Business and Commerce Workshop wordlist

Notes - Poznamky

[C] countable pocitatelné podst.
jméno
nepocitatelné
podst. jm.
mnoZné c¢islo
jednotné ¢islo

[U] uncountable

[pl] plural
[sg] singular

adj adjective ptidavné jméno

adv adverb prislovce

AE American americkd
English anglictina

noun podstatné jméno

phrasal verb frazové sloveso

prep preposition  predlozka

verb sloveso

op. opposite slovo opac¢ného

vyznamu
informal neformdlni
A

acceptable adj agreed or approved of
by most people in society (opposite:
unacceptable) prijatelny

account noun [C] a record of all the
money that a person or business has
received or paid out bankovni tcet,
konto

achieve verb to gain sth, usually by hard
work or skill tspésné dosahnout/
provést

achievement noun [C, U] something that
you have done successfully, especially
through hard work or skill dspéch,
Gspésné splnéni/dosazeni/dokonceni

acronym noun [C] a short word that is
made from the first letters of a group
of words akronym (zkratkové vlastni
jméno vzniklé spojenim zacdtecnich
pismen nékolika slov — napt. UNESCO)

action point noun [C] something which
is mentioned at a meeting and noted
down to be dealt with or done later
ukol, ktery se musi zatidit/projednat;
kroky, které se musi podniknout

adapt verb to change sth so that you can
use it in a different situation
prizptisobit, uzptisobit, adaptovat

advantage noun [C] something that may
help you to do better than other people
vyhoda

advertise verb to put information on
television, on a picture on the wall, etc.
in order to persuade people to buy sth
inzerovat, propagovat » advertising
noun [U] inzerce, reklama, propagace

advertisement (also informal advert, ad)
noun [C] a piece of information in
a newspapetr, on television, etc. that
tries to persuade people to buy sth,
to interest them in a new job, etc.
inzerat, reklama

afford verb to have enough money or
time to be able to do sth dovolit si

agenda noun [C] a list of things that will
happen or be discussed and dealt with
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at ameeting porad schiize, program
jednani

aid noun [C] an object, a machine, a tool,
etc. that you use to help you do sth
pomticka

aim verb 1 (aim sth at sb/sth) to direct
sth at a particular person or group
zacilit (néco na koho/co) 2 (aim to do
sth) to intend to do or achieve sth
usilovat, snazit se (udélat co)

allow verb to make it possible for sb/sth
to do sth dovolit

applicant noun [C] (~ for) a person who
makes a formal request for sth (applies
for sth), especially for a job, a place at
a university, etc. uchazec¢/ka (~ o)

application noun [C,U] a formal written
request, especially for a job or a place
in a school, club, etc. pisemna zddost

apply verb (apply (to sb) (for sth)) to ask
for sth in writing Zadat (~ (koho) (o co))

appointment noun [C,U] an arrangement
to see sb at a particular time schtizka,
ujednéni (v pfedem dohodnutou dobu)

appropriate adj (appropriate for/to
sb/sth) suitable or right for a particular
situation, person, etc. vhodny (~ pro
koho/co), pfiméreny (~ komu/cemu)

arrangement noun [C, usually pl] plans
or preparations for sth that will happen
in the future piipravy, plany, opatieni,
program

associate verb (associate sb/sth (with
sb/sth)) to make a connection between
people or things in your mind
asociovat, spojovat si (~ koho/co)
(s kym/¢im)

attach verb to fasten or join a document,
etc. to an e-mail pfiloZit soubor
» attached adj priloZeny, s piillohou

attend verb to go to or be present at
aplace navstévovat (pravidelné)

audience noun [C] all the people who are
watching or listening to a play, concert,
speech, the television, etc. obecenstvo

audio-visual adj using both sound and
pictures audiovizudlni, sluchovy
a zrakovy

bar chart noun [C] a diagram which uses
narrow bands of different heights to
show different amounts, so that they
can be compared sloupcovy diagram

bargain verb (bargain (with sb)
(about/over/for sth)) to discuss prices,
conditions, etc. with sb in order to
reach an agreement that suits each
person smlouvat (~ s kym) (o co)

battery noun [C] a device which provides
electricity for a toy, radio, car, etc.
baterie

benefit noun [C, usually pl] advantages
that you get from your company
in addition to the money you earn

piinos(y), davka/y, vyhodaly,
odskodné, piispévek

billboard noun [C] a large board on
the outside of a building or at the side
of the road, used for putting
advertisements on
plakatovaci/inzertni plocha, billboard

bonus noun [C] an extra amount of
money that is added to sb’s wages as
areward bonus, pfiplatek, mimofadné
odmeéna, prémie

boring adj not at all interesting; dull
nudny

bow verb to bend your head or the top
part of your body forward and down,
as a sign of respect uklonit, poklonit
se, udélat/smeknout poklonu

brainstorm verb to solve a problem or
make a decision by thinking of as many
ideas as possible in a short time
spontdnné hledat nové ndpady/feSeni
pfi diskusi, brainstormovat

brand noun [C] the name of a product
that is made by a particular company
obchodni znacka/znamka, znackové
zbozi

brand-conscious adj aware of the
different types of product made by
different companies and what each one
represents znaly znackového zbozi

btw (abbr) used in writing to mean ‘by
the way’ mimochodem

budget noun [C] the amount of money
that is available to be spent on a
particular task or activity rozpocet

build verb to make sth by putting pieces,
materials, etc. together postavit,
sestavit

business noun [C] a firm, a shop,
a factory, etc. which produces or sells
goods or provides a service obchod,
podnik(ani), Zivnost

business card (also card) noun [C]
a small card printed with sb’s name
and details of his/her job and company
navstivenka, firemni vizitka

business class noun [U] the more
expensive and comfortable seats on
a plane, train, etc., which are designed
for people travelling on business
byznys tfida, prvni tfida s manazerskym
priplatkem

businesslike adj (used about a person)
working in an efficient and organized
way and not wasting time vécny,
prakticky, systematicky

businessman, businesswoman rnoun [C]
a person who works in business,
especially at a high level obchodnik/
obchodnice, obchodni referent/ka,
podnikatel/ka, majitel/ka firmy

busy adj 1 having a lot of work or tasks
to do; not free; working on sth
zaneprazdnény, zaméstnany
2 (especially US) (used about
a telephone) being used obsazeny
(o telefonu)
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calculate verb to find sth out by using
mathematics; to work sth out
propocitat, vykalkulovat

call (sb) back phrasal verb to telephone
sb again or to telephone sb who has
phoned you earlier
zavolat/zatelefonovat zpét

caller noun [C] a person who is making
a telephone call volajici

camera operator noun [C] a person
whose job is to work the camera and
to record everything for a film or
a television company kameraman

candidate noun [C] a person who makes
a formal request to be considered for
a job or wants to be elected to
a particular position kandidét/ka

capital noun [singular] a large amount
of money that is invested or is used to
start a business kapital, zdkladni jméni

cater verb (cater for sb/sth) to provide
what sb/sth needs or wants postarat
se o pohosténi a zdbavu (komu/¢emu),
obsluhovat, zdsobovat (koho/co)

celebration noun [C] the act or occasion
of doing sth enjoyable because sth
good has happened or because it is
a special day oslava

CEO = chief executive officer generdlni
feditel/ka podniku/spole¢nosti,
vykonny predseda/predsedkyné

chairperson noun [C] 1 the person in
charge of a company, an organization,
etc. pfedseda/predsedkyné, feditel/ka,
vedouci 2 a person who controls or is
in charge of a meeting clovék fidici
schtizi, predsedajici

challenge noun [C] something new and
difficult that forces you to make a lot
of effort néroc¢ny tkol, problém

challenging adj difficult in an interesting
way that tests your ability podnétny;,
nérocny

charge(1) verb to ask sb to pay
a particular amount of money tctovat,
pozadovat ¢astku nebo placeni

charge(2) noun [U] (in charge of sb/sth)
a position of control over sb/sth;
responsibility for sb/sth mit dohled,
dozor na, kontrola ¢eho (mit na starosti
koho/co, byt zodpovédny za koho/co)

charity noun [C, U] an organization that
collects money to help people who are
poor, sick, etc. or to do work that is
useful to society dobrocinnd
organizace, charita

chief executive officer noun [C] (abbr
CEO) the person with the highest
position in a company or an
organization vykonny predseda/
predsedkyné, generalni feditel/ka
podniku/spolecnosti

childcare noun [U] the care of children,
especially while their parents are at
work (vefejnd) péce o déti

client noun [C] a person who uses the
services or advice of a professional
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person or an organization klient/ka,
zékaznik/zakaznice

colleague noun [C] a person who works
at the same place as you kolega/
kolegyné, spolupracovnik/
spolupracovnice

commitment noun [U] (to sth) the
willingness to work hard and give a lot
of your time and attention to sth
because you believe it is right or
important oddanost, vérnost (Cemu),
angazovanost (pro) » committed adj
oddany, vérny, angazovany

communicate verb to share and
exchange information, ideas or feelings
with sb komunikovat

company noun [C] a business
organization that sells goods or services
spole¢nost, firma

company car noun [C] a car that is
provided by the company for your
own use while you are working for that
company firemni auto

compare verb (compare A with/to B) to
consider people or things in order to
see how similar or different they are
porovnat, srovnat, srovnavat (~ A's B)
» comparison noun [C] porovnani,
srovnani

compete (~ with each other) verb to try
to win or achieve sth, or to try to be
better than sb else soutézit,
konkurovat (~ mezisebou) »
competitor noun [C] a person or an
organization that is competing against
others konkurent/ka, konkurencni
firma/spole¢nost

the competition noun [singular] the
other people, companies, etc. who are
trying to achieve the same thing as you
konkurence

competitive adj able to be as successful
as or more successful than others
konkurenéni, soutéze/konkurence
schopny » competitiveness noun [U]
soutézivost, konkurenceschopnost

complaint noun [C] (complaint about
sb/sth) a statement that you are not
satisfied with or happy about sth
stiZnost (~ na koho/co)

compromise verb (compromise (with sb)
(on sth)) to accept less than you want
or are aiming for, especially in order to
reach an agreement dohodnout se na
kompromisu (~ s kym na ¢em), slevit
(~ komu z ¢eho), ucinit dstupek (~
komuv ¢em)

conclude verb to end or to bring sth to an
end uzavfit, dohodnout, vyvodit

conclusion noun [C] something that you
decide when you have thought about
all the information connected with the
situation zavér, kone¢ny tsudek,
vysledek usuzovani

conditions noun [pl] the circumstances
and situation in which people live,
work or do things (vnéjsi) podminky,
okolnosti, poméry

confident adj feeling or showing that you
are sure about your own abilities,
opinions, etc. sebejisty, duvérujici si

confirm verb to say or show that sth is
true; to make sth definite potvrdit,
ovérit spravnost; posilit, utvrdit

consist of sth phrasal verb to be formed
or made up of sb/sth sklddat se z ¢eho

control panel noun [C] a flat board in
a vehicle or on a piece of machinery
where the controls and instruments
are fixed fidici panel, palubni deska

co-operation noun U] the fact of doing
sth or working together with sb else to
achieve sth spolupréce, kooperace
> co-operative adj spolupracujici,
ochotny spolupracovat

correct adj suitable, proper or right
(opposite: incorrect) spravny

costs noun [pl] the total amount of
money that needs to be spent by
a business ndklady

covering letter noun [C] a letter
containing extra information about
yourself that you send with sth,
especially a job application pravodni
dopis

create verb to make sth new happen or
exist (vy)tvofit, (vy)tvéaret

creative adj using skill or imagination
to make or do new things kreativni,
tvlrci

crew noun [C] 1 all the people who work
on a ship, aircraft, etc. posddka
2 a group of people with special
technical skills who work together,
especially in film making pracovni
skupina, Ceta, tym

criticism noun [C, U] (an expression of)
what you think is bad about sb/sth
kritika

currency noun [C, U] the system or type
of money that a particular country uses
meéna

curriculum vitae = CV Zivotopis

customer noun [C] a person who buys
goods or services in a shop, restaurant,
etc. zédkaznik/zakaznice

customer services noun [U] the
department in a company that deals
with customers and takes their orders
sluzba zédkazniklim

CV noun [singular] curriculum vitae;
a formal list of your education and
work experience, often used when you
are trying to get a new job Zivotopis

data noun [U, pl] facts or information
data, tidaje, informace

deal with sth phrasal verb to take suitable
action in a particular situation in order
to solve a problem, complete a task,
etc. zabyvat se ¢im, feSit co

demand noun [U,C] the desire or need of
customers for goods or services which
they want to buy or use pozadavek
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design(1) verb to invent, plan and
develop sth for a particular purpose
navrhnout, projektovat

design(2) noun 1 [C] a drawing or plan
that shows how sth should be made,
built, etc. projekt, navrh 2 [U] the
way in which sth is planned and made
or arranged projektovani

develop verb 1 to gradually grow or
become bigger, stronger, etc. vyvijet se,
zesilit 2 to make sth bigger, better, more
advanced, etc. vyvinout, rozvinout se

device noun [C] a tool or piece of
equipment made for a particular
purpose prostiedek, nafadi

difficult adj not easy to do or understand
obtizny

direct marketing noun [U] the business
of selling products or services directly
to customers who order by mail or by
telephone instead of going to a shop
pfimy prodej

director noun [C] 1 one of a group
of senior managers who control or run
acompany feditel/ka, manazer/ka,
vedouci firmy; vedeni 2 a person in
charge of a film or play who tells the
actors and staff what to do rezisér/ka

display(1) noun [C] an arrangement of
things in a public place for people to
see vystaveni, vystavovani, pfedvedeni

display(2) verb (used about a computer,
etc.) to show information zobrazit,
vystavit, vystavovat

distribute verb to transport and supply
goods to shops, companies, etc. dodat,
distribuovat

distribution noun 1 [singular, U] the act
of transporting and delivering goods
to clients dodévka, distribuce
2 [U] the department in a company
that is responsible for transporting and
delivering goods to clients distribu¢ni
oddéleni

DJ (also disc jockey) noun [C] a person
who plays records, CDs, etc. and talks
about music on the radio or in a club
DJ, disc jockey

dos and don’ts idiom rules that you
should follow ptikazy a zdkazy

document noun [C] an official piece of
writing which gives information, proof
or evidence dokument

donation noun [C] money, etc. that is
given to a person or an organization
such as a charity, in order to help
people or animals in need dar,
darovéani

double adj, determiner twice as much
or as many as usual dvojity

earn verb to get money by working
vydélat/vydélavat si penize

education noun [C, U] the teaching or
training of people, especially in schools
vzdéla(va)ni, Skoleni
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electrician noun [C] a person whose job
is to connect, repair, etc. electrical
equipment elektrikar/ka

e-mail noun [C, U] a way of sending
messages to other people by means
of computers connected together in
a network; a message sent in this way
elektronickd posta; zprava poslana
elektronickou postou

emoticon noun [C] a group of keyboard
symbols that are used to show how you
feel at the time of writing an e-mail or
text message, e.g. :-) represents
a smiling face emotikon (napft. smajlik
je druh emotikonu)

employ verb to pay sb to work for you
zamestnat, zameéstnavat

employee noun [C] a person who is paid
to work for sb else zaméstnanec/
zameéstnankyné

employment noun [U] the state of having
apaid job zaméstndni

enable verb (enable sb/sth to do sth) to
make it possible for sb/sth to do sth
umoznit (~ komu/¢emu délat co)

enclose verb to put sth in an envelope,
package, etc. with sth else pfilozit

encouragement noun [U, C] the act of
giving sb hope, support or the
confidence to do sth povzbuzeni
» encouraging adj povzbuzujici

enthusiastic adj full of excitement and
interest in sth nadSeny, plny nadSeni
azamu

entrepreneur noun [C] a person who
makes money by starting or running
businesses, especially when he/she has
to take financial risks podnikatel/ka,
zivnostnik/Zivnostnice

environment noun [singular] the natural
world in which people, animals and
plants live prostfedi, Zivotni prostfedi

equipment noun [U] the things that are
needed for a particular purpose or
to do an activity zafizeni, vybaveni

essential adj completely necessary; that
you must have or do zékladni,
nezbytny

ethical adj morally correct (opposite:
unethical) eticky, mordlné spravny

exchange rate noun [U, C] the relation
in value between kinds of money used
in different countries sménny kurz

expedition noun [C] a long journey that
is made for a special purpose
expedice, vyprava

expenses noun [pl] money that you
spend while you are working that your
employer will pay back to you later
vydaje, ndklady

experience noun [U] the things that you
have done in your life; the knowledge
or skill that you get from seeing or
doing sth zkuSenost(i); zaZitek

expert noun [C] a person who has a lot of
special knowledge or skill
odbornik/odbornice, expert/ka

export(1) noun [C, usually pl] something
that is sent to another country for sale
VyvoZz, export

export(2) verb to send goods, etc. to
another country, usually for sale
vyvazet, vyvézt, exportovat » exporter
noun [C] vyvozce

F

fall verb 1 to drop down towards the
ground upadnout, spadnout
2 to become lower or less klesnout, jit
dolti (o cené)

familiar adj (used about a person’s
behaviour) too friendly and informal
familidrni, pratelsky

feedback noun [U] information or
comments about sth that you have
done which tells you how good or bad
itis zpétna vazba, odezva

finance noun [U] (finance department)
the department in a company that
manages the money that a company
has and pays the employees their
salaries finance, penize; sprava financi

finding noun [C, usually pl] information
that is discovered as a result of research
into sth vysledek, zjisténi

fit(1) adj strong and in good physical
health (especially because of exercise)
majici dobrou fyzickou kondici, v dobré
tyzické kondici, fit

fit(2) verb to make sth right or suitable
for sb/sth hodit se, padnout

fix verb (esp US) to repair sth opravit

fixed adj staying the same; not changing
or able to be changed staly, neménny;,
fixni

fixed costs noun [pl] the costs that
a business must pay that do not
change, even if the amount of work
produced changes fixni ndklady

flexible adj 1 (used about a person) able
to change to adapt to new conditions
or situations prizptsobivy, flexibilni
2 able to bend or move easily without
breaking ohebny, pruzny

flexible hours noun [pl] a system in
which a worker can choose what time
he/she starts or finishes work each day
volnd/pruzné pracovni doba

flip chart noun [C] large sheets of paper
fixed at the top to a stand so that they
can be turned over, used for presenting
information at a talk or meeting flip
chart (druh pfenosné tabule s archy
papiru)

formal adj very correct and suitable for
official or important occasions
(opposite: informal) formaélni, oficidlni

G

global adj covering or affecting the whole
world globdlni, celosvétovy
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glove noun [C] a piece of clothing
that covers your hand and has five
separate parts for the fingers (prstova)
rukavice

go down phrasal verb to drop or become
lower; to decrease poklesnout;
klesnout, snizit se

go up phrasal verb to rise or become
higher; to increase nartst, navysit se;
vzrist

goods noun [pl] things that are for sale
zbozi

graduate noun [C] a person who has
a first degree from a university, etc.
absolvent/ka vysoké skoly

graph noun [C] a diagram in which
a line or a curve shows the relationship
between two quantities,
measurements, etc. graf

greet verb to welcome sb when you meet
him/her; to say hello to sb (po)zdravit;
pozdravovat » greeting noun [C]
pozdrav, prani

grip noun [C] AE the person whose job is
to prepare and move the cameras while
a film is being made kulisaf, kulisdk/
kulisacka

handout noun [C] a free document that
is given to a lot of people to advertise
sth or explain sth, for example in a class
or talk materiél k rozdani (prospekt,
reklamni letdk; druh pracovniho listu,
list obsahujici informace k seminafri
¢i prednésce)

hard-working adj putting a lot of effort
into a job and doing it well usilovny,
pilny, pilné pracujici

headline noun [C] the title of a news
article, an advertisement, etc. printed
in large letters, especially at the top of
the page titulek

health service noun [C] the organization
of the medical services of a country
zdravotnictvi

helpful adj giving, or wanting to give,
help napomocny

hesitate verb (hesitate (to do sth)) to be
worried about doing sth because you
are not sure that it is right or
appropriate véhat (~ udélat co)

hold on phrasal verb used on the
telephone to ask sb to wait until he/she
can talk to the person he/she wants to
talk to pockat, poseckat

hug verb to put your arms around sb,
especially to show that you love
him/her obejmout, objimat

human resources noun [U] (abbr HR) the
department in a company that deals
with employing and training people
osobni/persondlni oddéleni
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image noun [C] the general impression
that a person, an organization or
a product, etc. gives to the public
image, pfedstava

impolite adjrude nezdvofily

import noun [C, usually pl] a product or
service that is brought into one country
from another dovoz, import

in conclusion idiom finally; lastly
na zaveér; nakonec, zavérem

Inc. (abbr) Incorporated; used after
the name of a company in the US
zaclenény, slouceny, v€lenény

income noun [C,U] the amount of money
that you receive regularly as payment
for your work or as interest on money
you have saved, etc. piijem

increase verb to become or make sth
larger in number or amount navysit,
narust, zZvysit

independent adj not needing or wanting
help nezavisly » independently adv
nezavisle

individual(1) adj considered separately
rather than as part of a group
individudlni, jednotlivy

individual(2) noun [C] one person,
considered separately rather than
as part of a group jednotlivec,
individuum

individuality noun [U] the qualities
that make sb/sth different from other
people or things individualita,
osobnost

information technology noun [U]
(abbr 1T) the department that looks
after the electronic equipment that
a company uses, especially its
computers pocitacova technika

informative adj giving useful information
informativni, poskytujici informace

interest noun [U] the money that you pay
for borrowing money from a bank, etc.
or the money that you earn when you
keep money in a bank, etc. trok(y)

interesting adj enjoyable and not boring;
holding your attention zajimavy;
poutavy

Internet (the Internet/the Net) noun
[singular] the international system of
computers that makes it possible for
you to see information from all around
the world on your computer and to
send information to other computers
Internet, sit

interpreter noun [C] a person whose job
is to translate what sb is saying into
another language as he/she hears it
tlumoc¢nik/tlumocnice

interrupt verb to say or do sth that makes
sb stop what he/she is saying or doing
prerusit

interview verb 1 to ask sb questions to
find out if he/she is suitable for a job,
course of study, etc. kléast otézky, vést
interview 2 to ask sb questions about
his/her opinions, private life, etc.,

especially on the radio or television or
for a newspaper, magazine, etc.
rozhovor; vyzpovidat, ptat se na nazor

interviewee noun [C] a person who is
questioned in an interview
dotazovany

introduction noun 1 [C, usually pl] the
act of telling two or more people each
others’ names for the first time
pifedstavovani se 2 [C] the first part of
a book, report, a piece of written work
or a talk, which gives a general idea
of what is to follow tvod

invent verb to think of or make sth for the
first time vynalézt

invention noun [C] a thing that has been
made or designed by sb for the first
time vynélez

invest verb (invest (sth) in sth) to put
money into a bank, business, property,
etc. in the hope that you will make a
profit investovat, vloZit (~ co do ¢eho)
> investment noun [U, C] investice,
vklad

irresponsible adj not thinking about
the effect your actions will have; not
showing a feeling of responsibility
nezodpovédny

job satisfaction noun [U] the good
feeling that you get when you enjoy
your job and feel you have done it well
uspokojeni z prace

K

key adj most important velmi dulezity,
zésadni

L

labour noun [U] 1 work, usually of
a hard, physical kind: The company
wants to keep down labour costs
(ndklady na pracovni silu). (tézka,
fyzickd) prace 2 workers, when
thought of as a group délnici, pracujici
(manuélné), pracovni sila

launch verb to make a new product
available to the public for the first time
uvést na trh

legal adj allowed by law (opposite:
illegal) legalni

lifestyle noun [C] the way in which
a person or a group of people lives and
works Zivotni styl

line noun [C] a telephone connection;
a particular telephone number
telefonni linka; telefonni ¢islo

loan noun [C] an amount of money that
sb/a bank, etc. lends you ptjcka

local economy noun [C] the operation
of a country’s or region’s money supply,
commercial activities and industry
mistni ekonomika/hospodarstvi
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logo noun [C] a printed symbol or design
that a company or organization uses as
its special sign logo

look after sb/sth phrasal verb to be
responsible for or take care of sb/sth
pecovat, starat se o nékoho/néco

loss noun [C] money that has been lost
by a business or an organization
(financni) ztrata

loyal adj not changing in your friendship
or beliefs vérny

lunch break noun [C] the time around
the middle of the day when you stop
work or school to eat your lunch
poledni prestavka

mailshot noun [C] advertising or
information that is sent to a large
number of people at the same time by
post nevyzadand posta (reklamnf
material poslany pozemni postou)

maintain verb to look after sth and keep
it in good condition by checking and
repairing it regularly udrZovat,
spravovat co

majority noun [C] (majority of sb/sth)
the largest number or part of a group of
people or things vétsina (~ koho/¢eho)

manage verb to be in charge of or control
of sb/sth mit na starost/ve spravé
koho/co

manager noun [C] a person who is in
charge of running a business, a shop
or a similar organization or part of one
manazer/ka

managing director noun [C] (abbr MD)
(especially Brit) the person who is in
charge of a business vrchni feditel/ka
(podniku)

manufacture verb to make sth in large
quantities using machines vyrabét,
zhotovit (v tovarné) » manufacturing
noun [U] tovérni vyroba

market(1) noun [C] (a market (for sth))
business or commercial activity; the
amount of buying and selling of a
particular type of goods trh, odbytisté
(~ pro co)

market(2) verb to sell a product with
the help of advertising obchodovat
na trhu, dat na trh » marketing noun
obchodovani na trhu [U] market price
noun [C] the price that people are
willing to pay for sth at a particular
time trzni cena

market research noun [U] the work of
collecting information about what
people buy and why priizkum trhu

market share noun [U, singular] the
amount that a company sells of its
products or services compared with
other companies selling the same
things podil na trhu

MD = Managing Director vrchni
feditel/ka (podniku)
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member noun [C] a person who belongs
to a group, a club, an organization, etc.
clen/ka » membership noun [U]
Clenstvi

message noun 1 [C] a written or spoken
piece of information that you send to
or leave for a person when you cannot
speak to him/her zprava, vzkaz
2 [singular] an important idea that an
advertisement, a speech, etc. is trying
to communicate sdéleni, poselstvi

method noun [C] a particular way
of doing sth zptisob, metoda

minutes noun [pl] (the minutes) written
notes of what is said and decided at
ameeting zapis ze schilize

motivated adj wanting to do sth,
especially sth that involves hard work
or effort motivovany

multinational noun [C] a company that
does business in several different
countries, especially a large and
powerful company nadnéarodni
spole¢nost (ma pobocky v riiznych
zemich) » multinational adj
mnohonarodnostni, mnohonarodni

need noun [C, usually pl] the things that
sb/sth must have potieba

negotiate verb (negotiate (with sb)
(for/about sth)) to talk to sb in order
to decide or agree about sth dojednat,
vyjednat, sjednat, dohodnout
(~ (s kym) (co))

negotiator noun [C] vyjednavac/ka,
zprostiedkovatel/ka

negotiation noun [C, often pl, U]
a formal discussion at which people
try to decide or agree sth jedndni,
rozhovory

o

objective noun [C] something that you
are trying to achieve cil, plan

operate verb to make sth work
obsluhovat, ridit

opportunity noun [C] a chance to do sth
that you want to do pfileZitost

order noun [C] a request asking for sth to
be made, supplied or sent objednévka

organigram noun [C] a diagram that
shows the relationship between the
positions or jobs of the people working
in an organization organizacni
struktura (podniku, firmy)

organize verb to put or arrange things
into a system or logical order
organizovat

overhead projector noun [C] (abbr OHP)
a piece of equipment that sends
(projects - promitd) an image onto
a wall or screen so that people can
see it zpétny projektor

overseas adj, adv in, to or from a foreign
country, especially one that you have to
cross the sea to get to cizi, zdmoisky

overtime noun [U] time that you spend
at work after your usual working hours;
the money that you are paid for this
prescas

ownership noun [U] the state of owning
sth vlastnictvi

P

participant noun [C] a person who takes
partin (= is present at) sth
Ucastnik/tcastnice

patent noun [C, U] the official right
to be the only person to make, use or
sell a product or an invention;
the document that proves this
patentova prava, patent

pension noun [C] money that is paid
regularly by a government or company
to sb who has stopped working (retired
= §el do diichodu) because of old age or
disability dtichod

percentage noun [C] the number,
amount, rate, etc. of sth, expressed as if
it is part of a total which is a hundred;
a part or share of a whole procento

personal statement noun [C] (esp US)
a description of your education and
working life, your abilities and your
goals, that you write when you apply
for a job, a place at a university, etc.
prehled osobnich dat

pie chart noun [C] a diagram consisting
of a circle divided into parts to show
the size of particular parts in relation
to the whole vysecovy graf

point noun 1 [C] a particular fact, idea
or opinion that sb expresses bod,
problém, otdzka 2 the point [singular]
the most important part of what is
being said; the main piece of
information hlavni myslenka, idea

point of sale noun [singular] the place
where a product is sold prodejni misto
> point-of-sale adj

polite adj having good manners,
behaving well and showing respect for
other people zdvofily

portable adj that can be moved around
or carried easily pienosny,
transportovatelny

position noun [C] 1 (a position (on sth))
what you think about sth; your opinion
nézor (~ tykajici se ¢eho) 2 (formal)
ajob misto/pozice v praci

post noun [C] ajob misto, pozice v praci

poster noun [C] a large printed picture
or a notice in a public place, often used
to advertise sth plakét

power verb to supply energy to sth to
make it work pohénét, dodavat energii

preparation noun [U] the act or process
of getting ready for sth or making sth
ready pfiprava
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presentation noun [C] a meeting
at which sth, especially a new product
or idea, or piece of work, is shown to
a group of people prezentace

pressure group noun [C] a group
of people who try to influence the
government and ordinary people’s
opinion in order to achieve the action
they want, for example a change in the
law nétlakové skupina

price noun [C] the amount of money that
you must pay in order to buy sth cena

priority noun [C] something that you
think is more important than other
things and should be dealt with first
priorita, naléhava véc

private health insurance noun [C] an
arrangement with a company in which
you pay them regular amounts of
money and they agree to pay for your
treatment in a private hospital or with
a private doctor if you are ill soukromé
zdravotni pojisténi

procedure noun [U] the official or formal
order or way of doing sth, especially
in business postup, procedura

produce verb 1 to make sth to be sold,
especially in large quantities
produkovat, vyrabét 2 to grow or make
sth by a natural process péstovat
» product noun [C] something that is
grown or produced, usually to sell
vyrobek, vypéstek; celkova vyroba

producer noun [C] 1 a person, company
or country that grows or makes food,
goods or materials vyrobce
2 a person who is in charge of the
practical and financial side of making
a film or a play producent/ka

product awareness noun [U] knowledge
of your company’s products
obezndmenost s produkci podniku

product range noun [C] a set of products
of a particular type rozsah vyroby

production noun [U] the department in
a company responsible for growing
or making food, goods or materials
vyrobni oddéleni

productivity noun [U] the speed at which
a worker or a company or a country
produces goods, and the amount
produced, compared with how much
time, work and money is needed to
produce them produktivita prace

professional(1) adj 1 doing sth in a way
that shows skill, training or care
profesiondlni, odborny 2 suitable or
appropriate for sb working in
a particular profession profesni

professional(2) noun [C] a person who
does a job that needs special training
and a high level of education
odbornik/odbornice, profesional/ka

profit noun [C, U] the money that you
make when you sell sth for more than
it cost you zisk, ptebytek, profit
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profit share noun [C] a system in some
companies in which the profit the
company has made, for example in one
year, is shared out between its directors,
shareholders, etc. podil na zisku

profitable adj that makes money
vydéle¢ny, vynosny, lukrativni

program noun [C] a set of instructions
that are given to a computer to make it
do a particular task program

project noun [C] a piece of work, often
involving many people, that is planned
and organized carefully projekt

promotion noun 1 [C, U] a move up to
a higher position or more important
job povySeni 2 [U, C] activities done
in order to increase the sales of a
product or service; a set of
advertisements for a particular product
or service délat reklamu/propagaci

proportion noun [C] a part or share of
awhole proporce

proposal noun [C] a plan that is formally
suggested navrh

prospects noun [pl] chances of being
successful in the future vyhlidky

prototype noun [C] the first model or
design of sth from which other forms
will be developed prototyp

purchasing noun [U] the department
that buys the parts, etc. that the
company needs spotiebni oddéleni,
oddéleni ndkupu

purpose noun [C] the aim or intention
of sth tcel, diivod

Q

qualification noun [C] an exam that you
have passed or a course of study that
you have completed kvalifikace

quality noun 1 [U] a high standard or
level kvalita 2 [C] a thing that is part
of a person’s character, especially sth
good charakterova vlastnost

questionnaire noun [C] a written list
of questions that are answered by a
number of people so that information
can be collected from their answers
dotaznik

reasonable adj fair, practical and sensible
rozumny

record noun [C] (a record (of sth))
a written account of what has
happened, been done, etc. z4pis,
zéznam, prehled

recruit verb to find new people to join
a company nabirat/verbovat nové
pracovni sily

referee noun [C] (Brit) a person who
gives information about your character
and ability, usually in a letter, for
example when you are hoping to be
chosen for a job garant/ka, rucitel/ka,
doporucujici osoba

regular adj done or happening often
(opposite irregular) pravidelny

reliability noun [U] the quality of being
able to be trusted to do sth well and to
be relied on spolehlivost

rely verb (rely on sb/sth (to do sth)) to
need sb/sth and not be able to live or
work properly without him/her/it
spoléhat, spolehnout se (~ na koho/co
(aby udélal co))

report noun [C] a written or spoken
description of what you have seen,
heard, done, studied, etc. zprava

represent verb to act or speak in sb else’s
place or for a group of people
reprezentovat

research noun [U] a detailed and careful
study of sth to find out more
information about it vyzkum

research and development noun [U]
(abbr R & D) the department in a
company whose job is to try to find
new products or to improve existing
ones vyzkum a rozvoj

resourceful adj good at finding ways
of doing things and solving problems,
etc. napadity, dimyslny, davtipny;,
duchapfitomny, vynalézavy
» resourcefulness noun [U]
dimyslnost, davtipnost

respect noun [U] the feeling that you
have when you admire or have a high
opinion of sb/sth respekt, ticta, vdZnost

responsible adj 1 (responsible for doing
sth) having the job or duty of dealing
with sb/sth, so that is your fault if sth
goes wrong (z)odpovédny (~ za délani
¢eho) 2 (responsible (to sb/sth))
having to report to sb/sth with
authority, or to sb you are working for
(z)odpovédny (komu/cemu)
» responsibility noun [U,C]
(z)odpovédnost

result noun [C] the final situation at the
end of a series of actions vysledek

revenue noun [U, pl] money regularly
received by a government, company,
etc vynos, pifjem/pfijmy z dani

reward noun [C] a thing that you are
given because you have done sth good,
worked hard, etc. odména

rise verb to move upwards; to become
higher, stronger or to increase vzrist,
stoupnout, vyjit » rise noun [C] (a rise
(in sth)) vychod, vzestup, nartst
(nérust ¢eho)

role noun [C] the position or function
of sb/sth in a particular situation role,
funkce

routine noun [C, U] the usual order and
way in which you regularly do things
rutina, rutinni/bézny postup,
zabéhnuty poiadek

run verb 1 to be in charge of a business,
etc.; to manage sth véstnéco 2 (run
on sth/unleaded petrol) to make sth
operate or work jet, béZet na, fungovat
na (jet na bezolovnaty benzin)
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salary noun [C,U] the money that a
person receives (usually every month)
for the work he/she has done plat

sales noun [pl] the number of items sold
odbyt

sales and marketing noun [C] the
department in a company that deals
with selling and advertising its products
odbytové a reklamni oddélent

sample noun [C] a small amount or
example of sth that can be looked at
or tried to see what it is like ukéazka,
vzorek

schedule noun [C] a plan of things that
will happen or of work that must be
done rozvrh, ¢asovy pldn/rozpis

screen noun [C] the glass surface of
a television or computer where the
picture or information appears
obrazovka

sensor noun [C] a device that can react to
light, heat, etc. in order to make a
machine, etc. do sth or show sth ¢idlo,
snimac, senzor

service noun [C,U] a business whose
work involves doing sth for customers
but not producing goods; the work that
such a business does sluzby

set (sth) up phrasal verb to start
a business, an organization, system,
etc. zalozit, zacit (néco)

shake hands (with sb)/shake sb by the
hand idiom to take sb’s hand in yours
and move it up and down (when you
meet sb, to show you have agreed on
sth, etc.) podat si (s kym ) ruku,
potiast nékomu rukou

share(1) verb 1 to divide sth between two
or more people sdilet, podilet se na
2 to tell sb about sth; to allow sb to
know sth sdélit nékomu néco

share(2) noun 1 [C, usually singular] one
part of sth that is divided between two
or more people podil(y)

2 [C, usually pl] one of many equal parts
into which the value of a company is
divided and which can be sold to
people who want to own part of the
company akcie

shareholder noun [C] a person who owns
part of company and receives part of
the company’s profits akcionér/ka

slide noun [C] a small piece of
photographic film in a plastic or
cardboard frame diapozitiv

small talk noun [U] polite conversation,
for example at a party, about
unimportant things spolecenska
konverzace

social life noun [C] your free time that
you spend outside work doing things
for pleasure, usually with other people
spolecensky Zivot

software noun [U] the programs and
other operating information used by
a computer software, programové
vybaveni
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sound recordist noun [C] a person who
works in a recording or film studio
and whose job is to control the levels
and balance of sound being recorded
zvukar/ka

spell check noun [C] a computer
program that checks your writing to
see if your spelling (= the way you have
written the words) is correct kontrola
pravopisu (na pocitaci)

staff noun [C, U] the group of people
who work for a particular company
zameéstnanci, persondl

stamina noun [U] the ability to do sth
that involves a lot of physical or mental
effort for a long time vitalita, vydrz,
odolnost

state verb to say or write sth, especially
formally prohlasit » statement noun
[C] prohlaseni

steer verb to make sb/sth move in a
particular direction fidit, kormidlovat

strategy noun 1 [C] a plan that you use in
order to achieve sth akeni pléan, taktika
2 [U] the process of planning sth or
carrying out a plan in a skilful way
strategie

stressed adj too anxious and tired to be
able to relax vynervovany, pfepjaty,
podrazdény

stressful adj causing worry and pressure
zpusobujici stress, stresovy, ndrocny

structure noun [C] the way that the parts
of sth are put together and organized
struktura, vystavba

studio noun [C] 1 a place where films are
made or produced nahravaci/filmové
studio 2 a company that makes films
filmova spolecnost

subject noun [C] a thing or person that is
being discussed, described or dealt
with pfedmét hovoru

subject line noun [C] the line at the top
of an e-mail where there is space for
you to put the name of the person or
thing that is being considered or talked
about predmeét zpravy

subsidiary noun [C] a business company
that belongs to and is controlled by
another larger company dcefina
spolecnost, filidlka

subsidized adj partly paid for by the
government, the company you work
for, etc. in order to keep the price low
subvencovany, dotovany

succeed (in sth)verb to manage to
achieve what you want; to do well
uspét (~ v cem)

successful adj having achieved what you
wanted; having become popular, rich,
famous, etc. Uspésny

summary noun [C] a short description
of the main ideas or points of sth but
without any details shrnuti, souhrn

supplier noun [C] a person or a company
that provides sb/sth with the things
that he/she/it needs or wants
dodavatel/ka, zdsobovac/ka

supply noun [C,U] a store or amount of
sth that is provided or available to be
used; the act of supplying sth
dodavky; zadsobovani; zdsoby

support noun [U] help and
encouragement that you give to sb/sth
because you want him/her/it to be
successful podpora » supportive adj
giving help or encouragement
napomocny

survey noun [C] the study of the opinions,
behaviour, etc. of a group of people
prazkum

T

target market noun [C] the particular
group of people that a product, etc. is
aimed at cilovy trh

tax noun [C,U] the money that you have
to pay to the government so that it can
provide public services dar

team noun [C] a group of people who
work together tym, kolektiv

telesales noun [U] a method of selling
things and taking orders for sales by
telephone prodej po telefonu,
telemarketing

title noun [C] a word that shows a person’s
position, profession, etc. titul

tone noun [C] the general quality or style
of sth prestiz, troven

track noun [C] a circular belt of metal,
rubber, etc. around the wheels of a large
vehicle that allows it to move over the
ground (kolejovy, housenkovy) péds
(traktoru, tanku)

trade noun [U] the buying or selling of
goods or services between people or
countries obchod(ovani)

trainee noun [C] a person who is learning
how to do a particular job
ucen/ucnice, praktikant/ka

training noun [U] the process of learning
the skills that you need in order to do
ajob vycvik, uc¢ebni praxe

training course noun [C] a series of
classes, etc., in which you learn a skill
or how to do a particular task ucebni,
vycvikovy kurz

translate verb to change sth written or
spoken from one language into another
prekladat, preloZit » translator noun
[C] prekladatel/ka

transmit verb to send out radio or
television programmes, electronic
signals, etc. prenaset

travel allowance noun [C] an amount of
money that is given to an employee to
cover the cost of journeys to and from
work, business travel, etc. cestovné;
cestovni vydaje

trend noun [C] (a trend (towards sth))
a general change or development
smér, sklon, tendence (k cemu)
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turn noun [C, usually singular] a time
when sb in a group of people should or
is allowed to do sth tada (It’s your
turn. — Jsi/Jste na fadé. Jen na tobé/vas
fada.)

twice adv double in quantity, speed, etc.
dvakrat tolik

u

unethical adj not morally acceptable
neeticky, nemoralni

unique adj very special or unusual
unikétni, jedinecny

unselfish adj giving more time or
importance to other people’s needs,
wishes, etc. than to your own
nesobecky

USP noun [C] abbreviation for ‘unique
selling point’; something that makes
one product more desirable to buyers
because no other product does
anything similar bezkonkuren¢ni
vlastnost vyrobku
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values noun [pl] beliefs about what is the
right and wrong way for people to
behave; moral principles hodnoty;
moralni principy

variable adj not staying the same;
changing or likely to change: variable
costs proménlivé, proménné
(~ néklady)

venue noun [C] the place where people
meet for an organized event, for
example a concert, sporting event or
a conference misto konani, setkdni

vice-president noun [C] (abbr VP)
(especially US) a person in charge of
a particular part of a business company
mistoprezident/ka, viceprezident/ka

video camera noun [C] a special camera
for making video films videokamera

voluntary work noun [U] work that is
done without payment, for a charity,
etc. dobrovolnd prace

VP =Vice-President mistoprezident/ka,
viceprezident/ka

W

website noun [C] a place connected to
the Internet, where a company, an
organization, etc. puts information that
can be found on the World Wide Web
webové misto

willing adj happy to do sth; having no
reason for not doing sth ochotny

wiring noun [U] the system of wires that
is used for supplying electricity to a
building or machine elektricky rozvod,
instalace, vedeni

working hours noun [pl] the number of
hours in the week that you spend doing
your job pracovni doba

worthwhile adj enjoyable, useful and
satisfying enough to be worth the effort
hodnotny, pfijemny, uzitecny
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