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Pronunciation Guide

The following symbols have been used to show the pronunciation of the main
words in the dictionary.

Stress is indicated by a main stress mark ( ' ) and a secondary stress mark (, ). Note
that these are only guides, as the stress of the word changes according to its position
in the sentence.

Vowels Consonants

& back b buck

a: harm d dead

D stop d other

a1 type d3 jump

av how f fare

an hire g gold

ave hour h head

ot course ] yellow

o1 annoy k cab

e head 1 leave

ed fair m mix

el make n nil

eu go 1] sing

EH word p print

i keep r rest

i happy s save

2 about I shop

1 fit t take

| F) near tf change

u annual 0 theft

u: pool v value

] book w work

ud tour X loch

A shut 3 measure
z zone



Preface

This dictionary provides the user with a comprehensive vocabulary of terms
used in human resource management. It covers all aspects of the subject
including recruitment and selection, appraisals, payment systems, dismissals
and other aspects of industrial relations.

The main words are explained in simple English, and pronunciations are
given in the International Phonetic Alphabet. Where appropriate, examples
are included to show how the words are used in context. Quotations are also
given from various magazines and newspapers, which give an idea of how
the terms are used in real life. The supplement at the back of the book gives
various documents which provide useful guidelines as to how a company’s
own documents can be constructed.

We are grateful to the following for their valuable comments on the text:
Dena Michelli, Michael Furlong, Yvonne Quinn, Stephen Curtis, Margaret
Jull Costa, Georgia Hole, Dinah Jackson and Sandra Anderson.
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AA /ex
allowance

ability /o'biliti/ noun the capacity or
power to do something O Ability to sell
is essential for the job.

ablility test /o'biliti test/ noun same
as aptitude test

able /'eib(a)l/ adjective capable or
working well O She’s a very able
manager.

able-bodied /.e1b(s)l 'bodid/ adjec-
tive with no physical handicap O The
work is strenuous and only suitable for
the young and able-bodied.

abroad /o'bro:d/ adverb to or in an-
other country O The consignment of
cars was shipped abroad last week. O
The chairman is abroad on business. O
He worked abroad for ten years. © Half
of our profit comes from sales abroad.

absence /‘xzbsans/ noun the fact of
not being at work or at a meeting o in
the absence of when someone is not
there O In the absence of the chairman,
his deputy took the chair. o unauthor-
ised absence from work, absence
without leave being away from work
without permission and without a good
reason

absent /'zbsont/ adjective not at
work or not at a meeting O He was ab-
sent owing to illness. O Ten of the work-
ers are absent with flu. © The chairman
is absent in Holland on business.

'el/ same as attendance

absentee /,zbson'ti:/ noun a person
who is absent or an employee who stays
away from work for no good reason

absenteeism / abs(s)n'tiziz(s)m/
noun the practice of staying away from
work for no good reason O Low produc-
tivity is largely due to the high level of

absenteeism. O Absenteeism is high in
the week before Christmas.
‘...but the reforms still hadn’t fundamentally
changed conditions on the shop floor:

absenteeism was as high as 20% on some days’
[Business Week]

absenteeism rate /, &bsan-
'tiziz(a)m reit/ noun the percentage of
the workforce which is away from work
with no good excuse O The rate of ab-
senteeism or the absenteeism rate al-
ways increases in fine weather.

ACAS /‘eikas/ abbr Advisory, Concil-
iation and Arbitration Service

accept /ok'sept/ verb 1. to take some-
thing which is being offered o to accept
delivery of a shipment to take goods
into the warehouse officially when they
are delivered 2. to say ‘yes’ or to agree
to something O She accepted the offer of
ajob in Australia. © He accepted £2000
in lieu of notice.

acceptable /ok'septob(a)l/ adjective
which can be accepted O Both parties
Jound the offer acceptable. O The terms
of the contract of employment are not
acceptable to the candidate.

acceptance /ok'septoans/ noun o ac-
ceptance of an offer the act of agreeing
to an offer o to give an offer a condi-
tional acceptance to accept an offer
provided that specific things happen or
that specific terms apply o we have
their letter of acceptance we have re-
ceived a letter from them accepting the
offer

acceptance bonus /sk septons
‘bounas/ noun a bonus paid to a new
employee when they agree to join an or-
ganisation (NOTE: an acceptance bonus
can be a feature of a golden hello and
is designed both to attract and to retain
staff)
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acceptance sampling

acceptance sampling /ak'septons
sa:mplin/ noun the process of testing a
small sample of a batch to see if the
whole batch is good enough to be
accepted

access /'xkses/ noun o to have ac-
cess to something to be able to obtain
or reach something O She has access to
large amounts of venture capital. m verb
to call up data which is stored in a com-
puter O She accessed the address file on
the computer.

accession /ok'sef(a)n/ noun the act
of joining an organisation

accession rate /ok'sef(a)n rert/
noun 1. the percentage of employees in
an organisation who have joined it dur-
ing a particular period of time 2. a rate
of pay for employees when first hired O
After the first year, pay went up consid-
erably despite the low accession rate. O
The accession rate depends on whether
the entrants are skilled or unskilled.

access time /'zkses taim/ noun the
time taken by a computer 10 find data
stored in it

accident /'zksid(s)nt/ noun some-
thing unpleasant which can be caused
by carelessness or which happens by
chance such as a plane crash
COMMENT: Fatal accidents and accidents
which cause major injuries or which pre-
vent an employee from working for more
than three days must be reported to the
Health and Safety Executive.

accidental /,zks1'dent(a)l/ adjective
happening by chance, not done inten-
tionally O accidental destruction of the
computer files

accident book /‘zksid(o)nt buk/
noun a book in which details of acci-
dents at work are noted down

accident frequency rate
/. &ksid(e)nt 'frizkwansi reit/ noun the
number of accidents involving injury or
death during a specified number of
man-hours O The accident frequency
rate has risen since the new machinery
was installed.

accident prevention /zksid(a)nt
pri'venfan/ noun measures taken to
prevent accidents

account

accident-prone worker
{,eksid(@)nt proun 'watks/ noun a
worker who is more likely to have acci-
dents than other workers

accident report /zksid(o)nt rI-
paut/ noun a report of an accident
which has taken place at work

accommodate /o'komadert/ verb to
provide someone with a place to live in
O The company accommodates its em-
ployees near their workplace.

accommodation /s koma'deif(a)n/
noun 1. money lent for a short time 2. a
place to stay temporarily or live in ©
Visitors have difficulty in finding hotel
accommodation during the summer.
‘...any non-resident private landlord can let
furnished or unfurnished accommodation to a
tenant’ [7imes]
¢...the airline providing roomy accommodations
at below-average fares’ [Dun's Business Month}

accommodation address /o-
kpmo'de1f(a)n s,dres/ noun an ad-
dress used for receiving messages but
which is not the real address of the
company

accordance /o'ko:dns/ noun o in ac-
cordance with in agreement with, ac-
cording to, as someone says or writes O
In accordance with your instructions we
have deposited the money in your cur-
rent account. O I am submitting the
claim for damages in accordance with
the advice of our legal advisers.

accordingly /o'ko:digli/ adverb in
agreement with what has been decided
O We have received your letter and have
altered the contract accordingly.

according to /a'kowdin tuy/ prepo-
sition as stated or shown by someone O
The computer was installed according
to the manufacturer’s instructions.

‘...the budget targets for employment and
growth are within reach according to the latest
figures’ [Australian Financial Review)

account />'kaunt/ noun 1. a record of
financial transactions over a period of
time, such as money paid, received, bor-
rowed or owed O Please send me your
account or g detailed or an itemized ac-
count. 2. 0 accounts of a business, a
company’s accounts a detailed record
of a company’s financial affairs 3. a
customer who does a large amount of
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accountability

business with a firm and has an account
with it O Smith Brothers is one of our
largest accounts. O Our sales people
call on their best accounts twice a
month. 4. o to keep the accounts to
write each sum of money in the account
book O The bookkeeper’s job is to enter
all the money received in the accounts.
5. notice 0 to take account of inflation,
to take inflation into account to as-
sume that there will be a specific per-
centage of inflation when making
calculations B verb o to account for to
explain and record a money transaction
O to account for a loss or a discrepancy
O The reps have to account for all their
expenses to the sales manager.

accountability /a3 kaunta'biliti/
noun the fact of being responsible to
someone for something (such as the ac-
countability of directors to the
shareholders)

accountable />'kauntob(a)l/ adjec-
tive referring to a person who has to ex-
plain what has taken place or who is
responsible for something (NOTE: you
are accountable to someone for
something)

accountancy /o'kauntansi/ noun the
work of an accountant O They are study-
ing accountancy or They are accoun-
tancy students. (NOTE: American
English is accounting in this meaning)

accountant />'kauntant/ noun a per-
son who keeps a company’s accounts O
The chief accountant of a manufactur-
ing group. O The accountant has shown
a sharp variance in our labour costs.

account director /s'kavunt dai-
[rekta/ noun a person who works in an
advertising agency and who oversees
various account managers who are each
responsible for specific clients

account executive /s'kaunt 1g-
,zekjutiv/ noun an employee of an or-
ganisation such as a bank, public rela-
tions firm, or advertising agency who is
responsible for looking after particular
clients and handling their business with
the organisation

accounting /o'kauvntiy/ noun the
work of recording money paid, re-
ceived, borrowed or owed O accounting
methods O accounting procedures O an

accrue

accounting system O an accounting
machine
¢...applicants will be professionally qualified
and have a degree in Commerce or Accounting’
[Australian Financial Review]
accounting period /o'kauntig
,Jproriad/ noun a period of time at the
end of which the firm’s accounts are
made up

accounts department />'kaunts
di,pa:tmont/ noun a department in a
company which deals with money paid,
received, borrowed or owed

accounts manager /a'kaunts
;manidza/ noun the manager of an ac-
counts department

accounts payable /5 kaunts
‘perab(d)l/ noun money owed by a
company

accounts receivable /5 kaunts ri-
'sitvob(a)l/ noun money owed to a
company

accreditation /s kredi'terf(a)n/
noun the process of certifying the com-
petence of a person in a certain area o
accreditation of union officials official
recognition by a company that certain
employees are representatives of a trade
unjon and are treated as such by the
company

accreditation of prior learning
fokredrterf(a)n ov ,prara ‘'lamnig/
noun a process that enables people to
obtain formal recognition of qualifica-
tions and experience that they have
gained before joining an organisation
(NOTE: accreditation of prior learning
may be used to support the award of a
vocational qualification)

accredited /o’kreditid/ adjective re-
ferring to an agent who is appointed by
a company to act on its behalf

accrual /o'krusal/ noun a gradual in-
crease by addition o accrual of interest
automatic addition of interest to capital

accrual rate /a'kruzal reit/ noun the
rate at which an employee’s pension in-
creases as each year of service is com-
pleted, so forming the basis for
calculating their pension

accrue /a'kruy/ verb 1. to record a fi-
nancial transaction in accounts when it
takes place, and not when payment is
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accurate

made or received 2. to increase and be
due for payment at a later date O Inter-
est accrues from the beginning of the
month.

accurate /'xkjurat/ adfsctive correct
O The sales department made an accu-
rate forecast of sales. O The designers
produced an accurate copy of the plan.

accurately /‘zkjuratli/ adverb cor-
rectly O The second quarter’s drop in
sales was accurately forecast by the
computer.

accuse /o'kjuiz/ verb to say that
someone has committed a crime O She
was accused of stealing from the petty
cash box. O He was accused of indus-
trial espionage. (NOTE: you accuse
someone of a crime or of doing
something)

achieve />'tfi:v/ verb to succeed in
doing something, to do something suc-
cessfully O He has achieved his
long-term training objectives. O The
company has achieved great success in
the Far East. O We achieved all our ob-
Jectives in 2001.

¢...the company expects to move to profits of

FFr 2m next year and achieve equally rapid

growth in following years’ [Financial Times]
achievement /s'tfizvmont/ noun
success or something that has been
achieved

achievement test /o'tfi:vmont
test/ noun a test designed to measure
the skills which someone is currently
using (as opposed to an aptitude test,
which measures the skills a person
could use in the future) (NOTE: also
called attainment test)

achiever /a't fi:va/ noun a person who
is successful or who tends to achieve his
or her objectives O It was her reputation
as a high achiever that made us think of
headhunting her.

across-the-board /5 krps 8o 'boid/
adjective applying to everything or
everyone O an across-the-board price
increase O an across-the-board wage
increase

act /xkt/ noun a law passed by parlia-
ment which must be obeyed by the peo-
ple B verb 1. to work © He has agreed
to act as an agent for an American com-
pany. O The solicitor is acting for us or

Action Programme

on our behalf o to act as someone to
do someone’s job while he is away O
She will act as marketing manager
while Mr Smith is on holiday. 2. to do
something O The board will have to act
quickly if the company’s losses are go-
ing to be reduced. O The lawyers are
acting on our instructions. o to act on a
letter to do what a letter asks to be done

acting /'zktiy/ adjective working in
place of someone for a short time O act-
ing manager O the Acting Chairman

action /'zkfon/ noun 1. a thing which
has been done O actions short of dis-
missal ways of disciplining an em-
ployee who has committed an offence,
which stop short of dismissing them
(such as demotion, removal of privi-
leges, etc.) 2. o to take industrial ac-
tion to do something (usually to go on
strike) to show that you are not happy
with conditions at work 3. a case in a
law court where a person or company
sues another person or company O to
take legal action to sue someone O an
action for libel or q libel action © an ac-
tion for damages O She brought an ac-
tion for wrongful dismissal against her
Jormer employer.

actionable /'=k(onab(a)l/ -adjective
referring to writing, speech or an act
which could provide the grounds for
bringing an action against someone O
Was the employer s treatment of the em-
ployee actionable?

action-centred leadership
/&kfon sentod ‘'liidofip/ noun a
theory of leadership which focuses on
what leaders actually have to do in order
to be effective, rather than on the per-
sonal qualities that they need to be good
leaders, and which believes that leader-
ship can be taught (NOTE: ac-
tion-centred leadership is usually
illustrated by three overlapping circles,
which represent the three key activities
undertaken by leaders: achieving the
task, building and maintaining the
team and developing the individual)
action learning /&kfon l3inmp/
noun the process of learning by doing or
participating in an activity

Action Programme /'zkfon
,pravgrem/ noun an EU initiative con-
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active

taining various draft directives to imple-
ment the Social Charter

active /‘zktiv/ adjective involving
many transactions or activities O an ac-
tive demand for oil shares O Computer
shares are very active. © an active day
on the Stock Exchange

active interview / zktiv 'intovjui/
noun an interview where the inter-
viewee is encouraged to answer fully
the questions asked (as in an open-end
interview)

active listening /,zktiv 'lis(o)nip/
noun a technique which involves not
only listening to the words someone
uses, but also taking into account their
tone of voice, their body language and
other non-verbal signs in order to gain a
fuller understanding of what they are ac-
tually communicating

actively /'zktivli/ adverb in a busy
way O The company is actively recruit-
ing new personnel.

active partner /zktiv 'partno/
noun a partner who works in a company
that is a partnership

activity /zk'tiviti/ noun 1. the fact of
being active or busy O a low level of
business activity O There was a lot of
activity on the Stock Exchange. o
monthly activity report a report by a
department on what has been done dur-
ing the past month 2. something which
is done O out-of-work activities
‘...preliminary indications of the level of
business investment and activity during the
March quarter will provide a good picture of
economic activity in the year’
[Australian Financial Review]
activity chart /z=k'tiviti tfa:t/ noun
a plan showing work which has been
done so that it can be compared to the
plan of work to be done

activity sampling /zk'tiviti
;sarmpliy/ noun an observation of tasks
and their performances, carried out at
random intervals O Activity sampling
was carried out to see how fast the ma-
chinists worked.

actuarial analysis /xzktfu,earial »-
'neelosis/ noun a calculation carried out
by an actuary to assess somebody’s life
expectancy or the degree of risk in-
volved in an insurance proposal

additional award

actuary /'zktfuori/ noun a person
employed by an insurance company or
other organisation to calculate the risk
involved in an insurance, and therefore
the premiums payable by people taking
out insurance

acute shortage /okjuit '[ortidz/
noun a very severe shortage for a period
of time

ad /2d/ noun same as advertisement
(informal) O We put an ad in the paper.
O She answered an ad in the paper. O
He found his job through an ad in the
paper.

adaptable /5'deptob(a)V/ adjective 1.
being able to change working practices
2. being able to change from job 1o job

adaptation /adep'terf(o)n/ noun
something which has been adapted ©
This machine is an adaptation of our
original model.

add /ed/ verb 1. to put figures together
to make a total © If you add the interest
to the capital you will get quite a large
sum. O Interest is added monthly. 2. to
put things together to make a large
group O We are adding to the sales
Jorce. © They have added two new prod-
ucts to their range. o this all adds to
the company’s costs this makes the
company’s costs higher

adding machine /'zdiy ms,fimn/
noun a machine which adds numbers

addition /o'dif(a)n/ noun 1. a thing or
person added O The management has
stopped all additions to the staff. © We
are exhibiting several additions to our
product line. O The marketing director
is the latest addition to the board. 2. 0
in addition te added to, as well as O
There are twelve registered letters to be
sent in addition to this packet. 3. an act
of putting numbers together O You don'’t
need a calculator to do simple addition.

additional /5'dif(o)nal/ adjective ex-
tra which is added O additional costs O
They sent us a list of additional charges.
O Some additional clauses were added
to the contract. O Additional duty will
have to be paid.

additional award /5,dif(o)nal o-
'woaid/ noun an extra payment ordered
by an industrial tribunal to a dismissed
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additional voluntary contributions 6

employee if the company refuses to re-
instate them. » special award

additional voluntary contribu-
tions /5,dif(9)nal ,volant(a)ri kontri-
‘bju:f(a)nz/ plural noun extra pay-
ments made voluntarily by an employee
to a pension scheme (on top of the nor-
mal contributions, up to a maximum of
15% of gross earnings). Abbr AVCs

address />'dres/ noun the details of
number, street and town where an office
is or a person lives O My business ad-
dress and phone number are printed on
the card. B verb 1. to write the details of
an address on an envelope or package O
a letter addressed to the managing di-
rector O an incorrectly addressed pack-
age O Please address your enquiries to
the manager. 2. to speak O The chair-
man addressed the meeting.

addressee /xdre'si:/ noun a person
to whom a letter or package is addressed

addressing machine /2'dresip mo-
Jitn/ noun a machine which puts ad-
dresses on envelopes automatically

add up /,zd 'ap/ verb 1. to put several
figures together to make a total © He
made a mistake in adding up the column
of figures. u the figures do not add up
the total given is not correct 2. to make
sense O The complaints in the letter just
do not add up.

add up to /,&d 'ap tu/ verb to make a
total of O The total expenditure adds up
to more than £1,000.

adequate /'zdikwat/ adjective large
enough o to operate without adequate
cover to act without being completely
protected by insurance

ad hoc /=d 'hok/ adjective for this
particular purpose O They run ad hoc
surveys to test customer reaction when
products are launched. O Shipping by
airfreight was an ad hoc arrangement
initially.

ad hoc decision /=d hok di-
's13(2)n/ noun a decision taken to solve
a particular problem

adhocracy /zd'hokrasi/ noun man-
agement which works by taking
short-term decisions, but fails to make
long-term plans

admin

adjourn /5'd33:n/ verb to stop a meet-
ing for a period O The chairman ad-
Journed the meeting until three o'clock.
O The meeting adjourned at midday.

adjournment /5'd33:nmant/ noun an
act of adjourning O He proposed the ad-
Jjournment of the meeting.

adjudicate /o'dzwidikert/ verb to
give a judgement between two parties in
law or to decide a legal problem O to
adjudicate a claim O to adjudicate in a
dispute D he was adjudicated bank-
rupt he was declared legally bankrupt
adjudication fa,dzuzdr'’kexf(a)n/
noun the act of giving a judgement or of
deciding a legal problem

adjudication officer /5,dzu:di-
'ke1[(a)n ,ofisa/ noun an official who
decides whether someone is qualified to
receive benefit

adjudication tribunal /o,dzu:di-
'ke1f(e)n trar,bjuin(a)l/ noun a group
which adjudicates in industrial disputes
adjudicator />'d3uidikerts/ noun a
person who gives a decision on a prob-
lem O an adjudicator in an industrial
dispute

adijust /a'dzast/ verb to change some-
thing to fit new conditions O Prices are
adjusted for inflation.

¢...inflation-adjusted GNP moved up at a 1.3%
annual rate’ [Fortune]

‘Saudi Arabia will no longer adjust its
production to match short-term supply with
demand’ [Economist]

‘...on a seasonally-adjusted basis, output of

trucks, electric power, steel and paper

decreased’ [Business Week]
adjuster /o'dzaste/ noun a person
who calculates losses for an insurance
company
adjustment /5'dzastmoant/ noun the
act of adjusting © to make an adjust-
ment to salaries O adjustment of prices
to take account of rising costs O Details
of tax adjustments are set out in the en-
closed document. O an adjustment of
prices to take account of rising costs
adjustor /s'dzasta/ noun same as
adjuster
admin /'2dmin/ noun 1. the work of
administration, especially paperwork
(informal) © All this admin work takes a
lot of my time. © There is too much
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administer

admin in this job. © Admin costs seem to
be rising each quarter. O The admin
peaple have sent the report back. 2. ad-
ministration staff or the administration
department O Admin say they need the
report immediately. O She did not an-
swer my note but sent it on to admin.
{NOTE: no plural; as a group of people it
can have a plural verb)

administer /od'minista/ verb to or-
ganise, manage or direct the whole of an
organisation or part of one O She admin-
isters a large pension fund. O It will be
the HR manager’s job to administer the
induction programme.

administration /ad,mini'stre1f(a)n/
noun 1. the action of organising, con-
trolling or managing a company O He
has a qualification in business adminis-
tration. 2. a person or group of people
who manage or direct an organisation O
It is up to the administration to solve the
problem, not the government. 3. the run-
ning of a company in receivership by an
administrator appointed by the courts
administration costs /od,mini-
'streif(e)n  kosts/, administration
expenses /odmini'streif(e)n  1k-
,spensiz/ plural noun the costs of man-
agement, not including production, mar-
keting or distribution costs

administrative /od'ministrativ/ ad-
Jjective referring to administration O ad-
ministrative details O administrative
expenses

administrator /od'ministrerta/
noun 1. a person who directs the work
of other employees in a business O Affer
several years as a college teacher, she
hopes to become an administrator. 2. a
person appointed by a court to manage
the affairs of someone who dies without
leaving a will 3. a person appointed by a
court to administer a company which is
insolvent

admonish /od'monif/ verb to give a
warning or reprimand (formal) O The
workers were admonished by the man-
ager for careless work.

adoption leave />'dop[an litv/ noun
time away from work allowed to an em-
ployee for dealing with matters relating
to the adoption of a child

adventure training

adult education /=dalt edjo-
'ke1f(a)n/ noun education provided for
adults

ad valorem tax /zd vo'lsirem
taeks/ noun tax calculated according to
the value of the goods taxed

advance /ad'vains/ noun 1. money
paid as a loan or as a part of a payment
to be made later O She asked if she
could have a cash advance. © We paid
her an advance on account. © Can I
have an advance of £100 against next
month’s salary? 2. an increase 3. O in
advance early, before something hap-
pens O fieight payable in advance O
prices fixed in advance W adjective
early O advance booking O advance
payment O Advance holiday bookings
are up on last year. O You must give
seven days’ advance notice of with-
drawals from the account. W verb 1. to
lend O The bank advanced him
£100,000 against the security of his
house. 2. to increase O Prices generally
advanced on the stock market. 3. to
make something happen earlier © The
date of the AGM has been advanced to
May 10th. O The meeting with the Ger-
man distributors has been advanced
from 11.00 to 09.30.

advanced course /od,va:nst 'kous/
noun a course for students who are not
beginners

advancement /od'va:nsmant/ noun
promotion O The only way to get ad-
vancement in this company is through
Sfurther training. O The job is attractive
because of the potential  for
advancement.

advantage /od'va:nt1ds/ noun some-
thing useful which may help you to be
successful O Knowledge of two foreign
languages is an advantage. O There is
no advantage in arriving at the exhibi-
tion before it opens. O Fast typing is an
advantage in a secretary. 0 to take ad-
vantage of something to use something
which helps you

adventure training /od'vent[o
treinig/, adventure learning /od-
‘'ventfa \|lsmnig/ noun a type of
training in which employees engage
in group games and physically de-
manding outdoor activities such as
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adverse

climbing and abseiling away from
their usual work environment: (NOTE:
the aim of adventure training is to
develop skills in leadership, prob-
lem-solving, decision-making and in-
terpersonal communication and to
build team spirit)

adverse /‘zdvs:s/ adjective unfa-
vourable o adverse balance of trade a
situation in which a country imports
more than it exports

adverse action /advars 'mkfan/
noun a decision which has unfavourable
consequences for employees © The new
bonus system was considered adverse
action by underachievers in the
organisation.

adverse impact / zdvs:s 'impakt/
noun an undesirable and unexpected re-
sult of an action O Offering bonuses
only for very high productivity rates had
an adverse impact, discouraging rather
than motivating workers.

advert /'edva:t/ noun same as adver-
tisement (informal) O to put an advert
in the paper O to answer an advert in
the paper O classified adverts © display
adverts

advertise /'=dvataiz/ verb 1. to ar-
range and pay for publicity designed to
help sell products or services or to find
new employees O to advertise a va-
cancy O to advertise for a secretary 2.
to announce that something is for sale or
that a job is vacant or that a service is
offered O to advertise a new product

advertisement fod'vaitismont/
noun a notice which shows that some-
thing is for sale, that a service is offered,
that someone wants something or that a
job is vacant

advertisement manager /od-
'vaitismont menid3a/ noun the
manager in charge of the advertisement
section of a newspaper

advertiser /'zdvataizo/ noun a per-
son or company that advertises O The
catalogue gives a list of advertisers.

advertising /'=dvataiziy/ noun the
business of announcing that something
is for sale or of trying to persuade cus-
tomers to buy a product or service O She
works in advertising or She has a job in

Advisory, Conciliation and

advertising. O Their new advertising
campaign is being launched next week.
O The company has asked an advertis-
ing agent to prepare a presentation. O
to take advertising space in a paper to
book space for an advertisement in a
newspaper

advertising manager /'advataiziyp
;menid3a/ noun the manager in charge
of advertising a company’s products
advertising space /advatarzip

spels/ noun a space in a newspaper set
aside for advertisements

advice /ad'vais/ noun 1. a notifica-
tion telling someone what has happened
2. an opinion as to what action to
take o to take legal advice to ask a
lawyer to say what should be done O
The accountant’s advice was to send the
documents to the police. O We sent the
documents to the police on the advice of
the accountant. © We took the accoun-
tant’s advice and sent the documents to
the police. <> as per advice according
to what is written on the advice note

advise /od'vaiz/ verb 1. to tell some-
one what has happened © We have been
advised that the shipment will arrive
next week. 2. to suggest to someone
what should be done O The lawyer ad-
vised us to send the documents to the
police.

advise against /od,vaiz o'genst/
verb to suggest that something should
not be done © The HR manager advised
against dismissing the staff without
notice.

adviser /od'vaiza/, advisor noun a
person who suggests what should be
done O He is consulting the company’s
legal adviser.

advisory /od'varz(s)ri/ adjective as
an adviser O He is acting in an advisory
capacity.
Advisory, Conciliation and Arbi-
tration  Service /od,varz(o)ri
konsilieif(a)n oand ,a:br'trerf(a)n
,s3ivis/ noun a British government
service which arbitrates in disputes be-
tween management and employees.
Abbr ACAS
COMMENT: ACAS has three roles: it will
congciliate in a dispute if asked; it advises
employers, trade unions and employees
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