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- Introduction

Wha is this book for?

Butsiness Vocabulary in Use is designed to help intermediage and upper-intermediate
learners of business English improve therr business vocabulary, It is for peaple
studving Enplish before they start worle and for those already working who need
Linglish in their joh.

Apart from improving vour business vocabulary, the book also helps you to develop
the language needed for important business communication slcills,

You can use the book on your own for self-study, or with a weacher in the classroom,
DIL=EO-011€ Or i frroups.

How is the hook organised?

The book has 66 two-page units.

The first 46 of these units are thematic and loak at the vocabulary of business areas such
as people, organisarions, production, marketing, finance and business related economics,
The other 20 units focus on the language of skills you need in business, such as rhose
for presentations, meerings, telephoning and negotiations.

Ihe lefr-hand page of each unit explams new words and expressions, and the righi-
hand page allows vou 11 check and develop your understanding of them and how
they are used through a series of exercises,

Therc is cross-referencing berween units to shaw connections berween the same word
or similar words used in different COTTEXES,

There is an answer key at the back of the book. Most of the exercises have questions
with unly one correct answer, But some of the exercises, including the Over 1o vou
activities ar the end of each section (sce below), are designed for writing and/or
discussion about yourself and vour OWI Qrganisation,

There is also an index. This lists all the new words and phrases introduced in the
bouk and gives the unit numbers where they appear. The index also ells vou how the
words and expressions are pronounced,

The left-hand page

This page introduces new vocabulary and expressions for each thematic or skills area.
The presentation is divided inro a number of sections indicared by letters: A, B, C,
cie, with simple, clear titles,

As well as explanations of voea bulary, there is informarion abour typical werd
combinations and the grammar associated with parricular vocabulary, for example
the verbs that are rypically nsed with particular nouns,

There are notes on mistakes to avoid, for example:
B You can't say that someone is 'a responsible’.
There are also nutes abour differences between Brirish and American English,

B Bel: CV; Amb: résumé or resLImE

B Business Vocabulary in Use



The right-hand pagc

The exercises on the right-hand page give pracnice m using the new vocabulary and
expressions presented on the lefr-hand page. Sometimes the exercises concentrate on
using the words or expressions presented on the left-hand page in context. Other
exercises practisc the grammatical forms of irems from the lefr-hand page. Some umnits
contain diagrams to complere, or crosswords,

‘Over to you' sections

An important feature of Business Vocabulary in Use is the Over to you section at the
end of cach unit. There are sometimes alternative Over to you secrions, for learners
whe are 11 work and rhose who are not. The Over to you sections give you the
chance to put into practice the words and expressions in the unit in relation to your
own professional situation, studies or opinions.

Self-srudy learners can do this scotion as a wrillen actvity.

Inn the classroom, the Over to you secrions can be used as the basis for discussion
with the whole class, or in small groups with a spokesperson for cach group
summarising the discussion and its outcome for the class. The teacher can rhen get
students to look again at the exercises relaring to points that have caused difficuley.
Srudents can [ollow up by using the Over to you section as a written activity, for
example as homework,

How to use the hook for self-study

Find the topic vou are looking by referring ro the contents page or the index. Read
through the explanations on the lefr-hand page of the unit. Do the exercises on the
richt-hand page. Check your answers in the key. If you have made some misrakes, go
back and look at the explanarions and exercise again. Note down important words
and expressions in vour notebool.

How to use the book in the classroom

Teachers can choose units that relate to students” particular needs and interests, for
example areas they have covered in course books, or that have come up in other
activitics. Alternatively, lessons can contain a regular vocabulary slot, where students
look systemarically at the vocabulary of particular thematic or skills areas.

Students can work on the unirs in pairs, with the teacher going round the class
assisting and advising. leachers should get students o think about the logical
process of the exercises, puinting out why one answer is possible and orhers are not.

We hope vou enjoy using rhis book.

Business Yocabulary in Use 9



m Work and jobs

Whal do you do?

10

Tor find our what someone’s job is you say “What do you do?” Here, Kerstin talks ahour her job:

‘I work for a large European car maker, [ work on car design. In fact, T run the design
department and T manage a ream of designers: 20 people work under me. It's very inte: esling,
One of my main responsibilities is to make sure thar new model designs are finished on time,
I'm also in charge of design budpers.

I deal with a lot of ditferent people in the company. I'm responsible for co-ordination between
design and production: I work with managers at our manufacturing plants.’

Note:
in charge of } noLn
responsible for verb + -ingy

responsibility + infinitive or -ing
One of my responsibilities is 1o make sure .,
One of my responsibilities is making sure ...

You can’t sav Pas-gresponsible,

Word combinations with 'work’

If you work or have work, you have a job. But you don't say that someone has a-wesk.
Work is also rhe place where vou do vour joh.

Here ate some phrases with *work®™:

[ = Hi, 'm Frank. T work in a bank m New i
York City. I leave for work at 7.30 every The cconomy is growing fast
morning, and more people are in work
W | go to work by train and subway, than ever before. The percentage
W 1 get to / arrive ar worke at about nine. of people oul of work has tallen
m 'm usually ar work il six. ter its lowest level for 30 vears,
®  Luckily, I don’t get ill very much so 'm not '
W olten off work, )
M -
= sle Hsipraminet
Tl
You don't say, for example, Braeehewesk or Frgome otk

Types of job and types of work

A full-time job is for the whole of the normal working week; a part-time job
is for less time than that.

You say that someone works full-ome or part-time.
A permanent job does not fish after a fixed period; 2 temporary job finishes alter a fixed petiod,

You talk about temporary work and permanent worle,

Business Yocabulary in Use



1.1

1.2

1.3

Pierre is talking about his work, Correcr what he says.

[ work for a French supermarket company. (1) I work abowt the development of new
supermarkets. (2] In fact, [ rigsning the development department and (3) T asr mamnage for a
team looking ar the possibilities in different countries. It's very interesting. (4) One of my mamw
is o malke sure that new supermarkets open on dme, {(5) P'm also charged with financial
reporting. (6] T deal af a lot of different organizations m my worl. (7) I'm responsible of
planning projects from start o finish. (8] T work closely near our foreign partners, and so |
travel a lot.

Complete the text with one of the prepositions from B opposite.
Rebecea lives in London and works in public relations. She leaves
home for work at 730 am. She drives (1) v work.
The traffic is often bad and she worries aboot getting

i, A work lare, bur she nsually arrives
....................... work at around nine. She finishes work
quite late, at about eight, *Luckily, I'm never ill," she says.
'Teould never talte the time (4) ...ooeirinisssirsnes work,”

She toves what she does and is glad to be (58} i,

work. Some of her friends are not so lucloy; they are

B i e work.

Write abour each person using words from C opposite, and the words in brackets.

The first one has been done for vou.

1 I'm Alicia. I work in a public library in the afterncons from rwo until six, (Ifjoh)
| have: a 1_'.-;4F'-J.‘—'|'"r'l1|-'.__:m.

2 My husband works in an office from 9 am ro 5,30 pm. (hedfjoh)

3 Owur danghter works in a bank from eight dll five every day. (shefwork)

4 Tm David and T waork in a cafit from 8 pm until midnight. (Iworl)

5 My wife works in local government and she can have this job for as long as she
wants it. (shefjolb)

& Our son is working on a farm for four weeks. (hefjob)

7 Our davghter 15 working in an office for three weeks. (shefwork)

Over +o You “»—

If you work ... If you don’t work ...

What do you do? What are you in charge What sort of job would you like to o
of? What are your responsibilities? What routine would you like to have?

Whal time do you leave for work? How

long does it take you to get to work?
What time do you arrive at work? Do you
take a lot of time off work?

Business Yocabulory in Use 11



Ways of working
Old and new ways

eleviorking

P'm an office worker in an msurance company. It’s a nine-to-five job with
regular working hours. ‘Lhe work isn't very interesting, but I like to be able ro
g0 home ar a reasonable time.

We all have to dlock in and clock out every day. In this company, even the managers
have to, which is unusual!

Mote: You also say clock on and clock off.

Pm in computer programming. There's a system of flexitime in my company, which

means we can work when we want, within certain limirs, We can start at any p———
time betore eleven, and linish as early as three, as long as we do enou gh hours | BrE: flexitime
cach month, It’s ideal for me as | have two young children. | AmE: flextime

[ work in a car plant. I work in shifes. I may be on the
day shift one weck and the night shift the nexr weelk.
It’s difficult changing from one shifr ro another, When |
change shifts, | have problems changing o a new
routing for sleeping and eatng.

I'm a commercial artist in an advertising agency, |
work in a big city, but I prefer living in the COUTIETY, 50
I commute to work every day, like thousands of other
commuters. Working from home using 2 computer and
the Interner is becoming mare and more popular, and
the agency is introducing this: its called teleworking or
i telecommuting. Pur I like going into the office and
Clocking in working with other people around me.

m Nice work if you can gel it

All these words are used in front of *ob’ and “work’:

W satisfying, stimularing, fascinating, exciting: the work i interesting and gives
vou positive feelings.

®m dull, boring, uninteresting, unstimulating: the wark is not InteTesTing,
W repetitive, routine: the work involves doing the same things again and again.

W uring. tough, hard, demanding: the work is diiliculr and makes v tired,

Nature of work

12

+ non

human contacr
lomg hours

. ream work
My work involves ..,

+ -lng

solving problems
travelling a lot

dealing with customers

Business Yacabulary in Use



2.1

2.2

Which person (1-5} is most likely to do each of the five things (a—e)?

1
2
d
4

5

4
b
P
d

¢

A software designer in an Internet company. Has to be in the ollice.

An oflice worker in a large, rradidonal manufacraring company,

A manager in a deparrment store in a large city. Lives in the country,

A construction worker on a building site where work goes on 24 hours a day.
A technical writer for a city computer company. Lives in the country,

work in shitts

work under a flexitime system

telecommure

comnmute to work

clock on and off ar the same tme every day

Look ar the words and expressions in B and € opposite.
Five people talk about their jobs, March the jobs {1=5) to the people (a—e)
and pur the words in brackets into rhe correct prammarical forms.

|
2
3
4

en

B

dccountant
POSTWOIAN

flight attendant
strttware developer

teacher
Obviously, my work invelves o (travel} a lot, It can be quite
Ehsrcally e frive), bur Lenjony s i aia b e [deallywith

CUETNTICTS, EXCEPT when r|‘||'}' become violenr, T uckily this doesn’t happen often,

L Bke . .ooonnninne {oek) with Fpiires, but my job is uch Tess .o, i bore)
and rourine than people think. The work ..o, {involve) a lot of human
contact and teamwork, worlang with other managers.

Of course, it myolves getting up quite early in the morning. But 1 like

iebeesn s e esanen (6] OUE T thE open ait. And T et a lot of exercisel

You've gol to think in a very logical way, The work can be mentally
..................................... (tire), but it's very sadsbying to write a program that works,
B R S e A {stimulare) and nor ar all

(repeat): no two days are the same, It's good to see the children

learn and develop,

Over 4o You

If you work ... If you don't work ...

Do you have a nine-to-five job? What sort of working hours would you
Do you have to clock on and off? Is there like to have if you worked?

g iti i 0 " iz i N ? -
a flexitime system in your IZIII!._JEHI‘.E]t_IDH. Would you like to work from home?
Are there people who do shiftwork in
your company?

Could you do your job working from
home? If so, would you like to?

Rusiness Vocahutary in Lse
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Recruitment and selection

Recruitment

The process of finding people for particular jobs is recruitment or, especially in
American English, hiring. Someone who has been recriired is a recruit or, in
American Lnglish, a hire. The company employs or hires them; they join the
company. A company may recruit emplovees directly or use ourside recroiters,
recruitment agencies or employment agencics. Outside specialists called
headhunters may be called on 1o headhunt peaple for very important jobs,
persuading them to leave the organizations they already work for. This [rOCess is
called headhunring,

Applying for a job

Fred is a van driver, bur he was fed up with long trips. He looked in the situations
vacant pages of his local newspaper, where a local supermarket was advertising
for van drivers for a new delivery service. He applied for the job by completing an
application form and sending it in.

Harry is a building engineer. He saw a job in the appointments pages of one of the
national papers. He made an applicarion, sending in his CV (curriculum vitac -
the ‘story’ of his working life) and a covering letter explaining why he wanted the
job and why he was the right person lor it.

Mote: Situation, post and position are Tormal words | BrE: CV; AmE: résumd or resume
often used in job advertisements and applications. | BrE: covering letter; AmE: cover letler

Selection procedures

Dagmar Schmidt is the head of recruitment ar a German
telecommunications company. She talks about the
sclection process, the methods that the company nses
to recriut people:

“We advertise in national newspapers. We look ar the
backgronnds of applicants; their experience of different
jobs and their educational qualifications. We don’t ask
for handwritten letters of application as people usually
apply by email; handwriting analysis belongs to the
19th century.

We nvite the most interesting candidates to a group
discussion. Then we have individual interviews with
each candidate. We also ask the candidates ro do

written psychometric tests to assess their intelligence i
and personality, A Jab interview

After this, we shortlist three or four candidares, We check their references by
writing to their referces: previous employers or teachers that candidates have
named in their applicarions. If the references are OK, we ask the candidates to
come hack for more mterviews. Finally, we offer the job ro someone, and if they
turn it down we have Lo think again, Tf they accept it, we hire them, We only
appoint someone if we find the right person.’

Busirvess Yocobulary in Use



3.1 Complete thie crossword. Use appropriate forms of words from A, B and C opposite,
| Across Diown
; - 5 1 phoned to checlt on my 1 and 2 Thope'she e -
- 7 application, but they said because if she .oovvveininn
ﬂ they'd already ....oveeoeecn the job, we'll have ro srarr
. ] . stmeone, (%) looking again. (7.5.4)
|; &r This job is so important, 1 3 That last applicant was very
__J | | | F] think we need t v, strong, but 1 understand
_ v ! someone, () he’s had teo other
il | | | | B The selecrion process has i already. [6)
|.i i |-—|— lasted three months, but 4 They've finally ..o a
| I WETE ZOINE B0 voveerevsenins new receptionist, ()
someone next week. (7 7 Compurer programmers

3.2

3.3

wanted. Only those wich
UNIX experience should
........................ ()

Now divide the words in 3.1 into Lwe groups:
1 what a company personnel department does.
2 what a person looking for worle does.

Replace the underlined phrases with correct forms of words and expressions
from A, B and C opposite,

Fred had already (1) refused two job offers when he went for (2) a discussion to
see il he was suitable for the job. They looked at his driving licence and comtacted
{3} previous emplovers Fred had mentioned in his application. A tew days later,

the supermarker (4) asked him if he would like the job and Fred (3) said ves,

Harry didn’t hear anything for six weeks, 5o he phoned the company. They rold
Lim that they had recerved a lot of (6} requests for the job. After looking at the
{7} life stories of the (8) people asking for the job and looking at (%) what exams
they had passed during their education, the company (10) had chosen six peaple
o interview, done tests on their personality and intelligence and they had then

given someone the job.

Over 4o YHou T
If you work ... If you don't work ...

How did you get your job? Was it Have you applied for any jobs? Were you
advertised? Were you interviewed for it? interviewed? How did it go? What's the

Was the selection process very long? usual process for getting your first job in
your country?

Business Yocabulary in Use 15



Skills and qualifications

- Education and training

Liraduates

Margarcta: The trouble with graduates, people who've just lefr university,
is that their paper qualifications arc good, but they have no work
cxperience. They just don't know how business works,

Nils: T disagree. Education should teach people how to think, not prepare
them for a particular job. One ol last year's recruits had graduated from
Oxlord in philesophy and she’s doing very well!

Margareta: Philosophy's an interesting subject, but for our company, it’s
more useful if you train as a scientist and qualify as a biologist or chemist
_ training for a specilic job is berter,

Nils: Yes, but we don't just need scientists. We also need good managers,

which we can achieve through in-house training courses within the

In AmE, you also say thal

somenne graduates from high
school (the school that people
usually leave when they are 18),

company. You know we have pur a lot of money into management
development and management training because they are very impertant,
You need to have some management experience for that, It’s not the sorl
- of thing vou can learn when yon're 2m

IR skilled and unskilled

A skill is the ability to do something well, especially because you have learned how to
do it and practised it

Jobs, and the people wha do them, can be described as:

highly skilled skilled semi-skilled unskilled
(e.g. cat desipmer) {e.g. car production manager) {e.g. taxa driver) je.g. car cleaner)
You can say Lhar someone js:

| + noun

custiomer care ; -
You can also say that someone 18

electronics
“OTPITETS
skilled at, compurer sofrware comE
or skilled in ... - -ing 3 good with ... figures

| people

communicaling

usimg P'Cs

working with large groups

The right person

14

These words are often used in job advertsements. Companies look for people who are:
self-starters, proactive, self-motivated, or self-driven: good at working on their own.
methodical, systematic and organized: can work in a planned, orderly way.
computer-literate: good with computers.

numerate: good with numbers.

motivated: very keen to do well in their job.

talented: naturally very pood at what they do.

team players: people who work well with other people.



4.1

4.2

Correct these sentences about Ravi, using words from A opposite.

Chne word 15 wrong ncach item,

1 Ar 18, Ravi decided ro sray in full-time trafefze and went to Mumbai

Llniversity.

2 Ravi gualified three vears later with a degree in philosophy

and politics,

3 e t;]ught for a while, bur didn’t like it. He decided to edsecate as an

accountant at '.."t'l’.‘l’]j.]]}'.', 'J,J.E'IS"SE"G.

4 He qualified for an accountant and joined a big accountancy firm in its

Mumba office,

5 When he started, Le needed to develop other skalls, which would come

thromgh experiments.

6 Lle recerved managers’ training o help him develop these skills,

Avre these jobs generally considered to he hiphlv skilled. skilled, semi-skalled,

or unskilled? Fach expression is used owice,

1 teacher

2 brain surgeon

3 car worker on a production line
4 airline pilor

7 bus driver
B olhce manager

5 olhice cleaner
6 labourer (someone doing basic work on a building site)

Complete these extracts from job advertisements using words friom © opposite,

Youlmeedtobe - - . ____ , 815

you'll be working on financial budgets.

5 As part of our sales team, you'll be
working independently, so you have
to be selt and
gefhe iyl =i

3

We're looking for someane who can
worl on ten projects at once, You rmust
e el Ee sl

and

Over to Hou
If you work ...

What sort of people does your
organization look for in its recruitment?
What sort of person are you?

4

(dg]

We need — — « — = = — — journaElisks
who are very good at their job and
ERremely e o fined

out as much as they can

You'll be researching developments on the
Internel, s0 you have o be

__________ Youmusthe e e e — L
able to work on vour own initative, and a

—— e e A BHE A PETE Of e feAT
of researchers, you need o be a good - -

- LtHR

If you don't work ...

Does your educational institution prepare
people for specific jobs?
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Pay and benefits
Wages, salary and benefits

;/ I'm Tvan and 1 work as a waiter in Prague. 1 like b

Ir/’ e z . ‘“\I my job even if I don’t earn very much: I get paid
My name’s Luigi and I'm a hotel wapes every week by the restaurant. We ger the
manager in Venice. 1 get i’ald1a salary minimum wage: the lowest amount allowed by
every month. ln SUMIMer We re very law, But we also ger tips, money that customers
busy, so we work a lor of extra h”"“_-"'* leave for us in addition to the bill. Some tourists
or overtime; the money for this 1s quite : are very penerons! b
good. Working in a hotel, we also et e : 40 . A
\ nice perks, for example frec meals! /-' ;'/

i .
\f
/" T'm Catherine and I'm a saleswoman based in Paris. 1 gel a N
basic salary, plus commission: a pereentage on everything I sell.
1f 1 sell more than a particular amount in a year, T also get
= extra money — a bonus, which is nice. There are some good
s fringe benefits with this jub: I get a company car, and they

make payments for my pension, money thar I'll et regularly
| after 1 stop working. All thar makes a good benefits package. |
o 4

m Compensation 1

i

.

My name’s Alan. 'm a specialist in pay and benefits. Compensation and h
remuncration are formal words used ro talk about pay and benefits,
especially those of senior managers. Compensation package and remuncration
package are used especially in the US to talk about all the pay and benefirs
rhat employees receive. bor a senior execurive, this may include share options b
(BrE) or stock options (AmE): the right to buy the company’s shares at low  ~
prices. (See Unit 36) There may be performance-related bonuses if the '
e manager reaches particular objectives for the company. )

-

Compensation 2

Compensarion is also nsed to talk about
money and other benefits thar a senior
manager (or any employee) receives if they
ate forced ro leave the vrganization, perhaps
after a boardroom row. This money is in the
form of a compensation payment, of
severance payment. If the manager also
recelves benefits, the pavment and the
henefits form a severance package.

In Britain, executives with very high pay and
good benefits may be referred to axs fat cats,
implying that they do not deserve this level of
CEMUNEraron.
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5.1 Xavier and Yvonne are ralking about Xavier’s new job as a photocopier salesman.
Complete the conversation, using words from A opposire.

1 X: 1 get paid every month,
T L see. You get a salary , not wages,
2 X: 1 usually have to worl late: | don’t get paid for it, but I ger a percenrage for every

photocopicr 1 sell

Yoo o donw’s oo oo ia sl bt sen dio BEE i i . That's good.

3 X: The people in production get a e if they reach thewr targets,
¥: Oh righr. They ger an extra payment tor producing a certain amount,

4 X: The company pays for medical rreatment roo, and the company restaurant is fantastic.
e Wow] The e s spindd very nice.

53 And thev e BIVAN IS8 o i i aa i asinens T g0 and visit clients.
Y¥: 5o vou don't have to buy a car, then.

& 3: What’s more, the company pays in money for us to get when we don’t work any more,
Y: Yoo, it anportant 10 get d gobd ..o cmesssmssisn .

P ppetral e e e is brilliant,

Y: Yes, all thar extra soutf is really worth having,

5.2 Which expressions from B and C opposite could be used to continue each of these
newspaper extracts?

1] : 3 L : G
- FATLED AIRLINE BOSS MEGAFONE CEOQ GETS £10 MILLION
 GETS MASSIVE PAYOUT ‘“THANK YOU AFTER TAKEOVER
| Sharcholders are angry that despite very The directors of Megafone, | hon for negonanng dw com-
| poor resufis, Blighty Aitlines” CEO, Mr Bob | the worlds largest mobile | pany’s takeover of
Herring, is leaving with £3 million in his - phone company yesterday | Mmnemann., The dinectors
| podket, They say it is ridiculous to ‘reward’ voted to give Mr Chris | referred mothis asa .
| had performance with this sort ol .. Lacyman, its chief execnve,
|t o e sy " a special payment of £10 mil- T T
i p:mwimt: CRPTUSSIONS) e B e i1 possible expression)
2 B : 4

ANGRY SHARFEHOLDFRS
ATTACK EXECUTIVE PAY
Wativnal Enciey’s shareliolders vesterday attacked the
dircetors of e company for paving themselves too |
ek, Predits lel] by 30 per cent last vear, but directors
arg being paid 30 per cent move. “They should be paid
30 per cenl less, said one shareholder. “These peaple |
are sl ..

' MULTILEVER’S EXECUTIVE PAY

Tt was roday revealed that Mr Carl Lang, head of
consumer [ods giant Multilever, eams a basic
| walary of 522 mithon wilh stock vptions potentinlly
| worth an additional 510 millien. Other payments
| bring to 535 million his total ..

{2 possible expressions)

{1 possible e:»‘.pl.'essiom.
Over to You N

Do you think top executives are too highly paid? Or do they deserve what they earn?
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People and workplaces

m Employees and management

sUpErisar shop floor |

/

et i 14

e T

—

The people who work for a company, all the people on its payroll, are its employees, personnel,
stall, workers or worldforce. But these words can mean just the people carrying out the work ol
a company, rather than those leading it and organizing 1t the management.

Mote: Workforee, work=force and work foree are all possible,

m Management and administration
A company’s activitics may be spread over different sites.
A company’s most senior managers usnally work in its head
office or headquarters (1), Some managers have their own
individual offices, but in many businesses, most employees
wirle in open-plan offices: large areas where many people
work together, Administration or, informally, admin, the
everyday work supporting a company’s activities, is often
done m offices like these by administrative stafl or support
staff. For example, those giving rechnical help ro buyers of
the company’s products are in technical support.

Labour

Labour is spelled labor in AmE. Labor unions, organizarions defending the interests of workers
(AmPE] are called trade unions i BrE.

An open-plan office

When workers are not happy with pay or conditions, they may take industrial action:

m o strilee, stoppage o walk-our: workers stop working for a time.
W go-slow: workers continue to worlk, but more slowly than usual.
W an overtime ban: workers refuse 1o work more than the normal number of hours,

m Personnel and human resources

In larger organizations there is a human resources department (HRTY} thar deals wirh pay,
rectuirment, erc, This area is called human respurces {HR) or human resource management
(HEM). Another name for this departmenr is the personnel department,

20 Buzsiness Yocabulary in Lse



6.1

6.2

Across

Look at A, B and C opposite to find the answers to the crossword.

2 and 17 Office workers
inay wear this. (5,6)

§ All the people working o
for a company. (§)

5 ‘
R worleers use — —| L
their hands. (&) ol |

7 M1 | |
8 When people stop [ femaliasif I | { l | !
|

waorking to protest. (8]

L0 Ome of the people |— I
working for an ' ! ' —y
organization, (8}

11 Oceasions when workers — ;
stop worling to protest: | | |____ | l |
il b {4 Down

13 Another name for the | Everyone working Lor a 5 The place in a tactory where
hwman resources company is on this. (7) the production lines are. (4, 3)
department. (9] 2 Evervone, or everyone except 9 When people stop work o

14 Workers seen as a o managers. (2) complain about something. {8}
group. (6] 3 These are trade in the UK and 16 and 12 When workers

I8 and 15 down Various labor in the Uk, i6) intentionally produce less,
forms of protest ar 4 and 17 across Manual (2:4)
work. {10,6) workers may wear this. (4,6)
Manuel Ortiz s the founder ol a Spanish computer sales company. Use the words in

B and D opposite to complere whar he says about it
| founded Computadoras Creativas 20} years ago. W started with a small
(1) -

i5 still here, bt now we have sites all over 5]:1.:_11}1., with abour 300 i'1T1]?][5}'L‘L‘H. .“+‘1.‘«111}-‘

_ _in Madnd. Our (2) , our (3)

oot the olfices are {4) ol R

_: evervone wotks topether, from managers to

__, as well as people selling over the phone, and

_giviing help to customers over the phone,

Recrpitment 1 taken care of i Madrid, by the {7) _

or (/)

Over 4o You

Think about the company you work for or one you would like to work
Where is its head office? How many sites does the company have? How many employees?

s it hetter to have everyone on one site or to have different sites with different
activities? Do people have their own offices or are there open-plan offices?
Which type do you [ would you prefer to work in?
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