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Introduction 

Who is this book for? 

Business Vocabulary in Use Advanced builds on the success of Business Vocabulary in Use

Intermediate. It is designed to help advanced learners of business English to improve their 
business vocabulary. It is for people studying English before they start work and for those already 
working who need English in their job. 
The emphasis is on language related to today's important, and sometimes controversial, 
business issues. 
You can use the book on your own for self-study, or with a teacher in the classroom, one-to-one 
or in groups. 

How is the book organized? 

The book has 66 two-page units. The first 59 of these are thematic and look at the vocabulary of 
business areas such as human resources, quality, strategy, logistics, IT, marketing, finance, 
corporate responsibility and the global economy. 
There are then three units which focus on the language of the skills needed for doing business 
across cultures. The final four units develop business writing skills. 
The left-hand page of each unit explains new words and expressions, and the right-hand page 
allows you to check and develop your understanding of the words and expressions, and how 
they are used through a series of exercises. 
There is cross-referencing between units to show connections between the same word or 
similar words used in different contexts. 
There is an Answer key at the back of the book. Most of the exercises have questions with only 
one correct answer. But some of the exercises, including the Over to you activities at the end of 
each unit (see below), are designed for writing and/or discussion about yourself and your own 
organization or one that you know. 
There is also an Index. This lists all the new words and phrases which are introduced in the book 
and gives the unit numbers where the words and phrases appear. The Index also tells you ow 
the words and expressions are pronounced. 

The left-hand page 

This page introduces new vocabulary and expressions for each thematic or skills area. The 
presentation is divided into a number of sections indicated by letters: A, B, C, etc., with simple, 
clear titles. 

� In Business Vocabulary in Use Advanced, explicit reference is made to the business 
� material in the Cambridge International Corpus (CIC) - business pages of newspapers, 
business textbooks, and business meetings and discussions. The texts are stored in a database, 
which is searchable in various ways to reveal the patterns of business usage. The database has 
been exploited to identify typical word combinations found in the data, and there are notes 
about their relative frequency. 
As well as explanations of vocabulary, there is information about typical word combinatio s. 
Again, the CIC has been a prime source of information about these. 
There are notes on the relative frequency of different words, for example: 

Pass, omit or skip a dividend occur in this order � 
of frequency. There is no difference in meaning. •� 

Business Vocobulory in Use Advanced 



There are notes about differences between British and American English, for example: 

BrE: labour; AmE: labor 

BrE: trade unions; AmE: labor unions 

The right-hand page 

The exercises on the right-hand page give practice in using the new vocabulary and expressions 
presented on the left-hand page. In gap-filling exercises, four-centimetre writing lines indicate 

that more than one word is needed to complete at least one of the gaps in the exercise; two

centimetre writing lines indicate that one word only is needed in each gap. Some units contain 
diagrams to complete or crosswords. 

'Over to you' sections 

An important feature of Business Vocabulary in Use Advanced is the Over to you section at the 

end of each unit. There are sometimes alternative Over to you sections for learners who are in 
work and for those who are studying pre-work. The Over to you sections give you the chance to 
put into practice the words and expressions in the unit in relation to your own professional 

situation, studies or opinions. 

Self-study learners can do the section as a written activity. In many Over to you sections, 
learners can use the internet to find more information. 

In the classroom, the Over to you sections can be used as the basis for discussion with the whole 

class, or in small groups with a spokesperson for each summarizing the discussion and its 
outcome for the class. The teacher can then get students to look again at exercises relating to 
points that have caused difficulty. Students can follow up by using the Over to you section as a 
written activity, for example as homework. 

The Answer key now contains sample answers for the Over to you questions. 

How to use the book for self-study 

Find the topic you are looking for by using the Contents page or the Index. Read through the 
explanations on the left-hand page of the unit. Do the exercises on the right-hand page. Check 
your answers in the Answer key. If you have made some mistakes, go back and look at the 
explanations and the exercise again. Note down important words and expressions in your 
notebook. 

How to use the book in the classroom 

Teachers can choose units that relate to their students' particular needs and interests, for 
example areas they have covered in coursebooks, or that have come up in other activities. 

Alternatively, lessons can contain a regular vocabulary slot, where students look systematically 

at the vocabulary of particular thematic or skills areas. 

Students can work on the units in pairs, with the teacher going round the class assisting and 
advising. Teachers should get students to think about the logical process of the exercises, 
pointing out why one answer is possible and the others are not (where this is the case). 

We hope you enjoy using Business Vocabulary in Use Advanced. 

Business Vocabulary in Use Advanced 9 
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My work is so rewarding 

'I work in advertising. I love my work! It's really 
rewarding and stimulating - satisfying and 
interesting. Originality and creativity are very 
important in this industry, of course; we have to 
come up with - produce - lots of new ideas. 

'No two days are the same. I could be contacting 
film companies for new advertising campaigns one 
day and giving client presentations the next. I like the 
client contact and I am very much hands-on -
involved with the productive work of the agency 
rather than managing it. 

'When I joined the agency, I hit it off with my colleagues immediately. I stilt get on well with them 
and there's a very good rapport between us. This is all part of my job satisfaction.' 

I like the teamwork 

'I'm an aircraft engineer. I work on research and 
development of new aircraft. I love putting ideas 
into practice. I like working on my own, but it's also 
great being part of a team. I like the teamwork 
(see Unit 9) and the sense of achievement when we 
do something new. And of course, the planes we 
produce are very beautiful. 

'Is there anything I don't like? I dislike days when I'm 
chained to a desk. I don't like admin and 
paperwork. Sometimes I feel I'm snowed under -
there's so much to do I don't know how to deal with 
it. And in a large organization like ours, there can be a 
lot of bureaucracy or red tape - rigid procedures -
that can slow things down.' 

I like the perks 

'I'm in luxury goods sales. I have some nice perks, 
like a company car. I have to meet demanding sales 
targets every month, so the work can be very 
stressful (see Unit 6). But I enjoy the flexibility that 
I have in working when I want to without someone 
breathing down my neck all the time. Unlike my 
husband, who has to travel into London every day, 
I don't have to commute to an office - I'm out seeing 
clients most of the time. My boss allows me to work 
from home when I'm not seeing clients. My office 
uses hot-desking, so when I do go into the office 
I use whichever desk is free. I only get two weeks a 
year vacation time. If there's a family emergency, 
I can take time off without having to ask my boss. 
I work quite long hours - about 60 hours a week -
but I enjoy my job.' 

Business Vocabulary in Use Advanced 



1.1 Complete the sentences with expressions from A opposite. 

1 Work that is satisfying and interesting is . .. . . .  . 

2 If you spend time with customers, you have .. ........... ......... . 

. ... ..... .... ......... ... and 

3 If you have a good working relationship with your colleagues, you .. 
them. 

4 If you do the actual work of the organization rather than being a manager, you are 

5 If you want to say that work is not repetitious, you can say' ..... ..... . 
6 .... . . ................. and . . ..... ..... ........ . .... .. . . . .... are when you have new and effective 

ideas that people have not had before. 

1.2 The aircraft engineer talks about his work. Complete his statements with expressions from 
B opposite. 

1.3 

1 I don't always like working with other people. I like . . . 
2 It's great to see what I learnt during my engineering course at university being applied in actual 

designs. I like .................. . 
3 I hate it when there is a big stack of documents and letters on my desk that I have to deal with. 

I don't like... . ..... .............. . ..... . ....... and 
4 I love the..... .. when we all work together to create something new. 
5 It's rare, but sometimes when I come into the office and see a huge pile of work waiting for me, 

I feel ..... ........... ... .. ... ........... ......... . 
6 When we see a new plane fly for the first time, we all feel a great 
7 I get frustrated when you have to get permission to spend anything over £50. I don't like 

... ... . . .... ..... .. .. .... . ...... and ........... .... . .. .............. . 

Complete what these people say with appropriate forms of words and expressions from 
C opposite. 

1 Our boss comes into the office four times a day to see what we're doing. She's always 

2 
Being on the train two hours a day to and from work doesn't bother me. I quite like 

3 

4 

I start at 6 in the morning and finish at 8 in the evening. I work really ....................................................................... . 

5 

6 

7 

8 

9 

Sometimes I work from home, sometim.es in cafes and sometimes I go into the office. 
I really like the .... ....................................................... ..... ........ . . 

She even works on holiday, so it doesn't really count as ........................................................................ .. . 

I hated working in an office. When there were family 'emergencies', I didn't like to ask for 

I'm a car salesman and I have to sell at least ten cars every month - it's very ............................................... . 

When you work in a travel agency, getting free holidays is one of the ... ................. ............. .... ......... .... ........... ... . 

I sit at home all day working and never see anyone. I don't like: ............................................ ...... ..... ............................ . 

Over to 

Think about your job or one you would like to have. Do you, or would you, work on your own, or as 
part of a team? Which do you prefer? 

Business Vocabulary in Use Advanced 11 
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Motivation 1 

Yolanda is a senior manager of a car rental firm: 
'I believe that all our employees can find 
satisfaction in what they do. We give them 
responsibility - the idea that the decisions they 
take have a direct impact on our success - and 
encourage them to use their initiative - they 
don't have to ask me about every decision they 
make. My style of management is participative -
employees take part in the decision-making
process. They are given a sense of 
empowerment (see Unit 3). 
'We hope this feeling of empowerment gives employees the feeling that they are valued - with 
management knowing the effort they make. We believe that all this leads to a higher sense of 
motivation - interest, enthusiasm and energy - among employees. When everyone feels motivated, 
morale is good and there is a general feeling of well-being in the organization. This leads to 
improved job satisfaction.'

Motivation 2 

Xavier is a factory manager: 
'I don't believe in all this talk about motivation. 
My subordinates - the people working under
me - are basically lazy. They need constant 
supervision - we have to check what they are 
doing all the time. Some people think this is 
authoritarian, but I think it's the only way of 
managing. There have to be clear rules of 
discipline - you have to be able to tell 
subordinates what is right and wrong, with a 
consistent set of disciplinary procedures.

'Decisions must be imposed from above without 
consultation - we don't discuss decisions with 
workers, we just tell them what to do.' 

Subordinate is very formal and can be negative.� 
It is much less frequent than employee. � 

Theory X and Theory Y 

Xavier believes in what the US management thinker Douglas McGregor in The Human Side of

Enterprise called Theory X - the idea that people dislike work and will do everything they can to 
avoid it. 
Yolanda believes in Theory Y - the more advanced view that, given the right conditions, everyone 
has the potential to find satisfaction in work. 
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2.1 Yolanda's employees are talking about her management style (see A opposite). Replace each 
underlined item with an expression from A, keeping the rest of the sentence as it is. Pay attention to 
the grammatical context. The first one has been done as an example. 

1 She knows exactly what's involved in our jobs. She makes us feel she understands the effort we 
make. vwed, 

2 She encourages us to do things without asking her first. 
3 The feeling among employees here is very good. We feel really involved and want to work towards 

the company's goals. 
4 We have a real sense of the idea that our efforts are important for the success of the company. 
5 We have a real sense of liking what we do and feeling good when we achieve specific goals in our 

work. 

2.2 Look at Band C opposite. Read the text and answer the questions. 

cGregor's ideas about managerial behaviour had a profound effect on 

management thinking and practice. His ideas give a frame of reference for 

managerial practice. His Theory Y principles influenced the design and 

implementation of personnel policies and practices. Today they continue to influence 

participative styles of management and the continued practice of staff performalce 

appraisal - the evaluation of employees' work. 

McGregor defined theories that he felt underpinned the practices and attitudes of 

managers in relation to employees. These were evident from their conversations and 

actions. The two sets of ideas were caned Theories X and Y. McGregor was saying 

that what managers said or exhibited in their behaviour revealed their theories-in-use. 

These led managers to pusue particuar kinds of policies and relationships with 

employees. Regrettably, McGregor's Theory Y was interpreted and promoted as a 

'one-best-way', i.e. Y is the best! Managers or aspects of their behaviour became 

labelled as Theory X, the bad stereotype, and Theory Y, the good. McGregor's ideas 

were much informed by Abraham Maslow's model of motivation. People's needs 

provide the driving force which motivates behaviour. Maslow's ideas suggested that 

worker dissatisfaction with work was due not to something intrinsic to workers but to 

poor job design, managerial behaviour and too few opportunities for job satisfaction. 

1 What have the long-term effects of McGregor's thinking been, according to the article? 
2 Which factors reveal whether a manager believes more in Theory X or Theory Y? 
3 Name two things that result from these factors. 
4 Did McGregor think that Theory X or Theory Y represented the best way of doing things? 
5 Who influenced McGregor's thinking? What did this thinker believe to be the main factor in 

determining people's behaviour? 
6 Is employee dissatisfaction due to something within employees themselves, according to this 

thinker? Why?/ Why not? 

Over to 
' . . 

Write a memo to the head of your organization or one you would like to work for, suggesting ways to 
encourage initiative among employees. 
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Hygiene factors 
Yolanda, the car rental manager we met in the previous unit, went on a management course. She 
looked at the work of Frederick Herzberg*, who studied what motivates employees. Here are the 
notes she took: 

Some aspects of work can lead to dissatisfaction if they are not at a high 

enough standard. 

These are what Herzberg calls the hygiene factors: 

supervision - the way employees are managed 

policy - the overall purpose and goals of the organization 

working conditions - the place where you work, hours worked, etc. 

salary 

peer relationships - how you relate to and work with others on the same level of 

the organization 

security - level of confidence about the future of your job 

Motivator factors 

Other aspects of work can give positive satisfaction. These are the motivator factors: 

achievement - the feeling that you have been successful in reaching your goals 

recognition - the feeling that your employers understand and value what you do by 

giving positive feedback, which means telling you what a good job you are doing 

the work itself - the nature and interest of the job 

responsibility - when you are in charge of something and its success or failure 

advancement - how far you will be promoted in the organization and/or how far you 

will go up the career ladder 

personal growth - how you develop personally in your work, and your opportunities 

to do this 

Empowerment 

Now look at the more recent idea of empowennent {see Unit 2). 

Note the spelling 

of career.
__ .,,, 

Empowerment is the idea that decisions, where possible, should be made by 
employees who are close to the issues or problems to be solved, without having to 

consult their managers further up the hierarchy. In other words, managers have to 
delegate as much as possible. Delegation is one of the keys to employees being 

empowered in this way. Also, organizations become less hierarchical, with fewer 
management levels. 

•work and the Nature of Mon, 'One More Time: How Do You Motivate Employees?' Harvard Business Review, 2008.
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3.1 Look at this job advertisement. 
LEGAL TRANSLATOR 

ENGLISH-FRENCH 

Match the underlined items (1-6) 
with the hygiene factors in A 
opposite. 

Paris (1) €80,000 

Large Anglo-French law firm seeks legal translator to translate and 
correct French and English legal documents. Legal qualifications 
and experience essential. 

Based in the firm's busy translation department, you will work 

(2) under the head of translation (3) as part of a team of five 
translators (4) in line with the overall policies of the firm.

You will work (5) a 35-hour week, with a (6) one-year contract in 
the first instance. 

Email CV to jmartin'uduval andsmith.fr 

3.2 Vanessa Holt got the job in the advertisement in 3.1 above. Three months later, she writes an email 
to a friend. Complete the gaps in the email using expressions from B opposite. 

• • 

From: vanessaholt@aol.com 

Subject: Back to the UK? 

Date: 14 November 

To: 1ane.rourke@hotma1l com 

Hi Jane, How are you? I've been at Duval and Smith, an Anglo-French law firm in Paris, 

for three months now. I've had experience of translating a lot of different documents, 
so (1) .......... ..... ... .. ... ............ .... . ... ........ ... ...... is interesting enough, but I don't get any 
(2) .... .. .. ... ..... ... . .... ... . . . .... .. ...... . .. for the work I do - my boss never says anything. He 

never gives us any (3) ........ ......................................... . ....... - for example, he never lets us deal 
with clients directly. I never get a sense of (4) ..................................... . ............................. - my boss 
takes all the credit for the work we do. 

There are quite good opportunities for promotion and (5) ......... . 

at Duval and Smith, but I'm not sure I want to stay. I think there must be better opportunities 
elsewhere for me to develop, and as (6) .............. ...... .... ...... .... . .......... is important to me, 

I've decided to move back to the UK and look for a job there. 

So hope to see you in London soon - I'll give you a call. 

All the best 

3.3 Complete this table with words from C opposite. 

Verb Noun Adjective 

empower empowered 

consultation consulted 

- hierarchical 

delegated 

Over to 

Describe your own organization, or one you would like to work for, in relation to Herzberg's motivator 
factors. 
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Outsourcing 

Nigel, a 30-year-old information technology (IT) specialist, talks about his career so far: 

'I used to work in the IT department of a bank. All the IT work was done in-house. I thought I had a 
job for life. But then one day the work was outsourced to a specialized IT company called IT 
Services (ITS), based in India. Outsourcing abroad like this is offshoring (see Unit 32). The bank saw 
outsourcing as a way of saving money and keeping its competitive edge - advantage. They said that 
it would be more cost-effective - would cost less - to concentrate on their core activities - most 
important ones. 

'Luckily, the bank didn't make me redundant - I didn't lose my job - and I started working for ITS 
instead. At first I didn't know what to expect, but now I am very happy. We work with a lot of 
different clients - I'm a consultant and I give them advice.' 

Employability 
'ITS put a lot of emphasis on professional development. We often go on training courses so that we 
can keep up with current trends - the way things are changing in the industry. 

'ITS tell us that we may not have a job for life with the company, but that our up-to-date skills will 
mean that we will always be employable. Companies and governments talk about the importance of 
lifelong learning - continuing to develop our knowledge by going on courses, reading, etc. 

'In the next year or two, I may make a career move and join another company.' 

Freelancers 

'When I'm about 40, I want to set up on my own as a freelancer offering consultancy services to 
different companies. The idea of working freelance on different projects for different clients 
attracts me.' 

Some experts say that increasing numbers of people will work this way in the future, as companies 
outsource more and more of their work because they want to concentrate on their core activities. 

You can say freelancers or freelances. The corresponding 
Z b B k adjective is freelance, as in freelance work. · a an OO c» 
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4.1 Match the two parts of these extracts containing words and expressions from A opposite. 

1 "It's shown us that you don't have to do □ a in-house are evolving towards full 

everything in-house," he said. outsourcing. 

2 Critics say that he offshored jobs to □ b frequently outnumber the full-time

India and permanent employees. 

3 I'm an independent consultant in an area □ C are disappearing as the country adjusts to 

where we consultants the internet economy. 

4 Insurance companies that usually □ d competitive edge in cost and productivity.

managed everything 

5 The new strategy has restored the firm's □ e made employees redundant to maximize
the company's multi-billion profits. 

6 Some Japanese traditions, such as jobs □ f to outsource to developing nations where
for life, wages are lower. 

7 The economics of offshoring will force □ g "Let's use the market to get the most
multinational corporations cost-effective benefit." 

4.2 Complete the sentences with correct forms of expressions from 
A, Band C opposite. 

1 There's a lot to be said for... . It 
would encourage more working men and women to refresh 

their skills on university short courses tailored to their needs. 
That way they can keep up with ..... 
the latest thinking in their area. 

2 I love my new job. This is definitely the best 

.... I could have made. 
3 The new chief executive fired 11,000 employees and sold 

several business units. Non-core 

were outsourced. 
4 Some former advertising executives offer 

. for ad agencies, bringing 
expertise the agencies do not have themselves. 

5 Some 'creative' businesses, like design services, are kept 

going by work done by . .. and have 
hardly any permanent staff. 

6 Of course, there are advantages to doing some things 

You don't have to explain to outsiders what you want them to do. 

Over to 
. . 

• Would it be possible to do your job as a freelancer? Why?/ Why not?

• What are the advantages and disadvantages of being a freelancer?

• What are the advantages and disadvantages for companies who use freelancers?

Business Vocabulary in Use Advanced 17 



66.1 Match the two parts of these sentences containing expressions from A opposite. 

1 I can assure you that there are 

no plans to sell the newspaper 
division. 

2 A switch of truck suppliers involves 

the important costs of changing 

spare part inventories. 

3 IBM studies have indicated that 

seven per cent of employees 

believe that technological 

advancements have improved 

their ability to balance work and 

personal life. 

4 Boldness is an essential moral 

characteristic in a leader, for it 

generates combat power beyond 

the physical means at hand. 

5 Older managers were suspicious of 

the big expansion and later even 

opposed to internationalization 

efforts. 

6 These new hotels create 

employment for local people. 

□ 

□ 

□ 

□ 

□ 

□ 

a However, 62 per cent of employees 

also have growing concerns about 

technology's impact on the length of 

the workday. 

b What's more, there are no 

immediate plans to sell individual 

newspapers. 
c Moreover, a good leader 

understands that good leadership 

is about who you are, not so much 

about what you do or can do. 

d Nevertheless, the new chairman 
and new managers were able to 

persuade the board members and 

the Koc; directors. 

e On the other hand, the animals that 

you see here will be driven away 

from their homes. 

f In addition, a client may sometimes 

incur important risks, especially 

those of not being fully satisfied 

with a new supplier. 

66.2 Look at B opposite. Use the same structures (1-5) to make predictions for the future containing 

these ideas. 

By 2050: 

1 electric cars/ account for more 
than half the cars on the road 

2 climate change/ not have had the 
effects predicted today 

3 population growth/ level off 

4 nuclear energy/ represent 30 per 

cent of energy production/ unless/ 

another big nuclear accident 

before then 

5 attitudes to personal consumption 

/ change enormously 

66.3 Now make alternative forecasts to 

the ones above in 66.2. (You can use 

different verbs for each one this 

time.) The first one has been done as an example. 

1 
£Lech-Le co.rs wiLL o..c.cwnt for Less tl1o..n � t11i.rd, of o.U co.rs on tl1e ro/A.Gl. l 

• • w -

Over to 

Make some forecasts about trends in your own profession or industry, or one you would =1 
like to work in. 

------------·, 
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31.3 1 refurbishment 
2 waste 
3 remanufacturing 
4 disposal 
5 dismantle 
6 recycle 

Over to you (sample answer) 

I work for an airline and our biggest logistical 
nightmare is when our planes are delayed by 
congestion at airports, especially Heathrow. 
The outward flight arrives late, which means 
that the return flight takes off late, causing 
passengers to become very angry. 

32.1 1 Core competences/competencies 
2 Subcontractors, in-house, expertise, non

core 
3 Transaction cost analysis, outsourcing them/ 

subcontracting them/ farming them out 
4 our competitive edge 
5 Our corporate culture 

32.2 1 b 2 e 3 d 4 C 5 a 

32.3 1 False: Money may be saved initially, but they 
are often more expensive in the longer term. 

2 True 

33.1 

3 False: It outsourced a range of services from 
highways to IT. 

4 False: They ended up spending more. 
5 True 
6 True 

Over to you (sample answer) 

Here in India, we have benefited greatly from 
outsourcing. Many of our graduates work in 
call centres for UK banks. But outsourcing is 
increasing in other areas which require higher 
levels of expertise, for example software 
development. 

1 Internet 
2 bandwidth 
3 video-conferencing 
4 webcams 
5 download 
6 video-on-demand 
7 wireless 

33.2 1 3G 

150 

2 wireless 

3 from the Optimum site 
4 GPS 
5 the browser 

Business Vocabulary in Use Advanced 

33.3 C 

Over to you (sample answers) 

• Yes, mobile devices are suitable for
accessing the Internet now - the screens are
bigger and the download speeds are faster.

• I use my mobile to download football- action
replays. I don't use it for internet shopping
(for that I use my computer when I'm at
home), but I do look at the weather forecast
occasionally to see if it's going to rain.

34.1 1 interoperability 

34.2 

2 external social networking sites, posted, 
profile 

3 video-sharing sites, uploaded 
4 internal social networking site, online 

community, vetted 
5 wiki, collaboration 
6 messaging, networking sites, 

communication 

Adjective 'Noun I 

attractive attractiveness 

interactive interactivity 

user-friendly user-friendliness 

sticky stickiness 

34.3 1 unique users 
2 traffic 
3 page views 
4 sticky 
5 user-friendly 
6 generating, revenue 
7 rankings 
8 website management company 

Over to you (sample answer) 

I think it's acceptable for recruiters to check 
social networking sites in this way. What 
people say about themselves there is probably 
more reliable than what they put in their CVs. 
Companies need to know everything about 
the people they are recruiting! 

35.1 1 b 

35.2 1 e 

4 b 

2 d 

2 d 

5 f 

3 C 

3 a

6 C 

4 a 

35.3 1 cancer, AIDS, water purification, 
solar power 

2 People donate processing time on their 
computers to perform very complex 
calculations. 
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abandon /a'brend;:in/ 26 
ABC approach /,e1bi:'si: ;:i'prautf/ 8

above board /;:,'bA v b:,:d/ 49 
absorb /ab'z:,:b/ 52 
account for /a'kaunt fa:/ 65 
accountability /;:i,kaunt a'b1lat i/ 49, 

53,54 
accountable /a'kaunt abal/ 49 
accounting irregularities 

fa'kaunt 10 1,regj;i'lrer;:itiz/ 46 
accruals method /a'krualz 

,me0ad/ 40, 43 
accruals principle /a'krualz 

,pnnsapal/ 40, 43 
acerbic /a's3:b1k/ 60 
achievement /a'tfi:vmant/ 3 
acquisition /,rekw1 'z1f an/ 19, 45 
acquisitive /a'kw1z1t1v/ 19 
act with integrity /rekt w10 

in'tegrati/ 49 
act with probity 

/rekt w10 'praubati/ 49 
action /'rekf ;m/ 14 
activist shareholders /,rekt IvIst 

'f ea,hauldn/ 54 
activities /rek't1vatiz/ 26 
actualizer /'rektf ;ila1za/ 26 
adapt /a'drept/ 29 
adaptable /;:i'drept abal/ 62 
added-value /,red1d'vrelju:/ 18 
ad min /'redmin/ 1 
advanced economy /ad,va:nst 

1'konami/ 55 
advancement /ad'vo:nsm;:int/ 3 
advertising /'redvata1210/ 23 
aesthetics /i:s'0et I ks/ 12 
affirmative action /a'fa:m;:it Iv 

'a:kf an/ 11 
after-sales service /,o:ftase1lz 

's3:v1s/ 23 
ageism /'e1d31z;:im/ 11 
ageist attitude /,e1d31s1 'ret 1tju:d/ 11 
agent /'e1d3;:int/ 29 
aggressive /;:i'gres1v/ 61 
aid agency /e1d 'e1d3;:int si/ 58 
alternative energy source 

/:,:l,t3:n;:it Iv 'enad3i ,s-::i:s/ 51 
amortization /;:i,m:,:ta1'ze1f;:in/ 41 
amortizefa'm:,:ta1z/ 41 
analogies /;:i'nrel;:id3iz/ 35 
analyse the data /'ren;:ila1z oa 

'de1ta/ 25 
annual report /,renjual n'p:,:t/ 39 

anticipate /ren't 1s1pe1t/ 21

anti-virus program /,renti'va1r;:is 
,pr;wgrrem/ 36 

appeal to /;;i'pi:l t;:i:/ 26 

applications /,a:plt'kc1f;mz/ 21, 33 
apply for certification /;,,plat fo: 

,s3:t1f1'ke1fan/ 13 
appoint/;:i'p:,int/ 29 
apps /a:ps/ 33 
Asian tiger /,e13;:in 'ta1g;:i/ 55 
assembly line/;:i'sembli lain/ 30 
assembly plant /;:i'sembli plu:nt/ 30 
assets /'resets/ 16, 38, 42, 44 
associate /;:i's;iufi;;it/ 28 
at the top of the market /ret oa top ;:iv 

oa 'ma:k1t/ 48 
attack a market/a,trek a 'mu:kit/ 16 
attitude /'rel 1tju:d/ 23 
attitude to risk /'ret1tfu:d t;:i risk/ 22 
attractive /;:i't nekt 1v/ 19, 20 
attractiveness /;;i't rrekt I vn;;is/ 34 
audit /':,:d1t/ 46 
auditor /':,:d11a/ 46 
auditor rotation /,:,:dll;:i ra'te1fan/ 46 
authoritarian /,:,:0on'te;;irian/ 2 
automated warehouse /, :,:tame, t 1d 

'weahaus/ 30 
autonomy /:i:'tonami/ 6, 61 

back office outsourcing /brek ,of1s 
'auts:,:stl)/ 32 

backer /'brekar/ 37 
background /'brekgraund/ 11, 63 
bad debts /bred det s/ 41 
bail (someone) out/'betl aut/ 53 
balance sheet/'brelans fi:t/ 39, 41, 42 
bandwidth /'brendw110/ 33 
banking crisis /'brel)kll) ,kra1s1s/ 48 

bank loan /brel)k laun/ 37 
be chained to a desk /bi 'tfeind t;:i: 

a ,desk/ 1

be snowed under (with something) 
/bi sn;iud 'And;;i/ 1

behavioural data /b1 ,he1v jaral 
'de1t a/ 25 

behavioural segmentation 
/b1,hc1vjar;;il ,segmen'te1fan/ 26 

believer /b1'li:va/ 26 
benchmark (someone) against 

/'bentfmo:k a,genst/ 15 
benchmarking /'bentfmo:ktl)/ 15 
benchmarking exercise /'bentf mo:k1 I) 

'eksasa 1z/ 15 
benefits /'benif11 s/ 37 
best practice /best 'prrekt1s/ 15 
Big Brother /big 'brAOJ/ 36 
billing /'bll11J/ 32 

blocs /bloks/ 57 
blog /blog/ 34 
blogger /'bloga/ 34 
blogosphere /'blog;;isf1a/ 34 
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board member /'b:,:d ,memb:,/ 53 
board of directors /b:,:d ;w 

d1'rektaz/ 53 
boast /baust/ 60 
body /'bodi/ 46 
body language /'bodi ,lrel)gw1d3/ 60 
bond /bond/ 39 
bond market /'bond ,mo:k1t/ 39 
bondholder /'bondhauldJ/ 39 

bonus /'baunas/ 53 
book value /'buk ,vc:elju:, 41 
boom and bust cycle /bu:m ;in 'bAst 

,sa1bl/ 47 
booming /'bu:m11)/ 47 
borrow /'bor;;iu/ 39 
borrowing /'borau11JI 47

bottom out /'botam au!/ 47

boundary /'baundri/ 6 
BPO (business process outsourcing) 

/,bi:pi:';m/ 32 
brand /brrend/ 28, 41 
brand awareness /brrend 

a'weanas/ 28 
brand differentiation /bra:nd 

,d1farenfi'e1f ;:in/ 28 
brand dilution /brrend da 'lu:f an/ 28 

brand equity /brrend 'ekw11 i/ 28 
brand extension /brrend 

1k'stenfan/ 28 
brand identity /brrend a1'dentati/ 28 
brand image /brrend '1m1d3/ 28 
brand loyalty /brrend "b10lti/ 28 

brand positioning /brrend 
p;;i'z1f anti)/ 28 

brand recognition /brrend 
rekag'nif an/ 28 

brand stretching /brrend ',t retf I IJ/ 28 

branding /'brrendtl)/ 28 
breakdown /'bre1kdaun/ 6, 12 
bribe /bra1b/ 49 
BRIC countries /'bnk ,kAntriz/ 55 
bring a product to market /bnl) a 

,prodAkt t;;i 'mo:k1t/ 20 
broad band access /'br:i:dl>rend 

,rekses/ 33 
browse the internet /'brauz oa 

,intanet/ 33 
bubble lbAb;:il/ 34, 48 
bubble bursts /'bAb;:il b3:qs/ 34, 48 
budget deficit /,bAd311 'def1s11/ 47 
budget surplus /,bAd31t 's31pl;:is/ 47

build a competitive advantage 
/b1ld a bm'pet1t1v ad'vo:nt1d3/ 18 

bureaucracy /bjua'rokrasi/ 1

bureaucratic /,bju;:ira'krreti k/ 20 
burn-out/'b3:naut/ 6 
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strategic move /str::i,ti:d31k 'mu:v/ 16

strategic outsourcing /str::i,ti:d31k 
'auts:>:s11J/ 32

strategic partnership /str::i,ti:d31k 
'po:tn::if1p/ lG

strategic success /strn,ti:d31k 
s::ik'ses/ 16

strategic vision /str::i,t i:d31k 
'v13::in/ 16

strategy /'strret::id3i/ 14, 16, 54

stream /stri:m/ 33

strengths /strel)0s/ 18

stress counsellor /st res 'kauns::il::i/ 6

stress factor /st res 'frekt ::i/ 6

stress industry /st res 'md::istri/ 6

stress management /st res 
'mremd3m::int/ 6

stress symptom /st res 's1mt;:,m/ 6

stressed /st rest/ 6

stressed out /,st rest 'aut/ 6

stressful /'stresful/ 1, 6

stress-related illness /stresn ,le,t 1d 
'Iln;:)s/ 6

stringent /'strmd3;:,nt/ 51

striver /'stra1v;:,/ 26

structure /'strAktf;:,/ 20

structured group /'strAktf ;:,d 
gru:p/ 21

struggler /'strAgl;:,/ 26

stuck in the middle /stAk m o;:, 
'm1d;:,I/ 18

subcontract (v) /,sAbk;:,n'trrekt/ 32

subcontractor /,sAbk;:,n'trrekt;:,/ 32

subordinate /s;:,'b:>:d;:,n;:,t/ 2

sub-prime mortgage /sAb,pra,m 
'm:,:g1d3/ 48

subsidiary /s;:,b's1di;:,ri/ 19

substitute / 1sAbst1tju:t/ 18

succession planning /s;:,k'sef;:,n 
,plremJJ/ 7

suit /su:t/ 8

super-talents /'su:p;:,,trel;:>nts/ 8

supervise /'su:p;:,va,z/ 46

supervision /,su:p;:,'v13;:,n/ 2, 3

supervisory board /su:p;:,'va,z;:,ri 
,b:>:d/ 53

supplier /s;:,'pla1;:,/ 18, 30

supplier-customer relationship 
/s::i,pla,;:, ,kAst;:,m::i n'le1J;:,nJ1p/ 13

supply chain /s;:,'pla1 ,tJe1n/ 30

supply chain management /s;:, 1pla1 
tJem 'mremd3m;:,nt/ 30, 31

support /s;:)'p:>:t/ 61 

surf the internet /'s3:f o;:, ,mt;:,net/ 33 

surveillance /s3:'ve1l;:,ns/ 36 

sur1Jey research /1 '.l�ve, rt, '.3:tJ/ 25 
sustainability /s;:, 1stem;:,'b1l;:,ti/ 51,

54,59 

sustainable /s;:,'stem;:,b::il/ 51

sustainable agriculture /s;:,'stem;:,b;:,J 
'regnkAltf;:,r/ 59

sustainable development 
/s;:,,stem;:,b;:,I d1'vel;:,pm;;int/ 31

Sustainable Development Goals 
/s;;i,stem;;ib;;il d1'vel;;ipm;;int 
g;;iulz/ 56

sustainable economic growth 
/s;:,'stem;:,b;:,I i:b'nom1k gr;;iu0/ 59 

sustainable energy /s;;i'stem;;ib;;il 
'en;;id3i/ 59

sustainable farming/s::i'stem::ibdl 
'fo:m11J/ 59

sustainable fisheries /s;;i'stem;;ib::il 
'f1J;;iriz/ 59

sustainable forestry /s;;i'stem;;ib;;il 
'fonst ri/ 59

sustainable level /s;:,,stem;;ib;;il 
'lev;;il/ 47

sustainable livelihoods /s;:,'stem;;ibal 
'la1vlihudz/ 59

sustainable seafood /s;:,'stem;;ib;;il 
'si:fu:d / 59

sustainable transport /sa'stem;;ib;;il 
'trrensp:>:t/ 59

sustainable tourism /s;:,'stem;;ib;;il 
'tu;;inz;;im/ 59

sweat assets /,swet 'resets/ 44

sweatshop labour /,swetfop 'le1b;;i/ 50

SWOT /swot/ 18

SWOT analysis /swot a'nrel;;is1s/ 18

tablet /'trebl;:,t/ 33

tacit /'tres,t/ 35

tactful /'trektfal/ 10

tactical /'trekt,bl/ 25

tactless /'trektl;:,s/ 60

tag /treg/ 26

take out insurance /te1k aut 
m'J::>:rans/ 22

take risks /te,k risks/ 22

takeover /'te,k,;;iuv;;i/ 19

talent/'trel;;int/ 7

talent manager /'trel;;int ,mremd3;;i/ 8

talent pool /'trel;;int ,pl':1/ 7, 8

talented /'trel;;int1d/ 7 
tangible assets /,trend3;;ibal 'resets/ 41

tap into/trep 'mtu:/ 35

target/'to:g,t/ 27

target group /'to:gn gru:p/ 26

tariff /'trenf/ 55, 57

task-oriented /,to:sk'::,:rient vi/ 60 

tax payable /treks 'pe,abal/ 42 

TBL (triple bottom line) /,ti:bi:'el/ 59

team /ti:m/ 9 
team building /'ti:m ,b1ld11J/ 9 
team dynamics /'ti:m da1,nrem1ks/ 9

team effectiveness /'ti:m 
1,fekt1vn;:,s/ 9 
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team effort /'ti:m ,efat/ 9 
team leader /'ti:m ,li:d;;i, 9 
team learning/'ti:m ,b:n11J/ 9 
team management /'t i:ni 

,mremd3m;:,nt/ 63

team performance /'ti:m 
p;;i,b:m;:,ns/ 9 

team player /'ti:m ,ple1;;, 1 9 
Team Worker /'ti:m , w3: <;;>/ 9 
teamwork /'ti:mw3:k/ 1. 9 
technical durability /,tek11bl 

'dju;:>r::i'b1l;:>ti/ 12

technical specifications / tekmbl 
spes1f1'ke1J;:>nz/ 13

technical support /,tekmbl 
sa'p::>:t/ 32

technology /tek'nol;:,d3i/ 20

telecommunications costs 
/,tehb,mju:m'ke1J;;inz kosts/ 55

temp agency /temp 'e1d3;;insi/ 5

tern pora ry contract /, t em p;;iri 
'kontrrekt/ 5

temporary worker /,temp;;iri 'w3:b/ 5

test a hypothesis /,test ;;i 
ha, 'po8;;is1s/ 25

the SECI model /o;;i ,esi:s :'a, 
modal/ 35

the work itself /oa 'w3:k tself/ 3

theory X /,0,;;iri 'eks/ 2

theory Y /
1
81ari 'wa1/ 2

Third World /1:b:d 'w3:ld / 55 

threats/0rets/ 18

3G /18ri'd3i:/ 33

360-degree analysis
/8ri: 1hAndr;;id;;in,s1xtid, ,gri:
a'nrel;;is1s/ 7

tidal power /'ta1d;;il pau;;,/ 51, 59 

tied aid /ta1d 'e1d/ 58

time off /ta1m 'of/ 1

time-waster /ta1m'we1st;;il 60

tone down /t;;iun 'daun/ 61 

top management/top 
'mremd3m;;int/ 13

top performers /top p;;i'fo:mn/ 8

Total Quality Management (TQM) 
/,t;;iutal ,kwol;;iti 'mrenid3m;:,nt/ 12

toxic assets /,toks1k 'resets/ 48 

toxic emissions/,toks1k 1'm1J;;inz/ 51 

TQM (Total Quality Management) 
/,ti:kju:'em/ 12

track /trrek/ 26

trade /tre1d/ 39, 52 

trade balance /'tre1d ,brel;-ms/ 47

trade barriers /'tre1d ,breri;:,z/ 57

trade disputes /'tre,d d1,spju:ts/ 57

trade gap /'tre1d ,grep/ 4 7

trade liberalization /'tre,d 
hbar;;ila1,ze1J;;in/ 55

trade surplus /'tre,d ,s3:pl;;is/ 4 7
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