Group of listeners or
spectators

Communication
through facial
expressions, body
movements, etc.

-
Advice or instructions

given in order to guide
or direct an action.

Written info (report
etc.) given to people at
a presentation.

-
Device that projects a

transparency onto a
screen or wall

~N

Rod or stick used to
indicate things on a

S map, screen, etc.

Flat, reflective blank
surface on which films,
slides, etc. are
projected.

AV 4

Flat white board on
which to write or draw
with markers.

( Laboratory

( Limited (company)

( Not applicable

Public limited
company

( Return on investment

Automated Teller Mac

hine; cash dispenser )

Digital currency which
allows payments to be
sent to another party
without going through

a financial institution )

N (

Money owed by one
person to another

J
. )
A first instalment on a

hase.
purchase y

N

Sum of money that is
borrowed and is
expected to be paid
back with interest.

N

Pay back money
received;; reimburse

AY4
J N\ L

Engagement or
undertaking: to

commit oneself. y

N\

Offer made in
response to an offer

i,

Audience

Body Language

Guidelines

Handout
Overhead Projector
Pointer
Presentations

Screen

Whiteboard

LI

I am presently working
for Brown and
Thompson as a project

manager.
& y

\/

| am very interested in
your company and this

job. )

N

My biggest strength is b
that | perform well

under pressure. )

Y4

I'm used to working in
a busy environment

\/

VAN

I've got good
organisational skills. )

Y4

| make sure that each
task is completed

according to schedule. )

Y4

| like working in an
international
environment.

I'm known for being
able to solve problems

quickly. )

My experience in a
similar field makes me
a good match for this

asoniill o

Presenting Visuals:

i oll yog el

Statistics,
Graphs, Sl Commenting Trends:
axiladl pouwls

ABBREVIATIONS

lab.
Ltd
N/A
Pl } & ACRONYMS
ol lais Yl
ROI
N

Interviews -
Describing
Yourself
uog — M laoll
s| 195

position. )

AT.M.

Bitcoin

Debt

Deposit

Loan

Refund

Commitment

Counter-offer

by the other party. )

Discuss a business
deal in order to reach

an agreement. y

A written offer to
execute work or
supply goods at a fixed

LD

Negotiate

Tender

price

. J

Money - Finance
el el - JloJI
alloJl

Bid

Bond

Capital

IPO

Liabilities

Portfolio

Securities

Stockholder

Yield

—
—
—
—
—
—
—
—

Decreases: olaxVl
Fluctuations: «ldas
Conclusions:

o luw Yl

The price a buyer is
willing to offer for
shares in a company.
-

As you will see from this
graph ...
( I'd like to show you this chart
k on which you will see ...
Let me draw your attention
to this part of the graph.

Increases: s>l

~
Certificate issued by

companies and
governments to their

lenders.
\_

Money and other
property of companies
used in transacting the

business.
\_ Y,

N . . )
Initial Public Offering -
selling part of a
company on the stock

k

9 market

-
The debts and
obligations of a
company or an

individual
9 individua
-

Various types of
securities held by an
individual or
institution

N\

Transferable
certificates showing
ownership of stocks,

bonds, shares,
options, etc

Person who owns
stocks and shares.

Return on investment
shown as a

change an agreement
\\ _/

NYaunYe ) N\ N N N\ )

A
slight/constant/marke
d/substantial/increase

in sales

~N

An overall increase in

VA AN

An upward trend in
the demand for ...

Sales reached record
levels

Just under our target

Way below our
expectations

The number has
continued to fall

A YA\ U AN

VAN

-

A slow start developed

into steady progress in
sales

We note slight
fluctuations through

the year
S y

AN

You will note a certain
instability in the rate
of ...

N (

We must focus our
attention on ...

AN

There is a necessity for

.

J
~N

J

to ...

-

N\
We have no choice but

J

After Sales Service

B2B E-commerce

Cash Refund Offer

ercentage.
P g

Marketing &
Sales

-
Close Down =to shut |\

. . )
Fight Against =to

make an effort to stop e
. something happening )

Go Back on
Something =to

Discount

Follow-up

Market Leader

Packaging

Tele Marketing

\_

We have closed down the
small local branches and
created bigger regional
offices

-

\§

The unions have been
fighting against the proposed
changes as they think it will
mean job losses

-

We had come to an
agreement but now she has
gone back on it.

Put Back =to et e b o
; y visit has been put bac
postpone, delay in = | uniil a later date when it will
time 9 be easier to plan )
B Whenever there is a
Back Someone Up = to — dispute with someone
support or to help in my team, my
manager
N & J
[ Make Up =d A )
aeftrapto_co(\)/grrapay I'd like to leave early
difference ~~————— on Friday. I'll make up
Y, the time next week.
We still haven't found
Carry On =to continue)¥ a suitable candidate.
We'll have to carry on
looking.
N & y

[ I]

LT

.

~
Service that continues

after the sale of a
product (maintenance,

etc.
) J

N
Business to business

e-commerce

Y4

Offer to pay back the o
purchase price of a
product to customers
who are not satisfied
and send a "proof of
purchase" to the
manufacturer

A reduction in price. )

Maintain contact after
the sale to ensure
customer satisfaction. )

-

~N
The company with the
largest market share
in an industry

Designing and
producing the
container or wrapper
for a product

Y4

N

Using the telephone to

market or sell directly
to customers.




C Something owned

~
J

A service from a financial
adviser to spread a person’s
investment between a
number of assets, such as
shares, government bonds,
cash and property, so that
they can potentially earn
more money

\_

4( Asset

J

An independent examination
of an organization's records
and accounts to make sure

that they show a fair,
accurate and legal reflection
of the financial position of
the company at the
accounting date

-

J

share capital that a
company can issue, as
set out by the
company'’s
memorandum of

association
\__

(The highest amount of\

4( Audit

J

An amount a person
owes on one credit or
store card that they
can switch to another

L credit card

Authorized share
capital

J

A summary of a
company's assets
(what a company

owns) and liabilities
(debts a company
owes) at a pointin

time
\_

4( Balance transfer

J

by a court when a
person cannot pay
their debts when they
are due, which allows
the person’s property
to be sold to raise
money to pay their

creditors
\_

g A type of order issued h

4( Balance sheet

4( Bankruptcy

J

A person who gives a
gift, for example in a
will

\_

4( Benefactor

J

A statement, usually
issued once a year, of
the value of a person’s

. occupational pension

J

price The price that an
investor in a unit trust
can get for each unit if

th h them i
. ey cash them in

4( Benefit statement

J

An offer of free shares
to a company's
shareholders, related
to the number of
shares they already
have

\_

4( Bid price

J

A cheque that the
bank refuses to pay
out because the
person who wrote the
cheque does not have
enough money in their

L account to pay for it

4( Bonus issue

4( Bounced cheque

J

g A period of time that
starts on the first day
of the month and ends
on the last day, as
opposed to starting in
the middle of one
month and ending in

. the middle of the next

4( Calendar month

J

Money a business
spends on buying or
improving its fixed
assets, such as
equipment or

furniture
g

J

An asset on which a
person may need to
pay capital gains tax if
they sell or dispose of
it

-

J

A small fee charged as
a percentage of the
value of goods or
services for example,

. for foreign exchange

J

An agreement
between two or more
parties, which is
usually written and is
binding on everyone
concerned

\_

4( Commission

J

The type of money
used in a particular
country, for example

L the euro or the dollar

4( Contract

Understanding

Financial Terms

wlxllosaoll 0g9
ad o]l

N
Damage to a person’s

possessions by
accident, such as

Accidental damage }

Account }

spilling paint on a
carpet, that is covered
by some home

insurance policies

A record of spending
and income, provided

by a bank, post office
or building society

A type of unit of
income that a
company reinvests in a

Accumulation unit }

Administration fee }._.

unit trust instead of
paying it out
immediately to
investors

An amount you pay for
the time it takes staff
to make changes to
your financial product
or Service.

A credit card that
allows a person to
support an
organization such as a
charity; every time a

\,J

Affinity card

All risks

person uses the card
to buy something, the
credit card company
makes a small
donation to the
organization

) )
A home insurance

policy that covers a

Annual cover

person’s possessions
even if they take them
outside their home

An insurance policy
that a person must

Annuity

renew every year, such
as health or car
insurance

A regular amount paid
out to somebody from

Arrangement fee

an investment that is
linked to a managed
fund

4 )
A fee that a bank or

building society

Breach of contract

charges a customer
for arranging a loan

4
\
An act that breaks a

T 7 7 T T T

Break even

legal duty agreed in a
contract

A point at which a
company earns as
much money as it is

spending; with no
profit or loss, it ‘breaks

even
\ _/

Aloan given by a
lending institution to
‘oridge’ a time

k'_)

Bridging loan

difference between
buying a new home
and selling the existing
home

_/

A gap that occurs
when a body, often a

Budget deficit

Capital guarantee

government, plans to
spend more money
than it takes in

An investment that
guarantees that, at the
end of the agreed

Cash advance

term, a person will get
back at least the
amount they invested

A cash withdrawal
using a credit card, for

4( Currency

The risk that a person
might not repay a loan
or credit

N\

J

4( Credit risk

Understanding

Financial Terms

wllloian]l agd
aud o]l

Cash flow

which aperson may
pay a fee as well as
interest

A record of all the
money coming in
minus all the

Compensation

payments as they are
made, measured over
a particular time

An amount of money

Comprehensive motor

paid to make up for an
_ injury, damage or loss

Motor insurance that
covers a person for
damage to their car,

insurance

T 7 T 17 T 7T

resulting from any
accidents, theft and

fire

AN

Also known as the
exchange rate - a
changing rate at which

Conversion rate ):

a person can change
one currency for
another, for example
€1 for $1.20




N N\

g
(

\_ J
Assets that cannot be )
touched, such as goodwill
and patent rights
_ P 8 Y,

\_ J
A collection of a person’s
savings, such as shares,
bonds, property and cash
\_ property )

g

g J

International Bank Account
Number - an international

standard for identifying bank
accounts across national
borders

A tax on personal or business

IBAN

income

J N/ L

Somebody who advises on
life insurance, pensions and
investments, who is not

Income tax

employed by a particular
company selling such
services

An increase in prices, which

Independent financial
adviser

decreases the purchasing
power of money

J

Ability to get money

Inflation

straightaway without having
to give notice to a bank

Instant access

Somebody who acts as the
link between a person and an

Intangible assets

investment company and
advises them how to invest
their money and where

Investment broker

An insurance policy required
for mortgage-holders under

Investment portfolio

50 to ensure that the
mortgage will be paid off in
full if a person dies

J

The lowest amount that a
credit or store card company

Mortgage protection

Understanding
Financial Terms
(3)
wlllasaoll 0gd
3) adla]l)

~

will allow a person to repay
each month to clear their

debt

The value of an asset, as

Minimum payment

recorded in the books of

account, after depreciation y

o . )
A reduction in an insurance
premium, usually expressed
as a percentage of the total

Net book value

premium, that occurs if a
company doesn't claim on
their insurance policy over a
period of time

An organization, usually a
charity or public sector, that

No claims bonus

does not set out to make a

fit
profi y

The profit from a company's
main trading activity, (gross

Non-profit making body

profit minus operating
expenses) before deduction
of interest and taxes.

Operating profit

Overheads

. J
4 ,

The costs of running a
business, such as rent, heat
and light, advertising and
salaries
. J

(

A plan that makes loan
repayments if a person’s
income drops because of

% unemployment or sickness
(

A payment, usually every
month or every three
months, into a pension
scheme
. J

Payment protection plan
(policy)

.

An amount that an employer
takes straight from an
employee’s pay and uses to

Pension contribution

pay into a pension plan,
shown on an employee’s pay
slip

J

The amount of income on
which a person does not pay

Pension deduction

tax, depending on their age
and whether they are
married or have children

.

Like a payment, an amount
that a company must pay

Personal allowance

Understanding
Financial Terms
(4)
wlxllouas]| ogd
4) aJla]l)

regularly for insurance or
pension

J

\_

An account in a bank, or post

Premium

office, that allows a person to
build up savings and interest

J

\_

Aloan that is borrowed
against a particular asset,
known as security; if a

Savings account

person cannot make the
repayments when they are

due, the lender can take

ownership of the asset

J

A document that certifies
who owns shares in a
company by listing the type,

Secured loan

amount and serial numbers
of shares owned by the
shareholder

J

Y4

A method of paying fixed
amounts on a regular basis,

Share certificate

for example into a pension
fund

J

A market for stocks and W

Standing order

shares J

N \(

People who set up a limited
company or who pay

Stock exchange

amounts to receive
something regularly

Y4

N\

Subscribers

J
Assets that can be touched,
such as equipment and
furniture
J

N\

The amount of income on
which a person does not pay
tax, including their personal

Tangible assets

allowance and tax relief for
any mortgage or health
insurance payments

\_

Tax credit

J
A combination of all )
amounts, such as tax,
pension payments taken
from the gross pay )

\§

A way of owning property,
usually a holiday home
abroad, jointly with other

Total deductions

Understanding
Financial Terms
(5)
wlxlloiaoll 0g9
5) adlaJl)

people, each of whom takes
turns to occupy the property
for a fixed period

\_

AN

Insurance that can pay for
lost luggage or for medical

Timeshare

L S N N N N N - S N . S (R N S S S S (O U S

treatment needed for certain
illnesses and injuries when a
person travels abroad

J

Travel insurance

( )

N [C] A document
showing A company’s
financial position and
wealth at A particular
time. The balance

Balance sheet )\

Bank statement

sheet is often
described as A
‘photograph’ of A
company’s financial
situation at A

articular moment
P y,

n [C] information sent
regularly by a bank to
a customer, showing

\'/

Bidding

the money that has

gone into and out of

their account over a
particular period

\_ J

to offer to pay a
particular price for

Bonus

something, for
example a company in

X a takeover y

an extra amount of money
added to an employee’s

Boom

wages, usually as a reward
for doing difficult work or for

doing their work well
\_ 8 Y,

a time when business activity
increases rapidly, so that the

Branding

demand for goods increases,
prices and wages go up, and

Brand loyalty

unemployment falls
- Py Y,
the activity of giving brand
names to products,
developing people’s
awareness of them
1\ _J

the degree to which people
buy a particular brand and

Bribe

refuse to change to other

brands
\_ J

money that is paid secretly

Broker

and dishonestly to obtain
someone’s help

N J

a person or
organization whose
job is to buy and sell

T 777 7 7 T

shares, currencies,
property, insurance

L etc for others y

money that a company
gets from sales after
costs are taken away.
Cash generation is

Cash generation )\

often used in talking
about the degree to
which the company is

L Able to do this )

the manager with the most

Chief executive officer )\

Definition & Usage of
Common Business Words
aslid] ool plaxiwly oy pzi
JleYl 9

&

authority in the day to day
S management of a company Y,

to record on a special card or

Clock off/out }

Competitive

computer the time you leave
work
\

( something that helps you to

advantage

k be better than others

-

J L

product that copies a

Copycat product )\

Declining term policy }

competitor’'s idea for a
S product

\

A policy that protects a
person’s mortgage payments

Deeds

and ends as soon as they

have paid off their mortgage )

N\(

Documents that confirm that
a person owns a particular

-

DIRT

property, usually given as
security for mortgages

- J

Deposit Interest Retention
Tax - a tax paid by a bank on
the interest a person gets

from saving. The bank
deducts it from the interest
earned on behalf of the
customer

- J

The rate of interest that
customers can earn on

Deposit rate

Disposable income

money they keep in a bank
deposit account

\.

AN

Income available after a
person pays tax, loans and

Dormant account

buys basic goods and
services

\.

( An account that is no longer

Earnings cap

K used

-

A limit on the contributions
that can be paid into and the

A A

Endowment policy

benefits that can be paid out
by tax-approved pension
schemes

\_

AN

A savings plan that pays out
a lump sum on a certain date

p
Understanding
Financial Terms

(2)

2) alLa]l)

Exclusion

in the future or when a
person dies, whichever
happens sooner

J

Y4

An item, event or health
condition, for example, that

Financial adviser

is not covered by an
insurance policy

- J

Somebody who studies a
person’s earnings, savings

Financial statement

and spending and gives
advice on how to manage or
invest their money

- J

A company's statement that
includes the annual

T 7 7 7 T 77 7 7T

accounts, directors’ report
and so on

- J




