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Unit 1
assistant /@"sIst@nt/  (n) someone who helps another person in their 

job
boss /bQs/  (n) a person who is in charge of  other people at work
CEO, Chief Executive Officer /%si; i; "@U/ /"tSi;f Ig"zekj@tIv "QfIs@(r)/   

(n) the person who is in charge of  a company
colleague /"kQli;g/  (n) someone that you work with
director /d@"rekt@(r)/  (n) a senior person who is in charge of  part of  

a company
employee /Im"plOIi;/  (n) a person who is paid to work for sb
engineering /%endZI"nI@rIN/  (n) using scientific knowledge to help 

design and build machines, equipment, roads, etc.
friendly /"frendli/  (adj) helpful and kind
head /hed/  (n) a person who is in charge of  an organization or a 

group of  people
introduce /%Intr@"dju;s/  (v) to tell a person’s name to sb who has not 

met the person before
journey /"dZE;ni/  (n) travelling from one place to another
manager /"m&nIdZ@(r)/  (n) a person who is in charge of  a group of  

people at work
MD, managing director /%em "di;/ /"m&nIdZIN d@"rekt@(r)/  (n) the 

person who is in charge of  a company
PA, personal assistant /%pi; "eI/ /%p3;s@nl @"sIst@nt/  (n) a person 

whose job is to help sb with their work
receptionist /rI"sepS@nIst/  (n) a person who deals with people 

visiting or telephoning an office building or a hotel
sales rep /"seIlz rep/  (n) a person whose job is to visit different 

businesses to sell a company’s products
team leader /%ti;m "li;d@(r)/  (n) a person in charge of  a team of  

people at work
technician /tek"nISn/  (n) a person whose job is to keep special 

equipment or machinery in good condition
technology /tek"nQl@dZi/  (n) scientific knowledge, which is used in 

practical ways
website /"websaIt/  (n) a place on the Internet where a company or 

person puts information

Unit 2
abroad /@"brO;d/  (adv) to or in other countries, not your home 

country
automobile /"O;t@m@bi;l/  (n) a car
book /bUk/  (v) to arrange with a company to have a plane ticket, 

hotel room, restaurant table, etc. on a particular date
buy /baI/  (v) to get sth by paying money for it
chain /tSeIn/  (n) a group of  shops / stores, cinemas, or hotels 

owned by the same company
confirm /k@n"f3;m/  (v) to say that an arrangement is definite 
customer /"kVst@m@(r)/  (n) someone who buys sth from a business 

or shop / store
delivery /dI"lIv@ri/  (n) taking goods to the person who has bought 

them
develop /dI"vel@p/  (v) to produce a new product and make it 

successful
electronics /I%lek"trQnIks/  (n) the use of  electronic technology 

in business and in products such as CD players, games, 
televisions, etc.

employ /Im"plOI/  (v) to give a job to sb
equipment /I"kwIpm@nt/  (n) the things that are needed for doing sth

export /Iks"pO;t/  (v) to sell and send goods to another country
financial services /faI%n&nSl "s3;vIsIz/  (n) services connected with 

money, for example insurance and banking
flexible /"fleksIbl/  (adj) able to change when necessary, to suit new 

conditions or situations
hospitality /%hQspI"t&l@ti/  (n) the business of  providing food, drink, 

rooms, etc. for customers
industry /"Ind@stri/  (n) the people and activities that produce a 

particular thing, or provide a particular service
job fair /"dZQb fe@(r)/  (n) an event where people who are looking 

for a new job can meet companies that are looking for new 
employees

million /"mIlj@n/  (n) the number 1,000,000
office supplies /%QfIs s@"plaIz/  (n) things such as paper and pens that 

are needed for work in an office
order /"O;d@(r)/  (v) to ask for goods to be supplied or a service to be 

provided
pharmaceuticals /%fA;m@"su;tIklz/  (n) drugs or medicines
produce /pr@"dju;s/  (v) to make things to be sold
provide /pr@"vaId/  (v) to offer goods or a service
real estate /"ri;@l IsteIt/  (n) the business of  selling land or buildings
recruitment /rI"kru;tm@nt/  (n) to find new people to join a company
repeat /rI"pi;t/  (v) to say sth again
sell /sel/  (v) to give sth to sb for money
service /"s3;vIs/  (n) things that a business does for its customers
slowly /"sl@Uli/  (adv) not quickly; at a slow speed
software /"sQftwe@(r)/  (n) programs used to operate a computer
staff /stA;f/  (n) the people who work in an organization
stock /stQk/  (n) the goods that are available for sale
transport /"trA;nspO;t/  (n) a system for carrying people or goods 

from one place to another

Unit 3
area /"e@rI@/  (n) part of  a place, town, etc.
call sb back /%kO;l "b&k/  (phr v) to telephone sb again or to 

telephone sb who telephoned you earlier
canteen /k&n"ti;n/  (n) a place where food and drink are served in a 

factory, an office building, etc.
conference /"kQnf@r@ns/  (n) a large meeting of  people with the 

same work or interests, usually lasting for a few days
consumer product /k@n%sju;m@ "prQdvkt/  (n) a product bought and 

used by individual customers
contact number /"kQnt&kt nVmb@(r)/  (n) a telephone number that 

you can call to talk to sb
continent /"kQntIn@nt/  (n) one of  the large land masses of  the earth 

such as Europe, Asia, or Africa
destination /%destI"neISn/  (n) a place to which sb / sth is going or 

being sent
distribution centre /%dIstrI"bju;Sn sent@(r)/  (n) a warehouse (=large 

building for storing things) that receives goods from factories and 
sends them to shops / stores or customers

exhibition /eksI"bISn/  (n) a collection of  things, for example 
products produced by different companies, that are shown to the 
public

factory /"f&ktri/  (n) a building where goods are made
global /"gl@Ubl/  (adj) covering or affecting the whole world
head office /%hed "QfIs/  (n) the main office of  a company
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international /%Int@"n&Sn@l/  (adj) connected with two or more 
countries

leave a message /%li;v @ "mesIdZ/  (phrase) to leave a written or 
spoken piece of  information for sb when you cannot speak to 
them yourself

leisure /"leZ@(r)/  (n) time that is spent doing what you enjoy when 
you are not working

location /l@U"keISn/  (n) a place where sth is or happens
market /"mA;kIt/  (n) a particular area, country, or section of  the 

population that might buy goods
nearby /nI@"baI/  (adv) a short distance from sb / sth
region /"ri;dZ@n/  (n) a large area of  land
sales office /"seIlz QfIs/  (n) the part of  a company that sells the 

company’s products 
take a message /%teIk @ "mesIdZ/  (phrase) to write down a piece of  

information to give to another person for sb who could not speak 
to them directly

technical centre /"teknIkl sent@(r)/  (n) the part of  a company that 
helps customers use their machines

unlike /Vn"laIk/  (prep) used to say how sb / sth is different from 
another person or thing

workplace /"wE;kpleIs/  (n) an office, factory, etc. where people work
worldwide /%wE;ld"waId/  (adv) in or to all parts of  the world

Unit 4
always /O;lweIz/  (adv) all the time; on every occasion
battery /"b&t@ri/  (n) a device that you put inside something such as 

a camera or clock that produces the electricity to make it work
button /"bVt@n/  (n) a small part of  a machine that you press to 

make it work
click on /"klIk Qn/  (phr v) to choose something on a computer 

screen by pressing one of  the buttons on a mouse
connect /k@"nekt/  (v) to join a computer to the Internet or a 

computer network
electronic device /Ilek%trQnIk dI"vaIs/  (n) a piece of  equipment 

such as a mobile phone or computer, that has many small 
electrical parts

enter /"ent@(r)/  (v) to put information, such as a name or numbers, 
into a computer

key in /%ki; "In/  (phr v) to type information such as a name or 
numbers into a computer

landing /"l&ndIN/  (n) the return down to the ground of  an aircraft 
after a flight

laptop /"l&ptQp/  (n) a small computer that can work with a battery 
and be easily carried

log on /%lQg "Qn/  (phr v) to start using a computer
microphone /"maIkr@f@Un/  (n) a device that is used for recording 

sounds or for making your voice louder when you are speaking to 
an audience

mobile phone /%m@UbaIl "f@Un/  (n) [BrE] a telephone without wires, 
that you can carry with you and use anywhere

never /"nev@(r)/  (adv) at no time; not on any occasion
often /"Qf@n/  (adv) many times
password /"pA;swE;d/  (n) a series of  letters or numbers that you 

must type into a computer before you can use it
photocopier /"f@Ut@UkQpI@(r)/  (n) a machine that copies documents 

by photographing them
power points /"paU@ pOInts/  (n) [BrE] places in a wall where you 

can plug in electrical equipment

press /pres/  (v) to push part of  a device in order to make it work
printer /"prInt@(r)/  (n) a machine for printing words onto paper, 

from a computer file
put in /%pUt "In/  (phr v) to put sth such as a coin or card into a 

space in a machine
rarely /"re@li/  (adv) not often
recharge /ri;"tSa;dZ/  (v) to fill a battery with electrical power
record /rI"kO;d/  (v) to make a copy of  sound or images so that you 

can listen to or watch it again 
screen /skri;n/  (n) the flat surface of  a computer or television, on 

which you see images or information
sometimes /"sVmtaImz/  (adv) occasionally, but not all of  the time
start menu /"stA;t menju;/  (n) a list on a computer screen of  

programs you can work with
switch off /%swItS "Qf/  (phr v) to turn a machine, light, etc. off  by 

pressing a button or switch
switch on /%swItS "Qn/  (phr v) to turn a machine, light, etc. on by 

pressing a button or switch
take-off /"teIkQf/  (n) the action of  leaving the ground at the 

beginning of  a flight by an aircraft
ticket machine /"tIkIt m@Si;n/  (n) a machine that prints tickets for 

trains, buses, etc.
username /"ju;z@neIm/  (n) the name you choose in order to be 

allowed to use a computer program or system
usually (adv) /"ju;Zu@li/ most of  the time; on most occasions
warehouse /"we@haUs/  (n) a building where large quantities of  

goods are stored
wireless /"waI@l@s/  (adj) not using wires or cables

Unit 5
apologize /@"pQl@dZaIz/  (v) to say that you are sorry for sth
apply for a job /@"plaI fO;(r)/  (phr v) to make a formal request for a 

job
appointment /@"pOIntm@nt/  (n) a formal arrangement to meet or 

visit sb
attach /@"t&tS/  (v) to send a copy of  a document with an email
attachment /@"t&tSm@nt/  (n) a copy of  a document that is sent with 

an email
bill /bIl/  (v) to send sb a bill (= a document showing how much 

they owe for goods or services)
branding /"br&ndIN/  (n) the use of  a name, logo (= symbol), and 

design for a company or group of  products, so that people will 
recognize them

business card /"bIzn@s kA;d/  (n) a small card printed with sb’s 
name, job, and details of  the company they work for

correspondence /%kQrI"spQnd@ns/  (n) letters that a person or 
company receives or sends

CV /%si; "vi;/  (n) [BrE] a written record of  your education and the 
jobs you have done, that you send when you are applying for 
a job

delivery note /dI"lIv@ri n@Ut/  (n) a form that you sign when goods 
or documents are delivered

folder /"f@Uld@(r)/  (n) a place for storing documents or computer 
files

forward /"fO;w@d/  (v) to send or pass goods or information to sb
hard copy /%hA;d "kQpi/  (n) information from a computer that has 

been printed out
invoice /"InvOIs/  (n) a list of  goods that have been sold or work that 

has been done, showing what sb must pay 
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item /"aIt@m/  (n) one single thing that can be bought
meeting /"mi;tIN/  (n) an occasion when people meet together to 

discuss or decide sth
mistake /mIs"teIk/  (n) something that is not correct, or produces 

the wrong result
order form /"O;d@ fO;m/  (n) a document that is used for ordering 

goods
paperwork /"peIp@wE;k/  (n) the written work that is part of  a job, 

such as filling in forms or writing letters
presentation /%prez@n"teISn/  (n) a meeting at which a product, idea, 

or piece of  work is shown to a group of  people
print /prInt/  (v) to produce letters, pictures, etc. on paper using a 

printer (a machine)
receipt /rI"si;t/  (n) a document that shows that goods or services 

have been paid for
receive /rI"si;v/  (v) to get something which sb has sent to you
save /seIv/  (v) put information on a computer or on a disk so the 

information is not lost
scan /sk&n/  (v) to copy a document using a special machine and 

save it as a computer file
send /send/  (v) to make a letter, package, or email go to a place
task /tA;sk/  (n) a piece of  work that sb has to do

Unit 6
boring /"bO;rIN/  (adj) uninteresting
comfortable /"kVmf@t@bl/  (adj) pleasant and relaxing to wear, sit in, 

spend time in, etc.
course /kO;s/  (n) one of  the separate parts of  a meal
delicious /dI"lIS@s/  (adj) very pleasant to eat
dessert /dI"zE;t/  (n) sweet food eaten at the end of  a meal
dinner /"dIn@(r)/  (n) the main meal of  the day, usually eaten in the 

evening
dish /dIS/  (n) a type of  food prepared as part of  a meal
fine /faIn/  (adj) fairly good or acceptable
lunch /lVnS/  (n) a meal eaten in the middle of  the day
manufacturer /%m&nju"f&ktS@r@(r)/  (n) a company that produces 

goods in large quantities
meal /mi;l/  (n) a time when people sit down to eat food, for 

example breakfast, lunch, or dinner
meet /mi;t/  (v) to be in the same place as sb and talk to them
menu /"menju;/  (n) a list of  the food that is available at a restaurant
nice /naIs/  (adj) pleasant or enjoyable
soft drink /%sQft "drINk/  (n) a drink that does not contain alcohol
sparkling water /%spA;klIN "wO;t@(r)/  (n) water with bubbles of  gas 

in it
still water /%stIl "wO;t@(r)/  (n) water without bubbles of  gas in it
supplier /s@"plaI@(r)/  (n) a company or person that supplies goods 

to companies
terrible /"ter@bl/  (adj) very bad or unpleasant
textiles /"tekstaIlz/  (n) cloth produced by weaving or knitting
tip /tIp/  (n) a small amount of  extra money that you give to sb who 

helps you, for example a waiter in a restaurant
trade fair /"treId fe@(r)/  (n) an event where many companies show 

and sell their products
waiter /"weIt@(r)/  (n) a person who works in a restaurant bringing 

food and drinks to customers
waitress /"weItr@s/  (n) a woman who works in a restaurant bringing 

food and drinks to customers

Unit 7
above /@"bVv/  (prep) in a higher place or position than sth
be in charge of /%bi; In "tSA;dZ @v/  (phrase) to have control over and 

responsibility for sth / sb
be responsible for /bi; rI"spQnsIbl fO;(r)/  (phrase) to have sth as 

your job or duty
behind /bI"haInd/  (prep) in a position at the back of  sth
below /bI"l@U/  (prep) in a lower place or position than sth 
between /bI"twi;n/  (prep) in a position in the middle of  two other 

things
cafeteria /k&f@"tI@ri@/  (n) a self-service restaurant 
check /tSek/  (v) to look at sth carefully to see if  it is correct or good 

enough
control /k@n"tr@Ul/  (v) to make sth work in a particular way or 

within particular limits
customer services /%kVst@m@ "sE;vIsIz/  (n) the part of  a company 

that deals with customers’ questions and complaints
deal with /"di;l wID/  (phr v) to perform a task or solve a problem
department /dI"pA;tm@nt/  (n) one section of  a large company
Finance /"faIn&ns/  (n) the part of  a company that deals with 

managing money
HR, Human Resources /%eItS "A;/ /"hju;m@n rIsO;sIz/  (n) the part of  a 

company that deals with employing and training people
in front of /In "frVnt @v/  (prep) in a position further forward than sb 

or sth else
IT, Information Technology /%aI "ti;/ /"Inf@"meISn tek"nQl@dZi/  (n) the 

part of  a company that deals with computers
lift /lIft/  (n) [BrE] a machine that carries people up and down to 

different levels in a building
logistics /l@"dZIstIks/  (n) the work of  planning and organizing the 

supply of  materials, goods, and staff
manage /"m&nIdZ/  (v) to be in charge of  people’s work in a 

business or a team
marketing /"mA;kItIN/  (n) the part of  a company that is responsible 

for presenting, advertising, and selling the company’s products
next to /"nekst tu/  (prep) in a position at the side of  sb or sth
plan /pl&n/  (v) to make arrangements or designs for what will be 

done in the future
production /pr@"dVkS@n/  (n) the part of  a company that produces 

goods
R&D, Research and Development /%Ar @n "di;/ /rI"s3;tS @n 

dI"vel@pm@nt/  (n) the part of  a company that thinks of  and plans 
new products

reception /rI"sepSn/  (n) the area inside the entrance of  an office 
building, where visitors go first when they arrive

responsibility /rI%spQnsI"bIlIti/  (n) a duty to deal with or look after 
sb / sth

sales /seIlz/  (n) the part of  a company that is responsible for selling 
the company’s products

Unit 8
arrange a meeting /@"reIndZ @ "mi;tIN/  (v) to plan or organize a time 

and place to meet up
busy /"bIzi/  (adj) having a lot to do
careful /"ke@fl/  (adj) giving a lot of  thought or attention to what 

you do
currently /"kVr@ntli/  (adv) at the present time
employment /Im"plOIm@nt/  (n) work that is done to earn money
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energetic /%en@"dZetIk/  (adj) having a lot of  energy and enthusiasm
experienced /Iks"pI@rI@nst/  (adj) having knowledge or skill in a 

particular job
focused /"f@Uk@st/  (adj) with a clear and determined idea of  what 

you want to do
free /fri;/  (adj) not busy; available to do sth
imaginative /I"m&dZIn@tIv/  (adj) having new and exciting ideas
invest /In"vest/  (v) to spend money on sth in order to make it better 

or more successful
knowledge /"nQlIdZ/  (n) the information, understanding, and skills 

that you gain through education or experience
nowadays /"naU@deIz/  (adv) at the present time
patient /"peIS@nt/  (adj) able to wait or accept difficulties without 

becoming angry
practical /"pr&ktIkl/  (adj) good at dealing with real situations in a 

sensible way
qualification /%kwQlIfI"keISn/  (n) an exam that you have passed
quality /"kwQlIti/  (n) a part of  someone’s character, especially sth 

good
recruit /rI"krU;t/  (v) to find new people to join a company
skill /skIl/  (n) a particular ability or type of  ability
training course /"treInIN kO;s/  (n) a course where you learn skills 

that you need to do a job

Unit 9
advice /@d"vaIs/  (n) a suggestion about what sb should do, 

especially from an expert
cheap /tSi;p/  (adj) costing little money
comfort /"kVmf@t/  (n) a thing that makes it easier to relax and have 

a pleasant time
competition /%kQmp@"tISn/  (n) a situation in which companies 

compete with each other to try and get sth
competitive /k@m"petItIv/  (adj) as good as or better than others that 

you are competing against
competitor /k@m"petIt@(r)/  (n) a company that is competing against 

others in business
discount /"dIskaUnt/  (n) an amount of  money that is taken off  the 

usual cost of  sth
expensive /Ik"spensIv/  (adj) costing a lot of  money
facilities /f@"sIl@tiz/  (n) buildings, services, equipment, etc. that are 

provided for a purpose
fast /fA;st/  (adj) moving or happening quickly
high quality /%haI "kwQl@ti/  (adj) of  a good standard compared to 

others
low price /%l@U "praIs/  (adj) costing little money
mail order /%meIl "O;d@(r)/  (n) a system of  ordering goods using the 

mail, telephone, or Internet and having them sent to you
major /"meIdZ@(r)/  (adj) very large or important
market segment /%mA;kIt "segm@nt/  (n) a group of  possible 

customers who are similar in income, interests, etc.
model /"mQdl/  (n) a particular design or type of  product
slow /sl@U/  (adj) not moving or not happening quickly
storage space /"stO;rIdZ speIs/  (n) places where things can be kept 

until they are needed
up-to-date /%Vp t@ "deIt/  (adj) very modern
wide choice /waId tSOIs/  (adj) including a large number of  different 

things

Unit 10
amazing /@"meIzIN/  (adj) very surprising or interesting
attend meetings /@"tend "mi;tINz/  (v) to go to meet your colleagues 
average /"&vrIdZ/  (adj) normal or typical
complain /k@m"pleIn/  (v) to say that you are not happy or not 

satisfied about sb / sth 
component /k@m"p@Un@nt/  (n) one of  several parts of  sth
develop ideas /dI"vel@p aIdI@z/  (v) to think of  new things, products, 

etc. and make them successful
disappointing /dIs@"pOIntIN/  (adj) not as good as you hoped or 

expected
excellent /"eks@l@nt/  (adj) very good
face-to-face /%feIs t@ "feIs/  (adj) involving people who are together 

in the same place and looking at each other
fantastic /f&n"t&stIk/  (adj) extremely good
figures /"fIg@(r)z/  (n) numbers that show different things
find solutions /%faInd s@"lu;Snz/  (phrase) to think of  ways of  solving 

a problem
make decisions /%meIk dI"sIZnz/  (phrase) to decide what you will do 

or what should be done
opinion /@"pInI@n/  (n) your feelings or thoughts about sb / sth
overtime /"@Uv@taIm/  (n) extra time that you spend working at your 

job
permanent /"pE;m@n@nt/  (adj) existing all the time or for a long time
popular /"pQpj@l@(r)/  (adj) liked by a lot of  people
production line /pr@"dVkSn laIn/  (n) a line of  workers and machines 

in a factory that make, put together, and check the parts of  a 
product

salary /"s&l@ri/  (n) money that employees get monthly for doing 
their job

solve problems /%sQlv "prQbl@mz/  (phrase) to find ways of  dealing 
with difficult things or things that go wrong

surprising /s@"praIzIN/  (adj) making you feel surprised, because you 
did not expect something

teamwork /"ti;mwE;k/  (n) the activity of  working well together as a 
team

temporary /"tempr@ri/  (adj) existing only for a short period of  time
turnover /"tE;n@Uv@(r)/  (n) the rate at which employees leave a 

company and are replaced by other people 

Unit 11
aisle seat /%aIl "si;t/  (n) a seat in a plane that is next to the walkway
board /bO;d/  (v) to get on a plane
boarding card /"bO;dIN kA;d/  (n) a card that you show before you 

get on a plane
business class /"bIzn@s klA;s/  (n) a type of  seat on a plane that 

offers more comfort and service for business travellers
cancel /"k&ns@l/  (v) to decide that sth that has been arranged will 

not happen
change /tSeIndZ/  (n) small amounts of  money that you get back 

when you have given too much for sth
check-in /"tSekIn/  (n) the place in an airport where you go before 

your flight, to show your ticket and give in your bags
credit card /"kredIt kA;d/  (n) a small plastic card that you can use to 

buy goods and services and pay for them later
delay /dI"leI/  (n) a period of  time when you have to wait because 

sth is slow or late
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economy class /I"kQn@mi klA;s/  (n) the cheapest type of  seat on a 
plane, that offers the lowest level of  comfort and service

exchange rate /Iks"tSeIndZ reIt/  (n) the amount of  a currency (= 
money used in a country) that you get in exchange for a unit of  
another currency

expiry date /Ik"spaI@ri deIt/  (n) the date after which a passport, 
credit card, agreement etc. is no longer valid

gate /geIt/  (n) a way out of  an airport through which passengers go 
to get on their plane

hand luggage /"h&nd lVgIdZ/  (n) small bags that you can keep with 
you on an aircraft

miss a flight /mIs @ "flaIt/  (v) to arrive too late for a plane
pack /p&k/  (v) to put clothes, etc. into a bag in preparation for a trip 

away from home
passport control /%pA;spO;t k@n"tr@Ul/  (n) the place in an airport or 

at a border where passports are checked
queue /kju;/  (n) [BrE] a line of  people who are waiting for sth
reservation /%rez@"veISn/  (n) an arrangement for a room in a hotel to 

be kept for you
room service /"ru;m sE;vIs/  (n) a service provided in a hotel, 

allowing guests to order food and drink to be brought to their 
rooms

security /sI"kjU@r@ti/  (n) protection against attack or danger
sightseeing /"saItsi;IN/  (n) visiting interesting buildings or places as 

a tourist
stressful /"stresfl/  (adj) causing worry or anxiety
terminal /"tE;mIn@l/  (n) a building at an airport where passengers 

arrive and leave
tour guide /"tU@ gaId/  (n) a person who takes tourists around an 

interesting building or place
vacancy /"veIk@nsi/  (n) a room that is empty in a hotel
wake-up call /"weIkVp kO;l/  (n) a telephone call from a hotel 

reception to wake you up
window seat /"wInd@U si;t/  (n) a seat on a plane that is next to the 

window

Unit 12
aim /eIm/  (n) the thing that sb plans or wants to do
annual leave /%&nju@l "li;v/  (n) the time off  work that sb is allowed 

each year
autumn /"O;t@m/  (n) the season of  the year after summer, when 

leaves fall from the trees
busy period /"bIzi pI@ri@d/  (n) a time when there is a lot of  activity 

because a lot of  people want to do sth, buy sth etc.
database /"deIt@beIs/  (n) a computer record that contains a lot of  

organized information
deadline /"dedlaIn/  (n) a point in time by which sth must be done
event /I"vent/  (n) a thing that happens, especially an important 

planned occasion
expect /Ik"spekt/  (v) to believe that sth will happen based on what 

you know
launch /lO;nS/  (n) an event at which a new product is made 

available for the first time
long weekend /%lQN wi;"kend/  (n) a weekend that includes an extra 

day or two of  holiday on Friday or Monday
packaging /"p&kIdZIN/  (n) materials used to wrap or protect a 

product when it is sold
predict /prI"dIkt/  (v) to say what will happen based on what you 

know

public holiday /%pVblIk "hQlIdeI/  (n) a day when most shops, 
businesses, and schools close

quiet period /"kwaI@t pI@ri@d/  (n) a time when there is not much 
activity because not many people want to do sth, buy sth etc.

raw materials /%rO; m@"tI@ri@lz/  (n) basic materials that are used to 
make a profit

reminder /rI"maInd@(r)/  (n) a letter or note asking sb to remember 
to do sth

schedule /"Sedju;l/  (n) a plan of  the work you need to do and when 
you need to do it

shelf /Self/  (n) a flat board fixed to the wall or as part of  a cupboard, 
to put things on

ship /SIp/  (v) to send goods to sb
spring /sprIN/  (n) the season of  the year after winter, when plants 

and flowers start to grow again
summarize /"sVm@raIz/  (v) to make a short statement giving the 

main points of  sth
summer /"sVm@(r)/  (n) the season of  the year after spring, when it is 

hottest and people often have their main holiday
tight deadline /%taIt "dedlaIn/  (n) a date by which sth must be done 

that does not allow you much time to complete it
time off /%taIm "Qf/  (n) time when you do not have to be at work
timetable /"taImteIbl/  (n) a list which shows when particular events 

will happen
update /Vp"deIt/  (v) to add the most recent information to sth
winter /"wInt@(r)/  (n) the season of  the year after autumn, when it is 

coldest and the days are shortest


