in company

Elementary
Unit 19
headword



pronunciation

translation/notes

example sentence

	afraid (adj)

  I'm afraid ...
	/ə'freɪd/

/aɪm ə'freɪd/
	
	I'm afraid we don't have any red ones left.

	answer (v)

  answer the phone
	/'ɑːnsə/

/,ɑːnsə ə 'fəʊn/
	
	I hung up because nobody was answering.

I'm in the shower.  Can someone else answer the phone?

	answerphone (n)
	/'ɑːnsəfəʊn /
	
	I left a message on Luigi's answerphone.

	attachment (n)

  send sth as an attachment
	/ə'tæʧmənt/

/send ˌsʌmƟɪɳ

æz ən ə'tæʧmənt/
	
	I'm sending you a map of Rome as an attachment.

	back sth up with sth (phr v)
	/'bæk sʌmƟɪɳ ʌp wɪƟ ˌsʌmƟɪɳ/
	
	It's a good idea to back up your telephone order with an e-mail.

	book (v)
	/bʊk/
	
	Shall I book a room for you?

	call (n)

  get a call

  put through a call
	/kɔːl/
/get ə 'kɔːl/

/pʊt Ɵruː ə 'kɔːl/


	
	Was it an important call?

I get a call from Anna about three times a week.

When Simon Andrews rings, can you put his call straight through to me?

	call (v)

  call sb about sth

  call sb back

  Who's calling?
	/kɔːl/
/'kɔːl sʌmbədi əbaʊt ˌsʌmƟɪɳ/

/,kɔːl sʌmbədi 'bæk/

/huːz 'kɔːlɪɳ/
	
	Could you call the dentist about my appointment?

I'll call you back this afternoon when I know the date of the meeting.

"I'd like to speak to Mr Roberts."  "Who's calling, please?"

	caller (n)
	/'kɔːlə/
	
	The caller hung up without saying anything.

	clause (n)
	/klɔːz/
	
	We'll have to reword the clause about payments.

	conferencing (n)
	/'kɒnfərənsɪɳ/
	
	I can use the conferencing facility to take part in meetings even when I'm away on a trip.

	confirm (v)
	/kən'fзːm/
	
	You can make an appointment now, and then call nearer the time to confirm.

	contact (v)
	/'kɒntækt/
	
	Please contact us if you have any information.

	conversation (n)
	/kɒnvə'seɪʃən/
	
	She had a long telephone conversation with her mother.

	cubicle (n)
	/'kjuːbɪkəl/
	
	I've left my keys in a cubicle at the sports centre.

	dial (v)
	/'daɪəl/
	
	Dial 0 to speak to a receptionist.

	direct line (n)
	/daɪ'rekt laɪn/
	
	I only give the number of my direct line to very important clients.

	disconnect (v)

  disconnect the phone
	/dɪskə'nekt/

/dɪskə,nekt ə 'fəʊn/
	
	When I'm very tired I disconnect the phone and go to bed.

	disturb (v)
	/dɪs'tзːb/
	
	Sorry to disturb you, but do you know where Miss Springer is?

	e-mail (n)
	/'iːmeɪl/
	
	My first task of the day is to read my e-mails.

	emergency (n)
	/ɪ'mзːʤənsi/
	
	The club is now facing a financial emergency.

	engaged (adj)

  (opposite = free)
	/ɪn'geɪʤd/
	
	Dave's line was engaged, so I phoned Anja.

	extension (n)

  try sb's extension
	/ɪk'stenʃən/

/traɪ ˌsʌmbədɪz ɪk'stenʃən/
	
	My extension is 3474.

I think Mr Doyle has just left the office but I'll try his extension for you.

	forward (v)

  forward a call
	/'fɔːwəd/

/'fɔːwəd ə ˌkɔːl/
	
	Please forward all Tom's calls to me this morning.

	free (adj)

  (opposite = engaged)
	/friː/
	
	I'll see if Mr Makeev's line is free yet.

	function (n)
	/'fʌɳkʃən/
	
	Use the silent ring function on your mobile.

	further (adv)

  further to ...
	/'fзːə/

/'fзːə tʊ/
	
	Further to our conversation last week, I'm sending you our company's brochure.

	get through (to sb) (phr v)
	/get 'Ɵruː tə ˌsʌmbədi/
	
	After phoning several times I finally got through to her.

	give sth up (phr v)
	/gɪv ˌsʌmƟɪɳ 'ʌp/
	
	I gave my job up when my first child was born.

	handset (n)

  replace the handset
	/'hændset/

/rɪ,pleɪs ə 'hændset/
	
	Lisa had forgotten to replace the handset so the line was engaged for six hours.

	hang up (phr v)

  hang up on sb
	/hæɳ 'ʌp/
/hæɳ 'ʌp ən ˌsʌmbədi/
	
	There was no reply so I hung up.

It was yet another person trying to sell me an alarm system so I hung up on her.

	headset (n)
	/'hedset/
	
	I use a headset at work so that I can work on the computer while I'm on the phone.

	help (v)

  How can I help you?
	/help/

/haʊ kən aɪ 'help juː/
	
	Pharmatech SA, Adriana speaking.  How can I help you?

	hook (n)

  take the phone off the hook
	/hʊk/

/teɪk ə 'fəʊn ɒf  ə ,hʊk/
	
	We always take the phone off the hook before we sit down to eat.

	ignore (v)
	/ɪg'nɔː/
	
	He completely ignored her and kept on walking.

	including (prep)

  not including ...
	/ɪn'kluːdɪɳ/

/nɒt ɪn'kluːdɪɳ/
	
	There were nine of us, not including our teacher.

	instead
  instead of ...
	/ɪn'sted/

/ɪn'sted əv/


	
	Can't we deal with this now instead of waiting until tomorrow?

	interested (adj)

  be interested (in sth)
	/'ɪntərestəd/

/biː 'ɪntərestəd ɪn ˌsʌmƟɪɳ/
	
	We're going to the cinema. Are you interested?

	interrupt (v)
	/ɪntə'rʌpt/
	
	Please don't interrupt her while she's working.

	intrude (into) (v)
	/ɪn'truːd ɪntə/
	
	I try not to let my work intrude into our home life.

	irritate (v)
	/'ɪrɪteɪt/
	
	That little noise he makes really irritates me.

	let (v)

  let sb know ...
	/let/

/let ˌsʌmbədi 'nəʊ/
	
	Let me know if I can do anything to help.

When I hear about the contract I'll let you know.

	line (n)

  I'll try the line.
	/laɪn/

/aɪl traɪ ə 'laɪn/
	
	One moment, please.  I'll try the manager's line.

	message (n)

  message form

  leave a (spoken) message
	/'mesɪʤ/

/'mesɪʤ fɔːm/

/liːv ə ,spəʊkən 'mesɪʤ/
	
	She's just left the office. Can I take a message?

I see from this message form that Mr Wilks called again about his order.

I left a note on his keyboard.  Maybe I should leave a spoken message on his answerphone as well.

	moment (n)

  one moment, ...
	/'məʊmənt/

/wʌn 'məʊmənt/
	
	One moment, I'll just put you through.

	number (n)

  call a number 

  try sb's number
	/'nʌmbə/

/'kɔːl ə ˌnʌmbə/

/traɪ ˌsʌmbədɪz ˌnʌmbə/
	
	The number you have called has not been recognised.

I'll try Dave's number again.  Maybe the line'll be free now.

	participant (n)
	/pɑː'tɪsɪpənt/
	
	All participants need to register half an hour before the race.

	phone (n)

  answer the phone
	/'fəʊn/

/,ɑːnsə ə 'fəʊn/
	
	I'm in the shower.  Can someone else answer the phone?

	prepared (adj)

  be prepared to do sth
	/prɪ'peəd/

/biː prɪ'peəd tə duː ˌsʌmƟɪɳ/
	
	I'm not prepared to listen to excuses.

	presentation (n)
	/prezən'teɪʃən/
	
	Can I borrow your laptop for my presentation?

	regard (n)

  best regards

  with regard to ...
	/rɪ'gɑːd/

/best rɪ'gɑːdz/

/wɪƟ rɪ'gɑːd tə/
	
	I look forward to hearing from you. Best regards, Sam Page.

I am writing with regard to your advertisement for the post of hotel receptionist.

	regarding (prep)
	/rɪ'gɑːdɪɳ /
	
	I need to speak to you regarding my appraisal.

	replace (v)

  replace the handset
	/rɪ'pleɪs/

/rɪ,pleɪs ə 'hændset/
	
	The phone rang again as soon as he'd replaced the handset.

	researcher (n)
	/rɪ'sзːʧə/
	
	She works as a researcher for a TV company.

	reservation (n)
	/rezə'veɪʃən/
	
	I have a reservation in the name of Pedersen for a table for four.

	ring (v)

  the phone rings
	/rɪɳ/

/ə 'fəʊn rɪɳz/
	
	The phone nearly always rings when we're having a meal.

	sorry (adj)

  I'm sorry ...
	/'sɒri/

/aɪm 'sɒri/
	
	I'm sorry, could you repeat that, please.

	speak (v)

  Can I speak to ...?
	/spiːk/

/kən aɪ 'spiːk tə/
	
	Good afternoon, can I speak to Richard Barlow?

	stock (n)

  have sth in stock
	/stɒk/

/hæv ˌsʌmƟɪɳ

ɪn 'stɒk/
	
	We only have two more of these cameras in stock.

	stress (n)

  cause stress

  suffer from stress
	/stres/

/kɔːz 'stres/
/ˌsʌfə frəm 'stres/
	
	Working late every night can cause stress.

Carol's been suffering from stress since she started her new job.

	stressed (adj)

  (opposite = relaxed)
	/strest/
	
	If I'm feeling stressed after work I listen to classical music on the way home in the car.

	supplier (n)
	/sə'plaɪə/
	
	Colombia is our main supplier of coffee beans.

	telephone (n)

  telephone exchange (n)

  telephone use (n)
	/'telɪfəʊn/

/'telɪfəʊn ɪk,sʧeɪnʤ/

/'telɪfəʊn juːs/
	
	The new receptionist can't operate the telephone exchange very well yet.

Has owning a mobile affected your telephone use in any way?

	telephonist (n)
	/tə'lefənɪst/
	
	Sorry about that, the new telephonist must have cut us off.

	transparency (n)
	/træns'pærənsi/
	
	My laptop won't switch on and all the transparencies for my presentation are on it!

	urgently (adv)
	/'зːʤəntli/
	
	Pete, I need to talk to you urgently about the Pixmatic order.  Can you call me back?
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