
in company Elementary

Unit 16

Stichwort Aussprache Übersetzung Beispielsatz

1

absence (n)
absence rate (n)

causes of absence (n pl)

long-/short-term absence

absenteeism (n)

reduce absenteeism

appointment (n)

back (n)
back problems (n pl)

bonus scheme (n)

build up (phr v)

cold (n)

commitment (n)

company policy (n)

counselling (n)
on-site counselling (n)

\"œbs´ns\
\"œbs´ns ÆreIt\

\ÆkO…z´z ´v "œbs´ns\

\ÆlÅN\ÆSO…tt‰…m
"œbs´ns\

\Æœbs´n"ti…ÆIz´m\

\rIÆdju…s
Æœbs´n"ti…ÆIz´m\

\´"pOIntm´nt\

\bœk\
\"bœk "prÅbl´mz\

\"b´Un´s Æski…m\

\"bIld "øp\

\k´Uld\

\k´"mItm´nt\

\Ækømp“´‘ni "pÅl´sI\

\"kaUns“´‘lIN\
\ÆÅnsaIt "kaUns“´‘lIN\

Fehlen
Fehlquote

Gründe für Abwesenheit

längere/kürzere Abwesenheit

häufiges oder längeres Fehlen am
Arbeitsplatz
Fehltage reduzieren

Termin

Rücken
Rückenprobleme

Prämiensystem

sich anhäufen

Erkältung

Engagement

Firmenpolitik

Beratung
Beratung vor Ort

What’s your company policy on absence?
The absence rate among public service employees is higher than that amongst
private sector workers.

Managers were asked to say what the top five causes of absence were.

Long-term absence is responsible for 40 per cent of total working time lost.

Absenteeism is a major problem in business.

How can employers take positive action to reduce absenteeism?

I’m going to phone the doctor for an appointment.

Back problems are common amongst workers doing hard physical jobs.

Introducing bonus schemes can help motivate employees.

If you stay at home, work starts building up for you in the office when you return.

Colds and flu are two of the most common causes of absence.

Some people feel that going into work when they feel ill shows commitment.

Company policy on absenteeism can have a direct effect on the absence rate.

Do you think that on-site counselling is helpful for employees?
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crèche (n)
workplace crèches (n pl)

doctor’s note (n)

feel well
(opposite = feel ill/sick)

fitness programme (n)

flu (n)
have got flu

global capitalism (n)

go in (phr v)

illness (n)

infect (v)

job swapping (n)

lie down (phr v)

low morale (n)

massage service (n)

\kreS\
\Æw‰…kpleIs "kreS´z\

\"dÅkt´z Æn´Ut\

\Æfi…l wel\

\"fItn´s Æpr´Ugrœm\

\flu…\
\h´v gÅt "flu…\

\Ægl´Ubl
"kœpIt´ÆlIz´m\

\Æg´U "In\

\"Iln´s\

\In"fekt\

\"dZÅb ÆswÅpIN\

\ÆlaI "daUn\

\Æl´U m´"rA…l\

\"mœsA…Z Æs‰…vIs\

Kindertagesstätte
Kindertagesstätte am Arbeitsplatz

Krankmeldung

sich wohlfühlen
sich krank fühlen

Fitnessprogramm

Grippe
die Grippe haben

globaler Kapitalismus

arbeiten gehen

Krankheit

anstecken

Jobtausch

sich hinlegen

niedrige Arbeitsmoral

Massageservice

Workplace crèches can be a good idea for workers with babies and young
children.

You need a doctor’s note if you’re absent for longer than three days.

David phoned in, saying he wasn’t feeling well.

Fitness programmes can help employees stay fit and healthy.

I think I’ve got a bit of flu.

“World Phone in Sick Day” was a day of protest against global capitalism.

The decision about whether to go in or to stay at home can be a difficult one.

According to a recent survey, British employees had an average of 7.8 days off
work for illness last year.

If you go into work when you’re feeling ill, you risk infecting your workmates.

Job swapping involves allowing one person to do another person’s job.

If you’re not feeling well, go and lie down for a while.

Managers suspect that low morale is often the real reason for a lot of absences
from work.

The massage service we introduced a year ago has proved very popular with
employees.
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migraine (n)

Monday morning blues (n pl)

non-union (adj)
non-union workers (n pl)

office gossip (n)

phone in sick

positive action (n)
take positive action

private (adj)
private company (n)

the private sector (n)

product launch (n)

public (adj)
public service (adj)

public services (n pl)

\"mi…greIn;
"maIgreIn\

\ÆmøndeI ÆmO…nIN
"blu…z\

\ÆnÅn"ju…nj´n\
\ÆnÅnÆju…nj´n
"w‰…k´z\

\ÆÅfIs "gÅsIp\

\Æf´Un ÆIn "sIk\

\ÆpÅz´tIv "œkSn\
\teIk ÆpÅz´tIv
"œkSn\

\ÆpraIv´t\ 
\ÆpraIv´t
"kømp“´‘nI\

\D´ "praIv´t Æsekt´\

\"prÅdøkt ÆlO…ntS\

\ÆpøblIk\
\ÆpøblIk "s‰…vIs\

\ÆpøblIk "s‰…vIs´z\

Migräne

„Montagmorgen-Blues”

nicht gewerkschaftlich organisiert
nicht gewerkschaftlich organisierte
Arbeitnehmer

Bürotratsch

sich telefonisch krankmelden

Handeln
konkrete Maßnahmen ergreifen

privat
Privatunternehmen

Privatwirtschaft

Markteinführung eines Produkts

öffentlich
im öffentlichen Dienst

öffentlicher Dienst

A migraine is a very severe headache.

Monday morning blues is an expression meaning the sad, unhappy feeling some
people have on Monday, the first day of the working week.

Trade union members report sick more often than non-union workers.

My secretary tells me all the office gossip.

“Is John coming in today?”  “No, he’s just phoned in sick.”

Flexible working hours and bonus schemes are just two examples of positive
action employers can take to reduce absenteeism.

Employees who work for private companies take less time off work than those
working in public services.

Absenteeism is lower in the private sector than in public services.

We really need you tomorrow to help with the product launch.

Public service workers take more time off than those working for private
companies.

Who takes more time off – those working in the private sector or in public
services?
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relaxation areas (n pl)

sick
report sick

sick leave (n)

sick note (n)

sickie (n)

throw a sickie

teamwork (n)

temperature (n)
have a temperature

trade union (n)
trade union members (n pl)

travel expenses (n pl)

union (n)

utilities (n pl)

\Æri…lœk"seISn
Æe´rI´z\

\sIk\
\rIÆpO…t "sIk\

\"sIk Æli…v\

\"sIk Æn´Ut\

\"sIkI\

\ÆTr´U ´ "sIkI\

\"ti…mÆw‰…k\

\"temprIÆtS´\
\Æhœv ´
"temprIÆtS´\

\ÆtreId "ju…nj´n\
\ÆtreId "ju…nj´n
Æmemb´z\

\"trœvl IkÆspens´z\

\"ju…nj´n\

\ju…"tIl´tIz\

Entspannungszonen

krank
sich krankmelden

krankheitsbedingte Abwesenheit

Krankmeldung

Tag, an dem man wegen einer vorge-
täuschten Krankheit nicht zur Arbeit geht

krank feiern, blau machen

Teamarbeit

Fieber
Fieber haben

Gewerkschaft
Gewerkschaftsmitglieder

Reisekosten

Gewerkschaft

versorgungswirtschaftliche Einrichtungen

We provide special relaxation areas for employees to use during coffee breaks and
their lunch break.

Non-union workers report sick less often than trade union members.

The average amount of sick leave taken by British employees in 2003 was 7.8 days.

You need a sick note from the doctor for absences of longer than three days.

“Throwing a sickie” is an expression meaning to pretend to be ill and not go to
work.

Effective teamwork is an important part of this job.

My son has a temperature so I’m taking him to the doctor’s.

Trade union members are more likely to report sick than non-union workers.

The company pays all my travel expenses.

Who takes more time off work – workers who belong to unions or workers who don’t?

The utilities are gas, water and electricity.
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work
workforce (n)

working time (n)

working week (n)

workmate (n)

\"w‰…k\
\"w‰…kÆfO…s\

\Æw‰…kIN "taIm\

\Æw‰…kIN "wi…k\

\"w‰…kÆmeIt\

Arbeit
Arbeiterschaft

Arbeitszeit

Arbeitswoche

Arbeitskollege

For the whole workforce in Britain, absenteeism represents a total of £10.7 billion
in lost revenue.

In 2003 in Britain, 3.4 per cent of total working time was lost due to illness.

In your opinion, would a shorter working week help to reduce absenteeism?

If you go into work when you’re ill, you risk infecting your workmates.
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advance (n)
years/months/days etc 
in advance

agreement (n)
commercial agreement (n)

annual growth (n)

anticipate (v)

batch (n)

borrow (v)
borrow from a bank

boss (n)
the boss of

business (n)
business life (n)

business school (n)

on business

set up a business

clothes maker (n)

collection (n)

\´d"vA…ns\
\ÆjI´z\ÆmønTs\ÆdeIz In
´d"vA…ns\

\´"gri…m´nt\
\k´Æm‰…Sl ´"gri…m´nt\

\Æœnju´l "gr´UT\

\œn"tIsIÆpeIt\

\bœtS\

\"bÅr´U\
\ÆbÅr´U fr´m ´ "bœNk\

\bÅs\
\D´ "bÅs ´v\

\"bIzn´s\
\"bIzn´s ÆlaIf\

\"bIzn´s Æsku…l\

\ÆÅn "bIzn´s\

\Æset øp ´ "bIzn´s\

\"kl´UDz ÆmeIk´\

\k´"lekSn\

Voraus
Jahre/Monate/Tage im Voraus

Abkommen
Werbevertrag

Jahreswachstumsrate

voraussehen

Schub, Menge

leihen
Bankanleihen machen

Chef
der Chef von

Geschäft 
Geschäftsleben

betriebswirtschaftliche Fakultät an der
Universität / Handelsschule 

geschäftlich

ein Unternehmen gründen

Bekleidungshersteller

Kollektion

Clothes makers usually produce their collections months in advance.

As part of a series of commercial agreements, the brand of vodka in the James
Bond films has changed.

Annual growth is the increase in the GDP (Gross Domestic Product) in one year.

Clothes makers have to anticipate fashion trends.

Production is in small batches, or quantities.

Public debt is the amount of money the government owes because it borrows
from banks.

Amancio Ortega is the founder and boss of Zara and Inditex.

He started business life in a small clothes shop.

Ortega gave talks in business schools around the world.

He’s in Germany on business.

Last year she set up her own Internet property selling business.

Ortega is boss of one of the most successful clothes makers in the world.

A “collection” is a term referring to the clothes that a manufacturer produces for
sale at a particular time of year.
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contact (n)
be in daily contact (with)

conventional (adj)
(opposite = unconventional)

cost effective (adj)

counter (n)
over the counter

do well
(opposite = do badly)

fashion (n)
fashion manufacturer/
trend etc 

foreign currency (n)

foreign exchange reserves
(n pl)

found (v)

founder (n)
the founder of

\"kÅnÆtœkt\
\Æbi… In ÆdeIlI "kÅnÆtœkt
wID\

\k´n"venSn“´‘l\

\"kÅst IÆfektIv\

\"kaUnt´\
\Æ´Uv´ D´ "kaUnt´\

\Ædu… "wel\

\"fœSn\
\"fœSn ÆmœnjUÆfœktS´r´\
Ætrend\

\ÆfÅrIn "kør´nsI\

\ÆfÅrIn Iks"tSeIndZ
rIÆz‰…vz\

\faUnd\

\"faUnd´\
\D´ "faUnd´ ´v\

Kontakt
täglich in Verbindung stehen (mit)

konventionell

kosteneffektiv

Ladentisch
direkt

sich gut entwickeln

Mode
Modehersteller/Modetrend etc.

Fremdwährung

Währungsreserven

gründen

Gründer
der Gründer von

Inditex headquarters is in daily contact with its stores and knows what is selling.

Product placement in films is cheaper than conventional advertising.

Something that is cost effective produces a good profit in exchange for the
amount of money spent.

He started business life in a local clothes shop, selling over the counter to
housewives.

The lingerie business that Ortega set up with his wife did well.

It’s essential that fashion manufacturers anticipate fashion trends.

What amount of money in foreign currencies does the government have?

The foreign exchange reserves are the amount of money in foreign currencies that
the government has.

According to Piette, Ortega has founded “possibly the most innovative and
devastating retailer in the world”.

Amancio Ortega is the founder and boss of Zara and Inditex.
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global awareness (n)
create global awareness

global campaign (n)

go up (phr v)
(opposite = go down)

government spending (n)

grow (v)

headquarters (n)
Inditex/Microsoft etc 
headquarters

increase (n)
increase in
(opposite = decrease in)

inflation (n)

in-house (adv)
(opposite = out-of-house)

innovative (adj)

item (n)

\Ægl´Ubl ´"we´n´s\
\kri…ÆeIt Ægl´Ubl
´"we´n´s\

\"gl´Ubl kœm"peIn\

\Æg´U "øp\

\Ægøvnm´nt "spendIN\

\gr´U\

\hed"kwO…t´z\
\ÆIndIÆteks\
ÆmaIkr´ÆsÅft
hed"kwO…t´z\

\"INkri…s\
\"INkri…s ÆIn\

\In"fleISn\

\ÆIn"haUs\

\"In´Æv´tIv\

\"aIt´m\

weltweite Aufmerksamkeit
weltweite Aufmerksamkeit erzeugen

weltweite Werbekampagne

steigen

Regierungsausgaben

wachsen

Zentrale
Inditex-/Microsoft-Zentrale

Wachstum
Wachstum von

Inflation

firmenintern

innovativ

Artikel

Product placement in films is a good way of creating global awareness of a
product.

Smaller companies can’t afford the global campaigns of large multinationals.

Prices are going up the fastest in Portugal and Germany.

Government spending is the amount of money the government spends on things
like education, health and defence.

The Inditex group is growing at a phenomenal rate.

Inditex headquarters is in contact with its stores on a daily basis.

The increase in the GDP in one year is known as “annual growth”.

Annual inflation is the yearly increase in the price of services and things we buy.

The group manufactures most of its clothes in-house.

An innovative company is one that is not afraid to introduce new ideas,
production methods etc.

If an item doesn’t sell in our shops, we stop making it.
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labour cost (n)

manufacture (v)

message (n)
take a message

money (n)
make money

over (prep)
just over
(opposite = under)

overheads (n pl)

owe (v)
owe money

president (n) (AmE)
the president of 
(BrE = managing director)

process (n)
every stage of the process

product (n)
product preference (n)

a range of products (n)

\"leIb´ ÆkÅst\

\ÆmœnjU"fœktS´\

\"mesIdZ\
\ÆteIk ´ "mesIdz\

\"mønI\
\ÆmeIk "mønI\

\"´Uv´\
\ÆdZøst "´Uv´\

\"´Uv´Æhedz\

\´U\
\Æ´U "mønI\

\"prezId´nt\
\D´ "prezId´nt ´v\

\"pr´Uses\
\ÆevrI ÆsteIdZ ´v D´
"pr´Uses\

\"prÅdøkt\
\"prÅdøkt
Æprefr´ns\
\´ ÆreIndZ ´v
"prÅdøkts\

Lohnkosten

herstellen

Nachricht
etwas ausrichten

Geld
Geld verdienen

über
etwas mehr als 

laufende Kosten, Gemeinkosten

schulden
Geld schulden

Geschäftsführer
der Geschäftsführer von

Prozess
jede Stufe des Prozesses

Produkt
bevorzugte(s) Produkt(e)

eine Reihe von Produkten

Labour costs are much cheaper in parts of Asia and Eastern Europe than they are
in the UK.

Most of our clothes are manufactured in-house.

Mr Harper’s not in the office.  Can I take a message?

Ortega is an expert at making money.

In France GDP has increased by just over $3,000.

Overheads are the general costs of running a business – rent, equipment, heating,
lighting etc.

Public debt is the amount of money the government owes.

The president and founder of Inditex is rich and successful.

Inditex controls every stage of the process – from production to sales.

The article “To Shake Or To Stir?” describes changes in Bond’s product preferences.

The makers of the Bond films have accepted $40–45m to allow a range of products
to appear on screen.
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product placement (n)

production (n)
economic production (n)

public debt (n)

rate of pay (n)

retailer (n)

sales (n pl)
increase sales

seat (n)
Have a seat.

sell (v)

shares (n pl)
have shares in

stock (n)
unsold stock

store (n)
open a store

\"prÅdøkt
"pleIsm´nt\

\pr´"døkSn\
\Æi…k´ÆnÅmIk;
Æek´ÆnÅmIk
pr´"døkSn\

\ÆpøblIk "det\

\ÆreIt ´v "peI\

\"ri…ÆteIl´\

\seIlz\
\INÆkri…s "seIlz\

\sI…t\
\Æhœv ´ "si…t\

\sel\

\Se´z\
\hœv "Se´z In\

\stÅk\
\Æøns´Uld "stÅk\

\stO…\
\Æ´Up´n ´ "stO…\

Schleichwerbung

Produktion
wirtschaftliche Produktion

Staatsverschuldung

Lohnsatz

Einzelhändler

Absatz
den Absatz steigern

Sitzplatz
Setzen Sie sich doch. / Setz dich doch.

sich verkaufen

Anteil
Anteile haben an

Bestand
unverkaufter Lagerbestand

Geschäft
ein Geschäft eröffnen

Product placement is the use of a particular company’s products during a film as a
way of advertising.

From production to sales – we control every stage of the process.
GDP per person is the total economic production of a country divided by the
number of its people.

The amount of money that the government owes because it borrows from banks is
called the public debt.

The hourly rate of pay for the job is £7.50.

Daniel Piette, a fashion director, described Inditex as “possibly the most innovative
… retailer in the world”.

Aston Martin is hoping to increase sales from 1,500 to 5,000 vehicles a year
worldwide.

Have a seat.  Would you like a coffee?

If an item doesn’t sell we stop making it.

Ortega has shares in football clubs.

The Inditex stores never have unsold stock.

Every 48 hours, somewhere in the world, the Inditex group opens a new store.
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spokesman (n)

under (prep)
just under
(opposite = over)

unemployment rate (n)

yearly (adj)

\"sp´UksÆm´n\

\"ønd´\
\"dZøst "ønd´\

\ÆønIm"plOIm´nt
ÆreIt\

\"jI´lI\

Sprecher

unter
etwas weniger als

Arbeitslosenquote 

jährlich

“We want to create global awareness,” said a spokesman for the car company.

Just under 200 people attended the conference.

The unemployment rate in Italy is currently 9.5%.

The yearly increase in services and the things we buy is known as “annual
inflation”.

© Macmillan Publishers Limited 2004.
Deutsche Übersetzung: © Max Hueber Verlag 2004.
Dieses Blatt darf fotokopiert werden.



in company Elementary

Unit 18

Stichwort Aussprache Übersetzung Beispielsatz

1

access (n)
access speed (n)

access to the Internet

after-sales service (n)

anti-technology (adj)

ASDL (n)

browse (v)
browse on the Net/
the Web/a mobile phone

buying (n)

calculate (v)
calculate figures

catch phrase (n)

changes (n pl)
changes in technology/
business etc

check (on) (v)

\"œkses\
\"œkses Æspi…d\

\Æœkses t´ Di…
"Int´net\

\A…ft´"seIlz Æs‰…vIs\

\ÆœntItek"nÅl´dZI\

\ÆeIesdi…"el\

\braUz\
\ÆbraUz Ån D´ "net\D´
"web\´ Æm´UbaIl
"f´Un\

\"baIIN\

\"kœlkj´ÆleIt\
\Ækœlkj´ÆleIt "fIg´z\

\"kœtS ÆfreIz\

\"tSeIndZ´z\
\ÆtSeIndZ´z In
tek"nÅl´dZI\"bIzn´s\

\"tSek “ÆÅn‘\

(Internet-)Zugang 
Zugriffsgeschwindigkeit

Internetzugang

Kundendienst

Anti-Technologie-

ASDL 

im Internet surfen
im Netz/im Web/mit einem Mobiltelefon
surfen

Einkäufe

berechnen
Zahlen berechnen

Schlagwort

Veränderungen
Veränderungen in der Technik/ in der
Wirtschaft etc. 

kontrollieren, nach etwas sehen

Access will be thousands of times faster in the future
Laser technology will improve access speeds considerably.

There are 500,000,000 people in the world with access to the Internet.

We’re aiming to improve our after-sales service by responding to all e-mails within
24 hours.

Do you think there will be an anti-technology revolution?

ASDL is currently the fastest method of connecting a computer to the Internet.

Do you think that people will want to browse on their mobile phones?

People who do their buying on the Internet like to know what other consumers
think about a product.

I don’t quite understand how you calculated these figures.

Kiss, or “keep it simple, stupid” is the catch phrase in webpage design.

We need to anticipate how changes in technology will affect commerce.

I check on the stock market at least four times a day.
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click (on) (v)

code (n)
line of code (n)

commerce (n)

commission (n)
pay sb a commission

communicate (v)

compensation (n)
offer compensation

consumer (n)

corporation (n)

crash (v)

courier service (n)

customer involvement (n)

deliver (v)
deliver the goods

\"klIk “ÆÅn‘\

\k´Ud\
\ÆlaIn ´v "k´Ud\

\"kÅm‰…s\

\k´"mISn\
\ÆpeI sømb´dI ´
k´"mISn\

\k´"mju…nIÆkeIt\

\ÆkÅmp´n"seISn\
\ÆÅf´ ÆkÅmp´n"seISn\

\k´n"sju…m´\

\ÆkO…p´"reISn\

\krœS\

\"kUrI´ Æs‰…vIs\

\Ækøst´m´
In"vÅlvm´nt\

\dI"lIv´\
\dI"lIv´ D´ "gUdz\

(an)klicken

Programmiercode
Zeile im Programmiercode

Handel

Provision
jemandem Provision bezahlen

kommunizieren

Entschädigung, Schadenersatz
Entschädigung anbieten

Verbraucher

Unternehmen

abstürzen

Kurierdienst

Kundeneinbindung

liefern
die Güter liefern

If you click on “I accept” the supplier can legally spy on you.

From now on each line of new code will have the programmer’s name attached.

It will be interesting to see how changes to the Internet will affect commerce in
the future.

They have a link to our page and we pay them a commission.

The Internet will probably become something we take for granted in order to get
information and to communicate.

You want the customer to come back, so if something has gone wrong offer
compensation.

As consumers, most of us have no choice when we buy programs for our PC.

Problems of security affect the reputation of Microsoft with big corporations.

A computer that crashes twice a day is not acceptable in a busy office like ours.

In the interview John Bryce says that many customers are prepared to pay extra for
a courier service.

Having comments from customers on your web site is a good idea as customer
involvement is an important part of selling online. 

If you don’t deliver the goods on time, you lose customers.
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delivery method (n)

double (v)

download (n)

enquiries (n)
make enquiries

fibre optic lines (n pl)

hard disk (n)

high-street store (n)

hole (n)

infect (v)

install (v)
install a program
(opposite = uninstall a 
program)

Internet (n)
Internet services (n pl)

invest (v)
invest $ 80,000/
£ 500,000 etc in sth

\dI"lIv“´‘rI ÆmeT´d\

\"døbl\

\"daUnÆl´Ud\

\In"kwaIrIz\
\ÆmeIk In"kwaIrIz\

\ÆfaIb´ ÆÅptIk "laInz\

\ÆhA…d "dIsk\

\ÆhaIstri…t "stO…\

\h´Ul\

\In"fekt\

\In"stO…l\
\InÆstO…l ´
"pr´Ugrœm\

\"Int´Ænet\
\"Int´net Æs‰…vIs´z\

\In"vest\
\InÆvest ÆeItI
ÆTaUz´nd "dÅl´z\ÆfaIv
Æhøndr´d ÆTaUz´nd
"paUndz\

Lieferart

sich verdoppeln

Download

Anfragen
Anfragen tätigen

Glasfaserleitung

Festplatte

Geschäft in der Innenstadt

Lücke

infizieren

installieren
ein Programm installieren

Internet
Internetdienste

investieren
$ 80,000 / £ 500,000 etc in etwas
investieren

You need to be able to offer customers a choice of delivery methods.

The number of companies trading on the Internet doubles each year.

Some of the most popular downloads on the Net include secret programs or
“spyware”.

Currently most customers prefer to make their enquiries by phone, but this is
expensive.

The article predicts that laser technology will replace copper and fibre optic lines.

“Spyware” can scan files on your hard disk and modify them.

Do you think that online shopping will replace high-street stores?

Computer programs have “holes” in them which make them open to attacks by
viruses and hackers.

The virus infected thousands of computers using Microsoft software.

Read the licence agreement the next time you install a program.

The writer predicts that the new Internet services on mobiles will be a failure.

Bill Gates invested $ 200 million in his products to make them more secure.
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laser technology (n)

licence agreement (n)

marketer (n)

marketing (adj)
marketing expert/
information/tool etc

monitor (v)

multimedia (n)

the Net (n)
on the Net

online (adj)
online content (n)

online form/
shopping/store (n)

operating system (n)
use an operating system

be outdated

page design (n)

\"leIz´ tekÆnÅl´dZI\

\"laIs´ns ´Ægri…m´nt\

\"mA…kIt´\

\"mA…kItIN\
\"mA…kItIN Æeksp‰…t\
ÆInf´ÆmeISn\Ætu…l\

\"mÅnIt´\

\ÆmøltI"mi…dI´\

\D´ "net\
\ÆÅn D´ "net\

\ÆÅn"laIn\
\ÆÅnÆlaIn "kÅntent\

\ÆÅnÆlaIn
"fO…m\"SÅpIN\"stO…\

\"Åp´reItIN ÆsIst´m\
\Æju…z ´n "Åp´reItIN
ÆsIst´m\

\bi… aUt"deItId\

\"peIdZ dIÆzaIn\'

Lasertechnik

Lizenzvertrag

Marketer 

Marketing
Marketingexperte/-information/-werkzeug

überwachen

Multimedia

das Netz
im Netz

online 
Online-Inhalte

Onlineformular/-einkäufe/-handel

Betriebssystem
ein Betriebssystem verwenden

überholt sein

Seitengestaltung

Laser technology will replace copper and fibre optic lines.

Most people don’t read licence agreements because they are long and technical.

The job of marketers is to collect information about us.

The Internet is a very effective marketing tool.

“Spyware” can monitor the keys you press when you work at your PC.

Multimedia is the use of video, sound and other methods of communication in
computers.

I think we will buy a lot of things on the Net but will go to a shop for others.

Voting will be online and we will vote on more issues.
At the moment about 75% of online content is in English.

We often fill out online forms with our choices and preferences.

Which operating system do you use: Windows, Macintosh or something else?

The Internet is changing so fast that the things we talk about today are outdated
by tomorrow.

Page design is very important on a website – it needs to be simple so that
everyone can use it.
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palmtop (n)

pay rise (n)

PC (n)

prediction (n)
make predictions

program (n)

programmer (n)

scan (v)
scan a file

search engine (n)

secure (adj)

security (n)
security problem (n)

settings (n pl)
personal settings (n pl)

\"pA…mtÅp\

\"peI ÆraIz\

\Æpi…"si…\

\prI"dIkSn\
\ÆmeIk prI"dIkS´nz\

\"pr´UÆgrœm\

\"pr´Ugrœm´\

\skœn\
\Æskœn ´ "faIl\

\"s‰…tS ÆendZIn\

\sI"kjU´\

\sI"kjU´r´tI\
\sI"kjU´r´tI
ÆprÅbl´m\

\"setINz\
\Æp‰…sn´l "setINz\

Palmtop

Gehaltserhöhung

PC 

Vorhersage
Vorhersagen treffen

Programm

Programmierer

durchsuchen
eine Datei durchsuchen 

Suchmaschine

sicher

Sicherheit
Sicherheitsproblem

Einstellungen
persönliche Einstellungen

A palmtop is a very small computer that you can hold in your hand.

A pay rise in my company is always a big surprise!

When installing a new program on your PC, you should read the licence
agreement.

The advantages to making a lot of predictions is that some of them will come true!

From now on if there is a problem with a program, it will be easy to see who
made the mistake.

Each new line of code will now have the programmer’s name attached to it.

These secret programs or “spyware” can scan files on your hard disk and modify them.

Search engines such as Google are a fast and efficient way of finding the
information you need.

Microsoft has invested millions of dollars in order to make its software more
secure.

Computer security has become a big issue for Microsoft.
Security problems could affect sales of Microsoft products.

“Spyware” can change your homepage and other personal settings.
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small print (n)
read the small print

software engineer (n)

speed (n)

surf (v)
surf the Internet

take sth for granted

trade (v)

type in (phr v)

videoconferencing (n)

virus (n)

website (n)
visit a website

\"smO…l ÆprInt\
\Æri…d D´ "smO…l ÆprInt\

\"sÅftwe´ "endZIÆnI´\

\spi…d\

\s‰…f\
\Æs‰…f Di… "Int´Ænet\

\ÆteIk sømTIN f´
"grA…nt´d\

\treId\

\ÆtaIp "In\

\ÆvIdI´U"kÅnfr´nsIN\

\"vaIr´s\

\"webÆsaIt\
\ÆvIzIt ´ "webÆsaIt\

Kleingedrucktes
das Kleingedruckte lesen

Software-Ingenieur

Geschwindigkeit 

surfen
im Internet surfen 

etwas für selbstverständlich halten

handeln

hineinschreiben

Abhalten von Videokonferenzen 

Virus 

Webseite
eine Webseite besuchen

Reading the small print of a licence agreement could prevent you from having
problems with “spyware”.

Software engineers will need to be careful as their name will be attached to each
line of new code.

Access speeds should improve thanks to laser technology.

How much time each day do you spend surfing the Internet?

We are now starting to take the Internet for granted as a means of
communication and getting information.

The number of companies trading on the Internet doubles each year.

Type in the name of the thing you are searching for and press return.

Do you agree that videoconferencing will finally replace face-to-face business
meetings?

Currently, programs are open to attacks by viruses and hackers.

Secret programs exist that can monitor which websites you visit and how often.
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call (n)
get a call

put through a call

call (v)
call sb about sth

Who’s calling?

caller (n)

cubicle (n)

dial (v)

direct line (n)

disconnect (v)
disconnect the phone

extension (n)

get through (to sb) (phr v)

give sth up (phr v)
give your job up

\kO…l\
\Æget ´ "kO…l\

\ÆpUt Tru… ´ "kO…l\

\kO…l\
\ÆkO…l Æsømb´dI ´ÆbaUt
"sømTIN\

\Æhu…z "kO…lIN\

\"kO…l´\

\"kju…bIkl\

\"daI´l\

\dIÆrekt; daIÆrekt
"laIn\

\ÆdIsk´"nekt\
\ÆdIsk´Ænekt D´ "f´Un\

\Ik"stenSn\

\Æget ÆTru… “t´
"sømb´dI‘\

\ÆgIv ÆsømTIN "øp\
\ÆgIv j´ "dZÅb Æøp\

Anruf
einen Anruf bekommen

einen Anruf durchstellen

anrufen
jemanden wegen etwas anrufen

Wer ist da, bitte?

Anrufer

Kabine

wählen

direkter Anschluss

den Stecker ziehen
den Telefonstecker ziehen

Durchwahl

(jemanden) erreichen

etwas aufgeben 
seine Arbeit aufgeben

Maria gets over 500 calls a day.

Just a minute, I’ll try to put your call through.

What do people usually call you about at work?

“Who’s calling, please?”  “George Miller from Bryce and Watts.”

The telephone often interrupts what we’re doing and sometimes the caller is
someone we don’t want to talk to!

Maria Cabrera’s workspace is a cubicle with a computer and a telephone exchange.

If you dial extension 4012, it’s a direct line.

Do you have a direct line or an extension?

I sometimes feel like disconnecting the phone but my husband needs it for his work.

My extension is 3474.

After phoning several times I finally got through to her.

It’s awful – I think I’ll give my job up.
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handset (n)
replace the handset

hang up (phr v)

hang up on sb

headset (n)

help (v)
How can I help you?

hook (n)
take the phone off 
the hook

ignore (v)

intrude (into) (v)

line (n)
I’ll try the line.

number (n)
call a number

try sb’s number

phone (n)
answer the phone

\"hœndset\
\rIÆpleIs D´ "hœndÆset\

\ÆhœN "øp\

\ÆhœN "øp Ån
Æsømb´dI\

\"hedÆset\

\help\
\ÆhaU k´n aI "help ju…\

\hUk\
\"teIk D´ Æf´Un Åf D´
"hUk\

\Ig"nO…\

\In"tru…d “ÆIntu…‘\

\laIn\
\aIl ÆtraI D´ "laIn\

\"nømb´\
\ÆkO…l ´ "nømb´\

\ÆtraI sømb´dIz
"nømb´\

\f´Un\
\ÆA…ns´ D´ "f´Un\

Hörer
den Hörer auflegen

auflegen

den Hörer auflegen

Headset / Kopfhörer mit Mikrofon

helfen
Was kann ich für Sie tun?

Gabel
den Hörer von der Gabel nehmen

ignorieren

eindringen (in)

Leitung
Ich prüfe, ob die Leitung frei ist.

Nummer
eine Nummer anrufen

versuchen, jdn. zu erreichen

Telefon
ans Telefon gehen

Have you ever interrupted a phone call by replacing the handset?

Some people are awful but the problem is in my job that I can’t just hang up.

Only 6% of those interviewed told researchers they never hung up on people.

My phone has a headset so that my hands are free.

“Hello, is that Alphatech Research?”  “Yes, how can I help you?”

Sometimes at home when I’m feeling really tired, I take the phone off the hook.

It’s difficult to ignore a ringing phone.

Because we can’t ignore the phone it intrudes into our lives.

One moment, I’ll try her line.

A researcher called the number of several public phones in stations and airports
and someone nearly always answered.

“Can I speak to Ana Courtelle, please?”  “One moment, I’ll try her number.”

I tried calling but no one answered the phone.
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replace (v)
replace the handset

ring (v)
the phone rings

say (v)
… did you say?

stress (n)
cause stress

suffer from stress

stressed (adj)
(opposite = relaxed)

supplier (n)

telephone (n)
telephone exchange (n)

telephone use (n)

telephonist (n)

\rI"pleIs\
\rIÆpleIs D´
"hœndÆset\

\rIN\
\D´ "f´Un rINz\

\seI\
\ÆdId ju… "seI\

\stres\
\ÆkO…z "stres\

\Æsøf´ fr´m "stres\

\strest\

\s´"plaI´\

\"telIÆf´Un\
\ÆtelIÆf´Un
Iks"tSeIndZ\

\"telIf´Un ju…s\

\t´"lef´nIst\

auflegen
den Hörer auflegen

klingeln
das Telefon klingelt

sagen
... sagten Sie?

Stress
Stress auslösen

unter Stress leiden

angespannt

Lieferant, Zulieferer

Telefon
Telefonvermittlung

Gebrauch des Telefons

Telefonist/in

Replacing the handset will interrupt a call.

When the phone is ringing in someone else’s office, do you answer it?

“This is Mr Olot from Pharmatech SA.”  “I’m sorry. Who did you say?

Does the phone cause stress in your work?

In the end she thinks she’ll give up her job because she suffers from stress.

Maria gets really stressed at work because she has to answer so many calls.

I often get calls from suppliers about orders and deliveries.

The only things in my workspace are a chair, a computer and a telephone
exchange.

In a survey on telephone use, 51% of people said they would answer a phone
ringing in someone else’s office.

Maria Cabrera works as a telephonist in a shopping centre.
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abbreviation (n)

abrupt (adj)

ad (n)

advertised (adj)
advertised in/on

aim (for) (v)

answerphone (n)
leave a message on sb’s 
answerphone

application (n)
an application for

consider sb’s application

attached document (n)

badly (adv)
badly-expressed/
badly-written (adj)

ban (v)
ban the use of

bin (n)
go straight into the bin

\´Æbri…vI"eISn\

\´"brøpt\

\œd\

\"œdv´ÆtaIzd\
\"œdv´taIzd ÆIn\ÆÅn\

\"eIm “ÆfO…‘\

\"A…ns´Æf´Un\
\Æli…v ´ ÆmesIdZ Ån
Æsømb´dIz "A…ns´f´Un\

\ÆœplI"keISn\
\´n ÆœplI"keISn ÆfO…\

\k´nÆsId´ sømb´dIz
ÆœplI"keISn\

\´ÆtœtSt "dÅkj´m´nt\

\"bœdlI\
\ÆbœdlIeks"prest\
ÆbœdlI"rItn\

\bœn\
\Æbœn D´ "ju…s ´v\

\bIn\
\g´U ÆstreIt Int´ D´
"bIn\

Abkürzung

abrupt, brüsk

Anzeige

inseriert
inseriert in / auf

anstreben

Anrufbeantworter
eine Nachricht auf jds Anrufbeantworter
hinterlassen

Bewerbung
eine Bewerbung für

jemands Bewerbung berücksichtigen

Anhang

schlecht
schlecht ausgedrückt/schlecht geschrieben

verbieten
den Gebrauch von ... verbieten

Mülleimer
gleich im Mülleimer landen

Using abbreviations when you send text messages save time.

The tone used in your e-mail needs to be businesslike but not too abrupt.

Ad is a shortened and informal form of the word “advertisement”.

I’d like to apply for the post of sales representative advertised on your website.

Aim for short simple sentences in your e-mails.

Janet wasn’t in so I left a message on her answerphone.

Thank you for your application for the post of sales representative.

I am unable to consider your application as I am afraid you do not have the
necessary experience.

Please find my CV as an attached document.

Badly-written e-mails are difficult to read and understand.

One company took the unusual step of banning the use of internal e-mail.

Overfamiliar messages from people I don’t know well go straight into the bin!
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business (n)
business communication/
correspondence (n)

businesslike (adj)

button (n)
at the touch of a button

hit a button

confidential (adj)

contact (n)
keep in contact

cramped (adj)
(opposite = spaced out)

CV (n)

disclaimer (n)

disorganised (adj)
(opposite = organised)

e-mail (n)
external/internal e-mail

\"bIzn´s\
\"bIzn´s
k´Æmju…nIÆkeISn\
ÆkÅrIÆspÅnd´ns\

\"bIzn´sÆlaIk\

\"bøtn\
\´t D´ ÆtøtS ´v ´
"bøtn\

\ÆhIt ´ "bøtn\

\ÆkÅnfI"denSl\

\"kÅntœkt\
\Æki…p In "kÅntœkt\

\krœmpt\

\Æsi…"vi…\

\dIs"kleIm´\

\dIs"O…g´naIzd\

\"i…ÆmeIl\
\ekÆst‰…nl\InÆt‰…nl
"i…ÆmeIl\

Geschäft
Geschäftskommunikation/-korrespondenz

geschäftsmäßig 

Knopf
auf Knopfdruck

einen Knopf drücken

vertraulich 

Kontakt
in Kontakt bleiben

vollgestopft

Lebenslauf

Haftungsausschluss

unstrukturiert

E-Mail
E-Mail an einen Empfänger außerhalb der
Firma / interne E-Mail

The object of modern business communication is to be fast and efficient.

Your e-mails should sound businesslike and efficient.

One of the dangers of e-mail is that the reader can send your message to
hundreds of other people at the touch of a button.

It’s easy to write an e-mail – you type it onto a computer screen, hit a button and
off it goes.

E-mails are not as confidential and secure as most people think, so be careful what
you write.

E-mail is an efficient and easy way for people to keep in contact.

I don’t like messages with no spaces between paragraphs – they look so cramped
and, after all, space isn’t a problem.

Please find my CV as an attached file. 

A disclaimer is a written paragraph at the end of an e-mail stating that a company
does not take responsibility for things such as viruses etc.

A lot of e-mails seem disorganised and this only adds to the stress of people’s jobs.

Do you think it is a good idea for companies to ban internal e-mail?
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error (n)
spelling/typing etc error

experience (n)
have sufficient experience

file (n)
on file

font (n)

further to

inappropriate (adj)
(opposite = appropriate)

information (n)
process information

internal (adj)
internal communication (n)

internal e-mail (n)
(opposite = external 
e-mail)

line break (n)

\"er´\
\"spelIN\"taIpIN Æer´\

\Ik"spI´rI´ns\
\hœv s´ÆfISnt
Ik"spI´rI´ns\

\faIl\
\Ån "faIl\

\fÅnt\

\"f‰…D´ Ætu…\

\ÆIn´"pr´UprI´t\

\ÆInf´"meISn\
\Æpr´Uses
ÆInf´"meISn\

\In"t‰…nl\
\InÆt‰…nl
k´Æmju…nI"keISn\

\InÆt‰…nl "i…ÆmeIl\

\"laIn ÆbreIk\

Fehler
Rechtschreib-/Tippfehler etc. 

Erfahrung
ausreichende Erfahrung haben

Akte
in den Akten

Schriftart

Bezug nehmend auf

unpassend

Information
Information verarbeiten

intern
interne Kommunikation

interne E-Mail

Zeilenumbruch

E-mail messages are often full of spelling and typing errors.

I am afraid that you do not have the necessary qualifications or sufficient
experience.

Remember that an offensive e-mail can stay on file for years.

A font is the style of printed letters as they appear on a page, e.g. Times Roman.

Further to our previous correspondence, please find the attached document with
information about my referees.

Writers often use a cheerful, informal tone that is inappropriate in a business e-mail.

When you write an e-mail, think about ways to help the reader process
information as quickly as possible.

Nowadays most companies use e-mail for their internal communication needs.

One American company banned internal e-mail in favour of face-to-face
communication.

Space is not limited in an e-mail so use extra line breaks to separate text into
paragraphs.
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look forward to (phr v)
I look forward to hearing 
from you.

manager (n)

misunderstanding (n)

offend (v)
be offended by

organisation (n)

paragraph (n)

Please find …

promote (v)

punctuation (n)

qualifications (n pl)

re-distribute (v)

referee (n)

\lUk "fO…w´d Ætu…\
\aI lUk ÆfO…w´d t´
"hI´rIN ÆfrÅm ju…\

\"mœnIdZ´\

\ÆmIsønd´"stœndIN\

\´"fend\
\bi… ´"fendId ÆbaI\

\ÆO…g´naI"zeISn\

\"pœr´ÆgrA…f\

\Æpli…z "faInd\

\pr´"m´Ut\

\ÆpøNktSu…"eISn\

\ÆkwÅlIfI"keIS´nz\

\Æri…dI"strIbju…t\

\Æref´"ri…\

sich freuen auf
Ich freue mich darauf, von Ihnen/Dir zu
hören.

Manager 

Missverständnis

kränken
gekränkt sein durch

Organisation

Abschnitt

Sie finden

unterstützen

Zeichensetzung

Qualifikationen

weiterleiten

Referenz

I look forward to hearing from you. Yours sincerely, Ana Hudson

Managers nowadays have to read enormous quantities of e-mail so badly-written
messages add to the stress of their jobs.

Badly-expressed ideas can cause expensive misunderstandings.

Have you ever been offended by an e-mail?

One American multinational banned internal-mail and went back to promoting
face-to-face communication within the organisation.

Use extra line breaks to separate text into paragraphs.

Please find my CV as an attached document.

In this organisation we prefer to promote face-to-face communication.

Correct punctuation and spelling is easier to read.

Do you think you have the necessary qualifications to apply for the job?

One of the dangers of e-mail is that the reader can easily re-distribute e-mails
which reflect badly on the writer and the company represented.

Please supply me with the names and e-mail addresses of two referees who can
supply references for you.
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reference (n)
provide an up-to-date 
reference for sb

reflect (v)
reflect badly on
(opposite = reflect well on)

with regard to …

Regarding …

regret (v)
I regret to say that …

sales rep (n)

security measure (n)

sentence (n)

size (n)

skill (n)

space (out) (v)

\"refr´ns\
\pr´ÆvaId ´n
Æøpt´ÆdeIt "refr´ns f´
Æsømb´dI\

\rI"flekt\
\rIÆflekt "bœdlI Ån\

\wID rI"gA…d tu…\

\rI"gA…dIN\

\rI"gret\
\aI rIÆgret t´ "seI D´t\

\"seIlz Ærep\

\sI"kjU´r´tI ÆmeZ´\

\"sent´ns\

\saIz\

\skIl\

\ÆspeIs “"aUt‘\
\step\

Referenz
eine aktuelle Referenz für jdn geben

reflektieren
ein schlechtes Licht werfen auf 

mit Bezug auf

bezüglich

bedauern
Ich bedauere, sagen zu müssen,…

Außendienstmitarbeiter, 
(Handels)Vertreter

Sicherheitsmaßnahme

Satz

Größe

Fähigkeit

in Abständen anordnen

Please let me have the names and addresses of two people who can provide an
up-to-date reference for you.

It’s easy for a reader to re-distribute e-mails that reflect badly on the writer and
the company represented.

With regard to your request for work, I regret that I am unable to consider your
application. 

Regarding our previous correspondence, please find my CV as an attached
document.

I regret to say that I am unable to consider your application.

Sales rep is an informal way of saying or writing “sales representative”.

A disclaimer at the end of an e-mail is a security measure that companies use to
say that they do not take responsibility for something.

Aim for short, simple sentences in your e-mails.

Use a standard font in a size which is not too small and not too big.

Typing is one of the most useful skills you can have in business.

Space out the text – you’re not wasting paper!
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step (n)
take the (unusual) step 
of doing sth

stock (n)
in stock

supply (v)
supply sb with sth

text (n)

VAT (n)
including/
not including VAT

\ÆteIk Di… ønÆju…ZU´l
Æstep ´v Ædu…IN
ÆsømTIN\

\stÅk\
\ÆIn "stÅk\

\s´"plaI\
\s´ÆplaI sømb´dI
wID "sømTIN\

\tekst\

\Ævi…eI"ti…\
\INÆklu…dIN\ÆnÅt
INÆklu…dIN Ævi…eI"ti…\

Maßnahme
die (ungewöhnliche) Maßnahme treffen

Vorrat
vorrätig

liefern
jemandem etwas geben

Text

Mehrwertsteuer
einschließlich/ausschließlich
Mehrwertsteuer

One American multinational recently took the unusual step of banning internal e-mail.

We only have one or two of that model in stock so let me know as soon as
possible if you’re interested.

Please supply me with the names of two referees.

Remember to separate your text into paragraphs.

The price of the new XTR3 is €1,355, not including VAT.
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