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- Introduction

Who is this book for?

Business Vocabulary in Use Advanced builds on the success of Business Vocabulary in Use
Intermediate. It is designed to help advanced learners of business English to improve their
business vocabulary. It is for people studying English before they start work and for those
already working who need English in their job.

The emphasis is on language related to today’s important, and sometimes controversial, business
issues.

You can use the book on your own for self-study, or with a teacher in the classroom, one-to-one
or in groups.

How is the book organized?

The book has 66 two-page units. The first 59 of these are thematic and look at the vocabulary
of business areas such as human resources, quality, strategy, logistics, IT, marketing, finance,
corporate responsibility and the global economy.

There are then three units which focus on the language of the skills needed for doing business
across cultures. The final four units develop business writing skills.

The left-hand page of each unit explains new words and expressions, and the right-hand page
allows you to check and develop your understanding of the words and expressions, and how
they are used through a series of exercises.

There is cross-referencing between units to show connections between the same word or similar
words used in different contexts.

There is an Answer key at the back of the book. Most of the exercises have questions with only
one correct answer. But some of the exercises, including the Over to you activities at the end of
each unit (see below), are designed for writing and/or discussion about yourself and your own
organization or one that you know.

There is also an Index. This lists all the new words and phrases which are introduced in the
book and gives the unit numbers where the words and phrases appear. The Index also tells you
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 into a number of sections indicated by letters: A, B, C, etc., with simple,
clear titles.

@ In this second edition of Business Vocabulary in Use Advanced, explicit reference is made

to the business material in the Cambridge International Corpus (CIC) — business pages of
newspapers, business textbooks, and business meetings and discussions. The texts are stored in a
database, which is searchable in various ways to reveal the patterns of business usage. The
database has been exploited to identify typical word combinations found in the data, and there
are notes about their relative frequency.

As well as explanations of vocabulary, there is information about typical word combinations.
Again, the CIC has been a prime source of information about these.

There are notes on the relative frequency of different words, for example:

Pass, omit or skip a dividend occur in this order
of frequency. There is no difference in meaning.
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There are notes abourt differences between British and American English, for example:

BrE: labour; AmE: labor

BrE: trade unions; AmE: labor unions

The right-hand page

The exercises on the right-hand page give practice in using the new vocabulary and expressions
presented on the lefr-hand page. In gap-filling exercises, four-centimetre writing lines indicate
that more than one word is needed to complete at least one of the gaps in the exercise; two-

centimetre writing lines indicate that one word only is needed in each gap. Some units contain
diagrams to complete or crosswords.

‘Over to you' sections

An important feature of Business Vocabulary in Use Advanced is the Over to you section at the
end of each unit. There are sometimes alternative Over to you sections for learners who are in
work and for those who are studying pre-work. 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-study learners can do the section as a written activity.

In the classroom, the Over to you sections can be used as the basis for discussion with the
whole class, or in small groups with a spokesperson for each summarizing the discussion and
its outcome for the class. The teacher can then get students to look again at exercises relating to
points that have caused difficulty. Students can follow up by using the Over to you section as a
written activity, for example as homework.

The Answer key now contains sample answers for the Over to you questions.

How to use the book for self-study

Find the topic you are looking for by using the Contents page or the Index. Read through the
explanations on the left-hand page of the unit. Do the exercises on the right-hand page. Check
your answers in the Answer key. If you have made some mistakes, go back and look art the
explanations and the exercise again. Note down important words and expressions in your
notebook.

How to use the book in the classroom

Teachers can choose units that relate to their students’ particular needs and interests, for
example areas they have covered in coursebooks, or that have come up in other activities.
Alternatively, lessons can contain a regular vocabulary slot, where students look systematically
at the vocabulary of particular thematic or skills areas.

Students can work on the units in pairs, with the teacher going round the class assisting and
advising. Teachers should get students to think about the logical process of the exercises,
pointing out why one answer is possible and the others are not (where this is the case).

CD-ROM

This second edition of Business Vocabulary in Use Advanced is available in two versions. You
can either use the book on its own or with the CD-ROM, a major innovation. This includes an
audio file for every key word and expression in the book, with its pronunciation and an
example sentence. In addition, there are two extra exercises for each unit of the book, thirteen
summary tests so you can check your progress, and even some vocabulary games.

We hope you enjoy using Business Vocabulary in Use Advanced.
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Job satisfaction

My work is so rewarding

‘I work in advertising. I love my work! It’s really
rewarding and stimulating — satisfying and
interesting. Originality and creativity are very
important in this industry, of course; we have to
come up with — produce — lots of new ideas.

‘No two days are the same. I could be contacting
film companies for new advertising campaigns
one day and giving client presentations the next.
I like the client contact and I am very much
hands-on - involved with the productive work of
the agency rather than managing it.

‘When I joined the agency, I hit it off with my colleagues immediately. [ still get on well with
them and there’s a very good rapport between us. This is all part of my job satisfaction.’

| like the teamwork

‘P'm an aircraft engineer. I work on research and
development of new aircraft. I love putting ideas
into practice. I like working on my own, but it’s
also great being part of a team. I like the
teamwork (see Unit 9) and the sense of
achievement when we do something new. And of
course, the planes we produce are very beautiful.

‘Is there anything I don’t like? I dislike days when
I'm chained to a desk. I don’t like admin and
paperwork. Sometimes I feel I'm snowed under -
there’s so much to do I don’t know how to deal
with it. And in a large organization like ours,
there can be a lot of bureaucracy or red tape —
rigid procedures — that can slow things down.’

| like the perks

I'm in luxury goods sales. I have some nice perks,
like a company car. I have to meet demanding sales
targets every month, so the work can be very
stressful (see Unit 6). But [ enjoy the flexibility that
I have in working when I want to without someone
breathing down my neck all the time. Unlike my
husband, who has to travel into London every day,
I don’t have to commute to an office — P'm out
seeing clients most of the time. My boss allows me
to telecommute — I can work from home when I'm
not seeing clients. I only get two weeks a year
vacation time. If there’s a family emergency, I can
take time off without having to ask my boss. I
work quite long hours — about 60 hours a week —
but I enjoy my job.

BrE: holiday
AmE: vacation
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