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to accept [4k1sept] ____________________________________
according to [41k0.d9N t4] ____________________________________
action, to take ~ [te9k 1äkSn] ____________________________________
actually [1äktSu4li] ____________________________________
advice [4d1va9s] ____________________________________
agency [1e9d74nsi] ____________________________________
agenda [41d7end4] ____________________________________
aggressive [41gres9v] ____________________________________
to agree with [41gri. w9D] ____________________________________
agreement [41gri.m4nt] ____________________________________
air freight [1e4 fre9t] ____________________________________
to allow [41la8] ____________________________________
annoying [41n099N] ____________________________________
answering machine [12.ns4r9N m4Si.n] ____________________________________
answerphone (BE) [12.ns4f48n] ____________________________________
to apologize [41pql4d7a9z] ____________________________________
apparently [41pär4ntli] ____________________________________
appointment [41p09ntm4nt] ____________________________________
to appreciate [41pri.Sie9t] ____________________________________
to arrange [41re9nd7] ____________________________________
arrangement [41re9nd7m4nt] ____________________________________
asap (as soon as possible) [!e9 es e9 1pi.] ____________________________________
attitude [1ät9tju.d] ____________________________________
audit [10.d9t] ____________________________________
available [41ve9l4bl] ____________________________________

ballpark figure [!b0.lp2.k 1f9g4] ____________________________________
battery (rechargeable) [1bätri !ri.1tS2.d74bl] ____________________________________
beep, after the ~ [!2.ft4 D4 1bi.p] ____________________________________
bill [b9l] ____________________________________
blank [bläNk] ____________________________________
body language [1bqdi läNgw9d7] ____________________________________
boss [bqs] ____________________________________
to break up [!bre9k 1cp] ____________________________________
to bring forward [!br9N 1f0.w4d] ____________________________________
to bring sth to sb’s attention [!br9N tu 41tenSn] ____________________________________
business card [1b9zn4s k2.d] ____________________________________
business contact [1b9zn4s kqntäkt] ____________________________________
business trip [1b9zn4s tr9p] ____________________________________
busy (AE) [1b9zi] ____________________________________
by the way [ba9 D4 1we9] ____________________________________

call, to give sb a ~ [g9v 4 1k0.l] ____________________________________
to call again later [k0.l 4!gen 1le9t4] ____________________________________
to call back [!k0.l 1bäk] ____________________________________
caller [1k0.l4] ____________________________________
to calm down [!k2.m 1da8n] ____________________________________
campaign [käm1pe9n] ____________________________________
can’t complain [k2.nt k4m1ple9n] ____________________________________
to cancel [1känsl] ____________________________________
carefully [1ke4f4li] ____________________________________
case [ke9s] ____________________________________
cash register [1käS red79st4] ____________________________________
to catch [kätS] ____________________________________
cell phone (AE) [1sel f48n] ____________________________________
CEO [!si. i. 148] ____________________________________
certainly [1s3.tnli] ____________________________________
challenge [1tSäl9nd7] ____________________________________
challenging [1tSäl9nd79N] ____________________________________
chance, to have the ~ [h4v D4 1tS2.ns] ____________________________________
charge [tS2.d7] ____________________________________
to chat [1tSät] ____________________________________
clarification [!klär4f91ke9Sn] ____________________________________
client [1kla94nt] ____________________________________
to come up [!kcm 1cp] ____________________________________
common [1kqm4n] ____________________________________
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communication [k4!mju.n91ke9Sn] ____________________________________
company culture [!kcmp4ni 1kcltS4] ____________________________________
to compare [k4m1pe4] ____________________________________
compensation [!kqmpen1se9Sn] ____________________________________
competition [!kqmp41t9Sn] ____________________________________
to complain [k4m1ple9n] ____________________________________
complaint [k4m1ple9nt] ____________________________________
component [k4m1p48n4nt] ____________________________________
confident [1kqnf9d4nt] ____________________________________
to confirm [k4n1f3.m] ____________________________________
connection, to lose the ~ [lu.z D4 k41nekSn] ____________________________________
connection, to make a ~ [me9k 4 k41nekSn] ____________________________________
considerate [k4n1s9d4r4t] ____________________________________
consignment [k4n1sa9nm4nt] ____________________________________
constantly [1kqnst4ntli] ____________________________________
contact details [1kqntäkt di.te9lz] ____________________________________
contact, to have ~ [h4v 1kqntäkt] ____________________________________
context [1kqntekst] ____________________________________
continually [k4n1t9nju4li] ____________________________________
contract [1kqnträkt] ____________________________________
correct [k41rekt] ____________________________________
couple of, a ~ [4 1kcpl 4v] ____________________________________
current [1kcr4nt] ____________________________________
customer [1kcst4m4] ____________________________________
customer care [1kcst4m4 ke4] ____________________________________
customer service [!kcst4m4 1s3.v9s] ____________________________________
to cut off [!kct 1qf] ____________________________________

dash [däS] ____________________________________
date [de9t] ____________________________________
deadline [1dedla9n] ____________________________________
to deal with [1di.l w9D] ____________________________________
definitely [1def9n4tli] ____________________________________
delivery address [d9!l9v4ri 41dres] ____________________________________
department [d91p2.tm4nt] ____________________________________
depends, that ~ [D4t d91pendz] ____________________________________
diary [1da94ri] ____________________________________
digit [1d9d79t] ____________________________________
discount [1d9ska8nt] ____________________________________
to discuss [d91skcs] ____________________________________
disruption [d9s1rcpSn] ____________________________________
distraction [d91sträkSn] ____________________________________
to disturb [d91st3.b] ____________________________________
to double-check [!dcbl1tSek] ____________________________________
doubt [da8t] ____________________________________
to drop [drqp] ____________________________________

echoing [1ek489N] ____________________________________
effectively [91fekt9vli] ____________________________________
efficiently [91f9Sntli] ____________________________________
engaged [9n1ge9d7d] ____________________________________
entirely [9n1ta94li] ____________________________________
equipment [91kw9pm4nt] ____________________________________
exception [9k1sepSn] ____________________________________
excerpt [1eks3.pt] ____________________________________
excuse [9k1skju.s] ____________________________________
existing [9g1z9st9N] ____________________________________
to expect [9k1spekt] ____________________________________
expensive [9k1spens9v] ____________________________________
experience [9k1sp94ri4ns] ____________________________________
explanation [!ekspl41ne9Sn] ____________________________________
extension [9k1stenSn] ____________________________________

face to face [!fe9s t4 1fe9s] ____________________________________
factory [1fäkt4ri] ____________________________________
family name [1fäm4li ne9m] ____________________________________
fast [f2.st] ____________________________________
fault [f0.lt] ____________________________________
feasible [1fi.z4bl] ____________________________________
feedback [1fi.dbäk] ____________________________________
to figure sth out [!f9g4r 1a8t] ____________________________________
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file [fa9l] ____________________________________
to fire away [!fa94r 41we9] ____________________________________
to fix [f9ks] ____________________________________
to forget [f41get] ____________________________________
frustration [frc1stre9Sn] ____________________________________

to get back to sb [!get 1bäk] ____________________________________
to get through [!get 1Tru.] ____________________________________
gradually [1gräd7u4li] ____________________________________

hang on a moment [häN !qn 4 ____________________________________
to hang up [!häN 1cp] ____________________________________
to happen [1häp4n] ____________________________________
hedge [hed7] ____________________________________
to highlight [1ha9la9t] ____________________________________
to hire [1ha94] ____________________________________
to hold (on) [1h48ld] ____________________________________
honest [1qn9st] ____________________________________
to hurry [1hcri] ____________________________________
hyphen [1ha9fn] ____________________________________

I’m afraid [a9m 41fre9d] ____________________________________
I’m sorry [a9m 1sqri] ____________________________________
ill [9l] ____________________________________
immediately [91mi.di4tli] ____________________________________
impolite [!9mp41la9t] ____________________________________
to improve [9m1pru.v] ____________________________________
inconvenient [!9nk4n1vi.ni4nt] ____________________________________
ink cartridge [9Nk 1k2.tr9d7] ____________________________________
to install [9n1st0.l] ____________________________________
instructions [9n1strckSnz] ____________________________________
insurance [9n1S84r4ns] ____________________________________
internal [9n1t3.nl] ____________________________________
to interrupt [!9nt41rcpt] ____________________________________
invention [9n1venSn] ____________________________________
investment [9n1vestm4nt] ____________________________________
invoice [19nv09s] ____________________________________
to involve [9n1vqlv] ____________________________________
just in case [d7cst 9n 1ke9s] ____________________________________

landline [1ländla9n] ____________________________________
latest [1le9t9st] ____________________________________
latest, at the ~ [4t D4 1le9t9st] ____________________________________
to let sb know [let 1n48] ____________________________________
line, on another ~ [qn 41ncD4 la9n] ____________________________________
line, bad ~ [bäd 1la9n] ____________________________________

to make sure [!me9k 1S84] ____________________________________
to manage [1män9d7] ____________________________________
market research [!m2.k9t r91s3.tS] ____________________________________
marketing [1m2.k9t9N] ____________________________________
meaning [1mi.n9N] ____________________________________
to mention [1menSn] ____________________________________
message, to leave a ~ [li.v 4 1mes9d7] ____________________________________
message, to take a ~ [te9k 4 1mes9d7] ____________________________________
mistake, by ~ [ba9 m91ste9k] ____________________________________
mix-up [1m9ks cp] ____________________________________
mobile (phone) [!m48ba9l 1f48n] ____________________________________
to move [mu.v] ____________________________________
to move forward [!mu.v 1f0.w4d] ____________________________________

necessary, if ~ [9f 1nes4s4ri] ____________________________________
to negotiate [n91g48Sie9t] ____________________________________
network [1netw3.k] ____________________________________
nightmare [1na9tme4] ____________________________________
noise, beeping ~ [!bi.p9N 1n09z] ____________________________________
noise, to make a ~ [me9k 4 1n09z] ____________________________________
note, to make a ~ [!me9k 4 1n48t] ____________________________________
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office hours [1qf9s a84z] ____________________________________
office space [1qf9s spe9s] ____________________________________
operative [1qp4r4t9v] ____________________________________
opinion [41p9ni4n] ____________________________________
order, to place an ~ [!ple9s 4n 10.d4] ____________________________________
out of stock [a8t 4v 1stqk] ____________________________________
over budget [!48v4 1bcd79t] ____________________________________

PA [!pi. 1e9] ____________________________________
packaging [1päk9d79N] ____________________________________
to pay attention [pe9 41tenSn] ____________________________________
payment, means of ~ [mi.nz 4v 1pe9m4nt] ____________________________________
to pencil sb in [!pensl 19n] ____________________________________
personal assistant [!p3.s4nl 41s9st4nt] ____________________________________
phone, over the ~ [!48v4 D4 1f48n] ____________________________________
phone, to switch off the ~ [!sw9tS 1qf f48n] ____________________________________
phone call, to make a ~ [!me9k 4 1f48n k0.l] ____________________________________
phone call, to receive a ~ [r9!si.v 4 1f48n k0.l] ____________________________________
to pick up [!p9k 1cp] ____________________________________
pitch, lower ~ [!l484 1p9tS] ____________________________________
place name [1ple9s ne9m] ____________________________________
planner (AE) [1plän4] ____________________________________
point, to get to the ~ [get t4 D4 1p09nt] ____________________________________
pointless [1p09ntl4s] ____________________________________
possible [1pqs4bl] ____________________________________
post code [1p48st k48d] ____________________________________
to postpone [p41sp48n] ____________________________________
prepared to, to be ~ [bi pr91pe4d t4] ____________________________________
pretty [1pr9ti] ____________________________________
previous [1pri.vi4s] ____________________________________
probably [1prqb4bli] ____________________________________
product [1prqdckt] ____________________________________
production [pr41dckSn] ____________________________________
to pronounce [pr41na8ns] ____________________________________
proposal [pr41p48zl] ____________________________________
prospective [pr41spekt9v] ____________________________________
provisionally [pr41v974n4li] ____________________________________
purchasing [1p3.tS4s9N] ____________________________________
to put sb through [!p8t 1Tru.] ____________________________________

quietly [1kwa94tli] ____________________________________
quotation [kw481te9Sn] ____________________________________

radio operator [!re9di48 1qp4re9t4] ____________________________________
to reach an agreement [ri.tS 4n 41gri.m4nt] ____________________________________
to reach sb on [k4n 1ri.tS qn] ____________________________________
to read back [!ri.d 1bäk] ____________________________________
to read out loud [!ri.d a8t 1la8d] ____________________________________
to rearrange [!ri.41re9nd7] ____________________________________
reason [1ri.zn] ____________________________________
reasonable [1ri.zn4bl] ____________________________________
receipt [r91si.t] ____________________________________
to refer [r91f3.] ____________________________________
relationship [r91le9SnS9p] ____________________________________
relationship, close working ~ [!kl48s 1w3.k9N r91le9SnS9p] ____________________________________
relaxed [r91läkst] ____________________________________
relay switch [1ri.le9 sw9tS] ____________________________________
to rent out [!rent 1a8t] ____________________________________
to repeat [r91pi.t] ____________________________________
to report [r91p0.t] ____________________________________
to respond [r91spqnd] ____________________________________
response [r91spqns] ____________________________________
responsibility [r9!spqns41b9l4ti] ____________________________________
to revise [r91va9z] ____________________________________
to rewrite [!ri.1ra9t] ____________________________________
right away [!ra9t 41we9] ____________________________________
to ring back [!r9N 1bäk] ____________________________________
to rush [rcS] ____________________________________
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saline solution [!se9la9n s41lu.Sn] ____________________________________
schedule [1Sedju.l] ____________________________________
to schedule [1Sedju.l] ____________________________________
to screen calls [skri.n 1k0.lz] ____________________________________
self-conscious [!self 1kqnS4s] ____________________________________
semiconductor [!semik4n1dckt4] ____________________________________
sent off, to get ~ [!get sent 1qf] ____________________________________
serial number [1s94ri4l ncmb4] ____________________________________
seriously [1s94ri4sli] ____________________________________
set-up [1setcp] ____________________________________
to shift [S9ft] ____________________________________
shift work [1S9ft w3.k] ____________________________________
to ship [S9p] ____________________________________
similarly [1s9m4l4li] ____________________________________
skill [sk9l] ____________________________________
to solve [sqlv] ____________________________________
to sort sth out [1s0.t a8t] ____________________________________
to speak up [!spi.k 1cp] ____________________________________
to spell [spel] ____________________________________
spontaneously [spqn1te9ni4sli] ____________________________________
spreadsheet [1spredSi.t] ____________________________________
statement [1ste9tm4nt] ____________________________________
status report [1ste9t4s r9p0.t] ____________________________________
step by step [!step ba9 1step] ____________________________________
straight away [!stre9t 41we9] ____________________________________
subject, to change the ~ [tSe9nd7 D4 1scbd79kt] ____________________________________
subsidiary [s4b1s9di4ri] ____________________________________
successfully [s4k1sesf4li] ____________________________________
suddenly [1scdnli] ____________________________________
to suggest [s41d7est] ____________________________________
suggestion [s41d7estS4n] ____________________________________
to suit sb best [su.t 1best] ____________________________________
suitable [1su.t4bl] ____________________________________
to summarize [1scm4ra9z] ____________________________________
supplier [s41pla94] ____________________________________

tag [täg] ____________________________________
to talk business [t0.k 1b9zn4s] ____________________________________
task [t2.sk] ____________________________________
technical support [!tekn9kl s41p0.t] ____________________________________
tentatively [1tent4t9vli] ____________________________________
tight [ta9t] ____________________________________
time pressure [1ta9m preS4] ____________________________________
time, at a ~ [4t 4 1ta9m] ____________________________________
tone, after the ~ [!2.ft4 D4 1t48n] ____________________________________
total [1t48tl] ____________________________________
touch, to get in ~ [get 9n 1tctS] ____________________________________
trade fair [1tre9d fe4] ____________________________________
traffic, stuck in ~ [!stck 9n 1träf9k] ____________________________________
transceiver [trän1si.v4] ____________________________________
to translate [träns1le9t] ____________________________________
to type [ta9p] ____________________________________

unavailable [!cn41ve9l4bl] ____________________________________
uncomfortable [cn1kcmft4bl] ____________________________________
unit [1ju.n9t] ____________________________________
unit price [1ju.n9t pra9s] ____________________________________
urgently [13.d74ntli] ____________________________________
useful [1ju.sfl] ____________________________________
voicemail [1v09sme9l] ____________________________________

welcome, you’re ~ [j0. 1welk4m] ____________________________________
whether [1weD4] ____________________________________
white lie [!wa9t 1la9] ____________________________________
to worry [1wcri] ____________________________________
worst [w3.st] ____________________________________
wrong number, to have the ~ [h4v D4 rqN 1ncmb4] ____________________________________
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