /braintf/
check Verb /tfek/
construction Noun /kan'strakf(a)n/
management Noun /'manidzmant/
marketing manager Noun /'maz(r)kitin ,manidza(r)/
minor Adjective  /'maina(r)/
partner Noun /'paz(r)tna(r)/
project manager Noun /. prodzekt 'manidza(r)/
scenery Noun /'sitnari/
shopping centre Noun /'fopin senta(r)/
take shape Phrase /teik 'fe1ip/
temp Noun /temp/
temporary Adjective  /'temp(3)rari/
Noun + /'Apdei1t/ (noun), /aAp'de1t/
update Verb (verb)
Noun +
commute Verb /ka'mjurt/
discover Verb /d1'skava(r)/
dismiss Verb /dis'mis/
employ Verb /im'plo1/

/tar,naen](d)l 's3:(r)visiz/,
financial services Noun /finanf(d)] 's3:(r)visiz/
fire Verb /'fara(r)/
flexible Adjective  /'fleksab(d)l/
flexitime Noun /'fleksitaim/
hire Verb /'hara(r)/
pay rise / cut Noun /'pe1 raiz/, /'per kat/
perform Verb /pa(r)'frr(rym/
project Noun /'prodzekt/
sack Verb /sak/
stressful Adjective  /'stresf(d)l/
take on Phrasal verb / teik 'on/
target Noun /'tax(r)grt/
tour guide Noun /'tua(r) gaid/
workforce Noun /'w3i(nNk fi(r)s/
abroad Noun /3'braxd/
confirm Verb /kan'f3i(rym/

/'tainaens dar,rekta(r)/,
finance director Noun /fa'nans da rekta(r)/
job applicant Noun /'d3pbb @plikant/
kid Noun /kid/
potential client Noun /pa,tenf(d)! 'klatant/
present Verb /pri'zent/
production plant Noun /pra‘'dakf(®)n plaint/
quality inspector Noun /'kwbpl1ti 1n spekta(r)/
reception (a place) Noun /ri'sepf(d)n/
sales team Noun /'seilz titm/
strategy meeting Noun /'straetadszi miztin/
suggestion Noun /sa'dzestf(a)n/
trade fair Noun /'trexd fea(r)/

en el extranjero
confirmar

director financiero

candidato a un puesto de

trabajo

nifio

cliente potencial
presentar

planta de produccion

inspector/a de calidad
recepcion
equipo de ventas

reunién estratégica
sugerencia
feria

in or to a foreign country
to state or show that something is definitely true or correct

the person who is in charge of a company's finance

a person who applies for a job

a child or young person

someone who may pay for the services of a professional person

to show something for other people to look at or consider

an industrial site, where workers manufacture goods or operate machines processing one product into
another.

a person whose job is to visit to check that rules are being obeyed and that standards are acceptable

the area inside of a building where guests or visitors go first when they arrive

the division of a business that's responsible for selling products or services.

an meeting that is used to set priorities, focus resources, strengthen operations, ensure that employees and
other stakeholders are working toward common goals

an idea or a plan that you mention for somebody else to think about

an event at which many different companies show and sell their products

The company is offering me a post abroad.
Please confirm you can attend the meeting.

I've got a meeting with the finance director now.

I'm interviewing the job applicants this morning.
He's collecting the kids from school later.

I'm meeting a potential new client this afternoon.
I'm presenting the company to a group of visitors.

He works in the production plant.

She's showing the quality inspectors around the building.
See you in Reception at 12.30.
The sales team have their monthly meeting tomorrow.

Don't forget we have the strategy meeting on Wednesday.
Can | make a suggestion?
Are you going to the trade fair?



attendance Noun /3'tend(3d)ns/ asistencia the act of being present at a place Please confirm your attendance at the trade fair.
a large building that is designed to hold a convention, where individuals and groups gather to promote and
convention centre Noun /kan'venf(a)n senta(r)/ centro de convenciones share common interests. The fair is taking place at the new convention centre.
invite Verb /in'vait/ invitar to ask somebody to come to a social event | am writing to invite you to a book fair.
reception (a party) Noun /ri'sepf(d)n/ recepcion a formal social occasion to welcome somebody or celebrate something We are holding a reception on Thursday evening to celebrate our tenth anniversary.
return flight Noun /r1,t3:(nn ‘flart/ vuelo de vuelta the plane jounery that takes you back to your previous location My return flight is on Saturday.
self-employed Adjective  /,self im'plo1d/ autéonomo/a working for yourself and not employed by a company, etc. I'm self-employed, so | work at home.
venue Noun /'venjuz/ lugar a place where people meet for an organized event, for example a concert, sporting event or conference The International Convention Centre is a good venue for the conference.

correspondence Noun
reservation Noun
skill Noun

franchise

/ kori'sppndans/
/,reza(r)'verf(d)n/
/skil/

/'frentfarz/

correspondencia
reserva
aptitud

franquicia

the letters a person sends and receives with another person
an arrangement for a seat on a plane or train, a room in a hotel, etc. to be kept for you
the ability to do something well

I deal with correspondence as part of my job.
1'd like to change my reservation, please.
Negotation skills are important for my job.

formal permission given by a company to somebody who wants to sell its goods or services in a particular area The fast-food franchise was very successful.

aircraft Noun /'ea(r) kra:ft/ avién any vehicle that can fly and carry goods or passengers He didn't own the first two aircraft he operated.
budget airline Noun /.badzit ‘ea(r) lain/ aerolinea de bajo coste Aircraft companies offering reduced prices usually in exchange for reduced service Easylet and Ryanair are two of the biggest budget airlines in Europe.
a person who makes money by starting or running businesses, especially when this involves taking financial
entrepreneur Noun /,pntrapra'n3i(r)/ emprendedor/a risks The entrepreneur started the company from her living room.
expand Verb /1k'spaend/ extenderse to become greater in size, number or importance; to make something greater in size, number or importance  The company grew quickly and expanded into France, Germany and Sweden.
fleet Noun /flirt/ flota a group of planes, buses owned by the same organization The company has a large fleet of planes.
someone who is not permanently employed by a particular company, but sells their services to more than
freelancer Noun /'frizlainsa(r)/ auténomo/a one company He works as a freelancer for several different companies.
go public Phrase /gau 'pablik/ empezar a cotizar en bolsa ~ when a company goes public anyone can buy a share of the company The company went public in 2012.
a company which is legally separate from the people who run it and has separate finances from the
shareholders personal ones. The owners are only responsible for business debts limited to the value of their
limited company (Ltd) Noun / limr1tzd ‘kamp(®®)ni/ sociedad limitada investments She works for Williams & Co. Ltd.
merge Verb /m3i(r)d3z/ fusionarse to combine or make two or more things combine to form a single thing The two companies merged in 2015.
/non profit organizacion sin animo de tax exempt or charitable organizations that do not pay income tax on the money that they receive for
non-profit organisation Noun d:(r)ganar'zerf(®)n/ lucro their organization. It's a non-profit organisation that does a lot of wildlife conservation work.
partnership Noun /'pax(nNtna(r)fip/ colaboracién a business owned by two or more people who share the profits She set up a partnership with her former boss.
public limited company (plc) Noun /.pablik ltmitid 'kamp(d)ni/  sociedad andnima a limited company that has that has offered shares to the general public | worked at Lloyds Bank plc before | got this job.
raw materials Noun /,r21 ma'tiarialz/ materias primas a basic material that is used to make a product They bought the raw materials directly from the producers.
sole trader Noun /,saul 'trerda(r)/ comerciante individual a person who owns and runs a business on their own rather than with a partner Working as a sole trader has many advantages.

We are pleased to announce the signing of a major new deal with a Japanese car

announce Verb /3'nauns/ anunciar to tell people something officially, especially about a decision, plans, etc. manufacturer.
business partner Noun /'biznas pa:(r)tna(r)/ socio/a people who share ownership or run a company together He sent an email to his business partner.
contract Noun /'kontraekt/ contrato an official written agreement The company has signed a new contract with a Japanese manufacturer.
core business Phrase / ko:(r) 'biznas/ actividad principal the main area or activity that a company was founded on or focuses on Their core business is financial products.
distribute Verb /d1'stribjurt/, /'distribjuit/  distribuir to send goods to shops so that they can be sold They distribute their products internationally.
hardware Noun /'haxd(r),wea(r)/ hardware the machinery and electronic parts of a computer system We are leaders in hardware and software solutions for satellite technology.
organic Adjective /21(r)'gaenik/ ecoldgico/a (of food) produced without using artificial chemicals We have just announced a new line in vegtarian and organic menus.
performance Noun /pa(r)'fri(r)mans/ rendimiento how well or badly you do something They want us to improve our performance when presenting and negotiating.
press release Noun /'pres rr'lizs/ nota de prensa an official statement made to journalists They issused a press release announcing their new CEO.

The also provide catering for special occasions, from banquets for up to 1,000 people to
provide Verb /pra'‘vaid/ proporcionar to give something to somebody or make it available for them to use romantic dinners for two.
purchasing manager Noun /'p3itfasin manidza(r)/ director de compras an employee in an organization who is responsible for buying goods and services needed by the company Let me introduce our new purchasing manager.
software Noun /'sof(t) wea(r)/ software the programs, etc. used to operate a computer I work for a company that designs computer software.
supply Verb /s3'plar/ suministrar to provide somebody with something that they need or want, especially in large quantities The company supplies meals for over 15,000 people every lunchtime!
turnover Noun /'t31(r)n auva(r)/ ventas the total amount of goods sold by a company during a particular period of time The company has a turnover of $7.5 million.
validation Noun / vaeli'de1fn validacion the act of stating officially that something is useful and of an acceptable standard validation.

We achieved this position through our quality design and commitment to meeting clients'

commitment Noun /ka'mitmant/ compromiso the willingness to work hard and give your energy and time to a job or an activity needs.
decrease Verb /dr'krizs/ disminucion to become or make something become smaller in size, number, etc. Sales decreased after Christmas.
delighted Adjective /d1'lartid/ encantado/a very pleased I am delighted to announce that last year was an excellent year for sales.



disefio

de forma drastica
caer

descender

subir
crecer
aumentar

estabilizarse

ubicacién

satisfacer las necesidades de
alguien

trimestre
mantenerse estable
devolucion

subir

accion
bruscamente
personal

con éxito

Unico/a

en todo el mundo

the art or process of deciding how something will look or work by drawing plans
very suddenly and to a very great and often surprising degree

to become or make something lower or less

to drop down from a higher level to a lower level

to increase steadily
to increase in size, number, strength or quality
to become or to make something greater in amount, number, value, etc.

to stay at a steady level of progress after a period of sharp rises or falls
a place where something happens or exists; the position of something

to provide whatever someone requires

a period of three months, used especially as a period for which bills are paid or a company’s income is
calculated

something happening in a smooth, gradual, and regular way.

the amount of profit that you get from something

to reach a higher level or position

one of the equal parts into which a company's capital is divided. A person who owns shares receive part of the
company'’s profits.

suddenly and by a large amount

all the workers employed in an organization considered as a group

in a way that achieves your aims or what was intended

being the only one of its kind

in, or relating to, all parts of the world

We are one of the leading web design agencies in Europe.

Our production rose dramatically in the third and fourth quarter.
The share price dropped in the first half of the year.

In the second quarter, worldwide sales fell sharply.

New orders from Asia meant that sales went up to their previous level by the end of the year.
The company is growing steadily.
Sales increased towards the end of the year.

After rising for several months, the share price levelled off during the summer.
The warehouse location means we can supply our products all over Europe.

We are committed to meeting our clients' needs.

We received a lot of new orders in the first two quarters.

Oil prices have remained steady for the second half of the year.
We continue to give excellent returns to our investors.

The share price rose steadily for the first two quarters.

Last year, our share price increased by 30 per cent.

Sales went up sharply after the product was advertised on TV.

Clients have easy access to our staff.

Two years ago, we started working successfully with clients all over the world.
We provide unique and individual web designs for each company.

Worldwide sales dropped last year.

design Noun /d1i'zain/
dramatically Adverb /dra'matikli/
drop Verb /drop/

fall Verb /forl/

go up Phrasal verb /gau 'Ap/

grow Verb /grau/

increase Verb /in'krizs/

level off Phrasal verb / lev(3)! 'vf/
location Noun /lau'kerf(d)n/
meet sb's needs Phrase /mit sambadi 'nizdz/
quarter Noun /'kwaz(rta(r)/
remain steady Phrase /r1lmein 'stedi/
return Noun /ri't3:(r)n/

rise Verb /raiz/

share Noun /fea(r)/

sharply Adverb /'fax(r)pli/

staff Noun /sta:f/
successfully Adverb /sak'sesf(a)li/
unique Adjective  /jur'nizk/
worldwide Adjective  / ws3i(r)ld'waid/
delegate Noun /'deligat/

gist Noun /d31st/

hall Noun /hotl/
management Noun /'manidzmant/
negotiate Verb /n1'gaufiert/
sparkling water Noun /,spa:(nklin 'wo:ta/
still water Noun /,st1l 'worta/

delegar

lo esencial
salén
directiva
negociar
agua con gas
agua sin gas

a person who attends a conference

the general meaning of a piece of writing, a speech or a conversation
a building or large room for public meetings, social events etc.

the people who run and control a business or similar organization

to try to reach an agreement by formal discussion

water containing bubbles of gas (carbonated)

water that is not carbonated

We need a bottle of water for each delegate.

You need to listen for gist in this part of the exam.

The stand is located in Hall J at the exhibition.

The new management have decided to invest in staff training.
I've managed to negotiate a pay rise.

Can we have some sparkling water for our meeting, please?
Do you prefer sparkling or still water?

city
clothing
competitor

consumer

container (large metal box)

customer

customs

electrical goods
export

goods

import
item
journey
meeting
news
port
producer
retailer
rival
route

warehouse

wholesaler

Noun
Noun
Noun

Noun
Noun
Noun

Noun plural

Noun plural
Verb

Noun plural

/'s1ti/
/'klaudin/
/kam'pet1ta(r)/
/kan'sjurma(r)/
/kan'teina(r)/
/'kastama(r)/

/'kastamz/

/1'lektrik(3)l gudz/

/1k'spoi(n)t/

/gudz/

/'tmpa:(Nt/ (n), /1m'pa1(r)t/

Noun / Verb (v)

Noun
Noun
Noun
Noun
Noun
Noun
Noun
Noun
Noun

Noun

Noun

/'aitom/
/'d3a:(r)ni/
/'miztin/
/njuiz/
/pa1(nt/
/pra‘djuzsa(r)/
/'riz texla(r)/
/'ratv(ad)l/
/ruit/

/'wea(r),haus/

/'havul setla(r)/

ciudad

ropa
competidor/a
consumidor
contenedor
cliente

aduanas

aparatos eléctricos
exportar

mercancias

importacion/ importar
articulo

viaje

reunién

noticias

puerto

productor

minorista

rival

ruta

almacén

mayorista

a large and important town
clothes
a person or an organization that competes against others, especially in business

a person who buys goods or uses services

a box, bottle, etc. in which something can be stored or transported

a person who buys goods or uses services

the government department that collects taxes on goods bought and sold and on goods brought into the
country, and that checks what is brought in

devices that use electricity to perform a function
to sell and send goods to another country

things that are produced to be sold

a product that is brought into one country from another / to bring a product into one country from another
a single article or object

an act of travelling from one place to another, especially when they are far apart

an occasion when people come together to discuss or decide something

new information about something that has happened recently

a place where ships load and unload goods or passengers

a person, a company or a country that grows or makes food, goods or materials

a person or business that sells goods to the public

a person or company competing with another person or company

way that you follow to get from one place to another

a building where large quantities of goods are stored, especially before they are sent to shops to be sold
a person or company that sells goods in large quantities to other companies or people who then sell them to
the public

The new headquarters are in the city.
We've had plenty of interest in the new clothing range.
Their main competitor is a Japanese company.

Goods are transported from European citites for Chinese consumers.
The train pulls containers of clothing and smaller personal items.
We need to lower our prices in order to attract more customers.

We had three containers held up by customs for two weeks.

China is a major producer of electrical goods.
Does your country export many goods?

Which types of goods does the train transport?

We import a lot of our raw materials. / Our country uses a lot of Chinese imports.
The train also carries smaller personal items, such as wallets and bags.

The journey from Yiwu to London is around 12,000 kilometres.

Our sales meeting is on Friday morning.

Have you heard the good news?

The ship arrived at the port three days ago.

UK producers fill up the train with British-made products.

A couple of large retailers are ready to place their orders.

The company's main rival has just launched a new product.

The train follows a similar route to the famous Silk Road.

They are building a new warehouse to store the goods.
It's an attractive alternative for smaller traders and wholesalers who may not wish to use
expensive carrier services.



advice
agenda
available

could

dossier
effective
embarrassing
empty

excuse
face-to-face
flat

ideal

message
recommendation

reflect (show)

send out

should

teleconference
type

apologise

caller

delivery
discount

printer cartridge
quantity
stationery

Noun /ad'vais/
Noun /a'dzenda/
Adjective /a'veilab(a)l/

Modal verb /kud/, /kad/

Noun /'dos1e1/, /'dbsia(r)/
Adjective /1'fektiv/

Adjective  /Im'baerasin/
Adjective  /'empti/

Noun /1k'skju:s/
Adjective  / fels to 'fers/
Adjective  /flet/
Adjective  /ar'dial/

Noun /'mesidz/
Noun / rekamen'de1f(d)n//
Verb /r1'flekt/

Phrasal verb /send 'aut/

Modal verb /Jud/

Noun /'teli konf(a)rans/
Verb /taip/

Verb /9'ppladzaiz/

Noun /'kazla(r)/

Noun /d1'lzv(@)ri/

Noun /'d1s kaunt/

Noun /'printa(r) ka:(rtridz/
Noun /'kwpntati/

Noun /'sterf(e)nR@)ri/

consejo
agenda
disponible

podria
dosier
eficaz
embarazoso
vacio/a

excusa
caraacara
descargado/a
ideal

mensaje
recomendacion

reflejar
mandar
deberia

teleconferencia
mecanografiar

pedir perddn
persona que llama
entrega
descuento

cartucho de impresora

cantidad

material de papeleria

an opinion or a suggestion about what somebody should do in a particular situation
a list of items to be discussed at a meeting
(of a person) free to see or talk to people

used to ask if you can do something

a collection of documents that contain information about a person or a subject
producing the result that is wanted or intended

making you feel shy, awkward or ashamed

with no people or things inside

a reason, either true or invented, that you give to explain or defend your behaviour

involving people who are close together and looking at each other

unable to supply any more electricity

perfect; most suitable

a written or spoken piece of information, etc. that you send to somebody or leave for somebody when you
cannot speak to them yourself

a suggestion about the best thing to do

to show or be a sign of the nature of something or of somebody
to send something to a lot of different people or places

used to show what is right, or for giving, or asking for, advice

to attend a conference or discussion at which members are in different places and speak to each other using
telephone and video connections

write (something) on a typewriter or computer by pressing the keys.

to say that you are sorry for doing something wrong or causing a problem

a person who is making a telephone call

the act of taking goods, letters, etc. to the people they have been sent to

an amount of money that is taken off the usual cost of something

is a container for the liquid ink used in some types of printers

an amount or a number of something

materials for writing and for using in an office, for example paper, pens and envelopes

He gave me some good advice.
Send out the agenda a few days in advance of the meeting.
I'm afraid she isn't available at the moment.

Could you call back later, please?

I need to read through this dossier by tomorrow.

We need more effective communication within the department.
It's embarrassing when | forget clients' names.

Our shops could be empty next week.

I have to make excuses for my colleague when he's away from his desk for a long time.
Teleconferencing is much cheaper than face-to-face meetings overseas.

My mobile phone battery was flat, so | couldn't call you.

This is the ideal job for me.

Can I leave a message, please?
He gave me a good recommendation for a restaurant.

Your colleague is often late for meetings with suppliers and it reflects badly on the company.
Can you send out the minutes as soon as possible after the teleconference?
You should apply for that job.

Write the minutes of the teleconference for everyone.
How fast can you type?

I apologise for the delay with your order.

The caller wants to make a complaint.

We are still waiting for delivery of our goods.

I would like to offer you a discount of ten per cent.

| ordered two printer cartridges last week.

We received the incorrect quantity of envelopes.

I am writing to complain about our stationery order.

budget figures

copy
distributor

email address
equipment
exporter
extension number

file
freight forwarder

importer

managing director
manufacturer
merchandising
personnel

personnel manager

post office

production manager

schedule
shipment
tax form

Phrase / badz1t 'figa(r)z/

presupuesto
copia
distribuidor

direccion de correo

electrénico
equipamiento
exportador/a
extension

documento
transportista

importador

director
fabricante
mercadotecnia
personal

jefe de personal

oficina de correos
jefe de produccion
calendario
cargamento

formulario de impuestos

numbers representing the particular amounts of money in a budget. A budget is the money available to a
person or company and a plan of how it will be spent

a thing that is made to be the same as something else, eg. a document

a person or company that supplies goods to shops, stores, etc.

an individual name that you use to receive email on the Internet

the things that are needed for a particular purpose or activity

a person, company or country that sells goods to another country

a phone number on an internal telephone line attached to the organization

a collection of information stored together physically in a box or folded piece of card, or on a computer
a company that receives and ships goods on behalf of other companies.

a person, company, etc. that buys goods from another country in order to sell them in their own country

the person who is in charge of a business

a person or company that produces goods in large quantities

products connected with a popular film, band, person or event; the process of selling these goods
the department in a company that deals with employing and training people

person who is in charge of the department in a company that deals with employing and training people

the national organization in many countries that is responsible for collecting and delivering letters, etc.
the person in charge of the manufacturing processes

a plan that lists all the work that you have to do and when you must do each thing

the process of sending goods from one place to another

forms that report income, expenses and other tax information.

Can you send me your budget figures for the report?
Could you post a copy of his tax form for last year?
They are the largest distributor of books in Europe.

Does he have your email address?

I need the prices for a shipment of electrical equipment.
Brazil is the world's largest coffee exporter.

Could you tell me her extension number, please?

Can you help me carry these files?
The freight forwarder will organise the best way to transport the goods.

He's an importer of French food.

She's in a meeting with the managing director at the moment.

I've spoken to our manufacturer in Europe about increasing production.
When will the merchandising products be available?

Have you spoken to someone in Personnel?

Can you put me through to the personnel manager, please?

I can take those letters to the post office on my way home.

The production manager is having a lunch meeting with the managing director.
The project has already fallen behind schedule.

We've got a shipment of electrical equipment arriving next week.

I need a copy of my tax form from last year.

agree
candidate

Noun /'kpbpi/

Noun /d1'stribjuta(r)/

Noun /'itmeil 3, dres/

Noun /1'kwipm(a)nt/

Noun /1k'spoi(rta(r)/

Noun /1k'stenf(a)n .namba(r)/

Noun /fazl/

Noun /'frext far(rywa(r)da(r)/

Noun /im'pai(rta(r)/
/,manid3in da'rekta(r)/,

Noun /,manid3in dar'rekta(r)

Noun / manju'faektfara(r)/

Noun /'m3:(nNtf(d)n daizin/

Noun /. p3:(r)sa'nel/

Noun /.p3:(r)sa'nel maenidza(r)/

Noun /'paust bfis/

Noun /pra‘dakf(a)n ;manid3za(r)/

Noun /'fedjuzl/

Noun /'[1pmant/

Noun /'taeks form/

Verb /a'grix/

Noun /'kandidat/, /'kandide1t/

estar de acuerdo
candidato

to have the same opinion as somebody
a person who is trying to be elected or is applying for a job

I don't agree with him.
Write down the information about each candidate in this table.



creative Adjective /kri‘ertiv// creativo/a having the skill and ability to produce something new I like working with creative people.
a formal meeting at which somebody is asked questions to see if they are suitable for a particular job, or for a
interview Noun /'Inta(r)vjuz/ entrevista course of study at a college, university, etc. I've come for an interview for the sales job.
mini-presentation Noun /,mini prez(d)n'terf(d)n/ minipresentacion a short formal talk in which you describe or explain something to a group of people Part Two of the Speaking Test is a mini-presentation.
multinational Adjective  /malti'naef(3)nal/ multinacional existing in or involving many countries She works for a multinational company in Paris.
opinion Noun /3'pinjan/ opiniéon your feelings or thoughts about somebody/something, rather than a fact In my opinion, big cities are more exciting than the countryside.
personal details Phrase /,p3:(r)s(®)nal 'dirterlz/ informacion personal details about a person such as their name and address Can | take some personal details from you?
topic Noun /'topik/ tema a subject that you talk, write or learn about You need to choose a topic for your presentation.
town Noun /taun/ ciudad a place with many houses, shops etc. where people live and work. Do you think it's better to live in a small town or a big city?

accommodation Noun /3,kbma'deif(d)n/ alojamiento a place to live, work or stay in We offer bed and breakfast accommodation.
borrow Verb /'borau/ tomar prestado to take and use something that belongs to somebody else, and return it to them at a later time We borrowed a lot of money from the bank to get started.
countryside Noun /'kantri said/ campo land outside towns and cities, with fields, woods, etc. They sold their house in the city and moved to the countryside.
debt Noun /det/ deuda a sum of money that somebody owes Sales decreased and they had lots of debt.
do sth different Phrase /du: samBin 'difrant/ hacer algo distinto unusual; not like other people When he was made redundant, he had the opportunity to do something different.
earn an income Phrase /3:(r)n an 'tnkam/ ganar un sueldo to gain money for doing your job I earned a good income as a stockbroker in the city.
earn money Phrase /3:(r)n 'mAni/ ganar dinero obtain money for doing your job I earn less money now, but I'm happier.
farmhouse Noun /'fax(r)jm haus/ caserio the main house on a farm, where the farmer lives They've bought a farmhouse in the Tuscan hills.
go bankrupt Phrase /gau 'bankrapt/ quebrar not having enough money to pay what you owe The firm he worked for went bankrupt.
grow up Phrasal verb /grau 'Ap/ crecer to develop into an adult The children are growing up so fast.
huge Adjective /hjuidz/ enorme extremely large in size or amount She sold her old comic books for a huge sum of money.
income Noun /'Inkam/ ingresos the money that a person, company etc. earns Bed and breakfast will not be the only source of income.
make a loss Phrase /meik 3 'lbs/ sufrir pérdidas money that a person, company, organization loses when it spends more than it earns The business made a loss last year.
make a profit Phrase /meik 3 'profit/ generar beneficios the income remaining after total costs are deducted from total revenue We won't make a profit in the first year.
make enquiries Phrase /me1k 1n'kwartriz/ hacer preguntas to request information, or ask a question, about somebody/something A lot of people have made enquiries about our new products.
make friends Phrase /meik 'frendz/ hacer amigos form relationships with other people Learning Spanish helped me to make lots of new friends.
make money Phrase /me1k 'mani/ hacer dinero to earn a lot of money; to make a profit We hope to make money from our business in the future.
produce Noun /'prodju:s/ productos to make things to be sold, especially in large quantities We will start selling farm produce next year.
the way of life where people living and working in a large city compete in an aggressive way with each other in

rat race Noun /'ret reis/ carrera de codazos order to be more successful and earn more money Have you ever thought of escaping the rat race?

/r1'zAIn tram/, /r1'zAIn
resign from Phrase from/ dimitir to state formally that you are leaving a job permanently I resigned from my job last year.
reward Noun /rr'woi(r)d/ premiar a thing that you are given because you have done something good. I was a successful stockbroker with the typical rewards of success.
settle in Phrasal verb /,set(3)l 'tn/ instalarse to move into a new home, job, etc. and start to feel comfortable there We are settling in to our new home.

spend (time) Verb /spend/ (/'tatm/) pasar (tiempo) to stay somewhere or to do something for a period of time | spend more time with my children now.

spend (money) Verb /spend/ (/'mani/) gastar (dinero) to use money to pay for things I've spent all my money on a new computer.

stockbroker Noun /'stok brauka(r)/ corredor/a de bolsa a person or a company that buys and sells shares for other people | worked as a stockbroker in the city.

stress out Phrasal verb /stres 'aut/ estresarse to be too anxious and tired to be able to relax Commuting to work every day stressed him out.

trade in shares Phrase /trexd 1n 'fea(r)z/ comerciar con acciones the buying and selling of stocks in the hope of making a profit He still trades in shares, but only his own.

unexpectedly Adverb / Anik'spektidli/ de forma inesperada in a way that surprises you because you were not expecting it I was unexpectedly made redundant.

work long hours Phrase / w3i(nk lon ‘aua(r)z/ trabajar muchas horas working for a period of time that is longer than the usual, regular, or routine for a given activity He didn't see much of his family because he worked such long hours.

accountancy Noun /3'kauntansi/ contabilidad the work or profession of an accountant She works for an accountancy firm in the city.

branch Noun /bra:ntf/ sucursal a local office or shop belonging to a large company or organization They are opening a new branch in Madrid.

business card Noun /'biznas kax(r)d/ tarjeta de visita a small card printed with somebody’s name and details of their job and company Here's my business card with my contact details.

competitive Adjective /kam'petativ/ competitivo/a describes a situation in which people or organizations compete against each other I didn't really enjoy the competitive environment.

exhibition Noun / eks1'bif(®)n/ exposicion a collection of things, for example works of art, that are shown to the public There's a great photography exhibition on in town.

former Adjective /'far(ryma(r)/ antiguo that used to have a particular position or status in the past We'll contact your former employer for references.

give up Phrasal verb /,91v 'Ap/ rendirse to stop doing something I've given up banking altogether and I'm a photographer now.

head office Noun /hed 'pf1s/ oficina central the main office of a company; the managers who work there I've moved to the head office now.

HR (Human Resources) Noun /,hjurman r1'saisiz/ Recursos Humanos the department in a company that deals with employing and training people He's worked in HR for three years.

make progress Phrase / meik 'pravgres/ avanzar to move forward in one's work or activity Sometimes you have to be competitive if you want to make progress.
progress Noun /'prauvgres/ progreso the process of improving or developing, or of getting nearer to achieving or completing something We haven't made much progress with our new project yet.

retire Verb /r1'taza(r)/ jubilarse to stop doing your job, especially because you have reached a particular age She retired earlier this year.

since Adverb /sins/ desde from a time in the past until a later past time, or until now I've worked here since 2016.

ppag49  POS  Pronunciation Translaion  Definition Bamples
allin all Phrase /2:l1n 1l/ en términos generales when everything is considered All'in all, last year was very successful.

be off Phrase / bit 'pf/ irse leaving a place, or going away from something I'm off to the Book Fair this afternoon.

distribute Verb /d1'stribjurt/, /'distribjuit/ distribuir to send goods to shops and businesses so that they can be sold We're distributing our books all over Europe.



meet up

more than ever
progress report

publisher
take a holiday

Phrasal verb /mi:t 'Ap/

Phrase
Noun

Noun
Phrase

/mai(r) dan 'eva(r)/
/,praugres ri'pa:it/

/'pAblifa(r)/
/teik o 'hplider/

quedar

mas que nunca
informe de progreso

editor/a
tomarse vacaciones

to meet somebody, especially by arrangement

an amount or number that is larger than it was before

an account of how much work has been done on something and what is still to be done

a person or company that prepares and prints books, magazines, newspapers or electronic products and
makes them available to the public

go on holiday — a period of time during which you relax and enjoy yourself away from work

Let's meet up when you get back from the conference.

We've sold more books than ever before.
Can you email me a full progress report by 6pm, please?

I'm meeting the publisher tomorrow to discuss the sales figures.
I think I'm going to take a few days' holiday next month.

bank loan

be in order
business park
business plan

E numbers

keep up with demand

launch

lend

loan application
office block

on a small scale
paperwork

pay increase

premises

redundancy package

removal company
take on staff

trial

utilities

aeroplane

air traffic controller

airport
alone
baggage handler

boarding pass
buffet

business class
cancellation
charge

check-in desk
common (usual)
delay

disabled
economy class
excess charge
first class

flight attendant

identity card

information desk

Noun
Phrase
Noun
Noun

Noun
Phrase
Verb

Verb

Noun
Noun
Phrase
Noun
Noun

Noun plural

Noun
Noun
Phrase

Noun

/'baenk laun/
/bir 1n i(r)da(r)/
/'biznas pa:k/
/'biznas plan/

/'it namba(r)z/
/kizp Ap wid di'ma:ind/
/intf/

/lend/

/ lsaun @pli'ke1f(d)n/
/'pf1s blok/

/on 3 'smo:l skeil/
/'perpa(r),w3i(rk/
/.pet 'inkrirs/

/'premisiz/
/ri'dandansi pakidz/
/ri'muiv(e)l kamp@@)ni/
/ teik bn 'sta:f/

/'traial/

Noun plural /jur'tzlttiz/

Noun

Noun
Noun
Adjective
Noun
Noun
Noun
Noun,
Adverb
Noun
Noun
Noun
Adjective
Noun +
Verb

Adjective
Noun,
Adverb

Noun
Noun,
Adverb
Noun
Noun

Noun

/'eara plein/

/ea(r) traefik kan'traula(r)/

/'ea(r),pa1(nt/
/3'laun/

/'baegidz haendla(r)/
/'ba:din pa:s/
/'bufer/

/'biznas kla:s/
/ kansa'lerf(d)n/
/tfax(r)d3/

/'tfek 1n desk/
/'kbman/

/d1'ler/
/d1s'etb(a)ld/
/T'kbnami kla:s/
/'ekses tfa:(r)dz/
/ f31(r)st 'kla:s/

/ flait a'tendant/

/ar'dentrti ka:d/

/ 1nfa(r)’'meif(a)n ,desk/

préstamo bancario
estar en orden
parque empresarial
plan de negocios

numeros E
responder a la demanda
lanzar

prestar

solicitud de préstamo
edificio de oficinas

a pequena escala
papeleo

aumento de sueldo

instalaciones

paquete de despido
empresa de mudanzas
contratar personal

prueba

servicios

avion

controlador aéreo
aeropuerto

solo/a

encargado de equipajes
tarjeta de embarque
bufé

clase business
cancelacion
recargo
mostrador de facturacion
comun

retraso
discapacitado/a
clase turista
suplemento
primera clase
auxiliar de vuelo

carné de identidad

mostrador de informacion

money that the bank lends and somebody borrows

in the correct condition for operation or use

an area of land that is specially designed for offices and small factories

a document giving details of a company’s plans for the future

an artificial flavour or colour added to food and drink. These are identified with a number prefaced by the
letter E

to continue doing or making something at the same rate as people are asking for it

to make a product available to the public for the first time

to give something to somebody or allow them to use something that belongs to you, which they have to
return to you later

a document that formally requests a loan and provides financial and other information about the borrower
a large building that contains offices, usually belonging to more than one company

not large in size or extent; limited in what it does

the written work that is part of a job, such as filling in forms and reports

a rise in the amount paid in your salary.

the building and land near to it that a business owns or uses

an amount of money that an employer gives a worker who is made redundant

a company that moves the possessions of a family or business from one site to another
employee more people to work for a organization

the process of testing the ability, quality or performance of somebody/something, especially before you make

a final decision about them

a public service such as gas, water, or electricity that is used by everyone

a flying vehicle with wings and one or more engines

a person whose job is to give instructions by radio to pilots of aircraft so that they know when and where to
take off or land

a place where planes land and take off and that has buildings for passengers to wait in

without any other people

someone whose job is to deal with passengers’ luggage at an airport

a card that you show before you get on a plane or boat
a meal at which people serve themselves from a table and then stand or sit somewhere else to eat

sitting in the comfortable part of a plane, designed for people travelling on business
a decision to stop something that has already been arranged from happening

the amount of money that somebody asks for goods and services

a desk where you go to give in your bags and have your ticket checked at an airport
happening often

a period of time when somebody/something has to wait because of a problem that makes something slow or

late
unable to use a part of your body completely or easily because of a physical condition, an illness, an injury,
etc.; unable to learn easily

the cheapest seats on a plane
an extra amount of money to pay, such as for travelling first-class with a second-class ticket or
for travelling further than you originally intended

the best and most expensive seats or accommodation on a train, plane or ship

a person whose job is to serve and take care of passengers on an aircraft

a card with a person’s name, date of birth and photograph, which proves who they are

a counter where people may obtain information, typically in a public building such as an airport, library, or
hospital.

We've applied for a bank loan to start our new business.
Everything seems to be in order.

Our office is in the new business park.

Could you talk me through your business plan?

We plan to make fruit drinks with no E numbers.
They're selling really well and we can't keep up with demand.
We're going to launch our new products in summer.

We need to ask you some questions before we can lend you the money.

I've got all the paperwork for your loan application.
Have you seen the new office block in the city centre?
We have been selling our products on a small scale.
I've got a lot of paperwork to do at the office today.
She's just had a pay increase.

There's a lot to do before before the company moves to new premises.
He got a good redundancy package from his employer.

The removal company will pack up all the office furniture.

We need to take on more staff to meet the increased demand.

Our trials of the new product have been successful.

We need to arrange for new utilities contracts to be set up when we move office.

You can only take hand luggage on the aeroplane.

The air traffic controllers were on strike last week.

The passengers had to wait in the airport for hours.

The woman was travelling alone.

The flight was cancelled due to a baggage handlers' dispute.

You need to print your boarding pass at home for some airlines.

The woman said she would bring me some food from the buffet if | was hungry.

He always flies business class when he goes to USA.

The announcement said there would be no cancellations that day.

There's an additional charge for the seats with extra legroom.

We were late and the check-in desk was closed.

Strikes are not very common at this airport.

There's a delay on all northbound trains this morning. / The airport delayed all flights due to
bad weather.

Does the plane have disabled access?

I usually fly economy class.

There is an excess charge of £70.

I have never flown first class.

The flight attendant brought us our drinks.

Can | see your identity card, please?

The woman at the information desk told me to go back to my hotel.



instructions
land
late

lie (not say the truth)

lounge
luggage
menu
miss
overbook
passenger

passport
pilot
plane

return / single ticket

straight
strike

take off
trip

cancel
connecting flight
customer services
detail

magazine editor

refund

air conditioning
arrangements
attend

broadband access

business centre
cleaner

concierge service
confirmation

direct-dial telephone

dish of the day

facilities

full / half board
healthy

host
immediately

Internet connection

laptop
laundry
luxury
multilingual
online
technician
porter
printer
provisional
quote

receptionist

Noun plural
Verb
Adjective
Verb

Noun
Noun
Noun

Verb

Verb

Noun

Noun
Noun
Noun

Noun
Adverb
Noun

/in'strakf(d)nz/
/laend/

/le1t/

/laz/

/laun(d)3/
/'Iag1d3/
/'menjuz/
/mis/
/,auva(r)'buk/
/'paesindza(r)/

/'paispoi(nt/
/'patlat/

/plein/
/rI'tain tikit/, /'sing(d)l

trkrt/
/streit/
/straik/

Phrasal verb /teik 'of/

Noun

Verb

Noun
Noun
Noun
Noun

Noun

Noun
Noun
Verb
Phrase

Noun
Noun

Noun
Noun

Noun
Phrase

Noun plural

Noun
Adjective
Verb
Adverb
Noun
Noun
Noun
Noun
Adjective
Adverb
Noun
Noun
Noun
Adjective
Noun

Noun

/trip/

'kaens(a)l

/ka,nektin 'flart/

/ kastama(r) 's3:(r)vis/
/'dirterl/

/ maga'ziin edita(r)/

/'rizfand/

/'ea(r) kan,dif(d)nin/
/?'retndzmant/
/a'tend/

/'broid baend ,aekses/

/'biznas senta(r)/
/'klitna(r)/

/ kbnsi'ea(r)3 s3:(r)vis/

/ konfa(r)'meif(a)n/
/d1rekt da1al 'telifaun/,
/da1 rekt daral 'telifaun/
/,d1f av 0s 'der/

/fa's1l1tiz/

/ ful 'bo:d/, /,ha:f 'boid/
/'helBi/

/haust/

/I'miidiatli/

/'intanet ka,nek[(d)n/
/'lep,top/

/'bindri/

/'lnkfari/

/ malti'lingwal/
/'pnlain/
/tek'nif(d)n/
/'pat(nta(r)/
/'printa(r)/
/pra'viz(a)nal/
/kwaut/

/ri'sep[(d)nist/

instrucciones
aterrizar
tarde

mentir

sala de espera
equipaje
menu

perder
sobrevender
pasajero

pasaporte
piloto
avion

billete de ida/vuelta
directamente
huelga

despegue
viaje

cancelar

vuelo de conexion
servicio al cliente
detalle

editor de revista

reembolso

aire acondicionado
planes

asistir

acceso a banda ancha

centro de negocios
encargado/a de limpieza

servicio de conserje
confirmacion

teléfono de marcacion directa

plato del dia

instalaciones
pension completa/ media
pension

saludable
anfitrién/ona
inmediatamente
conexién a internet
ordenador portatil
ropa sucia

lujo

multilinglie

en linea

técnico/a

botones

impresora
provisional
presupuesto

recepcionista

detailed information on how to do or use something

to come down through the air and rest on the ground or another surface
arriving, happening or done after the expected, arranged or usual time
to say or write something that you know is not true

a room for waiting in at an airport, etc.

bags or suitcases that contain somebody’s clothes and things when they are travelling

a list of the food that is available at a restaurant or to be served at a meal

to arrive too late for something

to sell more tickets than are available

a person who is travelling in a car, bus, train, plane or ship and who is not driving it or working on it

an official document that identifies you as a citizen of a particular country that you show when you enter a
country

a person who operates the controls of an aircraft

a flying vehicle with wings and one or more engines

a ticket for a journey to a place and back again / a ticket for a journey to a place
by a direct route; immediately
to refuse to work, because of a disagreement over pay or conditions

to leave the ground and begin to fly
a journey to a place and back again

to decide that something that has been arranged will not now take place

a flight that requires you to change planes at some point in the journey

the department that helps and advises customers who buy or use its products or services
small individual fact

the person who is in charge of the magazine

a sum of money that is paid back to you because you paid too much, or because you returned goods

a system that cools and dries the air in a building

a plan or preparation that you make so that something can happen

to be present at an event

the ability to use a fast connection to the Internet

aroom or rooms in a hotel with facilities such as computers, that allows guests to work or hold meetings
during their stay

a person whose job is to clean other people’s houses or offices, etc.

a service offering people assistance with various tasks such as making restaurant reservations, booking travel,
etc

a statement that shows that something is correct or definite

the ability to make telephone calls without needing to be connected by the operator
a special dish that is offered on a particular day in a restaurant

buildings, services, equipment, etc. that are provided for a particular purpose

a type of accommodation in a hotel that includes all / certain meals

good for your health

a country, a city or an organization that holds and arranges a special event

without delay

the act of connecting or the state of being connected to the Internet

a small computer that can work with a battery and be easily carried

clothes or linen that need washing, are being washed, or are newly washed

the enjoyment of special, expensive things - eg. food, clothes, surroundings

speaking or using several different languages

while being connected to the Internet

a person whose keeps a particular type of equipment or machinery in good condition
a person whose job is carrying people’s bags, especially in a hotel

a machine for printing text on paper, especially one connected to a computer
arranged, but not yet definite

to tell a customer how much money you will charge them for a job, service or product
a person whose job is to deal with people arriving at or telephoning a hotel, an office building, a
doctor’s surgery, etc.

You need to follow these instructions carefully.

The plane will land at 10.15am.

My bus was late this morning.

| think the man was lying.

They let me sit in the First Class Lounge even though | didn't have a first class ticket.
You need to check your luggage in when you get to the airport.

I would like the vegetarian menu, please.

She missed her flight because she was late.

The flight was overbooked, so we couldn't get on.

The passengers were angry about the delay.

Don't forget your passport!
The pilot told us the flight would take four hours.
The plane was very full.

Can | get a return ticket to London, please?
We went straight to the check-in desk when we arrived at the airport.
We were delayed because of a strike.

The plane took off at 10.15am.
When is your next business trip?

My flight was cancelled this morning.

I missed my connecting flight home.

| contacted customer services to complain.

Can you give me some more details about the situation?

| wrote a letter to the magazine editor to explain the situation.

They offered me a refund for the cost of my ticket.

Is there any air conditioning at this hotel?

Have you made all your travel arrangements yet?

Approximately 300 people attended our sales conference last month.
We need broadband access in the conference room.

Our business centre meets the needs of our business guests.
The cleaner will tidy your room every morning.

There is a 24-hour concierge service at the hotel.
I haven't received my booking confirmation.

All rooms have direct-dial telephones.
Would you like to try our dish of the day?

The business centre has scanning and photocopying facilities.

The conference delegates will need full board accommodation for three nights.
The restaurant offers a healthy menu.

We are looking for somewhere to host our sales conference next year.
Can you ask the technician to come immediately?

There's no Internet connection in this room.

I can't connect my laptop to the projector.

Just leave your laundry in this bag.

This is one of the world's finest luxury hotels.

All the staff are multilingual.

| booked my room online.

I'll call the technician and ask him to come and have a look.

The porter will carry your bags for you.

Is there a printer in the meeting room?

The provisional dates are 10-12 March.

Could you send me a quote for the rooms and the equipment?

The hotel receptionist can speak five languages.



seasonal
secretarial services
state-of-the-art
stroll

suitcase
translation services

trousers

video projector
waiter

Adjective
Noun
Adjective
Verb
Noun
Noun

Noun plural

Noun
Noun

/'sitz(d)nsl/

/,sekra'tearial s3:(r)visiz/
/ ste1t av di 'a:(nt/
/straul/

/'suit keis/

/traens'le1f(d)n s3:1(r)visiz/

/'trauza(r)z/

/'vidiau pra,dzekta(r)/
/'weita(r)/

de temporada

servicios de secretaria

de vanguardia
pasear
maleta

servicios de traduccion

pantalones

proyector de video
camarero/a

typical of or suitable for the time of year

a service offering clients help with secretarial work eg. transcribing, printing, organizing travel and
accommodation

using the most modern or advanced techniques or equipment

to walk somewhere in a slow relaxed way

a case with flat sides and a handle, used for carrying clothes and belongings while travelling

a service offering clients help with changing something that is written or spoken into another language

a piece of clothing that covers the body from the waist down and is divided into two parts to cover each leg

separately

equipment that receives a video signal and projects the corresponding image or video onto a flat surface or

screen
a person whose job is to serve customers at their tables in a restaurant, etc.

The restaurant uses seasonal ingredients in all the dishes.

The business centre provides secretarial services for all guests.
The hotel has got a brand new, state-of-the-art gym.

Enjoy a stroll through the hotel grounds.

My suitcase is very heavy.

Does the business centre offer translation services?

I need this pair of trousers cleaned.

I've connected my computer to the video projector.
The waiter took our order and brought us some drinks.

account
action
board
book
client

code
depart
dispute
divert

fully booked
timetable

travel agent

alteration

best regards / wishes

bye

certification
colleague
data
ensure

inspection
kind regards

otherwise

quality control
session
training course

transfer

adjust
burglar
comfort
convenient
domotics

enable

fax

feel in control

yours faithfully / sincerely

Noun
Noun
Verb
Verb
Noun

Noun
Verb
Noun
Verb
Phrase
Noun

Noun

Noun

Phrase

Exclamation

Noun
Noun
Noun
Verb

Noun
Phrase

Conjunction

Noun
Noun
Noun

Noun

Phrase

Verb
Noun
Noun
Adjective
Noun

Verb

Noun

Phrase

/9'kaunt/
/'akf(@)n/
/ba:(r)d/
/buk/
/'klatant/

/kaud/

/d1'paz(nt/
/d1'spjurt/, /'dispjurt/
/dar'v3i(nt/

/ fuli 'bukt/

/'tazm teib(3a)l/

/'traevE)l e1dz(@)nt/

/2:ta'rexf(a)n/
/best ri'ga:(r)dz/, /best
'wif1z/

/ba1/

/,s3:tifr'kerf(a)n/
/'kplizg/
/'derta/, /'daita/
/in'[3:(r)/

/in'spekf(®)n/
/kaind ri'ga:(r)dz/

/'n03(r),waiz/

/ kwbol1ti kan'traul/
/'sef@)n/

/'treinin ko:(r)s/
/'traensf3i(r)/

[ ja:(r)z 'te1Bfali/,/ joi(r)z
sin's1a(n)li/

/a'd3Ast/
/'b3:(r)gla(r)/
/'kamfa(r)t/
/kan'viiniant/
/da'mptikz/

/1'ne1b(@)l/
/faeks/

/fizl 1n kan'traul/

cuenta
medida
embarcar
reservar
cliente

codigo
partir
disputa
desviar
completo/a
horario

agente de viajes

cambio

saludos cordiales
adids

certificado
compafiero/a
datos
asegurarse

inspeccién
saludos cordiales

Sino

control de calidad
sesion
curso de formacién

traslado

Atentamente

ajustar
ladrén
comodidad
practico/a
domotica

facilitar

fax

sentir que se tiene el control

de

an arrangement with a business to pay bills for goods or services at a later time

the process of doing something in order to make something happen or to deal with a situation
to get on a bus, train, plane etc

to buy a ticket in advance; to arrange to have something (eg. a hotel room) in the future

a person who uses the services or advice of a professional person or organization

a series of numbers or letters that allows you access to something or gives information about something
to leave a place, especially to start a trip

an argument or a disagreement between two people or groups

to make something change direction

all of the tickets, seats, rooms etc. have been bought or reserved, and there are no more available

a list showing the times at which particular events will happen

a person or business whose job is to make arrangements for people wanting to travel, for example buying
tickets or arranging hotel rooms

a change to something that makes it different

a polite way of ending a letter to someone you know
goodbye

the process of giving official approval to a company or product etc. that has reached a particular standard
a person that you work with

facts or information, especially when examined and used to find out things or to make decisions

to make sure that something happens or is definite

a visit to an organization in order to check that rules are being followed and that things are in the correct
condition

a friendly, professional way of ending an email or letter

used for saying that if one thing does not happen, something else will happen

the practice of checking goods as they are being produced, to make sure that they are of a high standard
a period of time that is spent doing a particular activity
a series of lessons to teach the skills and knowledge for a particular job or activity

to move from one place to another; to move something from one place to another

formal way of ending an email or letter

to change something slightly to make it better or more suitable
a person who enters a building illegally in order to steal

the state of having everything that you need

useful, easy or quick to do; not causing problems

technologies used to automate a home and its appliances

to make it possible for somebody to do something
a machine that sends and receives documents in an electronic form along telephone wires and then prints

them

feeling calm and able to make good descisions

Do you have an account with us?

The travel agent is taking action to resolve our complaint.
All passengers should now board the coach.

1'd like to book a flight to Helsinki, please.

I've emailed all our clients to inform them of the situation.

The account code is LTBC 1784.

The next train to Manchester departs at midday.

Flights to Paris will be diverted because of an air traffic control dispute.
The train was diverted to Barcelona.

I'm afraid the flight is fully booked.

Do you have a train timetable?

The travel agent booked our flights for us.

I need to make a few alterations to the new designs.

Best wishes, Steve.
Bye for now.

Please be as helpful as possible to ensure that we obtain certification again this year.
| sent an email to my colleague asking him for his report.

We need to include all the financial data in our report.

We must ensure the safety of all our employees.

There's a quality inspection next week.

Kind regards, Angela.

Can you send me your data by tomorrow, otherwise | won't be able to write the report in
time?

She works in the quality control department.
I'm afraid | won't be able to attend the morning session of your training course.
What time does the IT training course start?

I would like to request a transfer to the Oxford branch.

Yours faithfully, Henry Smith.

She was cold, so she adjusted the heating.

The burglar left his fingerprints on the door handle.

Smart home technology gives choices for comfort, safety and energy conservation.

Smart homes can make your home life easier and more convenient.

Domotics can help improve the comfort, safety and efficiency of your home.

Computers in your home can enable you to control applications in one room from any other
room in the house.

Emails are more efficient than faxes.

He feels in control of his life.



fire brigade
homeowner
lighting setting
maintenance
money-saving

non-peak

occupied

photocopier

rate (charge or payment)
remote control

scanner

Skype
sophisticated
switch off

switch on
testimonials

turn on
typewriter

agree on
cleanliness
clientele

curriculum

edge

facilities

graduate

indeed

lecturer

party (group of people)
per annum

proximity

running costs
underwater
value for money

be made of
circle
circular
deep
depth

diameter
filing cabinet
fit

height

high
inflatable

LCD (liquid crystal display)
length
long

oval

rectangle
rectangular

Noun
Noun
Noun
Noun
Adjective

Adjective
Adjective
Noun
Noun
Noun
Noun

Noun

Adjective

/'fara(r) bri,gerd/
/'haum auna(r)/
/'lattin setin/
/'meint(a)nans/
/'mani seivin/

/,non 'pitk/
/'pbkjupaid/
/'fautau kppia(r)/
/reit/

/r1,maut kan'traul/
/'skana(r)/

/skaip/

/sa'fist1 kertid/

Phrasal verb /switf 'pf/

Phrasal verb /switf 'bn/

Noun

/ testi'maunialz/

Phrasal verb /t3:(r)n 'bn/

Noun

Phrase
Noun
Noun

Noun
Noun
Noun
Noun
Adverb
Noun
Noun
Adverb
Noun

Noun plural
Adverb
Phrase

Phrase
Noun
Adjective
Adjective
Noun

Noun
Noun
Verb
Noun
Adjective
Adjective

Noun
Noun
Adjective
Noun,
Adjective

Noun
Adjective

/'taip,raita(r)/

/a'griz bn/
/'klenlinas/
/ klizpn'tel/

/ka'rikjulam/
/ed3/
/fa's1latiz/
/'graedzuat/
/in'dizd/
/'lektfara(r)/
/'paz(nti
/par '&nam/
/prok'simati/

/'ranin kpstz/
/ .Anda(r)'worta(r)/
/ veelju: fa 'mani/

/bit 'me1d pv/
/'s3:1(NkG)I/
/'s3u(nkjula(r)/
/diip/

/dep8/

/dar'eemaita(r)/
/'falin kaebinat/
/fit/

/hatt/

/har/
/in'fletab(@)l/

/el sit 'diz/
/len8/
/lon/

/'auv(e@)l/

/'rek teng@)!/
/rek'tengjula(r)/

cuerpo de bomberos
propietario

ajuste de las luces
mantenimiento

para ahorrar dinero

horario de menor consumo

ocupado
fotocopiadora
tarifa

control remoto
escaner

Skype
sofisticado
apagar

encender
carta de remendacién

encender
maquina de escribir

estar de acuerdo sobre
limpieza
clientela

curriculum
orilla
instalaciones
licenciado/a
ciertamente
ponente
grupo

por afio
proximidad

gastos de funcionamiento
bajo el agua
relacién calidad-precio

estar hecho/a de
circulo

circular
profundo/a
profundidad

didmetro
archivador
caber
altura
alto/a
inflable

LCD
longitud
largo/a

ovalado/a

rectdngulo
rectangular

an organization of people who are trained and employed to put out fires and to rescue people from fires; the
people who belong to this organization

a person who owns their house or flat/apartment

a position at which the controls on an appliance can be set, to set the brightness of the lights

the act of keeping something in good condition by checking or repairing it regularly

that helps you spend less money

at a time that is less popular, and therefore cheaper

being used

a machine that makes copies of documents, etc. by photographing them

a fixed amount of money that is charged or paid for something

the ability to operate a machine from a distance using radio or electrical signals

a device which copies pictures and documents so that they can be stored on a computer

the name of a popular application for talking with other people over the internet using video or voice calls
clever and complicated in the way that it works or is presented
to turn a light, machine, etc. off by pressing a button or switch

to turn a light, machine, etc. on by pressing a button or switch
a formal written statement about the quality of something

to turn a light, machine, etc. on by pressing a button or switch
a machine with keys that you use for typing letters and symbols directly onto a sheet of paper

everyone has the same opinion about something
the state of being clean or the habit of keeping things clean
all the customers or clients of a shop, business, restaurant, etc.

the subjects that are included in a course of study

the outside limit of an area; the part furthest from the centre

buildings, services, equipment, etc. that are provided for a particular purpose
a person who has a university degree

used to emphasize a positive statement

a person who gives a lecture

a group of people who are doing something together

for each year

the state of being near somebody/something in distance or time

the money that you spend regularly to operate a machine or manage a business
below the surface of water
something that is well worth the money spent on it.

referring to the materials that something has been produced from

a completely round shape

shaped like a circle; round

having a large distance from the top or surface to the bottom

the distance from the top or surface to the bottom of something

a straight line going from one side of a circle or any other round object to the other side, passing through the
centre

a piece of office furniture with deep drawers for storing files

to be the right shape and size for somebody/something

the measurement of how tall a person or thing is

measuring a long distance from the bottom to the top

needing to be filled with air or gas before you use it

a way of showing images on electronic devices that works by passing an electric current through a special
liquid

the size or measurement of something from one end to the other

measuring or covering a great length or distance

shaped like an egg

a flat shape with four straight sides, two of which are longer than the other two, and four angles of 90°
shaped like a rectangle

The system can call the police or the fire brigade.

Smart homes offer more control for the homeowner.

The system will adjust the lighting setting to a person's personal preferences.
A smart home will help you to cut your home maintenance costs.

There are lots of money-saving tips on this website.

Non-peak electricity rates are usually cheaper than standard rates.

The system can make the house look occupied while you are away on holiday.
The photocopier is broken.

The eletricity rates have gone up this year.

Most houses have appliances that contain some level of remote control.

My new printer also works as a scanner

| use Skype to talk to my colleagues in the New York office.
More sophisticated systems can identify you from your movements or body temperature.
Don't forget to switch the lights off when you leave the office.

Our system can switch the lights on when you are away on holiday.
There are lots of customer testimonials on the website.

I turned the oven on ten minutes ago.
We don't use typewriters at work anymore.

We need to agree on the most important features.
The cleanliness of a hotel is very important.
We provide a luxury service for an exclusive clientele.

You should choose a business school with a wide variety of subjects on the curriculum.
Is the hotel at the water's edge?

What facilities are there at the hotel?

A high percentage of graduates are now in work.

Well, that does indeed sound like a very exclusive hotel.

All our lecturers have many years' business experience.

How many people were in your party?

What percentage of graduates earn more than €100,000 per annum?

The best thing about the business school is its proximity to the city centre.

The running costs are high for an underwater hotel.
What's unusual about our hotels is that they are underwater.
Do you think the hotel is good value for money?

What is that desk made of?

The chairs were arranged in a circle.

He carried the drinks on a circular tray.
It's 2.5m deep.

What's the depth of the swimming pool?

What’s the diameter of the wheel?

I want to buy a filing cabinet that will fit under my desk.
Will the desk fit in your office?

What's the height of that lamp?

The lamp is 1.8m high.

I would like to rent a child's inflatable toy.

What's the size of your LCD monitor?
What's the length of an A4 sheet of paper?
A sheet of A4 paper is 29.7cm long.

We bought a new oval table. / The pattern had lots of circles and ovals.

The rectangle is 10cm long and 5cm wide.
The swimming pool is a rectangular shape.



semicircle Noun /'semi s31(nNkG)I/ semicirculo one half of a circle We sat in a semicircle at the meeting.

semicircular Adjective /,semi's3i(nkjula(r)/ semicircular forming or shaped like one half of a circle They have got a semicircular driveway in front of their house.
shape Noun /Jeip/ forma the outer form of something What shape is the table in your kitchen?
size Noun /saiz/ tamanio how large or small a person or thing is What's the size of your new TV?

Noun,
square Adjective /skwea(r)/ cuadrado, cuadrado/a having four straight equal sides and four angles of 90° There's a square mirror in our bathroom.
triangle Noun /'trazeng(@)!l/ triangulo a flat shape with three straight sides and three angles They cut the sandwiches into triangles.
triangular Adjective /trat'@&ngjula(r)/ triangular shaped like a triangle Can you see the triangular road sign?
tuition fees Noun plural /tju:'tf(d)n firz/ tasa de matricula the money that you pay to be taught, especially in a college or university Are your tuition fees very expensive?
weigh Verb /wer/ pesar to measure how heavy somebody/something is, usually by using scales How much does your new mobile phone weigh?
weight Noun /wert/ peso how heavy somebody/something is What's the weight of that leather briefcase?
wheel Noun Jwizl/ rueda a round object that turns round and round under a vehicle to make it move The wheels of the car slid on the ice.
wide Adjective /waid/ ancho/a measuring a particular distance from one side to the other The box is 13cm wide.
width Noun /wid6/ anchura the measurement from one side of something to the other; how wide something is What's the width of the swimming pool?

broadband Noun /'broxd,baend/ banda ancha a type of Internet connecton which allows you to send and receive information very quickly My broadband connection is too slow.

courier company Noun /'kur1a(r) . kamp@)ni/ empresa de mensajeria a company who takes messages and packages from one person to another My neighbour runs a courier company.

ISP (Internet service provider) Noun /,a1 es 'piz/ ISP a company that provides you with an Internet connection What's the name of your Internet service provider?

landline Noun /'leen(d),latn linea de teléfono fijo a telephone connection that uses wires, unlike a mobile phone Do you have a landline?

overall Adjective /,auvar'a:l/ en general considering something as a whole, rather than its details or the different aspects of it What's your overall opinion of your Internet service provider?

penalty charge Noun /'pen(@)lti tfa:(rd3/ penalizacion the amount of money that must be paid for breaking a contract There's a penalty charge if you cancel the contract before two years.

provider Noun /pra‘varda(r)/ proveedor a person or an organization that supplies somebody with something they need or want Do you want to change your Internet service provider?

reliable Adjective /r1'latab(@)I/ fiable that can be trusted to do something well; that you can depend on Do you have a reliable broadband connection?

service user Noun /'s3:(r)vis juiza(r)/ usuario someone who is receiving or using services providing by a company Many Internet service users are not satisfied with their Internet service provider.
paquete para pequefias

small business package Phrase /smd:l 'biznas pakidz/ empresas services provided specifically for independently owned companies that are limited in size and in revenue For information about our small business packages, press 4.

form Noun /Pr(m/ formulario an official document containing questions and spaces for answers Can you complete this form, please?

automatically Adverb / 2:te'maetikli/ de forma automatica without needing a person to operate controls The sytem carries out the checks automatically.

develop Verb /d1'velap/ desarrollar to create a new product, etc. and make it successful We are developing a new product.

factory Noun /'fek(@)tri/ fabrica a building or group of buildings where goods are made The products were made in our factory.

factory floor Noun / fek@)tri 'flor/ planta de produccion the part of a factory where the goods are actually produced He has worked on the factory floor for 20 years.

process Noun /'prauses/ proceso a series of things that are done in order to achieve a particular result The whole process takes about 12 months.

produce Verb /pra‘djuis/ producir to make things to be sold, especially in large quantities Many items can be produced on a 3D printer.

product Noun /'prodakt/ producto a thing that is grown or produced, usually for sale The customer designs their product using an app or design software.

technology Noun /tek'npoladzi/ tecnologia scientific knowledge used in practical ways in industry As the technology develops, larger objects may be manufacturered in the same way.

a system for making products in a factory in which each worker or machine is responsible for adding or

assembly line Noun /3'sambli lain/ linea de produccidn checking a particular part The products were made using an assembly line, which made it easier for the workers.
automated Adjective /'2:to, mertid/ automatizado/a to use machines and computers instead of people to do a job or task Many of the processes are automated.
capacity Noun /ka'paesati/ capacidad the number of things or people that a container or space can hold Our factory is currently working at full capacity.
component Noun /kam'paunant/ componente used to describe one of several parts of which something is made They supply electrical components for cars.
defect Noun /'di:fekt/ defecto a fault in something or in the way it has been made which means that it is not perfect Mass production resulted in lots of faults and defects.
delivery Noun /d1'ltv(e)ri/ entrega the supply or provision of something. A new system was introduced to control the delivery of stock.
demand Noun /di'ma:ind/ demanda the amount of a product that customers want; the fact that they want it We can't keep up with demand for our products.
eliminate Verb /T'liminert/ eliminar to remove or get rid of something/somebody The new system eliminated waste and increased productivity.
existing Adjective /1g'zistin/ existente describing something that exists now The existing factory cannot keep up with demand.
fault Noun /arlt/, /folt/ fallo something that is wrong or not perfect There was a fault with my new laptop.
feature Noun /'firtfa(r)/ caracteristica an important part of something There are some excellent features on this new car.
handmade Adjective  /han(d)'me1d/ hecho/a a mano made by a person using their hands rather than by machines They sell handmade items at the local market.
imperfection Noun / I1mpa(r)'fekf(e)n/ imperfeccién a fault or weakness in something The staff check all products for faults and imperfections.
improvement Noun /Im'pruivmant/ mejora a change in something that makes it better; something that is better than it was before The staff noticed improvements in their working conditions.
inefficient Adjective /int'fIf(d)nt/ ineficaz not doing a job well and not making the best use of time, money, etc. The company's production processes were slow and inefficient.
inventory Noun /'1nv(@)nt(@)ri/ inventario a written list of all the objects, furniture, etc. in a particular building The manager is compiling an inventory of all the stock.
used to describe a system in which parts or materials are only delivered to a factory just before they are
just-in-time (JIT) Adjective /. d3Ast 1n 'taim/ Sistema JIT (just in time) needed They introduced a just-in-time (JIT) system where new stock only arrived when it was needed.
Lean production is used in most types of manufacturing to prevent waste and
lean (efficient) Adjective /lizn/ ajustada used to describe an efficient industry or company with no wastage. overproduction.
lean production Noun /lizn pra‘dakf(d)n/ produccidn ajustada a production method that minimizes waste within a manufacturing system without reducing productivity They came up with a system called 'lean production’.

licence (BrE), license (AmE) Noun /'lazs(®)ns/ licencia an official document that shows that permission has been given They have a licence to publish the books in other countries.



order (request)
output

overproduction
philosophy
plant (factory)
raw materials

response time
stock

storage cost
successful
under licence
waste

Noun
Noun

Noun
Noun
Noun
Noun

Noun
Noun
Noun
Adjective
Phrase
Noun

/u(r)da(r)/
/'aut,put/

/,auva(r)pra'dakf(a)n/
/fr'lpsafi/

/D1 ma'tiarislz/

/ri'sppns taim/
/stok/

/'storridz kpst/
/sak'sesf(a)l/
/.anda(r) 'lazs(d)ns/
/weist/

pedido
produccidn

sobreproduccion
filosofia

planta

materia prima

tiempo de respuesta
existencias

coste de almacenamiento
de éxito

bajo licencia

residuos

a request to make or supply goods
the amount of something that a person, a machine or an organization produces

the act of producing more of something than is wanted or needed

a particular set or system of beliefs

an industrial site where goods are manufactured or machines process one product into another
a basic material that is used to make a product

the length of time that a person or system takes to react to something

a supply of goods that is available for sale in a shop

the amount of money charged to keep goods in a certain place

having become popular and/or made a lot of money

it is made or sold with the permission of the company that usually makes it
materials that are no longer needed and are thrown away

We have received a lot of new orders for our products.

They need to increase output from the factory.

Overproduction happened when the company predicted high car sales but didn't manage to
sell all the cars.

The company's philosophy was revolutionary for the time.

I'm visiting the new plant on Monday morning.

They bought the raw materials direct from the producers.

A long response time was to be expected due to the slow movement of materials and goods
around factories.

We are very low on stock at the moment.

Storage costs are very high.

At the time, it was the most successful car company in the world.

An international company could manufacturer the products under licence.

The company wanted to increase production rates but keep waste low.

additive
anti-virus program

barcode
brainstorm
burn
catastrophe
cause

closed circuit television (CCTV)

conference phones
crowded

detect

diesel

disposable

fit

heat up
high-tech (also hi-tech)

lecture

lid

lift
mechanism
melt
mistake
narrow
outlet
overtime
petrol

plug in

poka-yoke
prevent

rope

smoke alarm
smoke detector
tank

voicemail

Noun
Noun

Noun
Verb
Verb
Noun
Verb

Noun

Noun
Adjective
Verb
Noun
Adjective
Verb

/'adativ/
/,@nti'vairas ,prauvgrem/

/'baz kaud/
/'brein stoi(rym//
/b3:1(rn/
/ka'tastrafi/
/koiz/

/ kloauvzd s3:kit 'teliviz(a)n/

/'konf(a)rans faunz/
/'kraudid/

/d1'tekt/

/'dizz@)l/
/d1'spauzab(a)l/
/f1t/

Phrasal verb /,hiit 'ap/

Adjective

Noun
Noun
Noun
Noun
Verb
Noun
Adjective
Noun
Noun
Noun

/ har'tek/

/'lektfa(r)/

/lid/

/11ft/
/'meka,niz(d)m//
/melt/
/mi'sterk/
/'na&rauv/

/'aut let/
/'auva(r),taim/
/'petral/

Phrasal verb /,plag '1n/

Phrase
Verb
Noun
Noun
Noun
Noun
Noun

/pokajoke
/pri'vent/

/raup/

/'smauk 3 la:(r)m/
/'smauk di1 tekta(r)/
/tenk/

/'voismesil/

aditivo
programa antivirus

codigo de barras
poner ideas en comun
quemar

catdstrofe

causar

circuito cerrado de television

teléfono para conferencias
abarrotado

detectar

diésel

desechable

caber

calentarse
de alta tecnologia

conferencia
tapa
ascensor
mecanismo
derretir
error
estrecho/a
tienda
horas extra
gasolina

enchufar

Poka-Yoke
prevenir

cuerda

alarma de humo
detector de humo
tanque

mensaje de voz

a substance added to something in small quantities to improve or preserve it.

a computer program used to prevent, detect, and remove malware

a pattern of lines that is printed on products and tells a computer information about the product, such as the
price

a group discussion to produce ideas and ways of solving problems.

to be damaged or injured by heat

an event that causes people suffering, or that makes difficulties

to make something happen

a system that allows someone to watch on a television screen what is happening elsewhere

a telephone which enables someone talks to several people at the same time.
having a lot of people or too many people

to discover or notice something

a type of heavy oil used as a fuel instead of petrol

made to be thrown away after use

to be the right shape and size for something

to become hot or warm

using the most modern methods and machines, especially electronic ones

a talk that is given to a group of people to teach them about a particular subject, often as part of a university
or college course

a cover over a container that can be removed or opened by turning it or lifting it

a machine that carries people or goods up and down to different levels in a building

a method or a system for achieving something

to become or make something become liquid as a result of heating

an action that is not correct

measuring a short distance from one side to the other

a shop or place where a particular product is sold

time that you spend working at your job after you have worked the normal hours

a liquid obtained from petroleum, used as fuel in car engines, etc

to connect a piece of electrical equipment to the main supply of electricity or to another piece of electrical
equipment

a phrase that translates as ‘mistake-proofing’, referring to any mechanism in a process that helps to avoid
mistakes

to stop something from happening

very strong thick string made by twisting thinner strings, wires, etc. together

a device that makes a loud noise if smoke is in the air to warn you of a fire

a device that automatically detects and gives a warning of the presence of smoke

a large container for holding liquid or gas

an electronic system which can store telephone messages, which can be listened to later

The lid has a temperature-sensitive additive.
You should install anti-virus software on your computer.

You need to scan the barcode.

Brainstorm ideas to prevent the problems.

You might burn yourself on that hot drink.

The restructure was a catastrophe for the company.
The new system caused a few problems.

They have installed CCTV cameras in the car park.

The new conference phones aren't working properly.

A friend of mine had a terrible experience when she tried to get off a crowded bus.
We detected the problem last night.

Does your car run on petrol or diesel?

She bought her coffee in a disposable cup.

The tube is designed so it only fits the right tank.

When the lid heats up, the additive changes colour.
The company produces high-tech gadgets.

| attended the lecture last week.

The lid changes colour according to the temperature of the drink.
The lift doors closed when | pressed the button.

It is a mechanism to prevent and detect defects.

The snow is melting now.

Misakes happen in organisations for many reasons.

The path to the house is really narrow.

There are lots of drinks and fast-food outlets at the shopping centre.
He had to work a lot of overtime last month.

How much was the petrol?

You need to plug in the printer.

Poka-yoke mechanisms can prevent mistakes and problems.

Can you think of a way to prevent this problem?

What about those big stones you see on a rope on gates in the countryside?
The smoke alarm will go off if you burn something in the kitchen.

A smoke detector can inform the fire brigade if there is a fire.

The tube for diesel is too big to fit into your petrol tank.

She checks her voicemail every morning.

bacteria (pl)
ceramics
coal
compatible

deal with
disagree

Noun
Noun
Noun
Adjective

/baek'ttarrom/
/sa'remikz/
/kaul/
/kam'paetab@d)l/

Phrasal verb /'di:l wid/

Verb

/ disa'grix/

bacteria
ceramica
carbén
compatible

lidiar con
no estar de acuerdo

the simplest forms of life that consist of a single cell. Some types of bacteria cause disease
objects made of clay that has been made permanently hard by heat

a hard black mineral that is found below the ground and burnt to produce heat

able to be used together

to take appropriate action in a particular situation
to have a different opinion than someone else

Some kind of bacteria has been found in one of the machines.

He works for a company that makes ceramics.

The price of coal has increased in recent years.

I don't think the new machinery is compatible with the old system.

We need to deal with this problem urgently.
She disagreed with the manager's approach.



explain Verb /1k'splein/ explicar to tell somebody about something in a way that makes it easy to understand Can you explain the problem to me?

frustrated Adjective /fra'stre1tid/ frustrado/a feeling annoyed and impatient because you cannot do or achieve what you want The staff are really frustrated because the computers keep crashing.
fuel Noun /'fjural/ combustible any material that produces heat or power, usually when it is burnt They recently changed their fuel supplier.
go off Phrasal verb /,gau 'of/ dejar de funcionar stops working The electricity supply keeps going off.
interrupt Verb /. I1nta'rapt/ interrumpir to say or do something that makes somebody stop what they are saying or doing You shouldn't interrupt the speaker.
kiln Noun /kiln/ horno a large oven for baking clay and bricks, drying wood, etc. There's a problem in the kiln where the products are heated.
I can't log on to the computer system this morning. / Can you log off and restart your

log on / off Phrasal verb /,Iog 'bn/, /,Ibg 'of/ cerrar sesion/abrir sesién to connect to a computer system by putting in a particular username and password, or other information computer?
satisfying Adjective /'saet1s farin/ satisfactorio/a giving pleasure because it provides something you need or want It's really satisyfing when we complete a project.
standard Noun /'staenda(r)d/ nivel level of quality that is acceptable The finished products do not meet industry quality standards.
vandal Noun /'vend@)l/ gamberro a person who deliberately destroys or damages public property The warehouse was broken into by vandals.
pp82-83  POS  Pronunciation Translaion  Definition Bamples
departure time Phrase /d1'pai(ntfa(r) tatm/ hora de salida the time at which a plane, bus, etc. is expected to leave Can you tell me the departure time of the flight to Rome?

/ forin 1ks'tfeindz
foreign exchange department Noun d1,pa:(rtmant/ oficina de cambio de divisas  the department for managing the purchase and sale of foreign currencies I need to change my money in the foreign exchange department
important Adjective /1m'pa:(nNte)nt/ importante having a great effect on people or things; of great value I'm late for a very important meeting.
in-flight service Phrase /.1n fla1t 's3:(r)vis/ servicio a bordo serivces provided during a flight including meals, snacks, beverages, duty-free shopping There's no in-flight service on that flight to Paris.
reliable Adjective /ri'lazab(@)Il/ fiable that can be trusted to do something well; that you can rely on Do they offer a reliable service?
scenario Noun /sa'nazrisau/ situacién hipotética a description of how things might happen in the future In a worst-case scenario, we'd have to reduce the price.
shipping company Noun /Jipin 'kamp(3)ni/ empresa transportista a company that transports goods My colleague recommended this shipping company.

high-speed trains Noun /ha1spi:d 'trein/ trenes de alta velocidad a type of train that travels very fast High-speed trains will link all major cities.

joint venture Noun /. d3d1nt 'ventfa(r)/ empresa conjunta a business project that is begun by two or more companies which remain separate organizations They set up a joint venture with a German tech company.

low cost Adjective / Iau'kpst/ de bajo coste below the usual cost; cheap Low-cost airlines won't be able to offer cheap flights because of high taxes on fuel.
occupant Noun /'okjupant/ pasajero a person who is in a vehicle, seat, etc. at a particular time Cars with only one occupant won't be allowed into city centres.

prototype Noun /'prautataip/ prototipo the first design of something from which other forms are copied or developed Some tech companies are making prototype driverless vehicles.

replace Verb /ri'pleis/ sustituir to change something that is old, damaged, etc. for a similar thing that is newer or better I don't think trams will replace buses in our city.

run on (fuel) Phrasal verb /'ran bn/ alimentado con it uses that power to work More and more cars now run on electricity.

solar panel Noun /,saula(r) 'paen(@)!/ panel solar a piece of equipment that uses sunlight and heat to produce hot water and electricity People can reduce their household bills by installing solar panels.

tram Noun /trem/ tranvia a vehicle powered by electricity, that runs on rails along the streets of a town and carries passengers You can get to the park by tram.

a statement that something will certainly be true or will certainly happen, particularly when there has been

assurance Noun /3'fuarans/, /3'[oirans/ garantia doubt about it We need to give them assurances that we will reach our targets.
briefing Noun /'bri:fin/ sesion informativa a meeting in which people are given instructions or information You missed the staff briefing this morning.
exchange rate Noun /1ks'tfeind3 re1t/ tipo de cambio the value of one currency for the purpose of conversion to another The exchange rate is getting worse.

Andlisis PEST(LE) (de factores
politicos, econdmicos,

sociales, técnicos, legalesy  atool used to examine how political, economic, social, tecnological, legal and environmental factors could The company did a PEST analysis to look at the external factors which will affect their future
PEST analysis / PESTLE analysis Noun /'pest 9,nxlasis/ ecolégicos) affect a business strategy decisions.
research Noun /rr's3untf/, /'rizs3i(nNtf/ investigacion a careful study of a subject, in order to discover new facts or information about it We need to do further research.
stabilise Verb /'steibalaiz/ estabilizarse to become or to make something become firm, steady and unlikely to change Demand in Europe has stabilised.
start up Phrasal verb /'sta:(nt Ap/ emprender to bring a business into existence He left the company to start up his own business.
viable option Phrase / varab®)! 'opf(@)n/ opcidn viable something that you can choose that is capable of doing what is intended We suggest that starting up new operations in China is a viable option.
advise Verb /ad'vaiz/ aconsejar to tell somebody what you think they should do in a particular situation The authorities have advised people to stay indoors.
although Conjunction /2:1'03u/ aunque used for introducing a statement that makes the main statement in a sentence seem surprising Although he's really busy, he always has time for his staff.
army Noun /'ar(rymi/ ejército a large organized group of soldiers who are trained to fight on land The army is clearing the roads.
assess Verb /3'ses/ evaluar to make a judgement about the nature or quality of somebody/something The damage is still being assessed.
assessment Noun /3'sesmant/ evaluacién the act of judging or forming an opinion about somebody/something They'll need someone to help them with damage assessment.
evacuate Verb /bi 1'vakjuertid/ ser evacuado to leave a building or other place because it is not safe All the workers were evacuated due to the flood.
blow over Phrasal verb /,blau 'suva(r)/ tumbar if something blows over the wind makes it fall A crane was blown over by the hurricane force winds.
bring down Phrasal verb /,brin 'daun/ hacer caer to make someone or something fall to the ground Falling trees brought down power lines.
crane Noun /kretn/ grua a tall machine with a long arm, used to lift and move heavy objects A large crane lifted the containers off the ship.

crisis Noun /'kraisis/ crisis a difficult, urgent, or dangerous situation We need to handle the crisis quickly and effectiely.



crisis meeting Noun /'kraisis miztin/ reunién de crisis a meeting to discuss problems that must be solved or discuss the important decisions that must be made They had three crisis meetings on the same day.
cut off Phrasal verb / kat 'of/ cortar to stop or interrupt the supply of something They have no electricity or phones, so they're completely cut off.
damage Noun /'demidz/ dafio physical harm caused to something so that it is broken Was there any damage to the machinery?
dead Adjective /ded/ muerto/a no longer alive The dead include a crane operator whose crane was blown over.
disrupt Verb /d1s'rapt/ interrumpir to make it difficult for something to continue in the normal way All road and rail links are severely disrupted.
Noun,
dozen Determiner /'daz(®)n/ docena a group of approximately twelve people or things Dozens of people were left injured after the hurricane.
draw up a plan Phrase /. dra: Ap 9 'plan/ preparar un plan to prepare a plan for something in writing They drew up a plan following the meeting.
emergency team Noun /1'maz(rd3(3)nsi tirm/ equipo de emergencia a group of people who prepare for and respond to any emergency incident Emergency teams are working to restore telephone lines.
hurricane Noun /'hartkan/, /*harikein/ huracéan a violent wind that has a circular movement The country was hit by a hurricane.
life-threatening Adjective /'laif Bret(d)nin/ potencialmente fatal that is likely to kill somebody She had a life-threatening disease.
rail link Noun /'re1l link/ conexiones ferroviarias a railway service joining two transport centres The city has good rail links with the rest of the country.
restore Verb /r1'stoi(r)/ restablecer to bring back a situation that existed before The phone lines should be restored soon.
storm Noun /sto(r)m/ tormenta very bad weather with strong winds and rain, and often thunder and lightning The tropical storm caused a lot of damage.
subcontractor Noun /.snbkan'trakta(r)/ subcontratista a person or company that does part of the work given to another person or company I'm talking to the subcontractors about the project.
subsidiary Noun /sab'sidiari/ filial connected with something but less important than it The construction company owns a subsidiary in Poland.
SwWeep across Phrase /,swirp a'krps/ extenderse por to move or spread quickly through an area The hurricane swept across Poland yesterday.
trivial Adjective /'trivial/ trivial not important or serious; not worth considering She shouldn't have been upset at something so trivial.

a public statement that is made without giving proof, accusing somebody of doing something that is wrong or

allegation Noun /. ®@ld'gerf(®)n/ acusacion illegal There were allegations of financial malpractice.
board (meeting) Noun /ba:(rd/ junta Formal meeting of the board of directors of an organization to discuss issues and major problems When is the next board meeting?
chair Verb /tfea(r)/ presidir to be in charge of a meeting or committee Does he always chair the meetings?
chairperson Noun /'tfea(r),p3:(r)s(@)n/ presidente the person who is in charge of a meeting or committee She's the chairperson of the health and safety meetings.
collapse Verb /ka'leps/ desplomarse to decrease suddenly in amount or value Some people lost their jobs after share prices collapsed.
a meeting for members of a specific department in an organization to discuss issues relating to their
departmental meeting Noun /dizpa:(ntment(3d)l 'mirtin/  reunién de departamento department The departmental meeting is on Wednesday.
fight back Phrasal verb /fart 'baek/ resistirse to resist strongly The food industry will fight back after the recent crisis.
incident Noun /'tnsid(®)nt/ incidente something that happens, especially something unusual or unpleasant They apologised after the food poisoning incident.
lamb chops Noun /lem 'tfpps/ chuletas de cordero small cuts of meat from a young sheep I had lamb chops for my main course.
malpractice Noun /mal'praektis/ negligencia profesional careless, wrong or illegal behaviour while in a professional job He accused the company of malpractice.
media Noun /'mixdia/ medios de comunicacién radio, television, newspapers, the Internet, and magazines, considered as a group Decide who will be your point of contact between your crisis team and the media.
podcast Noun /'pod kazst/ podcast a multimedia file that can be downloaded or streamed from the Internet I love listening to podcasts when | go to the gym.
poultry Noun /'paultri/ aves de corral chickens, ducks and geese, kept for their meat or eggs There's a large poultry farm about ten miles away.
run a meeting Phrase /,rAn @ 'miitin/ organizar una reunion to be in charge of a meeting Can you run the meeting for me tomorrow, please?
salmonella Noun /,selma'nela/ salmonela a type of bacteria that makes people sick if they eat infected food; an illness caused by this bacteria The poultry industry lost a lot of money after the salmonella incident.
spill Verb /sp1l/ derramar to make a liquid flow over the edge of a container by accident The waiter spilled the soup all over the table.
steak tartare Noun /ste1k tax(n)'ta:(r)/ steak tartar a dish consisting of raw steak mixed with raw egg and onion My client ordered steak tartare for his main course.
tasteless Adjective /'ters(t)las/ insipido/a having little or no flavour The food was completely tasteless.

Parents can be at home when their children finish school, instead of the children spending

after-school care Noun /axfta(r) ,sku:l 'kea(r)/ atencion extraescolar a service providing childcare for children after they have finished school until their parents have finished work long hours in after-school care.

property or something valuable that you promise to give to somebody if you cannot pay back money that you
collateral Noun /ka'let(d)ral/ colateral borrow The bank makes small loans without asking for collateral.
guarantee Verb /. g®&ran'tiz/ garantizar a firm promise that you will do something or that something will happen Do they have to own property to guarantee a loan?
middle management Noun /,m1d(®)| 'maenidzmant/ directivos intermedios managers who are in charge of parts of an organization but have less authority than the most senior managers Middle management have to change their management style.
take time off Phrase /teik taim 'bf/ tomarse vacaciones to spend some time away from your usual work or activity in order to rest or do something else instead Employees are less likely to take time off if they can work flexibly.
telecommuting Noun / telika'mju:tin/ trabajo a distancia the practice of working from home, communicating with your office and customers by telephone and email Telecommuting is becoming more and more popular.
admit (allow in) Verb /ad'm1t/ admitir to allow somebody/something to enter a place If you arrive late, you won't be admitted to the theatre.
boss Noun /bos/ jefe a person who is in charge of other people at work and tells them what to do I've always had bosses who knew how to motivate people.
chamber of commerce Noun / tfetmba(r) av 'koms:i(r)s/ camara de comercio a group of local business people who work together to help business and trade in a particular town They are organising a conference with the chamber of commerce.
contribute Verb /kan'tribjuit/, /'kontribju:t/ contribuir to help, improve or add to something Motivated employees contribute more to the company.

dynamic Adjective /dar'naemik/ dindmico/a very lively and enthusiastic, with a lot of energy and determination The trainer who led the session was really dynamic.



expertise
flexibility
lecture theatre
mind gymnastics
motivate
portfolio
prioritise
profitability
programme
promote

really (very much)

screen

seminar
workplace

ambitious
authoritative
be focused
careful

charismatic
communicate
conclusion
confident

count on sb
creative
decisive
encourage
feedback
leadership
organised
motivational
patient
perhaps
praise
resolve

responsibility
summarise

Noun /.ekspa(r)'tizz/

Noun / fleksa'b1lati/

Noun /'lektfa(r) B1ata(r)/
Phrase /'maind d3im nastiks/
Verb /'mautivert/

Noun /pa:(nt'fauliau/

Verb /prai'pbritaiz/

Noun /. profita'bilati/

Noun /'praugram/

Verb /pra‘'maut/

Adverb /'rrali/

Noun /skriin/
Noun /'sem1ina:(r)/
Noun /'w3i(nk,ple1s/

Adjective  /a@m'b1fas/
Adjective  /21'Opritativ/
Phrase / biz 'faukast/
Adjective  /'kea(nf(®)I/

Adjective / kariz'maetik/
Verb /ka'mju:inikert/
Noun /kan'klu:z(@)n/
Adjective  /'konfid(3d)nt/

Phrasal verb /'kaunt bn ;sambadi/
Adjective /kri'ertiv/
Adjective /d1'saisiv/

Verb /in'karidz/
Noun /'firdbaek/
Noun /'lizda(r)f1p/

Adjective /"1(r)geanaizd/
Adjective  / ,mbautt'verf(e)n(d)!/
Adjective  /'perf(d)nt/

Adverb /pa(r)'haeps/

Noun /preiz/

Verb /ri'zplv/

Noun /r1,sponsa'‘bilati/
Verb /'sanmaraiz/

experiencia
flexibilidad

sala de conferencias
gimnasia mental
motivar
portafolio
priorizar
rentabilidad
programa
ascender

muy

pantalla

seminario
lugar de trabajo

ambicioso/a
autoritario/a
concentrarse
cuidadoso/a

carismatico/a
comunicar

conclusién

seguro/a de si mismo/a

contar con alguien
creativo/a
decisivo/a
animar
comentarios
liderazgo
organizado/a
motivador/a
paciente
quizd

elogio
resolver

responsabilidad
resumir

special skill or knowledge that you get from experience, training, or study

the ability to change to suit new conditions or situations

a large room with rows of seats where students sit to listen to lectures

difficult and complex logical thought processes performed to improve brain functionality
to make somebody want to do something

the range of products or services offered by a particular company or organization

to put tasks in order of importance, so that you can deal with the most important first
the degree to which something is profitable

a course of study

to move somebody to a higher rank or more senior job

used to emphasize something you are saying or an opinion you are giving

the flat surface at the front of a television, computer, or other electronic device, on which you see pictures or

information

a class at a university or college when a small group of students and a teacher discuss or study a particular

topic
the office, factory, etc. where people work

determined to be successful

showing that you expect people to obey and respect you

directing a great deal of attention, interest, or activity towards a particular aim.

giving attention or thought to what you are doing so that you avoid doing something wrong

a charismatic person has a strong personal quality that makes other people like them and be attracted to

them
to express thoughts, feelings, or information to another person

something that you decide is true after thinking about it carefully and looking at all the evidence

certain that something will happen or be successful

to depend on someone to do what you want

involving the use of skill and the imagination to produce something new or a work of art
able to decide something quickly and with confidence

to give somebody support, courage or hope

advice or criticism about how good or useful something or somebody’s work is

the state or position of being a leader

to plan your work and activities in an efficient way

making somebody want to do something, especially something that involves hard work and effort

able to wait for a long time or accept difficulties without becoming angry or annoyed
possibly; used when you are making a suggestion, polite request or offer

words that show approval of or admiration for somebody/something

to find an acceptable solution to a problem or difficulty

the state or job of being in charge of someone or something and of making sure that what they do or

what happens to them is right or satisfactory
to provide a short account of the most important facts or features of something

All the trainers have extensive expertise.

This online course gives me a lot of flexibility.

The lecture theatre isn't big enough for all the employees.
innovation.

My boss really motivates me to progress in my career.

We have a wide range of courses in our portfolio.

I need to prioritise better at work.

Our profitability increased by five per cent last year.
There are some time managament courses on our new training programme.
He was promoted last month.

The course | attended was really useful.

There isn't a TV screen in the room.

What kind of seminars do they offer?
It's important to have professional development in the workplace.

She's a really ambitious person.

You need to be authoritative if you want to lead people.
I've been really focused at work this year.

He's a very careful worker.

The trainer was very charismatic.

She communicates very well with all her colleagues.

I need to write a report on the conclusions of the meeting.
I'm confident we can meet our sales targets.

People count on me for ideas.

I encourage people to be creative individuals.

I had to be decisive and make the final decision.
She encouraged me to apply for the job.

| give praise and positive feedback to others.

Do you have leadership potential?

My new colleague is really organised.

She gives motivational talks around the world.

I always thought it was important to listen and be patient.
I can take a message or perhaps | can help you?
My new boss gives me praise when | do a job well.
I like to resolve disagreements between people.

He likes taking responsibility for decisions.
Can you summarise your conclusions?

actually
assist
associate
cancel
commercial

conference

conference pack
culture

drop out
enrolment
enterprise
entrepreneurial
expansion

finalise

foster (encourage)
front

get in touch
growth

Adverb /'aektfuali/

Verb /9's1st/
Adjective /9'sausiat/
Verb /'kaens®)l/

Adjective  /ka'm3i(n)f(d)I/

Noun /'kpbnf(s)rans/
Noun /'konf(a)rans pak/
Noun /'knaltfa(r)/

Phrasal verb /drpp 'aut/

Noun /in'raulmant/
Noun /'enta(r),praiz/
Adjective /,bntrapra‘'n3:(nial/
Noun /1k'spanf(d)n/
Verb /'fainalaiz/

Verb /'fosta(r)/

Noun /frant/

Phrase /get 1n 'tatf/

Noun /graub/

En realidad
asistir
asociar
cancelar
comercial

conferencia

material para asistentes a la
conferencia

cultura

abandonar
inscricpcion
empresa
emprendedor/a
expansion

finalizar

fomentar

parte delantera
ponerse en contacto
crecimiento

used for emphasizing what is really true or what really happened
to help

connected with an organization

to say that you no longer want to continue with an agreement
relating to business

a large meeting, often lasting a few days, where people who are interested in a particular subject come

together to discuss ideas

Conference documentation and materials contained within a bag or folder given to delegates at the start of a

conference
a set of ideas and ways of behaving of a particular organization or group of people

to leave something such as an activity, school, or competition before you have finished what you intended to

do

the process of officially joining a course, conference etc.

a business or company

willing to work hard and take risks in order to build up a business

the process of making a business grow by including more people, selling more products, etc.
to make the final decisions or arrangements concerning something

to help something to develop over a period of time

the part of something that is furthest forward

to communicate with somebody, especially by emailing them or phoning them

an increase in the number, size, or importance of something

Actually, the dates are 2nd and 3rd of June.

The development agency promotes and assists business initiatives.
The event is being promoted on our associate websites.

I've cancelled the room booking for next week.

You've been quoted the commercial rates.

I'll see you at the conference next week.

How did you calculate the cost of the conference pack?
They have a really positive company culture.

Our original speaker has dropped out.

We're doing online enrolment via the website.

The conference aims to encourage enterprise in the region.

She put her entrepreneurial skills to good use and started a new company.
The organisation promotes expansion and growth.

There are only a few more things to be finalised ahead of the conference.
He fosters an entrepreneurial culture in the workplace.

He always leads from the front.

Do you want me to get in touch with them again?

There has been a dramatic growth in sales this year.



a new plan for achieving a particular purpose

the main idea. A keynote speaker is an important speaker who introduces a meeting or subject
a piece of equipment for making someone’s voice louder when they are speaking

the activity of meeting and talking to people who might be useful to you in your work

the final result of a process, meeting, activity etc

to take part in something

someone who plans something

giving one person or group an advantage over others

something important that must be done first or needs more attention than anything else

to make something reach a particular level or standard

a statement telling a customer how much money you will charge them for a job, service or product; to tell a
customer how much money you will charge them for a job, service or product

small in size

a set of electronic equipment used for playing recorded music or for making a speaker’s voice louder
the process of planning the activities of a business so that it competes well with

other businesses and makes a profit

to make an organization, business, etc more powerful, successful, or effective

something that you have to do

news media collectively, especially newspapers

a new business or activity

to think about something because you want to know more facts or details about it

an occasion when a group of people meet to learn about a particular subject by taking part

in discussions or activities

to feel nervous and upset because you keep thinking about a problem that you have or could have in
the future

She specialises in new business initiatives.

The keynote speaker has been confirmed.

All of the rooms have got a computer, microphones and a sound system.

The theme of the conference is starting up and networking for small businesses.
What was the outcome of your call with the conference centre?

You need to complete this enrolment form if you wish to participate in the event.
The conference planners need to reduce costs so they don't go over budget.

The preferential rates are only three per cent up on last year's.

Our top priority is to find a new speaker.

The Conference Centre fees have pushed us over budget.

Could | check the quote you gave us?
We have a slight problem with the keynote speaker.

We couldn't hear the speaker because the sound system wasn't working properly.

Strategic planning will help us decide which areas of the business to focus on.
The latest marketing campaign helped to strengthen the brand image.

Shall we go through your tasks for the day?

The event is also being promoted in the press.

We need to look at more profitable ventures.

I wonder if we really need a speaker at this event?

The workshop is on public speaking.

Don't worry — I'll phone the organisers tomorrow morning.

to say yes to an invitation or offer

to look at something and think that it is attractive or impressive

something someone gives to you and you agree to give it back

not formal

to say politely that you will not accept something or do something

a set of rules about what you should wear in a particular place or at a particular event
a creature that lives in water and swims

something that you do often or regularly, often without thinking about it

occurring or existing within a company.

the ideas and activities involved in getting power in a country or over a particular area of the world
working hard and producing or achieving a lot

the fact of happening at the correct time

to tell somebody that something is good

to start a journey, or to start going in a particular direction

informal conversation about things that are not important

a style of dressing in which people wear clothes that are neat but not formal

a set of clothes made of the same cloth, including a jacket and trousers/pants or a skirt
considered so offensive or embarrassing that people must not mention it

completely; very much

a long narrow piece of cloth worn around the neck with a knot in front

an object that you hold over your head when it is raining

a diet which includes not eating meat or fish

All the speakers have accepted their invitations.

I was admiring the view of the river.

Would you like to borrow an umbrella?

Her company allows casual clothes every Friday.
Unfortunately, he's declined our invitation.

What's the dress code at your office?

Would you prefer meat or fish?

Where | come from, we have a habit of arriving a little early.
He's written an article for the in-company magazine.
He loves talking about politics.

It's been a really productive day.

His punctuality hasn't been very good this week.

I can recommend a nice restaurant near your office.

Shall we set off?

All the guests were making small talk at the reception.
Smart-casual clothes are acceptable in our office.

My boss wears a suit to work every day.

Those topics are usually taboo in the workplace.

I thoroughly enjoyed your talk at the conference.
None of the men wear ties in my office.

I left my umbrella at the restaurant.

I'm a vegetarian. / Can | look at the vegetarian menu, please?

initiative (new action) Noun /1'nifativ/ iniciativa
keynote Noun /'kiz,naut/ principal
microphone Noun /'matkrs foun/ micréfono
networking Noun /'netwsi(r)kin/ hacer contactos
outcome Noun /'aut,kam/ resultado
participate in Phrase /pa:(r)'tisipeit 1n/ participar en
planner Noun /'plaena(r)/ organizador/a
preferential Adjective  /,prefa'renf(3)l/ preferentes
priority Noun /prat'orati/ prioridad
push Verb /puf/ llevar a
quote Noun, Verb /kwaut/ presupuesto, presupuestar
slight Adjective  /slatt/ pequefio/a
sound system Noun /'saund sisteam/ equipo de sonido
strategic planning Noun /stra tirdzik 'plaenin/ planificacién estratégica
strengthen Verb /'strenB(@)n/ fortalecer
task Noun /taisk/ tarea
the press Noun /09 'pres/ la prensa
venture Noun /'ventfa(r)/ empresa
wonder (question) Verb /'wanda(r)/ preguntarse
workshop Noun /'w3i(rk Jop/ taller
worry Verb /'WAri/ preocuparse
accept Verb /ak'sept/ aceptar
admire Verb /ad'maia(r)/ admirar
borrow Verb /'borau/ tomar prestado
casual Adjective  /'ka3ual/ informal
decline Verb /d1'klain/ rechazar
dress code Noun /'dres kaud/ etiqueta
fish Noun /f1f/ pez
habit Noun /'haebit/ habito
in-company Adjective  /,1n 'kamp(@®)ni/ interno/a
politics Noun /'polatiks/ politica
productive Adjective  /pra'daktiv/ productivo/a
punctuality Noun /.panktfu'zelati/ puntualidad
recommend Verb /,reka'mend/ recomendar
set off Phrasal verb / set 'pf/ partir
small talk Noun /'smo:l tork/ conversacion trivial
smart-casual Adjective /,sma:(nt 'kaezual/ elegante-informal
suit (set of clothes) Noun /surt/ traje
taboo Adjective  /t3'buz/ tabu
thoroughly Adverb /'Oarali/ plenamente
tie (clothing) Noun /tar/ corbata
umbrella Noun /am'brela/ paraguas

Noun,
vegetarian Adjective / vedza'tearian/ vegetariano/a
acknowledge Verb /ak'nplidz/ acusar recibo
alternative Noun /a:1't31(r)natIv/ alternativo/a
approximately Adverb /3'proksimatli/ aproximadamente
catering Noun /'kertarin/ catering
clear Adjective  /kl1a(r)/ seguro/a
faulty Adjective /'forlti/ defectuoso/a
guotation Noun [kwau'terf(d)n/ presupuesto
refer to Phrasal verb /r1'f3:(r)/ hacer referencia
repair Verb /r1'pea(r)/ reparar
replacement Noun /r1i'plezsmant/ recambio
sequence Noun /'sitkwans/ secuencia

to tell somebody that you have received something that they sent to you
something that you can choose instead of something else

used for showing that an amount, number, etc. is not exact

the job of organizing the food and drinks for an event such as a party or meeting
obvious and impossible to doubt

not working correctly or made correctly

a statement of how much money a particular piece of work will cost

to mention or speak about something

to fix something that is broken or damaged

a thing that replaces something, especially because the original is old, broken, etc.
the order that actions, etc. happen in or should happen in

Can you send him an email acknowledging his letter?
Can | offer you an alternative item instead of a refund?
There will be approximately 30 people attending.

She works for a large catering company.

She was very clear about the result she wanted.

The mobile phone | bought is faulty.

Email us for a quotation.

He referred to his latest book during his talk.

They couldn't repair the faulty TV.

They offered me a replacement phone instead of a refund.
Follow the sequence in the instructions.



assembly point Noun /3'sembli paint/ punto de encuentro a location designated as the place for a group to meet or for people to gather in an emergency. This is the main assembly point, where you should come if there is an emergency.
bend one's knees Phrase / bend wanz 'ni:iz/ doblar las rodillas to lower your body by bending the joint in the middle of your leg Make sure you bend your knees when you lift something heavy.

by mistake Phrase /bar m1'sterk/ por error accidentally | deleted your email by mistake.

canteen Noun /kan'tiin/ cafeteria a place where food and drink are served in a factory, a school, etc. Our staff canteen is just down here.

cement factory Noun /sa'ment faektri/ fabrica de cemento a type of factory that produces cement and other cement related products They took the new employees on a tour of the cement factory.

clock in Phrasal verb / klpk 'In/ fichar to record the time at which you arrive at work Do we have to clock in?

fire alarm Noun /'faxa(r) s lax(rym/ alarma de incendios a bell or other device that gives people warning of a fire in a building If you here the fire alarm, you should leave the building immediately.

fire drill Noun /'fara(r) dr1l/ simulacro de incendios a practice of what people must do in order to escape safely from a fire in a building We have a fire drill every month.

fire exit Noun /'fara(r) eksit/ salida de incendios a designated way out of a building or passenger vehicle in the event of a fire occurring The fire exit is on the left.

fire extinguisher Noun /'fara(r) 1k sttngwifa(r)/ extintor a metal container with water or chemicals inside for putting out small fires There are fire extinguishers on the walls.

get the sack Phrase /get ®a 'sak/ ser despedido to be told that you must leave your job I'll get the sack if | fall asleep at work again.

hard hat Noun /'hax(r)d haet/ casco a hat that workers on building sites wear to protect their heads You must always wear a hard hat when you are moving around the plant.
hazard Noun /"haeza(r)d/ peligro a thing that can be dangerous or cause damage The main hazard here is the machinery.

health and safety Noun /,helB an(d) 'serfti/ salud y seguridad regulations and procedures intended to prevent accident or injury in workplaces or public environments I'm responsible for health and safety at the plant.

high-heel shoes Noun /ha1 hi:l furz/ zapatos de tacén shoes that have very high heels She never wears high-heel shoes to work.

invoice Noun /'1nva1s/ factura a list of goods that have been bought, or work that has been done, and what you must pay Can you submit your invoice by the end of the month?

laboratory Noun /13'borat@E)ri/ laboratorio a room or building used for scientific research, experiments, testing, etc. We have to wear white coats in the laboratory.

minor injuries Noun /,maina(r) 'ind3ariz/ heridas leves less serious injuries that do not require immediate emergency treatment We have a first-aid kit to deal with any minor injuries.

obstacle Noun /'pbstak(®)l/ obstaculo an object that is in your way and that makes it difficult for you to move forward We must keep the entrance and exit clear of any obstacles.

procedure Noun /pra'sizdza(r)/ procedimiento a way of doing something, especially the usual or correct way In the case of an emergency, you must follow our health and safety procedures.
protective mask Noun /pra,tektiv 'marsk/ mascara de proteccidn a protective ensemble designed to protect the wearer's face and eyes The machine operators all wear protective masks and goggles.

safety officer Noun /'se1fti pbfisa(r)/ responsable de seguridad a person responsible for ensuring safety regulations are adhered to The safety officer showed us around the warehouse.

sign in / out Phrasal verb /,sain 'in/, /,sain 'aut/ registrar la entrada/salida to record your name when you arrive at / leave an office, etc. All visitors need to sign in at Reception.

toothache Noun /'tuzBerk/ dolor de muela a pain in one or more of your teeth I had terrible toothache yesterday.

waste material Noun / weist ma'tiarial/ material de desecho unwanted or unusable materials You must put all waste materials into the bins.

wear protective clothing Phrase /wea(r) pra.tektiv 'klaudin/ llevar ropa de proteccién to wear the clothing that will protect you from injury while visiting a potentially dangerous place He has to wear protective clothing when he's working in the factory.

baby grand piano Noun / beibi graend pi'®nau/ piano de media cola a smaller verison of a grand piano Employees can use the baby grand piano in the office.

be hospitalised Phrase /bir 'hospit(a)laizd/ ser hospitalizado to send somebody to a hospital for treatment Thousands of office works are hospitalised every year with DVT.

clot Noun /klpt/ coagulo a lump that is formed when blood becomes thicker or dries DVT is a lump, or clot, in the blood.

do some exercise Phrase /,duz sam 'eksa(r)saiz/ hacer ejercicio do an activity requiring physical effort, carried out to sustain or improve health and fitness You should do some exercise to help you lose weight.

DVT (deep vein thrombosis) Noun / dit viz 'tiz/ trombosis venosa profunda  a serious condition caused by a blood clot forming in a vein DVT is not a new medical problem, but it is increasing.

hallways Noun /'hoilweiz/ pasillo long narrow passages inside a building with doors along them leading to rooms The hallways are full of exercise balls and bicycles.

lava Noun /'laxva/ lava rock in the form of hot liquid The entrance lobby is deocrated with lava lamps and old computers.
aroom in a swimming pool, factory, or gym where there are lockers and you can store your belongings and

locker room Noun /'loka rurm/ taquillas get changed All the locker rooms have showers and hair dryers.

lump Noun /lamp/ bulto a piece of something hard or solid with no particular shape DVT occurs when a person's blood forms a lump.

on offer Phrase /,on 'ofa/ se ofrecen something that can be bought, used, etc. There are dozens of different drinks on offer.

pool table Noun /'puzl teib(d)l/ mesa de billar a table on which the game pool is played Employees also have the use of a pool table.

recreational amenities Noun /rekrie1f(d)n(d)! 3'miinitiz/ instalaciones para el ocio areas where people can do activities for enjoyment Recreational amenities are found throughout the campus.

reduce the risk Phrase /ridjuis s 'risk/ reducir el riesgo if you reduce a risk you lower the likelihood of something bad happening Moving around regularly during a flight is enough to reduce the risk of DVT.

rowing machine Noun /'rauIn ma fiin/ maquina de remo a piece of sports equipment which makes the same movements as somebody who is rowing a boat She uses the rowing machine in the gym every morning.

throughout Preposition /Oru:'aut/ en todo/a in or into every part of something Fresh fruit is available from farm shops throughout the country.

university campus Noun /jurnzv3i(r)sati 'keempas/ campus universitario the land on which a college or university is situated Approximately 2,000 students live on the university campus.

weights machine Noun / werts ma'firn/ maquina de musculacion an exercise machine that uses weights Have you tried the new weights machine in the gym?

wrist Noun /rist/ mufieca the part of your body between your hand and your arm My wrist hurts from using the computer all day.
a system of exercises for your body and for controlling your breathing, used by people who want to become

yoga Noun /'jauga/ yoga fitter or to relax My sister does yoga every day.

accounts Noun /3'kaunt/ contabilidad the part of an organization that keeps records of the money it receives and spends They both work in the accounts department.
drop sth Verb /'drbp ,sanm01n/ dejar caer to let something fall without intending to He dropped his cup of coffee.
fall off Phrasal verb /,f:l 'of/ caerse to move quickly downwards from a higher location, usually by accident | fell off a stepladder and hurt myself.
fall over Phrasal verb /,fa:l 'suva(r)/ caerse for something to fall so that its side is on the ground Did you fall over in the office?
simple medical treatment that is given to somebody before a doctor comes or before the person can be taken
first aid Noun / f31st 'erd/ primeros auxilios to a hospital My colleague gave me first aid.



injury Noun
lose one's balance Phrase
stool Noun
trip over Phrase
twist one's ankle Phrase

/'ind3zari/

/luiz wanz 'balans/

/stuil/

/trip auva @ 'wara(r)/
/ twist wanz '&nk(3)l/

lesién
perder el equilibrio
taburete

tropezarse con un cable
torcerse el tobillo

harm done to a person’s or an animal’s body, for example in an accident
to fail to keep one's weight spread evenly and fall

a seat with legs but no arms or back
catch one's foot on a wire and stumble or fall.
to injure your ankle by bending it too much or in the wrong direction

Did you have any injuries?
I was trying to reach a file, and I lost my balance.

We should buy those special stools to stand on when we can't reach things that are too high.
I wasn't looking where | was going and | tripped over my handbag.
He twisted his ankle playing tennis.

a large park with roller coasters and games where people go to enjoy themselves. All the entertainment is
based on one subject

injured so that you have discoloured (blue, brown or purple) marks on your skin, usually from falling or being

hit

to be unable to breathe because the passage to your lungs is blocked or you cannot get enough air
the condition of having lost too much water from your body

to get on a large machine at a fairground or theme park that you ride on for fun

an iliness that happens when you are very active in hot conditions and that makes you feel very weak and sick

a bar or gate that stops people or vehicles from entering a place, that can be moved to allow entry
a rule that limits or controls something
the formal process of checking for and identifying hazards in the workplace

Shall we go to the theme park next weekend?

The girl fell off her bike and suffered a bruised arm.

A boy was taken to hospital after he choked on his chewing gum.

We need to make sure we drink enough water so we don't suffer from dehydration.
Do you like going on rides at the theme park?

In the heatwave, a lot of people were treated for heat exhaustion.
They have movable barriers at the entrance to the rides.

There's a height restriction for some of the rides at the theme park.
The recent safety inspection went very well.

to pay attention to sounds in order to hear something specific
solid or semisolid material that needs to be thrown away
the amount of water that is used

permission for something

a particular part, feature, or quality of something

an area of sand or small stones beside the sea or a lake

happening or existing now

one of the sections in a organization that deals with one type of work

costing a lot of money

not real but only created in your mind

someone whose job is to translate what a speaker is saying in one language into another language so that
someone else can understand it

a game in which people buy numbered tickets. Numbers are then chosen, and the people who have those
numbers on their tickets win money

making a lot of noise

feeling pleased when you get something that you want; something that gives you this feeling

a sponsor is a person or organization that supports something or someone

the vehicles that are travelling in an area at a particular time

not likely to happen

an official document or mark in your passport that allows you to enter or leave a country for

a specific purpose or period of time

Listen for the words you have underlined.
Did the company reduce solid waste last year?
We could reduce our water consumption by changing some of our procedures.

My boss doesn't let me do anything without his approval.

If you could change one aspect of your job, what would it be?

If I could go on holiday in June, the beaches wouldn't be so full of noisy children.
Do you enjoy your current job?

Which department does she work in?

An interpreter will be very expensive.

Some children have imaginary friends when they are young.

We'll need an interpreter for the meeting.

If  won the lottery, | would travel the world.

My new neighbours are very noisy.

I'm interviewing people about job satisfaction.

You'll find it easier to get a work visa if you have a sponsor.
I work flexitime, so | avoid the rush-hour traffic.

It's unlikely that he'll get that job.

She needs a visa in order to work in the USA.

to change your ideas or behaviour so that you can deal with a new situation
an advantage you get from a situation
a large comfortable ship used for cruises

a written record of your education and the jobs you have done, that you send when you are applying for a job

a contract between a supplier and an overseas buyer who sells product on

the system of communication in speech and writing that is used by people of a particular country or area
a person who moves from one place to another, especially in order to find work

a company or organization that owns or controls a smaller company or organization of the same type
exams that you have passed or a course of study that you have successfully completed

the process of finding people to join a company or for a particular job

to record your name on an official list

unofficial information that may or may not be true

used for referring to a place when you do not know or say exactly where

a job that is available for somebody to do

It didn't take me long to adapt to living in a new country.
There are a number of benefits to relocating for work.
He really wants to work on a cruise ship.

You neeed to send your CV to the HR manager.
Their company has just won a large export contract.

How many languages can you speak?
There's a lot of advice for migrant workers online.

The parent company's stock price has dropped.

Make sure you include all your qualifications on your CV.
She used to work for a recruitment agency.

I need to register with a new doctor when | move house.
The staff have heard rumours of an office move.

I would love to live somewhere warm.

All the job vacancies are on their website.

theme park Noun /'0itm pa:(nk/ parque tematico
bruised Adjective /bruzzd/ amoratado/a

choke Verb /tfauk/ atragantarse
dehydration Noun / dithar'dreif(a)n/ deshidratacion

go on rides Phrase /,93u bn 'rardz/ subirse a las atracciones
heat exhaustion Noun /'hitt 19,z21stf(d)Nn/ golpe de calor
movable barrier Noun /,muzvab(d)! 'baeria(r)/ barrera movil
restriction Noun /ri'strik[(d)n/ restriccion

safety inspection Noun /'se1fti 1n spekf(®)n/ inspeccién de seguridad
listen for Phrase /'l1s@®)n for/ prestar atencidn
solid waste Noun /,sblid 'weist/ residuo sdlido

water consumption Noun /'worta(r) kan,sampf(d)n/ consumo de agua
approval Noun /9'pruiv(e®)l/ aprobacion

aspect Noun /'®spekt/ aspecto

beach Noun /biztf/ playa

current Adjective  /'karant/ actual

department Noun /d1i'pai(ntmant/ departamento
expensive Adjective  /1k'spensiv/ caro/a

imaginary Adjective /I'mad3zinari/ imaginario/a
interpreter Noun /in't3i(r)prita(r)/ intérprete

lottery Noun /'lotari/ loteria

noisy Adjective  /'na1zi/ ruidoso/a
satisfaction Noun / seetis'fekf(@)n/ satisfaccion

sponsor Noun /'spbnsa(r)/ patrocinador/a
traffic Noun /'traefik/ trafico

unlikely Adjective /an'lazkli/ poco probable

visa Noun /'vizza/ visado

adapt Verb /3'daept/ adaptarse

benefit Noun /'benifit/ ventaja

cruise ship Noun /'kruzz Jip/ crucero

CV (curriculum vitae) Noun /,six 'vir/ CV (curriculum vitae)
export contract Noun /'ekspoi(nt kbntrakt/ contrato de exportacion
language Noun /'leengwidz/ idioma

migrant Adjective /'maigrant/ emigrante

parent company Noun /'pearant kamp(a)ni/ empresa matriz
qualifications Noun / kwolifr'ke1f(®)nz/ cualificaciones
recruitment Noun /rr'kruitmant/ contratacion

register Verb /'red31sta(r)/ registrarse

rumours Noun /'rurma(r)z/ rumores

somewhere Adverb /'sanmwea(r)/ en algun lugar
vacancy Noun /'veikansi/ vacante

accompany Verb /3'kamp(3)ni/ acompafar

accounts clerk Noun /a'kaunts kla:(rk/ empleado de contabilidad

to happen or appear with something else
a person who works in the accounts department dealing with records and administrative tasks

You need to write a covering letter to accompany your CV.
We are looking for an accounts clerk to join our busy team.



advertisement

application form
attachment
attentive

co-ordinator
covering letter
degree (qualification)
dental

desirable

editor
enclosure
excellent
exposure
generous
health care

job-related skills
maintain

medical

newspaper

post (job / position)

PR co-ordinator
product launch
prospects

public relations
qualities

salary
self-motivated
well-organised

determined

knowledgeable
weak
well-qualified

global marketplace
identity

integrate

legible

predict

represent

skilled

uniqueness

Noun

Noun
Noun
Adjective

Noun
Noun
Noun
Adjective
Adjective

Noun
Noun
Adjective
Noun
Adjective
Noun

Phrase
Verb
Adjective
Noun
Noun

Noun
Noun
Noun

Noun
Noun
Noun
Adjective
Adjective

Adjective

Adjective
Adjective
Adjective

Noun
Noun
Verb
Adjective
Verb
Verb
Adjective
Noun

/ad'v3Ii(r)tismant/

/ @plt'keif(d@)n foim/
/a'teet/mant/
/3'tentiv/

/kaui(r)d1,nerta(r)/
/'kav(@)rin leta(r)/
/d1'griz/

/'dent(®)I/
/d1'zairab(®)l/

/'ed1ta(r)/
/in'klauza(r)/
/'eksalant/
/1k'spauza(r)/
/'d3zenaras/
/'hel® kea(r)/

/'d3pb r1 lertid skilz/
/mein'tein/
/'medik(3)l/

/'njuiz peipa(r)/
/paust/

/.pit 'ax(r)
kaua:(r)dinerta(r)/
/'prodakt [bintf/
/'prospekt/

/ .pAblik ri'le1f(a)nz/
/'kwol1tiz/

/'sa@elari/

/,self 'mautr vertid/
/ wel '2:(r)ganaizd/

/d1't3i(r)mind/
/'nplidzab@)I/

Jwitk/
/ wel 'kwplifaid/

/.glaub@)l 'ma:(rkit,plets/

/ar'dentrti/
/'intigrert/
/'ledzab@)I/
/pri‘dikt/

/ repri'zent/
/skzld/
/jur'nitknas/

anuncio

formulario de solicitud
documento adjunto
atento/a

coordinador

carta de presentacion
titulo

dental

conveniente

editor

documento adjunto
excelente
visibilidad
generoso/a
atencion sanitaria

aptitudes relacionadas con el

puesto
mantener
médico/a
periédico
puesto

coordinador de relaciones

publicas

lanzamiento de producto

perspectivas

relaciones publicas
cualidades

salario

con iniciativa
organizado/a

decidido/a

a notice, picture or film telling people about a product, job or service

a printed list of questions that you answer in order to try to get a job, borrow money, get

a place at university etc
a document that you send to somebody using email
listening or watching carefully and with interest

a person who organizes the different parts of an activity and the people involved in it so that it works well

a letter containing extra information that you send with something

the qualification obtained by students who complete a university or college course

relating to the care and treatment of teeth
that you would like to have or do

a person who corrects or changes books before they are printed, or a person who is in charge of a newspaper

or magazine

something that is placed in an envelope with a letter

used to show that you are very pleased about something

things that are written or said about something that make it well known
larger than usual

the service of providing medical care

abilities or knowledge that allow a person to excel in a particular job

to make something continue at the same level, standard, etc

relating to medicine and the treatment of injuries and diseases

set of large printed sheets of paper containing news that are published every day
ajob

a person whose job is to be responsible for developing and maintaining the public images of their clients or

company

making a product available to the public for the first time; an event organised to advertise this

the chances of being successful

the business of giving the public information about a particular organization or person in order to create a

good impression

a thing that is part of a person’s character, especially something good
money that employees receive for doing their job

capable of hard work and effort without the need for encouragement
to plan your workload and activities in an very efficient way

to have made a firm decision to do it and you will not let anyone prevent you

tener muchos conocimientos knowing a lot about many different subjects or about one particular subject

débil
estar bien cualificado

mercado global
identidad
integrar

legible

predecir
representar
habil
originalidad

not good at something
having the necessary qualifications or experience for a particular job or task

all the customers or possible customers for a product or service in all areas of the world considered together

who somebody is

to become or make somebody become accepted as a member of a group
clear enough to read

to say what you think will happen in the future

to speak or act officially for another person, group, or organization
having the ability and experience to do something well

the fact of being the only one of its kind

He has seen an advertisement for a job he likes.

I need to complete my application form today.
I couldn't open the attachment you sent to me.
You must be attentive to customers' needs.

There's an advert for a PR co-ordinator.

Qualified candidates should send a covering letter and CV to the HR department.
She has got a law degree.

We offer medical and dental health care to all employees.

An additional foreign language would be desirable.

She worked as an editor for ten years.

Your covering letter should refer to any enclosures, such as your CV.

She has excellent communication skills.

The ideal candidate will plan PR strategies for maximum media exposure.
We offer a generous salary and benefits package.

Are there any health care benefits with this job?

You should include any job-related skills in your CV.

What things are important in maintaining a work-life balance?
The company does a lot of medical research.

I look for job adverts online now instead of in the newspaper.
I'm writing to apply for the post of HR manager.

They're advertising for a new PR co-ordinator.
Last week's product launch went really well.
There are really good career prospects with this company.

I'd love to work in public relations.

What personal qualities do you need for this job?
She's on a good salary here.

I am creative and self-motivated.

She's not very well-organised, is she?

I'm determined to succeed in my new job.

He's very knowledgeable about cars.
What would you say were your weak points?
I'm well-qualified for this job.

The business needs to succeed in a global marketplace.

When | phoned the bank, | had to confirm my identity.

We need employees who can integrate successfully into other cultures.
His handwriting isn't very legible.

It's hard to predict the outcome.

The company wasn't very well represented at the conference.

We employ skilled and qualified workers.

We need to respect others' uniqueness in our workforce.
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