IN comMpany seconp Epition

Unit 11

headword

access (n)
account (n)
acquire (v)

advisory role (n)

anniversary (n)
announce (v)

bet (n)
be the best bet for sth

bonus (n)

brainstorming (n)

career opportunity (n)

pronunciation

["eekses/

/a'kaunt/

[ae'kwaro/

/ed'vaizari roul/

[eenr'v3isari/

/o'mauns/

/bet/
/bi: @ best 'bet o
SAmMO1/

/"bounas/

/'brein sto:min/

/ka'r1o ppo,tjwnati/

Pre-intermediate

translation/notes

Zugang
Konto
kaufen, erwerben

Beratungsfunktion

Jahrestag
verkiinden, bekannt geben

Wette
die gréBte Aussicht haben
auf etw.

Bonus, Pramie

Brainstorming, Ideenfindung

berufliche Entwicklungs-

example sentence

Nokia started to produce mobile phones with
access to the Internet in 1999.

I've been responsible for the Anderson account for
five years.

Nokia acquired Mobira, which later became the
Nokia Mobile Phones division.

Since then he has continued in an advisory role.

The company has recently celebrated its twentieth
anniversary.

Nokia and Siemens announced plans for Nokia
Siemens Networks.

25% of us think that the lottery is the best bet for
becoming a millionaire.

We don't get a bonus at the end of the year.

The three men often met late at night for
brainstorming sessions.

He told me about an extremely interesting career
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celebrate (v)

cell phone (n) (AmE)
(BrE = mobile phone)

co-founder (n)

communications (n pl)

competitive (adj)
(opposite = uncompetitive)

component (n)

concept (n)

co-operative (n)

deal (n)
sign a deal
negotiate a deal

degree (n)
obtain a degree

/seli'brert/

/'sel foun/

['kaufaunda/

/komjuinr'kerfonz/

/kom'petitrv/

/kpm'poaunant/

/'konsept/

/kau'pparatrv/

/dizl/
/sam o 'di:l/
/na,gaufiert o 'di:l/

/do'gri/
/ob'tem o do gri:/

maoglichkeit, Aufstiegs-
maoglichkeit

feiern, begehen
Mobiltelefon, Handy
Mit(be)grinder

Kommunikation

wettbewerbsintensiv

(Bau-)Teil, Komponente

Konzept

Genossenschaft

(Geschafts-)Abschluss
einen Abschluss unter-
zeichnen

einen Abschluss verhandeln

(Hochschul-)Abschluss,
Grad

opportunity.

The company has recently celebrated its twentieth
anniversary.

Nokia has been selling digital cell phones since
1993.

Most people didn't know that there was also a third
co-founder of the company.

Nokia ia a leading international communications
company.

Nokia has continuously brought innovations to the
highly competitive and growing
telecommunications markets.

It was a small firm which produced components
for other manufacturers.

He originally pitched the concept of a video-
sharing website to his friends.

The company is a co-operative so all the
employees have a stake in it.

When the deal was signed, everybody was talking
about YouTube's co-founders.
We managed to negotiate a good deal.

Karim obtained a degree in economics and
engineering in 2004.
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digital (adj)
(opposite = analogue)
digital technology

digital cell phone
division (n)
entrepreneur (n)
establishment (n)
ethical (ad))

(opposite = unethical)
expand (v)
found (v)
graduate (v)
headhunter (n)

headquarters (n pl)

innovation (n)

interface (n)

/didsital/

/ didgital tek'npladzi/

/ didgital 'sel foun/
/dr'vizon/

/ pntropra'nzy/

/I'staeblifmont/

/'eOi1kal/

/ek'spaend/

/faund/

['graeedjuzett.

/'hedhanta/

/hed'’kwoitoz/

/mau'verfon/

/'mtofers/

digital
Digitaltechnologie

digitales Mobiltelefon
Unternehmensbereich
Unternehmer

Griindung

ethisch

wachsen, sich ausdehnen,
expandieren

grinden

einen (Hochschul-)

Abschluss erlangen

Personalabwerber, Head-
hunter
Zentrale

Innovation, Neuerung

Schnittstelle

Nokia is a pioneer in digital technology and
wireless data communications.

Nokia has been selling digital cell phones since
1993.

The company soon set up new divisions.

Jawed Karim is not the first entrepreneur to lose
his place in history.

The Nokia story begins with the establishment of
a paper mill in Finland.

Some people do not think that the headhunter's
role is ethical.

The business expanded quickly.

Dan Colman has held the top position since the
company was founded.

Dan Colman graduated from York University with
a degree in electronic engineering.

Headhunters try to persuade good staff to leave
their jobs and go to work for another company.

In 1998 they moved the company's headquarters
to Milton Keynes.

Nokia has continuously brought innovations to the
highly competitive and growing
telecommunications markets.

Hurley designed the site's interface and logo.
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the Internet (n)

jackpot (n)
hit the jackpot

joint venture (n)

launch (v)

leader (n)
world leader

logo (n)
lucky (adj)

(opposite = unlucky)
get lucky

management (n)
management consultants

manufacturer (n)

market (n)

put sth on the market

/da 'mtonet/

/'jeekpot/
/hit @ 'jeekpot/

/ ,dgomt 'ventfo/

/lom(/

/i:do/
/ waild 'li:do/

/ougoau/
/'aki/

/get 'laki/

/'meanidgmaont/
/'maenidzmont

kon'saltonts/

/maenju:'feektfora/

/'ma:kt/

/put samOm pn do

'makit/

Internet

Hauptgewinn
das groBe Los ziehen

Gemeinschaftsunternehmen,
Joint Venture

in den Markt einfiihren

(Markt-)Fuhrer

Firmenzeichen, Logo
glucklich

Gluck (wieder auf seiner
Seite) haben

Management, Fihrung
Managementberater

Hersteller, Produzent

Markt

etw. auf den Markt bringen

Nokia started to produce mobile phones with
access to the Internet in 1999.

He first hit the jackpot when eBay bought the
company he was working for.

Nokia and Siemens are working on a joint
venture.

Recently it has launched a range of computer
accessories.

Nokia became the world leader in mobile phones
in 1998.

Hurley designed the site's interface and logo.

He got lucky again when Microsoft agreed to buy
YouTube.

| work for People Search, the management
consultants.

It was a small firm which produced components for
other manufacturers.

Nokia has continuously brought innovations to the
telecommunications markets.

The company put the first Nokia mobile telephone
on the international market in 1986.
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merge (v)

millionaire (n)

mobile phone (n) (BrE)

(AmE = cell phone)

negotiate (v)
pioneer (n)

be a pioneer in sth

pitch (v)

produce (v)

profile (n)
professional profile

promotion (n)

propose (v)
propose an idea

public face (n)

range (n)

/m3idz/

/miljo'nes/

/'maubail faun/

/ma'gauftert/

/para'nio/

/bi: 9 paro'nio m

,SAmOIn, /
/pitf/
/pra'dju:s/

/'praufarl/
/pra fefonal 'proufail/

/pra'maufon/

/pra'pauvz/
/pra'pauz on ar,dio/

/,pablik 'fers/

/remnds/

fusionieren

Millionar

Mobiltelefon, Handy

verhandeln

Wegbereiter, Bahnbrecher,

Vorkampfer

Wegbereiter bei etw. sein

(in einem Verkaufsgesprach)

anpreisen

herstellen, produzieren

Profil

Befdrderung

vorschlagen

Gesicht nach auBBen

Palette, Auswahl

The three companies merged to create Nokia
Corporation.

He is not worried about the cost of his Ferrari
because he is already a millionaire.

Nokia started to produce mobile phones in 1986.

We managed to negotiate a good deal.

Nokia is a pioneer in digital technology and
wireless data communications.

He originally pitched the concept of a video-
sharing website to his friends.

Nokia started to produce mobile phones with
access to the Internet in 1999.

Our client is looking for someone with just your
professional profile.

He's waited for this promotion for months.

Karim was the person who first proposed the
idea.

Chad Hurley and Steve Chen were the public
faces of YouTube.

Recently it has launched a range of computer
accessories.
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responsible (adj)
responsible for sth

set up (phr v)

sign (v)
sign a deal

stake (n)
have/take a stake in sth

stockholding (n)

substantial (adj)
(opposite = insubstantial)

upload (v)
(opposite = download)

venture (n)

joint venture

website (n)

world leader (n)

/r1s'ppnsabal/
/bi: r1s'ponsabal fo

SAmO1/
/set 'Ap/

/sam/

/sam o 'di:l/

/steik/
/haev/teik o ' stetk m

SAmMO1/

/'stokhoauldin/

/sob'staenfol/

/ap'loud/

/'ventfo/
/,dgomt 'ventfo/

/'websart/

/ w3ild 'li:de/

verantwortlich, zustandig

griinden, aufbauen

unterschreiben, -zeichnen
einen Abschluss unter-
schreiben

Anteil, Beteiligung
an etw. beteiligt sein

Aktien-, Anteilbesitz
gewichtig, erheblich,
beachtlich

hochladen

unternehmerisches
Vorhaben, Projekt
Joint Ventrue

Webseite

Welt(markt)fihrer

The engineers responsible for this success have
become directors.

The company soon set up new divisions.

When the deal was signed, everybody was talking
about YouTube's co-founders.

He agreed to take a smaller stake in the company.

The company is a co-operative so all the
employees have a stockholding in it.

When eBay bought PayPal they all received
substantial payments.

He was the person who uploaded the first video
onto YouTube.

The three men often met late at night to discuss
possible ventures.

Nokia and Siemens are working on a joint
venture.

He originally pitched the concept of a video-sharing
website to his friends.

Nokia became the world leader in mobile phones
in 1998.
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IN comMpany seconp Epition

Unit 12

headword
acquire (v)

arrange (v)
arrange to do sth

back off (phr v)

break the ice

business (n)
on a business trip

by the way

catch (v)
catch sb later

charge up (phr v)

pronunciation

/ee'kwaroa/

/a'remdz/

/'baek 'of/

/ breik di: 'ars/

/"b1znas/

/pn 9 'biznas trip/

/bar do 'wer/

/keetf 'Ap/

/fa:dg 'ap/

Pre-intermediate

translation/notes

kaufen, erwerben

abmachen
vereinbaren etw. zu tun

sich zurlickziehen

das Eis brechen

Geschaft
auf Geschéfts-, Dienstreise

Ubrigens

fangen, greifen, erwischen
spater auf jdn. zurlck-
kommen

aufladen

example sentence

Although good communication skills are natural to
some extent, they can be acquired by practice and
preparation.

Sorry, I'll have to go. | arranged to meet someone
at the bar five minutes ago.

It's better to give up and back off gracefully.

Once you have broken the ice, hopefully the
ongoing conversation will be relaxed and enjoyable.

My name's Allan. I'm here on a business trip.

My name's Nadine, by the way. I'm from Xanadu
Electronics.

Sorry, | have a call on my mobile. I'll catch you
later.

| need to charge up my mobile phone.
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check sth out (phrv)

communication skills (n pl)

compliment (n)
offer a compliment

contact (n)
establish contacts

conversation (n)
start a conversation with sb

coverage (n)

critical (adj)

cut sb off (phr v)

Don't mention it.

extent (n)
to some extent

eye (n)
look sb in the eye

/ffek samOin 'aut/
/ko,mju:nr'kerfon
skilz/

/'komplomont/

/pfa o 'knmplomont/

/'kontaekt/
/1,steeblif 'kontaekts/

/konva'serfon/
/stait o konva'serfon

wiO sambaodi/

/'kavorids/

/'krtikol/

/'’kat sambadi ot/

/dount 'menfon 1t/

/1k'stent/

/to sam 1k'stent/

/a1/
/luk sambadi m do

'

ar/

etw. Uberprifen

Kommunikationsfahigkeiten

Kompliment
ein Kompliment machen

Kontakt, Verbindung
Kontakte aufbauen

Gesprach
mit jdm. ins Gespréach
kommen

Reichweite, Netzverbindung

entscheidend

jdn. unterbrechen

gerne, keine Ursache

(Aus-)Man
einigermafen, gewisser-
maBen

Auge
jdm. in die Augen sehen

Could | have a look at your newspaper? There's
something | want to check out.

Good communication skills project an image of
confidence and intelligence.

Offer a compliment if you can.

The ability to establish contacts and network is
critical in business.

Asking someone if you can borrow their newspaper
is one way of starting a conversation with them.

Is it my mobile phone or is there a problem with
coverage here?

The ability to establish contacts and network is
critical in business.

Sorry to cut you off, but I've just seen someone |
need to talk to.

"Thanks very much for lending me your paper."
"Don’'t mention it."

Although good communication skills are natural to
some extent, they can be acquired by practice and
preparation.

Look the other person in the eye, but don't stare or
get too close.
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finish with sth (phr v)

follow-up questions (n pl)

gambit (n)

give up (phrv)
go ahead (phr v)
good luck (with sth)

go well (phrv)

hand (n)
be an old hand at sth

hang on (phr v)

How do you do?

How long ... ?

I('ll) have to be off.

/'finif wi© samOin/

/"folouwAp

kwestjonz/

/'geembit/

/giv 'ap/
/gau o'hed/

/gud 'Iak (W1©
SAMOIN)/

/gau 'wel/

/haend/
/bi: an ould 'heend ot
,SAMOI/

/heen, 'on/

/hau da ju 'duy/

/ hau Ion/

/a1(l) haev to bi: 'pf/

mit etw. fertig sein

Anschluss-, Folgefragen

Gambit, Schachzug

aufgeben
(hier:) bitte
viel Erfolg

gut laufen

Hand
bei etw. ein alter Hase sein

warten

angenehm

wie lange ...?

ich muss los

"Would you mind if | had a look at your
newspaper?" "Er no, I've finished with it."

Ask follow-up questions and offer opinions to
show that you are interested.
A gambit is something you say or do in an attempt

to gain an advantage.

It's better to give up and back off gracefully.
"Could | borrow your newspaper?" "Go ahead."

Thanks for the drink and good luck with your
meeting.

If things don't go well and the rapport really isn't
there, it's better to give up and back off gracefully.

"This is the fourth conference I've been to here."
"Oh right, so you're an old hand."

Hang on a minute, | won't be long.

"I'm Bill Smart from Silicon Technologies." "Right,
how do you do? I'm Kazuo Yamada from Lexico."

"How long have you been here?" "Since
Saturday."

"How long are you staying?" "Another four or five
days."

Well it's getting late. | have to be off.
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image (n)
project an image

(It was) nice to meet you.

local attractions (n pl)

look (n)
have a quick look at sth

machinery (n)

mentally (adv)

mobile phone (n) (BrE)
(AmE = cell phone)

network (v)

No problem.

ongoing (adj)

opinion (n)
offer an opinion

/'1midg/
/pro,dzekt on 'tmidz/

/(1t woz) nars to 'miit

ju/

/laukal o'traekfonz/

/luk/
/ hav o kwik 'luk ot
,SAMOI/

/ma'fimari/

/'mentali/

/'maubail faun/

/metw3z:k/

/nau "problom/

/'ongauin/

/a'pmjon/

/,pfa an o'pijon/

Image, Bild
einen Eindruck erzeugen

schon Sie getroffen zu
haben

Ortliche Anziehungspunkte,
Sehenswirdigkeiten

Blick
etw. rasch ansehen

Maschinen, maschinelle
Anlagen

geistig, innerlich
Mobiltelefon, Handy
Netzwerk

kein Problem

laufend

Meinung, Ansicht
eine Einschatzung abgeben

Good communication skills project an image of
confidence and intelligence.

"Nice to meet you, Sean." "Right, it was nice
talking to you too."

Talking about the local attractions can be a good
way of starting a conversation with people you don't
know at a conference.

Would you mind if | had a quick look at your
newspaper?

"Are you here on business?" "Yes, I'm here to buy
some machinery."

It is a good idea to mentally prepare a list of
possible topics before you begin a conversation.

"Would you mind lending me your mobile phone?"

The ability to establish contacts and network is
critical in business.

"Would you mind lending me your mobile phone?"
"No problem."

Once you have broken the ice, hopefully the
ongoing conversation will be relaxed and
enjoyable.

Ask follow-up questions and offer opinions to
show that you are interested.
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Pleased to meet you.

point out (phr v)

project (v)
project an image

rapport (n)

register (v)
See you later.

strategy (n)
develop a strategy

Take your time.

That's very kind (of you).

valid (adj)
(opposite = invalid)

/'plizzd to mi:t juy/

/pomt 'aut/

/pro,dzekt/
/pro,dzekt on 'tmidz/

/re'pay/
/'redsista/

/ si: jur 'lerto/
['streetodzi/

/d1,velop o 'straetodsi/

/teik jo 'tarm/

/ dets veri 'kaind (ov

ju)/

/'veelid/

angenehm, freut mich

auf etw. hinweisen, etw.
hervorheben, auf etw. auf-
merksam machen

entwerfen
einen Eindruck, ein Bild
entwerfen

Stimmung, Harmonie,
Verhaltnis

sich eintragen, anmelden
Bis spater. Tschis.

Strategie
eine Strategie entwickeln

Lassen Sie sich Zeit.

Das ist sehr freundlich (von
Ihnen).

gultig (anwendbar) sein

"I'm Boris." "I'm David. Pleased to meet you."

Look around and see if there is anything unusual to
point out.

Good communication skills project an image of
confidence and intelligence.

The rapport really wasn't there, so | pretended to
see someone | knew and left.

I'll show you where to register.

| think the meeting's about to start. See you later.

Sometimes it is useful to develop a strategy for
when you want to start a conversation with
someone you don't know.

"Could | have a look at your newspaper?" "Go
ahead, take your time.

"Can | lend you my mobile?" "That's very kind, but
| was expecting a call on this number."

Several of these strategies are valid. It depends on
the situation.
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IN comMpany seconp Epition

Unit 13

headword

adopt (v)
in advance (adv)

air (n)
by air

air rage
aisle seat (n)
allowed (adj)
armrest (n)
available (adj)

(opposite = unavailable)

back (n)
the back (of)
(opposite = the front of)

pronunciation

/o'dopt/
/i od'va:ns/
/'eal

/bar 'ea/
/'ed reidg/

/a1l siit/

/a'lauvd/

/'azmrest/

/a'veilabal/

/'beek/
/d> bk (av)/

Pre-intermediate

translation/notes

Ubernehmen

im Voraus

Luft
in der Luft, per Flugzeug

Flugkoller

Gangplatz

zulassig

Armlehne

frei, verfligbar

Rucken, (hier:) Heck
hinten, im Heck

example sentence

If BA's policy on rude passengers is a success,
other airlines will adopt it.

If you book months in advance, you'll be too early
for a seat assignment.

What sort of problems can you have when you
travel by air?

"Air rage" is an expression meaning violent or
drunken behaviour by passengers during a flight.

If you're sitting in an aisle seat, it's easier to get up
and go to the toilet.

If your luggage is just over the allowed weight, they
will charge you for "excess baggage".

The person sitting in the middle seat should try to
dominate the armrests.

I'll show you the available seats on the seating
plan.

Where would you prefer to sit - at the front of the
plane or at the back?
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baggage (n)
baggage reclaim

excess baggage

board (v)
board a flight/plane

boarding pass (n)

book (v)

booking (n)

boom (n)

business (n)
business traveller

do business with sb

charge (n)
hidden charges

check in (phr v)

check-in (n)

/'beegidz/
/'bzegidz riklerm/

/'ekses bagidz/

/bod/

/ bad o "flart/plemn/

/'bodin, pa:s/

/buk/

/'bukin/

/bumm/

/"b1znas/

/'biznes traevols/

/du: 'biznas wi©

,sambadi/

/fads/
/'hiden ffa:dzoz/

/tfek 'm/

/fekm/

Gepéck
Gepéckrickgabe

Ubergewicht, Uberfracht

an Bord gehen
ein Flugzeug besteigen

Bordkarte
buchen
Buchung

Boom, stiirmische
Entwicklung

Geschéft, Firma
Geschéfts-, Dienst-
reisende(r)

mit jdm. Geschaft(e)
machen

(hier:) Gebtihr
versteckte Geblihren

einchecken

Abflugschalter, Check-in

| don't have to go through baggage reclaim
because | only have hand luggage.

If your luggage is just over the allowed weight, they
will charge you for "excess baggage".

Passengers should board the flight at Gate 23.
You'll need to show your boarding pass and
passport before getting on the flight.

Book more than three weeks before the flight to get
a 10% discount.

With an early booking you can choose the seat
you want.

The cut-price air ticket is fuelling a boom that will
make controlling global warming impossible.

Even experienced business travellers sometimes
end up sitting in the middle seat.

We want to do business with you but we need to
talk about the price.

Be careful when you book flights online because
there can be a lot of hidden charges.

Where do | check in for flight RA 2647

If you are five minutes late for check-in, they won't
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check-in attendant/staff

claustrophobic (adj)

confirm (v)
confirm a booking

contract (n)

control (v)

cost (V)

cost the earth

customs (n pl)
go through customs

cut-price (adj)
cut-price airline/travel

deal (n)
It's a deal!

delay (v)

/fekm
9 tendont/sta:f/

/klpstra'foubik/

/kon'f3:m/

/ken'f3:m o bukin,/

/'kontraekt/

/kan'troul/

/kost/

/ kost do '3:0/

/'kastomz/

/gau ©ru: 'kastomz/

/kat'prars/
/kat prais

'ealamn/'traeval/

/dizl/
/1ts o 'dizl/

/dr'ler/

Check-in-Angestellter

klaustrophobisch,
Platzangst habend

bestéatigen
Buchung bestatigen

Vertrag

kontrollieren, (hier:)
eindammen

Kosten

die Welt kosten

Zoll
durch die Zollabfertigung
gehen

zum Kampfpreis
Billigfluglinie

Geschéft, Abschluss
Abgemacht!

sich verspéaten

let you through.
Passengers who are rude to check-in staff risk
being banned from boarding their plane!

Sitting in the middle seat makes me feel
claustrophobic.

You should confirm your booking or you won't get
a good seat.

If we make a good offer, we'll get the contract.

The cut-price air ticket is fuelling a boom that will
make controlling global warming impossible.

It might be cheap, but budget travel is going to cost
the earth.

It took us an hour to go through passport control
and customs.

Cut-price airlines run online reservation systems
so it is your fault if you get a bad deal.

Negotiate to get the best deal possible.
"l can offer you
£200 units at 5.5 euros a unit." "It's a deal!"

You can't claim a refund if a flight is delayed for
less than two hours.
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deliver (v)

delivery time (n)

discount (n)
accept/offer a discount

excess baggage (n)

exit (n)

figures (n pl)

flight (n)
board a flight
book a flight

miss a flight
(opposite = catch a flight)

fortune (n)
cost/charge a fortune

frequent flier (n)

front (n)
the front (of)

/da'liva/

/dr'livari tarm/

/'diskaunt/
&k sept/,pfo o
'diskaunt/

/'ekses bagidz/

/'eksit/

/'figoz/

/flart/
/ bad o 'flart/

/ buk o flart/

/mi1s o flart/

/fortjun/
/ kost/ fa:dz o
'fortjuin/

/ fritkwont 'flaro/

/frant/

liefern

Lieferzeit

Nachlass, Rabatt,
ErmaBigung

Ubergepéck, Uberfracht
Ausgang

Zahlen(werk)

Flug

ein Flugzeug besteigen
einen Flug buchen

einen Flug verpassen

Vermdgen
ein Vermogen verlangen / in
Rechnung stellen

Vielflieger

Vorderseite
vorne

Are you sure you can deliver in less than two
weeks?

You have to allow for 21 days' delivery time.

We offer a 5% discount for payment within 14
days.

If your luggage is just over the allowed weight, they
will charge you for "excess baggage".

Many people feel safer in aeroplanes if they're
sitting near one of the exits.

If I have time, I'll finish the figures this afternoon.

The clerk told us there were no seats on the flight
due to overbooking.

Difficult passengers can be prevented from
boarding their flight.

Try to book your flight early so that you get a good
seat.

If the taxi doesn't come soon, I'm going to miss my
flight.

They charge you a fortune for excess baggage.

I'm a frequent flier and travel by air at least twice a
month.

I nieniallv trv tn <it at tha frant af the nlanea en that |

This page has been downloaded from www.hueber.de.
It is photocopiable, but all copies must be complete pages.
Copyright © Macmillan Publishers Limited 2009.

German Translation © Hueber Verlag 2009.

one@engllgln}

Solutions for English Teaching

4



(opposite = the back of)

straight to the front

gate (n)

get off (phrv)
get off a flight/plane
(opposite = get on)

get on (phrv)
get on a flight/plane
(opposite = get off)

global warming (n)

go down to (phr v)

go higher (than)

go lower (than)

go up to (phrv)

go with sth (phrv)

/ds 'frant (ov)/

/ streit to do 'frant/

/gert/

/get 'pf/
/get 'of o flart/plem/

/get 'on/
/get 'on o flait/plem/

/,glaubal 'wormin/

/,gav 'daun tu/

/,gau 'haro don/

/,gau 'lous don/

/,gau 'Ap tu/

/,gau 'wi1© samO1n /

ganz nach vorne

Abflugsteig

(hier:) aussteigen

aus einem Flugzeug aus-

steigen

(hier:) einsteigen

in ein Flugzeug einsteigen

globale Erwéarmung

heruntergehen bis

héher gehen als

tiefer gehen als

hochgehen bis

einverstanden sein

can get off faster.

You don't need to queue up again. Come straight
to the front.

The gate check-in attendant can be your best
friend.

Violent or drunken passengers should be forced to
get off the plane.

All passengers must show their boarding pass and
passport before getting on the plane.

The cut-price air ticket is fuelling a boom that will
make controlling global warming impossible.

I'l go down to 5 euros if you order 200 units or
more.

I'm sorry, | won't go any higher than 6.5 euros a
unit.

If we go lower than 4.5 euros per unit, we won't
make any profit.

For 150 units, I'll go up to 12%.

"The price is 9 euros a unit." "Okay, | can go with
that.”

This page has been downloaded from www.hueber.de.
It is photocopiable, but all copies must be complete pages.
Copyright © Macmillan Publishers Limited 2009.

German Translation © Hueber Verlag 2009.

one@engllgln}

Solutions for English Teaching




graphic (n) /'graefik/

ground staff (n) /'graund sta:f/

guarantee (n) /geeran'tiz/

hand luggage (n) /haend "lagidz/

illustrate (v) /'lostrert/

insurance (n)

_ . /m'fuorans/
insurance against sth

the Internet (n)
on the Internet

/&> 'mtonet/
/,pn da 'Intonet/

over the Internet /puva do 'mtonet/

laptop (n) ['leeptop/
look (v) /uk/

look sth up Tuk samOm, ap/
lower (v) /Mouwa/

(opposite = raise)

negotiate (v) /no'goufiert/

grafische Darstellung

Bodenpersonal

Gewahrleistung, Garantie

Handgepéack

veranschaulichen

Versicherung

Internet
im Internet

Uber das Internet

Laptop

sehen
nachsehen

herabsetzen

verhandeln, vereinbaren

To illustrate their narrow profit margins, EasyJet
use a graphic which shows the seating plan of a
plane with 155 seats.

The new rules prohibit customers from boarding
flights if they behave aggressively to ground staff
or crew.

Would you consider extending the guarantee to 18
months?

Can | take this bag on as hand luggage?

To illustrate their narrow profit margins, EasyJet
use a graphic which shows the seating plan of a
plane with 155 seats.

Each passenger pays a sum for insurance against
terrorism.

I'm flying to Stockholm next week. | got a good
deal on the Internet.
Book your flight over the Internet.

It's forbidden to use electrical equipment such as
laptops during the flight.

I've lost my reference number. Could you look it
up for me?

We will lower the price for customers who pay
within 30 days.

Negotiate to get the best deal possible.
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offer (n)
best offer

online (ad))

order (n)

order (v)

overbook (v)

passport (n)

passport control

payment (n)

policy (n)

preference (n)

price (n)
give sb a price

push up the price

/"ofa/
/best 'ofa/

/'onlam/

['ada/

/'a:da/
/'auvabuk/
/'paisport/
/'pazspoit kon troul/
/'permont/
/'polasi/
/'preforons/
/prais/

/giv sambadi o

'prars/

/ puf ap do 'prais/

Angebot
héchstes (bestes) Angebot

online

Bestellung, Auftrag

bestellen, in Auftrag geben

Uberbuchen

(Reise-)Pass

Passkontrolle

Zahlung(sbedingungen)

Richt-, Leitline, Grundsatz

Bevorzugung

Preis
jdm. einen Preis anbieten

Preis hochdriicken

Let's say 5.5 euros for 200 units or more. That's my
best offer.

Cut-price airlines run online reservation systems
so it is your fault if you get a bad deal.

What sort of a price can you give me on an order
of 300 units?

| can offer a lower price if you order 200 units or
more.

The flight was overbooked so they offered me a
refund or a later flight.

You'll need to show your boarding pass and
passport before getting on the flight.

It took us an hour to go through passport control
and customs.

"What about payment?" "Payment is within 60
days."

If BA's policy on rude passengers is a success,
other airlines will adopt it.

Inform the travel agent of your seating preference -
aisle or window seat.

What sort of a price can you give me on an order
of 300 units?

RyanAir blames special extra fees for pushing up
the prices.
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pricing (n)

profit (n)

profit margins

promotion (n)
queue up (phrv)

re-schedule (v)

reference number (n)

refund (n)
claim a refund

offer a refund

reservation (n)
make a reservation

online reservation

seat (n)
seat assignment

aisle seat

middle seat

/'praisin/

/'profit/

/'profit ma:dzinz/
/pra'maufon/
/kjuz 'ap/

/riz'fedju:l/

/'reforons namba/

/'rizfand/
/ klerm o 'ri:fand/

/ pfo 2 'rixfand/

/reza'verfon/

/merk o reza'veifon/

/,pnlain reza'verfon/

/siit/

/'si:t 9, sainmant/

/a1l siit/

Preisgestaltung

Gewinn

Gewinnspanne

Befbrderung
anstehen, sich anstellen

neu festlegen, planen,
terminieren

Buchungsnummer
(RUck-)Erstattung,

Entschadigungszahlung
fordern/anbieten

Buchung
eine Buchung vornehmen

Online-Buchung

Sitzplatz
Sitzplatzreservierung

Gangplatz

Mittelplatz

Nowadays airlines have variable pricing policies.

Airlines adjust ticket prices to get the maximum
possible profit for each seat on the flight.

Airlines justify their variable pricing policies on the
extremely narrow profit margins of the business.

If | get a promotion, I'll earn more money.
Do | have to queue up again?

| can go on Wednesday if | re-schedule a couple of
meetings.

I've lost my booking reference number.

You can't claim a refund if a flight is delayed for
less than two hours.

BA will not offer a refund to passengers who are
banned from their flights.

I'll ask my assistant to make some reservations
for us.

Cut-price airlines run online reservation systems
so it is your fault if you get a bad deal.

If you book months in advance, you'll be too early
for a seat assignment.

| feel less claustrophobic sitting in an aisle seat.

Qittinn in a middla eaat makae ma faal varv
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/'midal si:t/

" v
window seat /'windau si:t/

seat belt (n) /'sizt belt/

seating plan (n) ['siztin, pleen/

stretch (v)

/stretf/
stretch your legs

/ stretf jo 'legz/

supply and demand (n)

/sa'plar on dima:nd

talk (v) Jtork/
let's talk about ... flets 'tork o baut/

window seat (n) /'wimndoau siit/

within (prep) /w1©'m/

yield management (n) /ji:ld maenrdsmont/

Fensterplatz

Sicherheitsgurt

Sitzplan

strecken
sich die Beine vertreten

Angebot und Nachfrage

sprechen, reden
lass uns Uber etw. sprechen

Fensterplatz

innerhalb

Yield-Management,
Ertragsmanagement

claustrophobic.

You get a good view if you sit in the window seat.

Fasten your seat belt for take-off and landing.

To illustrate their narrow profit margins, EasyJet
use a graphic which shows the seating plan of a
plane with 155 seats.

It's a good idea to get up during the flight and
stretch your legs.

Ticket prices vary according to supply and
demand.

Let's talk about price.
Inform the travel agent of your seating preference -
aisle or window seat.

We offer a 5% discount for payment within 14
days.

Airlines have a pricing department which is
responsible for yield management.
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IN comMpany seconp Epition

Unit 14

headword
appeal against sth (phr v)

assembly plant (n)

atmosphere (n)
create a good/bad atmosphere

backup (n)
provide backup

base salary (n)

bid (n)
make a bid

blue-chip company (n)

break (n)
give sb a break

pronunciation

/a'piil agenst
,SAMOI/

/o'sembli pla:nt/

/'&tmosfio/
/kriz ert o gud/baed

'etmosfio/

/'baekap/
/pro,vaid 'bakap/

/ bers 'se&lori/

/bid/
/meik o 'bid/

/'blutfip kamponi/

/breik/

Pre-intermediate

translation/notes

Einspruch einlegen

Montagewerk

Atmosphare, Stimmung
eine gute/schlecht Stim-
mung erzeugen

Bereitschaft, Unterstitzung
Unterstitzung bieten

Grundgehalt

Gebot
ein Gebot abgeben

erstklassige Firma, Spitzen-
firma

Pause
jdn. schonen, einmal

example sentence

Anyone who is sacked from their job but appeals
against the decision will lost their salary
entitlement.

An assembly plant is the part of a factory where
workers build machinery or equipment.

A high-flier who knows too much can create a bad
working atmosphere.

Working as an "SPC professional” involved
providing backup to salesmen throughout the
company.

We offer a base salary of $80K plus commission.

We made a million-dollar bid to buy the company
out.

A "blue-chip company" is very successful and
makes a lot of money.

If someone gives me a break, they won't be
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business (n)
big business

business background

business venture

call on (phrv)

challenging (adj)

chart (n)

check out (phr v)

close down (phr v)
(opposite = open up)

commercially aware (ad))

commission (n)

communication (n)
communication skills

/giv sambadi o
‘breik/

/"b1znas/

/,big 'biznas/

/'biznos bakgraund/

/'biznes ventfo/

/'ko:l pn/

/'"feelondzgin/

/azt/

/tfek 'aut/

/klouz 'daun/

/ka'm3:fali o weo/

/ka'mifon/

/komjunr'kerfon/

/ko,mjunr'kerfon

durchatmen lassen

Geschéft, Unternehmen
GroBunternehmen,
“die Wirtschaft”

Erfahrung in der
Geschaftswelt

Unternehmen, unternehme-
risches Vorhaben

jem. besuchen, (hier:)
geschéftlich reisen

(hier:) schwierig, belastend

Schaubilder, Folien

(Uber-, nach-)prtfen

schlieBen

Sinn fiir geschéftliche Zu-
sammenhange haben

(hier:) Provision

Kommunikation
Kommunikationsfahigkeiten

disappointed.

Do you agree that workers' rights are more
important than the interests of big business?

Five years working for a multinational have given
me a solid business background.

The new industrial estate will provide space for
approximately 15 business ventures.

Multinational manufacturer seeking International
Sales Manager to call on Europe and Latin
America.

Hiring or firing an employee is a challenging,
emotional experience.

Part of Sara's job was to produce reports and
charts illustrating sales figures.

Can we just check out some details?

Five factories have been closed down.

His experience at several blue-chip companies
means he is extremely commercially aware.

We offer a base salary of $80K plus commission.

A good manager needs to have excellent
communication skills.
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company (n)

company secret

compensate for sth (phrv)

competence (n)
level of competence

conference (n)
organise a conference

consult (v)
corporate image (n)

covering letter (n) (BrE)
(AmE = cover letter)

customer relations (n pl)

CV (n) (BrE)
(AmE = résumé)

decrease (v)
(opposite = increase)

skilz/

/'kampani/
/ kamponi 'sizkrot/

/'komponsertt fo
,SAMOIN/

/'kompatons/
/leval av
'kompatons/

/'’konfarans/
/2igonaiz o

'konfarans/
/kan'salt/
/ ka:parat 'tmidz/

/ kavorin, 'leta/

/ kava 'leta/

/ kastoma rr'lerfonz/

/sii'vi/

/dr'krizs/

Firma, Betrieb, Unter-
nehmen
Betriebsgeheimnis

etw. ausgleichen, etw.
kompensieren

Kompetenz
Kompetenzniveau, -stufe

Konferenz

jdn. beratend hinzuziehen
Firmenimage, ClI

Begleitschreiben

Kundendienst,
Kunden(beziehungen)

Lebenslauf

abfallen, sich verringern

Workers who reveal company secrets will be
sacked.

Firms started recruiting temporary workers in an
attempt to compensate for the lack of skilled
workers.

Staff are paid based on their skills and level of
competence.

A large part of my job involves organising meetings
and conferences.

John was consulted about the decision.
Our corporate image is being redesigned.

If you are interested in applying for the post, please
send in a CV with covering letter.

A job in customer relations involves dealing
directly with clients and responding to complaints
and queries.

If you are interested in applying for the post, please
send in a CV with covering letter.

The number of orders began to decrease and the
factory was finally forced to close.
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employee (n)

employer (n)

employment (n)
terminate sb's employment

experience (n)

fire (v)
fire sb for doing sth

halt (n)
be brought to a halt

high-flier (n)

hire (v)

human resources (n pl)

impression (n)
give the impression

incentive (n)

/im'ploriz/

/im'plorzy/

/im'plormant/
/t3mmert sambadiz

m'plormont/

/1k'sprortons/

/'fare/
['fato sambadi fo
duin, sAmO1n/

/hoilt/
/bi: brait to o ho:lt/

/har'flara/

/"hara/

/ hjuzmon r1'zo:saz/

/im'prefon/
/g1v &o mm'prefon/

/m'sentrv/

Arbeitnehmer

Arbeitgeber

Beschaftigung
jdm. kundigen

Erfahrung

feuern, hinauswerfen
jdm. wegen etw. kiindigen

Halt, Stillstand
zum Stillstand gebracht

Senkrechtstarter

einstellen

Personal(abteilung)

Eindruck
einen Eindruck erwecken

(Leistungs-)Anreiz

The bank has over 600 employees working in ten
different countries.

Skytronics, Nicola Williams's former employer,
refused to be interviewed about the incident.

The firm decided to terminate her employment for
using a mobile phone in work hours.

It's not often that qualifications and experience
totally match up to an advertised post.

She was fired for using her mobile phone during
work hours.

The whole of the country will be brought to a halt
if plans for a general strike go ahead.

A high-flier who knows too much can create a bad
working atmosphere.

We had to hire temporary workers to cope with the
increased workload.

My name is Philip Rickett. | work in the human
resources department.

Be careful not to give the impression you are
over-qualified for the job.

Money and security are the incentives in most
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in-depth (adj)

industrial action (n)

industrial estate (n)

interpersonal skills (n pl)

involve (v)

issue (v)
issue a statement

job insecurity (n)
(opposite = job security)

labour (n)
labour costs

labour laws

lay sb off (phr v)

leadership (n)
leadership qualities

/mn'dep©/

/m'dastriol &kfon/

/m'dastrral 1stert/

/mto'paisonal skilz/

/m'volv/

/'fu/

/1fur o stertmont/

/"&b

ms1 kjuorati/

/'letba/
/'letba kosts/

/letba |loiz/

/'ler sambadi ot/

/Mizdafip/

detailliert, grindlich

Arbeitsniederlegung, Streik

Industriegebiet

Sozialkompetenz, Kontakt-
fahigkeit

einschlieBen, mit etw.
einhergehen

herausbringen, -geben
eine Stellungnahme ab-
geben

Arbeitsplatzunsicherheit

Arbeit(skrafte)
Personalkosten

Arbeitsrecht

entlassen, “freisetzen”

Mitarbeiterfihrung
FOhrungskompetenz

people's work.

If you're successful, you'll go on to a more in-depth
interview this afternoon.

"Industrial action" is an expression that means the
same as "to go on strike".

The company has its premises on an industrial
estate on the outskirts of town.

A good manager should have excellent
interpersonal skills.

What exactly does your job involve?

The company later issued a statement supporting
the action of their manager.

Feelings of job insecurity are much more common
now than 30 years ago.

Labour costs tend to be lower in Eastern Europe.

Flexible labour laws help to reduce the
unemployment rate.

As the number of orders decreased we had to start
laying workers off.

We're looking for someone with excellent
leadership qualities to manage our sales team.
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logistical (ad))
logistical planning

the long-term unemployed
(npl)

make up for (phr v)

managerial (adj)
managerial experience

market (n)

match up to sth (phrv)

motivation (n)

negotiate (v)

objective (n)
meet an objective

organisational skills (n pl)

over-qualified (adj)

(opposite = under-qualified)

/1o'dgistikal/

/lo'dgistikal  plenin/

/&5 Ipnt3im

Anrm'plord/
/meik 'ap fo/
/ manr'dg1orol/

/meent'dgrortol

1k sprorrons/
/'makit/

/maetf 'Ap to
,SAMOI/

/mautr'verfon/

/na'gaufiert/

/ob'dgektv/

/,mi:t on pb'dzektrv/

/a:gonar'zerfonol
skilz/

/ puva'kwolifard/

logistisch, organisatorisch
logistische Planung

Langzeitarbeitslose

etw. ausgleichen,
kompensieren

fihrend, Fihrungs-
Flahrungserfahrung

Markt

zu etw. passen

Motivation

ver-, aushandeln

Ziel
ein Ziel erreichen

Organisationsfahigkeit,
-kompentenz

Uberqualifiziert

The "logistical planning of a department" means
the way in which it is organised on a day-to-day
basis.

The new reforms would mean that the long-term
unemployed should take any job they are offered.

Firms started recruiting temporary workers in an
attempt to make up for the lack of skilled workers.

We are looking for someone with previous
managerial experience.

This mobile phone is the smallest on the market.

It's not often that qualifications and experience
totally match up to an advertised post.

People's motivations interest employers.

Salaries at management level are often negotiated
individually.

We need to find ways of making it easier for team
members to meet their objectives.

The day-to-day running of the department helped to
develop my organisational skills.

Be careful not to give the impression you are over-
qualified for the job.
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plant (n)

prioritise (v)

productivity (n)

pursuit of excellence (n)

qualifications (n pl)

recession (n)
(opposite = boom)

recruitment (n)

recruitment officer

redesign (v)

result (n)
achieve a result

résumé (n) (AmE)
(BrE=CV)

rise (v)
(opposite = fall)

sack (v) (BrE)
sack sb for doing sth

/plamnt/

/prar‘orotaiz/

/ prodak'trvati/

/pa'sjwit ov eksolons/

/ kwolifr'kerfonz/

/r1'sefon/

/rr’krustmoant/

/rrkruitmant  pfiso/

/ri:dr'zam/

/r1'zalt/

/o fi:v o r1'zalt/

/'rezju: mer/

[ra1z/

/sek/

Werk

priorisieren

Produktivitat

Streben nach Exzellenz

(fachliche) Qualifikation(en)

Rezession

Personalbeschaffung,
-einstellung
Referent(in) far
Personalbeschaffung

neu entwerfen, Uberarbeiten

Ergebnis
ein Ergebnis erzielen

Lebenslauf

steigen, zunehmen

entlassen
jdn. wegen etw. entlassen

Ford has several plants all over Europe.

The position required a lot of time management
skills and prioritising of tasks.

Feelings of job insecurity often lead to lower
productivity.

The "pursuit of excellence" is a formal phrase
meaning "doing things as well as possible".

It's not often that qualifications and experience
totally match up to an advertised post.

Many people lost their jobs during the recession.

Philip Rickett is responsible for recruitment.

Adjectives like "excellent" and "outstanding” on
your CV will usually make a recruitment officer
suspicious.

Our corporate image is being redesigned.

The financial rewards are great for all those who
achieve results.

To apply for the post, please send résumé with
cover letter.

Unemployment is rising and more and more
workers are being laid off.

Nicola Williams was sacked for using a mobile
phone during working hours.
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sacking (n) (BrE) /'sekany
salary (n) /'seelari/
salary entitlement /'seelari
/m tartolmont/
base salary
/ bers 's&lori/
sales (n pl) Jseilz/

sales figures
I'sellz figoz/

sales manager
/'sellz manidzo/

/'seilz tim/

sales team
sector (n) /'sekta/
sell (v) /sel/

sell yourself /'sel joself/
service (V) /'s3ivis/
shortage (n) /'fortids/

(opposite = excess)

Entlassung

Gehalt

Gehaltsanspruch

Grundgehalt

Verkauf, Absatz

Absaiz-, Verkaufszahlen

Vertriebsleiter, Verkaufschef

Vertriebs-, Verkaufsmann-
schaft

Bereich

verkaufen
sich verkaufen

warten

Engpass, Knappheit

Do you think the sacking of Nicola Williams was
justified?

Salaries at management level are often negotiated
individually.

Anyone who is sacked from their job but appeals
against the decision will lose their salary
entitlement.

We offer a base salary of $80K plus commission.

| provided support to drive sales and increase
productivity.

The chart shows sales figures over the past twelve
months.

Multinational manufacturer seeking International
Sales Manager to call on Europe and Latin
America.

As an SPC professional, my job was to offer
support to our sales team.

We offer support to salesmen from different
sectors of the company.

These days you have to really sell yourself.

Someone services the machine every year.

According to the survey, almost two-thirds of
companies are experiencing a shortage of skilled
workers.
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skilled worker (n)

: / skild 'wzko/
(opposite = unskilled worker)

specific (ad)) /spr'sifik/
staffing needs (n pl) /'sta:fin, ni:dz/

stakeholder (n) /'sterk haulda/

statement (n)
issue a statement

/'stertmoant/

/1fu: o 'stertmont/

strike (n)
go on strike

/straik/

/,gau on 'stratk/

superior (n) /su:'prorra/

supetrvisor (n) /'swpa vaizo/
team (n) /timm/

team spirit ftixm 'sprrtt/

temporary staff (n) /temporori sta:f/

terminate (v)
terminate sb's employment

/t3iminert/

/ t3minert sambadiz

Facharbeiter(in)

genau/prazise sein

Personalbedarf

(Anteils-)Eigner

Stellungnahme, Erklarung
eine Stellungnahme
abgeben

Streik
streiken

Vorgesetze(r)

Abteilungsleiter(in),
Vorgesetzte(r)

Team, Mannschaft, Gruppe

Mannschafts-, Teamgeist

befristet Beschaftige(r)

beenden, kiundigen
jds. Arbeitsverhaltnis been-
den

The electronics industry has been particularly
affected by the shortage of skilled workers.

Can you be more specific about your relevant
experience?

Providing training for our existing workforce is not
enough to cover our staffing needs.

The decision to employ or terminate someone will
influence you, the individual, your team and your
stakeholders.

The company issued a statement defending the
action of their manager.

Workers have threatened to go on strike in
reaction to the government's decision to cut
unemployment benefits.

Workers showing disrespect to superiors can be
sacked.

Nicola Williams had already received a warning
from her supervisor.

A bad working atmosphere can break a team.

A strong team spirit helps to motivate workers.

A lot of firms have increased their use of
temporary staff due to the shortage of skilled
workers.

| called Ms Williams into my office and told her |
had decided to terminate her employment.
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time management (n)

unemployment (n)
unemployment benefit

unemployment rate

warning (n)
verbal warning

written warning

work hours (n pl)

workers' rights (n pl)

workforce (n)

m'plormont/

/ tarm 'maenidzmont/
/anim'plormont/
/anim'plormont
benofit/

/anim'plormont rert/

['womin/
/ v3ibel 'womin/

/ riton 'womnin/

I'w3ik avoz/

/'w3ikoz raits/

/'w3ikf o:s/

Zeitmanagement

Arbeitslosigkeit
Arbeitslosengeld,
-unterstutzung

Arbeitslosenquote

(hier:) Abmahnung
(madndliche) Ermahnung

schriftliche Abmahnung

Arbeitszeit

Rechte der Arbeitnehmer

Belegschaft, Personal

The position required a lot of time management
skills and prioritising of tasks.

Unions have reacted angrily to the government's
attempts to cut unemployment benefit.

Our current unemployment rate of 11.3% is the
highest in the European Union.

The first thing you have to do is give the employee
a verbal warning.

On a further occasion, Ms Williams received a
written warning.

Using mobile phones during work hours is against
company rules.

Unions say that the reforms are a direct attack on
workers' rights.

One solution to the problem would be to provide
training for your existing workforce.
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IN comMpany seconp Epition

Unit 15

headword

agenda (n)
analyse (v)

the bottom line (n)

carry on (phrv)

case (n)
in that case ...

caught (adj)
get caught

clock off (phr v)

(opposite = clock on)

compatible (adj)

(opposite = incompatible)

be compatible with sth

pronunciation

d'dzendo/

/'&endlarz/

/&2 'botom lamn/

/ keert 'on/

/kers/
/m 'daet keis/

/kait/
/get koit/

/'klpk of/

/kom'pzetibal/

/bi: kom'peetibol wi©

,SAMOI/

Pre-intermediate

translation/notes

Tagesordnung

analysieren

das Entscheidende,
Wichtigste

weitermachen

Fall

wenn das so ist ...
(in diesem Fall)
(hier:) erwischen
erwischt werden

ausstempeln

kompatibel, passend

kompatibel mit etw.

example sentence

Never hold a meeting without an agenda.

The first step in time management is to analyse
how you are using your time now.

The bottom line is that the work must be finished
on time.

They took away all the clocks at the AOL UK
headquarters and told everybody to carry on
working as usual.

"lt's raining." "In that case, I'll take a taxi."

A lot of employees are afraid of wasting time
because they think they might get caught.

As part of the experiment, workers were allowed to
clock off as soon as they'd finished their work.

You modified the requirements and the old system
is not compatible with the new design.
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confirm (v)

connection (n)

correspondence (n)

cover (v)

creativity (n)

deadline (n)

meet a deadline

defined (ad))
(opposite = vague)

delayed (adj)

(opposite = on time)

delegate (v)

delicate balance (n)

dependent (adj)

(opposite = independent)
be dependent on sth

detail (n)
in more detalil

/kon'f3:m/

/ko'nekfon/

/ kora'spondans/

/'kava/

/ krizer'tivati/

/'dedlam/
/mi:t o 'dedlamn/

/dr'famnd/

/dr'lerd/
/'delogert/
/'delikot balons/
/dr'pendont/

/bi: dr'pendont pn
,SAMOIN/

/'dizterl/

bestatigen
Verbindung, Leitung
Korrespondenz,
Schriftverkehr
(hier:) behandeln

Kreativitat

(End-)Termin

einen Termin (ein)halten

festgelegt, klar strukturiert

verspatet, verzogert

delegieren

Gratwanderung

abhangig

von etw. abhangig sein

Detail, Einzelheit
genauer, ausfuhrlicher, ein-

I've confirmed everything for my trip to San
Sebastian.

My job requires a lot of research, so | need a good
Internet connection.

It takes me at least two hours to deal with my
correspondence.

That's a brief summary of the points I'd like to
cover.

It may not be clear how to go about a task which
involves creativity or problem solving.

Next Friday is a more realistic deadline.

| have trouble meeting my deadlines.

Time management is more likely to work with jobs
with very defined tasks, where procedures and
processes are very clear.

This is the third time our order has been delayed.
Never do work yourself that you can delegate to

other people.

There is a delicate balance between not doing any
work and doing too much.

How dependent are we on time?

| will go on to look at these different aspects of
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disciplined (adj)
(opposite = undisciplined)

disorientating (adj)

drop off (v)

effectively (adv)
(opposite = ineffectively)

efficiency (n)
(opposite = inefficiency)

efficient (ad))
(opposite = inefficient)

efficiently (adv)
(opposite = inefficiently)

expectations (n pl)

extent (n)
to some extent

forward planning (n)

go about sth (phr v)

/m ma: 'dizterl/

/'disiplind/

/dis'oir1on tertin/

/drop 'pf/

/1'fektrvli/

/a'fifonsi/

/a'fifont/

/a'fifontli/

/ekspek'terfonz/

/1k'stent/

/to sam 1k'stent/

/'forwad plaenin/

/gau o'baut sAmOIn/

gehender

diszipliniert

verwirrend, irrefiihrend

abfallen

effektiv

Effizienz

effizient

effizient

Erwartung(shaltung)

(Aus-)MaB, Grad
teilweise, zum Teil (in einem
gewissen MaB)

vorausblickende Planung

an etw. herangehen

time-use in more detail, but ...

If you are disciplined and organised you can make
efficient use of your time but still feel stressed and
overworked.

Many people found life without clocks
disorientating.

We are more productive in the morning, then our
efficiency drops off after lunch.

How effectively you use your time is to some
extent a question of ability, training and proper
planning.

We are more productive in the morning, then our
efficiency drops off after lunch.

Computers should make you more efficient, but
they can also make you waste time.

There are thousands of books and Internet courses
which suggest techniques for using our time more
efficiently.

It is important to have reasonable expectations
about how much work you can do.

How effectively you use your time is to some
extent a question of ability, training and proper
planning.

You should give priority to important tasks such as
forward planning and problem analysis.

It may not be clear how to go about a task which
involves creativity or problem solving.
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guarantee (v)

hang on (phr v)

headquarters (n pl)

the Internet (n)

involve (v)

launch (n)

lead to (phr v)

lead sb on to sth

long hours (n pl)

in the long run

look at sth (phr v)

marketing strategy (n)

measure (n)

/geeran'tiz/

/heen, 'on/

/hed'’kwaitoz/

/&> 'mtonet/

/m'volv/
/lomf/
/i tu/

/'li:d sambadi pn to

,sAmOIn,/

/Ion, 'avoz/

/w3ik lon, 'avoz/

/in ds 'lon ran/

/'luk ot sAmOI/

/'mazkitin straetodzi/

/'me3o/

gewahrleisten, garantieren
(ab-)warten
Zentrale

Internet

erfordern, einbeziehen, mit
etw. einhergeben
(hier:) Produkteinfihrung

zu etw. fUhren

jdn. zu etw. fihren/bringen

viel arbeiten
(Uberstunden machen)

auf lange Sicht

etw. betrachten
Marketingstrategie

MaBstab, -einheit

Can you guarantee that you are giving us priority
on this?

When you have to make a decision, it's best to
hang on until the last minute.

AOL removed all the clocks from their UK
headquarters.

| only use the Internet to get specific information.

It may not be clear how to go about a task which
involves creativity or problem solving.

I'm working on the marketing strategy for the new
product launch.

Pressure of time can lead to stress.

This leads me on to my next point ...

In the UK people work long hours but their
productivity is not as high as in France and
Germany.

What apparently is a waste of time, is actually
useful because in the long run it will make you
more efficient.

| will go on to look at these different aspects of
time-use in more detail, but ...

I'm working on the marketing strategy for the new
product launch.

Most companies use time as a measure of
productivity.
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measure (v)

mess (n)
in a mess

misuse (v)

modify (v)

nod (v)

observe (v)

online (adv)
(opposite = offline)

organised (adj)
(opposite = disorganised)

overworked (adj)
(opposite = underworked)

perform (v)

planning (n)

pressure of time (n)

prioritise (v)

priority (n)

/'me3o/

/mes/

/m 2 'mes/

/mis'jus/

/'mpdifar/

/nod/

/ob'z3:v/

/on'lam/

/'a:go narzd/

/ puva'waikd/

/pa'fom/

/'pleenin/

/'prefa ov taim/

/prar‘orotaiz/

/prar'orati/

messen

Durcheinander, Unordnung
in Unordnung, im Chaos

missbrauchlich verwenden
andern, modifizieren
nicken

beobachten, etw. aufmerk-
sam verfolgen

online

organisiert

Uberarbeitet

(hier:) arbeiten, etw. leisten

Planung

Zeitdruck

priorisieren

Vorrang, Prioritat

In some companies it is difficult to measure
efficiency.

If you keep your desk in a mess you will have to
waste time clearing it up.

Be careful not to misuse the company PC to surf
the Net for personal enjoyment.

You modified the requirements and the old system
is not compatible with the new design.

People who always nod and agree with everything
are no use at all.

A psychologist is going to observe the staff to see
how they work.

The system was supposed to be online last
October.

If you are disciplined and organised you can make
efficient use of your time.

I am making more efficient use of my time but | still
feel stressed and overworked.

Most people perform better in the morning.

How effectively you use your time is to some extent
a question of ability, training and proper planning.

Pressure of time can lead to stress.

Time management techniques include making "to
do" lists, prioritising and not answering the phone.
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give sb priority on sth

problem (n)
problem analysis

problem solving

procedure (n)

productive (adj)
(opposite = unproductive)

productivity (n)

project (n)

requirement (n)

research (n)

sales (n pl)
sales forecast

sales prediction

/giv sambadi
prar'orati pn

,SAMOIN/

/'problom/

/'problom o naelasis/

/'problom solvin/

/pra'si:djo/

/pra'daktrv/

/ prodak'trvati/

/'prodzekt/

/rr'’kwaro mant/

/r1's3utf/

/seilz/
'sellz fokkast/

/'sellz pro dikfon/

jdm. Prioritat einrAumen

Problem
Problemanalyse

(hier:) Problemlésungskom-
petenz

Ablauf, Prozess

produktiv

Produktivitat

Projekt

Anforderung, Voraus-
setzung

Recherche, (Nach-)For-
schung

Verkauf, Absatz
Absatzplan

Absatzprognose

Can you guarantee that you are giving us priority
on this?

You should give priority to important tasks such as
forward planning and problem analysis.

It may not be clear how to go about a task which
involves creativity or problem solving.

Time management can work with jobs with very
defined tasks, where procedures and processes
are very clear.

It is important to acquire skills and ideas even if
they are not immediately productive.

In the UK people work long hours but their
productivity is not as high as in France and
Germany.

The IT project is running behind schedule.

You modified the requirements and the old system
is not compatible with the new design.

My job requires a lot of research, so | need a good
Internet connection.

According to our sales forecasts, we are going to
sell 20% more next year.

Have you finished the sales predictions for next
month?
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save (V). /serv/
save time

(opposite = waste time) [serv ‘tam/

schedule (n) /'fedju:l/
behind schedule
(opposite = ahead of
schedule)

security (n) /sTkjuarati/

set aside (phr v) /set o'sard /
spend (v) /spend/

spend time /spend 'tarm/

stressed (adj) /strest/
(opposite = relaxed)

stressful (adj) /'stresfal/
on strike (adv) /opn 'strark/
surf (v) /s3:f/

surf the Net /,s3:f da 'net/
summary (n) /'samari/
technique (n) /tek'ni:k/

/b1 hamnd 'fedju:l/

(ein-)sparen
Zeit sparen

(Ablauf,-/Zeit-)Plan
hinter Plan sein, den Plan
Uberschreitend

Sicherheit

(ein-)planen,
berlcksichtigen

ausgeben, (hier:) verbringen

Zeit verbringen

gestresst

stresserzeugend, “stressig”
streiken, im Ausstand sein

surfen
im Internet surfen

Zusammenfassung, Uber-
blick

Methode, Verfahren,
Technik

If you prepare things well, you can save a lot of
time.

The new database is behind schedule.

We have to set up the system with security issues
in mind.

Set aside a couple of hours for cleaning up your
work area.

At work, | spend a lot of time on the phone.

If you are disciplined and organised you can make
efficient use of your time but still feel stressed and
overworked.

Life without clocks might be less stressful.

The taxi drivers are on strike.

Be careful not to misuse the company PC to surf
the Net for personal enjoyment.

Make sure all long documents contain a short
summary.

That's a brief summary of the points I'd like to
cover.

There are thousands of books and Internet courses
which suggest techniques for using our time more
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time (n) /tarm/
on time

(opposite = delayed) /pn 'tarm/

timeframe (n) /tarmfrerm/
time limit (n) [tarm lrmit/

time management (n)

timetable (n) /'tarm terbal/
training (n) /'tremin/
waste (v) /weist/

waste time

(opposite = save time) fwerst tarm/

waste of time (n) / werst av 'tarm/

working hours (n pl) /'w3kin, avaz/

/'tarm manidgmant/

Zeit
plnktlich, termingeman

Zeitrahmen

zeitliche Begrenzung,
Befristung
Zeitmanagement
Terminkalender, Fahrplan

(hier:) Ubung

verschwenden
Zeit verschwenden

Zeitverschwendung

Arbeitszeit

efficiently.

Will the new database be on time?

The requirements have been modified so we are
working with a different timeframe.

Meetings can last forever if you don't have a time
limit.

Time management is frequently about making
choices that in reality we don't have.

Changing our working timetable could make us
more productive.

How effectively you use your time is to some extent
a question of ability, training and proper planning.

Computers should make you more efficient, but
they can also make you waste time.

What apparently is a waste of time, is actually
useful because in the long run it will make you
more efficient.

If you could choose, how would you organise your
working hours?
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