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	accessible (adj)

   be accessible to sb

   (opposite = inaccessible)
	/ək'sesəbəl/

/biː ək'sesəbəl tuː ˌsʌmbədi/
	
	The complete document is only accessible to managers.

	assessment (n)
	/ə'sesmənt/
	
	All staff discuss their personal assessments with their line manager every six months.

	attachment (n)
	/ə'tæʧmənt/
	
	They sent the document as an e-mail attachment.

	base (v)

  be based somewhere

  be based around sth
	/beɪs/

/biː 'beɪst ˌsʌmweə/

/biː ˌbeɪst ə'raʊnd sʌmƟɪɳ/
	
	I am based in Brussels but I travel a great deal.

Each network is based around a company, region or school.

	brand (n)
	/brænd/
	
	Cobra is becoming a mainstream, global beer brand.

	browse (v)
	/braʊz/
	
	I don't have much time to browse the Internet at work.

	business (n)

  do business with sb

 set up a business

 
	/'bɪznəs/

/duː 'bɪznəs wɪƟ ˌsʌmbədi/

/set ʌp ə 'bɪznəs/
	
	We do business with several companies in the Far East.

They are setting up a roofing business. 

	chain (n)
	/ʧeɪn/
	
	Silvia works for a retail chain with franchises all over the world.

	click (v)
	/klɪk/
	
	Click here for further information.

	competitor (n)
	/kəm'petɪtə/
	
	Our main competitor is P & G.

	confirmed (adj)

  (opposite = unconfirmed)
	/kən'f зːmd/
	
	Only confirmed friends can see your Facebook profile.

	connect (v)

   connect with sb
	/kə'nekt/

/kə'nekt wɪƟ ˌsʌmbədi/


	
	Facebook enables you to connect with friends and classmates.

	connection (n)
	/kə'nekʃən/
	
	We pay £25 per month for our Internet connection.

	co-worker (n)
	/'kəʊw зːkə/
	
	I use Facebook to communicate with many of my co-workers.

	the daily grind (n)
	/ə ˌdeɪlɪ 'graɪnd/
	
	We've had a great holiday but it's back to the daily grind tomorrow.

	demand (n)

   meet the demand for sth
	/dɪ'mɑːnd/

/miːt ə dɪ'mɑːnd fə sʌmƟɪɳ/
	
	We intend to extend operations to meet the demand for Cobra in the European and worldwide market.

	discount (n)
	/'dɪskaʊnt/
	
	They make a profit of $4.20 on each book they sell without any discounts.

	dismiss (v)
	/dɪs'mɪs/
	
	Five members of staff were dismissed for revealing confidential information about the company.

	download (v)

   (opposite = upload)
	/daʊn'ləʊd/
	
	You can download music and pictures from the site.

	e-mail (n)

   e-mail address
	/'iːmeɪl/

/'iːmeɪl əˌdres/
	
	I will send you an e-mail to confirm the order.

Please provide a valid e-mail address.

	employ (v)
	/ɪm'plɔɪ/
	
	The company employs over 2,000 workers in Europe.

	employment agency (n)
	/ɪm'plɔɪmənt ˌeɪʤənsi/
	
	None of the candidates sent by the employment agency were suitable.

	evaluation (n)
	/ɪvæljuː'eɪʃən/
	
	She's been working harder recently because the staff evaluations are taking place next week.

	exclusivity (n)
	/ekskluː'sɪvəti/
	
	Karan advises suppliers never to ask for exclusivity.

	expand (v)
	/ek'spænd/
	
	The company is expanding rapidly with a growth rate of 42% in the last ten years.

	expansion (n)
	/ek'spænʃən /
	
	The company plans to sell some European assets to finance its expansion in China.

	experience (n)
	/ɪk'spɪəriəns/
	
	I have five years of experience in sales.

	extend (v)
	/ɪk'stend/
	
	We intend to extend operations to meet the demand for Cobra in the European and worldwide market.

	favourite (n)
	/'feɪvərət/
	
	Please add our site to your list of favourites.

	field (n)
	/fiːld/
	
	Jean-Christophe has five years' experience working in the HR field.

	finance (v)
	/'faɪnæns/
	
	We need more investment to finance our expansion in China.

	fire (v)

   hiring and firing
	/'faɪə/

/ˌhaɪərɪɳ ənd  'faɪərɪɳ/
	
	Human Resources involves much more than hiring and firing.

	founder (n)
	/'faʊndə/
	
	Mark Zuckeburg is the founder of Facebook.

	franchise (n)
	/'frænʧaɪz/
	
	McDonalds has franchises all over the world.

	global (adj)
	/'gləʊbəl/
	
	Cobra is becoming a mainstream, global beer brand.

	growth (n)
	/'grəʊƟ/
	
	Our online marketing led to amazing growth in sales.

	head office (n) 
	/hed 'ofɪs/
	
	Their head office is in Prague.

	headquarters (n pl)
	/hed'kwɔːtəz/
	
	The headquarters of Nestlé are in Geneva.

	hire (v)

   hiring and firing
	/'haɪə/

/ˌhaɪərɪɳ ənd  'faɪərɪɳ/
	
	Human Resources involves much more than hiring and firing.

	human resources (HR) (n pl)
	/ˌhjuːmən rɪ'zɔːsəz/
	
	Most companies now talk about Human Resources instead of Personnel.

	infect (v)

   be infected by sth
	/ɪn'fekt/

/biː ɪn'fektəd baɪ  sʌmƟɪɳ/
	
	Our system is infected by a virus.

	innovate (v)
	/'ɪnəʊveɪt/
	
	It's important to innovate if you want to survive in the IT market.

	innovation (n)
	/ɪnəʊ'veɪʃən/
	
	Innovation is still the key to the Cobra philosophy.

	the Internet (n)
	/ə 'ɪntənet/
	
	This is one of the best websites on the Internet.

	Intranet (n)
	/'ɪntrənet/
	
	A company's Intranet is like the Internet but its pages are only accessible inside that company.

	investment (n)
	/ɪn'vestmənt/
	
	We need more investment to finance our expansion in China.

	investor (n)
	/ɪn'vestə/
	
	We have good ideas but we need to convince our investors.

	involve (v)

   be involved with sth
	/ɪn'vɒlv/

/biː ɪn'vɒlvd wɪƟ sʌmƟɪɳ/
	
	Her job involves communicating with clients to ensure after-sales satisfaction.

The company is mainly involved with food and drink products but also has other lines.

	keep (v)

   keep up with sb
	/kiːp/
	
	I still keep up with many of my friends from university.

	link (n)
	/lɪɳk/
	
	We pay them to provide a link to our website on their page.

	location (n)
	/ləʊ'keɪʃən/
	
	Directors are looking into a new location for the company.

	mainstream (adj)
	/'meɪnstriːm/
	
	Cobra is becoming a mainstream, global beer brand.

	management (n)

    management training 

   senior management 
	/'mænɪʤmənt/

/ˌmænɪʤmənt 'treɪnɪɳ/

/'siːnjə ˌmænɪʤmənt/
	
	You have been selected for the management training weekend.

If you reach senior management, you will be given a company car.

	manufacture (v)
	/mænjuː'fækʧə/
	
	The company manufactures and sells clothes.

	market (n)

   market research 
	/'mɑːkɪt/

/ˌmɑːkɪt 'riːsзːʧ/
	
	As the market grows, they are increasing production.

Our market research suggests that there is demand for a new teenage magazine.

	marketing (n)
	/'mɑːkɪtɪɳ/
	
	Our online marketing led to amazing growth in sales.

	motivation (n)
	/məʊtɪ'veɪʃən/
	
	The seminar is about performance and motivation.

	mouse (n)
	/maʊs/
	
	A mouse with no cable is much more comfortable to use.

	network (n)
	/'netwзːk/
	
	Join a regional network to connect with people in your area.

	online (adj)

   (opposite = offline)
	/'ɒnlaɪn/
	
	Our online marketing led to amazing growth in sales.

	online (adv)

   (opposite = offline)
	/ɒn'laɪn/
	
	Our company website provides information about our products, but we don't sell anything online.

	operation (n)

   extend operations
	/ɒpə'reɪʃən/

/ɪk'stend ɒpəˌreɪʃənz/
	
	We intend to extend operations to meet the demand for Cobra.

	outset (n)

   from the outset
	/'aʊtset/

/frɒm ə 'aʊtset/
	
	His business principles from the outset are very straightforward.

	payroll (n)
	/'peɪrəʊl/
	
	You need to fill this form in for the payroll department.

	performance (n)
	/pə'fɔːməns/
	
	The seminar is about performance and motivation.

	personnel (n)
	/pзːsə'nel/
	
	Her role is related to personnel.

	post (n)
	/pəʊst/
	
	I have a post in the marketing department.

	previous (adj)
	/'priːvɪəs/
	
	He has the right qualifications for the job but he does not have any previous experience.

	privacy settings (n pl)
	/'prɪvəsi ˌsetɪɳz/
	
	Privacy settings control who can see what on Facebook.

	production (n)
	/prə'dʌkʃən/
	
	As the market grows, they are increasing production.

	product line (n)
	/'prɒdʌkt laɪn/
	
	This has been their most successful product line so far.

	profile (n)
	/'prəʊfaɪl/
	
	Only confirmed friends can see your Facebook profile.

	profit (n)

   make a profit (on) 
	/'prɒfɪt/

/meɪk ə 'prɒfɪt (ɒn)/
	
	They make a profit of $4.20 on each book they sell without any discounts.

	profitable (adj)

   (opposite = unprofitable)
	/'prɒfɪtəbəl/
	
	Cobra is a profitable business.

	quality control (n)
	/'kwɒləti kənˌtrəʊl/
	
	Quality control is important for our customer satisfaction.

	recruiting agency (n)
	/rə'kruːtɪɳ ˌeɪʤənsi/
	
	They use a recruiting agency to hire staff.

	recruitment (n)
	/rə'kruːtmənt/
	
	Silvia is responsible for recruitment and training in the European area.

	register (v)
	/'reʤɪstə/
	
	All you need to register is a valid e-mail address.

	responsible (adj)

   be responsible for sth


	/rɪs'pɒnsəbəl/

/biː rɪs'pɒnsəbəl fə sʌmƟɪɳ/
	
	My department is responsible for marketing and sales in Eastern Europe.

	role (n)
	/rəʊl/
	
	Her role is related to personnel.

	sales figures (n pl)
	/'seɪlz ˌfɪgəz/
	
	I need to prepare last month's sales figures.

	screen (n)
	/skriːn/
	
	Working too close to the screen is bad for your eyes.

	share price (n)
	/'ʃeə praɪs/
	
	Our company share price is steadily improving.

	social networking (n)
	/ˌsəʊʃəl 'netwзːkɪɳ/
	
	Facebook is a social networking site.

	start-up (n)
	/'stɑːtʌp/
	
	New start-ups often fail because of inadequate market research.

	subsidiary (n)
	/səb'sɪdɪəri/
	
	Cobra has subsidiaries in India, South Africa and the US.

	supplier (n)
	/sə'plaɪə/
	
	We are looking for new suppliers to provide us with the parts.

	surf (v)
	/sзːf/
	
	Jan surfed the web for hours to find that book.

	training course (n)
	/'treɪnɪɳ ˌkɔːs/
	
	The training course will focus on using the new software.

	turnover (n)
	/'tзːnəʊvə/
	
	For the company to survive, our turnover needs to grow by 20% this year.

	unique selling point (USP) (n)
	/juː'niːk ˌselɪɳ pɔɪnt/
	
	Cobra's unique selling point is that it is a lighter, less gassy beer.

	upload (v)

   (opposite = download)
	/ʌp'ləʊd/
	
	You can upload an unlimited number of photos.

	valid (adj)

   (opposite = invalid)
	/'vælɪd/
	
	Please provide a valid e-mail address.

	virus (n)
	/'vaɪrəs/
	
	Our system is infected by a virus.

	waste of time (n)
	/ˌweɪst əv 'taɪm/
	
	Many employees see the training as a waste of time.

	website (n)

  set up a website
	/'websaɪt/

/set ʌp ə 'websaɪt/
	
	We are designing a new website at the moment.

We set up a website so that people can get information about our products online.

	welcome break (n)
	/'welkəm breɪk/
	
	I'd been working on the accounts all morning so the presentation came as a welcome break.
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