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Ready to Launch 

Course Outline & Objectives 

 

 

 

This course will: 

• Increase your awareness of and access to labour market integration resources, programs, 
and services. 

• Provide you with the necessary knowledge and skills within the English language and 
entrepreneurial field to prepare you to launch a business. 

• Connect you to opportunities with workplaces, organizations, mentors, and fellow 
entrepreneurs. 

• Equip you to and assist you with creating your own business plan.  
• Enable you to create work for yourself, and subsequently, employ others. 

 

 

By the end of this course, students will be able to… 
- have increased linguistic, cultural, technological, and entrepreneurial 
knowledge and skills.  
- use business jargon and social networking skills to network in the Alberta 
business community. 
- create a professional business plan 
- navigate various entrepreneurial licenses, regulations, permits, forms, and 
reports. 
- market a business with increased understanding about consumer preferences 
and market trends. 
- manage business finances wisely, including budgets, profits, and cash flow. 
- employ people according to Alberta labour laws and the Alberta Human 
Rights Commission. 
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Course Schedule & Vocabulary  

Lesson 1: Course Introduction & Zoom 
 

• Introduction to course, instructor,  
and Business Link 

• Class mingle activity 
• Learning contract & goal setting 
• Introduction to Zoom 
• Course dictionary 

 
Lesson 2: Professional Workplace Communication I 
 

• Business jargon & idioms 
• Professional meetings 
• Navigating clarifications,  

interruptions  
& differences of opinion 

 

 

Lesson 3: Professional Workplace Communication II 

• Professional emails and phone calls  
• Etiquette: do’s & don’ts 

 

 

 

Lesson 4: Employment Rights & Responsibilities 

• Federal & provincial labour laws 

• Skimming & scanning skills 

 

 

Absence  Access  Achieve  Catch up 
Commit  Contract  Entrepreneur Equip 
Etiquette  Expectation Goal  Integrate 
Labour market Launch  Linguistics Link 
Long-term Mute  Network  
Notification Objective Platform  Prepare 
Program  Province  Refrain  Resource 
Service  Short-term Subsequent Tailor 
Territory  Video conference   Zoom 

Charter (n) Deduction Discrimination Dismiss 
Employment laws  Exception Fire Gist 
Harassment Human right Illegal             Just cause 
Labour  Lay off  Legal  Notice (n) 
Obligation Overtime  Paystub  Prohibit 
Refuse  Report (v) Research Resign 
Scan  Skim  Statutory holiday  
Temporary leave  Terminate (v)          Union strike 

Acknowledge Address (v) Anticipate          Attachment 
Clarify  Closing  Concise  Conclude 
Follow-up Frequent  Generic  Greeting 
Housekeeping Interpret  Interrupt   
Meeting minutes Polite  Potential           Progression 
Prompt  Proofread Rapport  Recipient 
Remark (n) Rephrase Require  Resolve 
Response Scenario  Slang  Tact 
Tone  Transfer 

Acknowledge Action Address (v) Best regards Break the cycle 
Capacity to connect Circle back Clarify  Closing  
Common ground  Conclude  Core strength Drop the ball 
E.O.D.    Effective Efficient  Exit strategy Face time 
Game-changer Hit the ground running Housekeeping  Ideate  
Interpret  Interrupt   In terms of next steps / timelines 
Initial proposal Meeting minutes   Multitask  Onboard  
One-on-one Outcome  Pivot Polite  Potential           
Progression  Quiver  Restructure Roadblock Scalable 
Small talk Spearhead Tee off    Touch base Workflow
   
  
Prompt  Proofread Rapport  Recipient 
Remark (n) Rephrase Require  Resolve 
Response Scenario  Slang  Tact 

4



 
 
 

Lesson 5: Workplace Culture & Expectations 
 

• Canadian culture traits  
• Canadian workplace culture  

& expectations 

 
 

 
Lesson 6: Before You Start a Business 
 

• Ideation 
• Value proposition definition & canvas 
• Exploring & testing your business idea 

• SWOT analysis 

 

 

 

Lessons 7 & 8: Business Basics 
 

• Business structures & registration 
• Regulations, permits & licenses 
• Other important business  

considerations 

• Business culture in Alberta  

 

 

 

 

 

Advisory (n) Analyze (v) Assess (v)        Blog (n) 
Business model (n)       Canvas (n)         Capacity (n)     Checklist (n) 
Client base (n) Coach (v)     Competition (n)      Consult (v) 
Contractor (n) Core (n)      Credit rating (n)    Custom (adj) 
Decline (v) Delegate (v)  Discipline (n)          Drive (v) 
Economy (n) Expansion (n)    Feasible (adj)     Federal (adj) 
Form (v)  Foster (v) Franchise (n) Freelance (adj) 
Gain (n)             Growth (n) Guidebook (n)           Hub (n) 
Indigenous (adj) Innovate (v) License (n)       Market (n)     
Newsletter (n) Optimism (n) Permit (n)      Position (v)      
Potential (n) Presence (n) Procurement (n)        Profile (n)    
Proposition (n) Provider (n) Quality (n)      Referral (n) 
Relief (n) Require (v) Reward (n)   Seasonal (adj)   
Session (n) Stamina (n) Startup (n)      Sub-contractor (n) 
Supplier (n) Tailor (v)  Thrive (v)                 Validate (v) 
Webinar (n) Will (n)   

Abide (v) Abroad (adv) Annual return (n)         Applicable (adj) 
Article (n) Autonomy (n) Commitment (n)  Con (n) 
Connotation (n) Consideration (n)    Corporation (n) 
Declaration (n) Descriptive (adj)        Distinct (adj)           Distinguish (v) 
Element (n) Establish (v)  Export (v)          Extensive (adj) 
Fail (v)  Fee (n)   Fiscal (adj)       From scratch (id) 
Grant (v)  GST (n)   Identifier (n)  Import (v) 
Income Tax (n) Incorporation (n)  Independence (n) Legal (adj) 
Liability (n) Notice (n)  Partnership (n)  Payroll (n) 
Potential (n) Pro (n)    Regulation (n)           Reinforce (v) 
Reputation (n) Revenue (n)  Royalty payment (n)     Satisfaction (n) 
Shareholder (n) Sole Proprietorship (n)    Status (n)         Structure (n) 
Taxation (n) Track record (n)     Trade (n) Uncertainty (n) 
Unique (adj) Vision (n)  

Aspect (n) Association (n)      Automobile (n) Barrier (n) Bias (n)  Bookkeeping (n)     Compensate (v) 
Comply (v) Conduct (v)      Consent (n)  Consider (v) Consume (v) Credibility (n)     Critical (adj)      
Deduction (n) Enforce (v)      Expense (n)  Federal (adj) Fine (v)  Gross income (n)     Imprisonment (n)     
Lease (n) Mandatory (adj)      Municipal (adj) Net income (n)   Neutral (adj) Occasion (n)      Omission (n)      
Operate (v) Presence (n)      Prior (adv)  Production (n) Provincial (adj) Punctuality (n)      Refuse (v) 
Regulate (v) Sincere (adj)      Submit (v)  Sue (v)  Zoning (v) 

Achieve  Body language Chronological Constructive criticism 
Culture  Cyclical  Deadline  Direct           Effective 
Expressive Fairness  Hierarchy Indirect      Individualism 
Internal control Laws  Legal  Linear time Neutral 
Non-verbal Objective (adj) Obligation Policy  Posture 
Professionalism Punctuality Realistic  Regulation      Reputation 
Sectioned culture        Status Subjective Trait   Universal rules 
Values  Verbal  Violation 
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Lessons 9 & 10: Market Research I 
 

• Introduction to market research 

• Primary & secondary market  
research 

• Market research resources 

• Understanding customers 
 

 

 

 

Lessons 11 & 12: Market Research II 
 

• Target market identification (demography,  
interests, and segmentation) 

• Buying behaviours & consumer preferences 
• Understanding competition & industry trends 
• Product development & customer experience 

• Barriers to entering the market 

 
Lessons 13 & 14: Accessing Funds & Business Finances  
 
 

• Budgeting, bookkeeping & taxes 
• Building a good credit history 
• Financial projections 
• Cash flow management 
• Fixed versus variable costs 
• Start up costs 
• Financial literacy 

• Business fiscal responsibility 

 

 

Association (n) Assumption (n) Big picture (id) Classify (v)     Code (n) 
Collect (v) Dashboard (n) Data (n)  Database (n) 
Dealer (n) Design (v) Diverse (adj) Entry (n)          Exist (v) 
Feedback (n) Gather (v) Geography (n) In-depth (adj) 
Industry (n) Influence (v) Interpret (v) Invest (v)      
Life cycle (n) Local (adj) Majority (n) Minority (n)  
Operator (n) Overview (n) Potential (adj) Primary (adj) 
Profitable (adj) Qualitative (adj) Quantitative (adj)  Region (n) 
Relevant (adj) Reliable (adj) Research (v) Respondent (n) 
Revenue (n) Secondary (adj) Source (n) Statistic (n) 
Strategy (n) Survey (n) Target (n)      Technology (n)    Trend (n) 

Analytics (n) Associate (v) Census (n) Chamber (n) Characteristic (n)  Commerce (n) Consistent (adj) 
Demographics (n)  Expenditure (n)  Ideal (adj) Insight (n) Member (n) Offer (v)  Operate (v) 
Socio-economics (n) Substitute (n)  

Brainstorm (v)  Focus group (n) 
Follow-up (n)  Guidelines (n) 
Insight (n)  Moderated (adj)  
Operational (adj)       Potential (adj)         
Semi-structured (adj) Strategy (n) 
Survey (n) 

Appeal (v) Applicable (adj)      Association (n) 
Charge (v) Expand (v)      Expense (n) 
Method (n) Monitor (v)      Operational (adj) 
Reach out (v-ph) 

Actual (adj) Advertise (v) Allocate (v) Asset (n) 
Average (adj) Bookkeeping (n)      Break-even point (n)      Budget (n) 
Capital (n) Carpenter (n) Cash flow (n) Conservative (adj) 
Continuous (adj) Credit bureau (n)      Credit history (n)      Cycle (n) 
Deposit (n/v) Estimate (v/n) Examine (v) Exchange (v) 
Expense (n) Financier (n) Fitness (n) Fixed (adj) 
Fundamental (adj)  Goods (n) Graphic design (n)     Impact (v) 
Inventory (n) Invoice (n) Lasting value (n)  Liability (n) 
Operate (v) Operational (adj)  Period of time (n)      Policy (n) 
Projection (n) Projection (n) Receipt (n) Records (n) 
Renovation (n) Represent (v) Revenue (n) Revenue (n)   Sales (n) 
Secure (adj) Software (n) Stock up (v-ph) Subtract (v) 
Supplies (n) Thorough (adj) Timber (n) Utilities (n)     Utility (n) 
Variable (adj) Visual (adj) Withdrawal (n/v)  Writer (n) 

Advance (adj) Affiliate (v) Capacity (n) Cash flow (n) Collateral (n) Consequence (n)  Consult (v) 
Contribute (v) Crowdfunding (n)  Debt (n)  Donate (v) Equity (n) Exempt (adj) Expense (n) 
Financial statement (n) Fiscal (adj) Impose (v) Incorporate (v) Incur (v)  Inventory (n) Invest (v) 
Keep track (v-ph)  Lease (v) Limit (n)  Line of credit (n)  Measure (v) Net worth (n) Offer (v) 
Predict (v) Realistic (adj) Revenue (n) Sustainable (adj)   
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Lessons 15 & 16: Marketing 
 

• Understanding effective marketing 
• Marketing channels 
• Ideas for small businesses 
• Marketing online 

• Customer service 

 

 

 

 

Lessons 17 & 18: Business Planning I  
 

• Business & contingency planning 
• Components of a business plan 
• Business plan template 

• Draft business plan writing & review 

 

 

 

 

 

Lessons 19 & 20: Business Planning II  
 

• Market research methods 
• Primary market research task 

• How to use market research in your  
business & plan 

 

 

Advertise (v) Aggressive (adj)      Aim (v)      Assertive (adj) 
Billboard (n) Branding (v)      Capture (v)       Channel (n/v) 
Cold calling (n) Compile (v)      Confident (adj) Craft (v)   
Cross sell (v)     Demographics (n)      Depersonalize (v) Distinct (adj) 
Effective (adj) Element (n)      Empathy (n)   Exceed (v) 
Express (v) Geographics (n)      Lead (n)      Marketing (v)     
Narrow down (v-ph) Nurture (v) Pattern (n) Podcast (n) 
Promote (v) Psychographics (n)     Resolve (v)      Self-control (n)       
Sociographics (n)  Sponsor (v) Stage of life (n)   Strategy (n) 
Track (v)  Trade show (n)  Unite (v)  Upsell (v) 

Brand (n) Cohesive (adj)  Consistent (adj)  Digital (adj) Drive traffic (id)  Engage (v) 
Enlarge (v) Fine tune (v-ph)  Impression (n)  Logo (n)  Loyalty (n)  Maximize (v) 
Minimize (v) Network (n)  Optimize (v)  Platform (n) Rank (v)   Refer (v) 
Search engine (n)  Tip (n)  Trick (n)   

Accountability (n)  Assumption (n)  Avatar (n) 
Deadline (n) Element (n) Establish (v) Execute (v) 
Executive (adj) Fictitious (adj) Forecast (n) Funding (n) 
Ideal (adj) Identify (v) Implement (v) Investor (n) 
Keep on track (id)  Matrix (n) Measurable (adj) 
Metrics (n) Milestone (n) Operation (n) Persona (n) 
Pinpoint (v) Predict (v) Realism (n)     Representation (n) 
Segment (n/v) Solution (n) Specialize (v) Summary (n) 
Sustain (v) Tactic (n)  

Accounting (n) Appendices (n) Back up (v-ph) Brochure (n) Coverage (n) Differentiate (v)  Distinguish (v) 
Draft (n)  Fixture (n) Luxury (adj) Maintenance (n)  Outline (v) Perceive (v) Photocopy (v) 
Positioning (v) Postage (n) Premium (adj) Proposition (n) Repair (v) Retail (n)  Stationary (n)      
Unique (adj) Vendor (n) Workflow (n)  

Advisor (n) Balance (n) Bio (n)  Champion (n) 
Contribute (v) Efficient (adj) Expertise (n) Found (v) 
Hub (n)  Improve (v) Income  Intend (v) 
Manufacture (v) Mission (n) Relevant (adj) Shareholder (n) 
Statement Strategy (n) Suitable (adj) Tie (v)  
Vision (n) 

Highlight (v) To date (ph) Progress (n) Execute (v) Summary (n)  
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Lesson 21: Business Networking Preparation 
 

• Formal conversation practice 
• Social networking do’s & don’ts 
• Creating a one-sentence pitch 

• Networking practice 

 

Lesson 22: Business Networking Event 
 

• Networking event with Business Link, mentors, and 
entrepreneurs in the market. 

 

 

  

Approach Attend  Balance  Benefit 
Brag (v)  Catalyst  Collaborate      Confidence 
Courage  Eager (adj) Exchange Impress 
Initiate  Interaction Introduce       Involvement 
Mentor  Network  Open-ended  
Overcome (v) Pitch (n)  Pry (v)            Research 
Resource Role (n)  Thoughtful 
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Local Resources 

Advantage Bookkeeping & Business Consulting – Peter Lepinski 

 https://bigbizgrowth.com/ 780-538-4699  peter@bigbizgrowth.com 

 

Business Link – Jean-Jacques Mitakaro 

 www.businesslink.ca  780-644-1700  jean-jacques@businesslink.ca 

 

Ello Marketing & Design Co. – Reah Jarvis 

 https://www.helloello.ca/ 780-833-5270  info@helloello.ca 

 

GP Promotional Products Ltd. – Ray 

 https://www.promotionscanada.com/        780-538-1306   ray@promotionscanada.com 

 

Ignite Marketing & Productions – Brandon 

 https://ignitemp.com/  780-897-1943  bk@ignitemp.com  

 

Online Resources 

7 Most Common Cultural Differences 
https://www.companymatch.me/news/english/7-common-cultural-differences-in-
the-workplace/ 

Alberta Labour Laws 
https://www.afl.org/your_rights 

Alberta Statutory & Non-Statutory Holidays 
https://www.alberta.ca/external/esiv/general-holidays/ 

Alberta Pay Deductions 
http://www.alberta.ca/deductions-from-earnings.aspx 

Business Body Language 
http://www.sideroad.com/Business_Etiquette/business-body-language.html 
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Business Link’s Online Business Plan Tool 
https://businesslink.ca/what-we-do/resources/interactive-business-plan-builder/ 

Business Plan Template 
https://www.bdc.ca/en/articles-tools/entrepreneur-toolkit/templates-business-guides/business-
plan-template 

Canadian Time Zones 
https://twitter.com/akgtcanada/status/997633808135540738 

Canada Revenue Agency – Online Business Registration 
https://www.canada.ca/en/revenue-agency/services/tax/businesses/topics/registering-your-
business/bro-register.html 

Employer’s Complete Guide – Alberta 
https://alis.alberta.ca/media/698427/employersguide.pdf 

Federal Labour Standards Complaint Form 
https://www.canada.ca/en/employment-social-development/services/labour-
standards/reports/filing-complaint.html 

Learner’s Dictionary 
www.learnersdictionary.com 

Legal Documents: Alberta Human Rights Commission 
https://www.canlii.org/en/ab/laws/stat/rsa-2000-c-w-15/latest/rsa-2000-c-w-15.html 

https://www.qp.alberta.ca/documents/Acts/A25P5.pdf 

Legal Documents: Canadian Charter of Rights & Freedoms 
https://www.chrc-ccdp.gc.ca/eng/content/human-rights-in-canada 

Legal Documents: Canadian Human Rights Act 
https://www.chrc-ccdp.gc.ca/eng/content/human-rights-in-canada 

Legal Documents: Occupational Health & Safety Act 
https://www.qp.alberta.ca/1266.cfm?page=O02P1.cfm&leg_type=Acts&isbncln=978
0779800865&display=html 

Pixabay – Free Images 
https://pixabay.com/en/ 

Provincial OHS Standards Complaint Form 
https://www.alberta.ca/file-complaint-online.aspx 
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Worker’s Compensation Board – Alberta 
https://www.wcb.ab.ca/ 

Workplace Culture 
https://pwp.vpl.ca/siic/job-search-resources/workplace-culture/ 

Workplace Rights & Responsibilities 
https://www.albertahumanrights.ab.ca/employment/employee_info/Pages/employ
ee_rights_and_responsibilities.aspx 

 

 

How-To Videos 

How to Use Zoom 
https://www.youtube.com/watch?v=9w3Y_9FLgc4 

Networking / Elevator Pitch 
https://www.youtube.com/watch?v=4hIyAeQbUnU&list=PLhoch0gg_62i5skcTGMNX
L9yJNo_UaNuM&index=43&t=0s 
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Ready to Launch: Learning Contract 

 This course is funded by the Government of Alberta’s Settlement, Integration, and 
Language Projects (SILP) division. It will consist of two 3-hour classes per week over the course 
of 12 weeks of instruction. All classes will take place at (institution/building name), which is 
located at (address). The objective of this course is to give you knowledge, skills, and 
connections that prepare you to launch your business. There is a significant amount of course 
material to cover throughout these 24 classes, and therefore, it is crucial for students to make 
the most of their learning opportunity by attending and fully engaging in classes. 

Students who wish to succeed in this course must agree to: 

� Attend a minimum of 85% [or 21 / 24] classes and notify my instructor of absences 
before missing class. 

� Make up for missed classes by catching up on course content. 

� Arrive to class on time and prepared. 

� Actively participate in class learning, activities, and discussions. 

� Only use the English language in the classroom unless otherwise permitted by my 
instructor. 

� Attempt to use English more often outside of class. 

� Silence all technology notifications during class and refrain from using technology for 
personal purposes during class. 

� Review class content and prepare for each class by studying the provided vocabulary. 

� Complete homework assignments on time. 

� Respectfully communicate with my classmates and instructor at all times. 

� Contribute to a positive learning environment by helping classmates when needed. 

� Ask questions when needed and remember that mistakes are necessary parts of learning. 

By signing this learning contract agreement, I commit to meet the above expectations to the best 
of my ability and discuss any issues meeting them with my instructor. 

_________________________     __________________________    ______________________ 
[Student’s Printed Name]        [Student’s Signature]      [Date] 
 

By signing this agreement, I commit to supporting the student’s learning and ability to meet the 
above expectations. 
_________________________     __________________________    ______________________ 
[Instructor’s Printed Name]           [Instructor’s Signature]                  [Date] 
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Goal-setting involves thinking about what we want both short-term and long-term, and planning 
what we need to do to achieve those goals. 
 

Think about why you are taking this course. 

1. What do you hope to learn in this course? 
 
 
 

2. What do you hope this course prepares you for?  
 
 
 

3. What made you interested in entrepreneurship? 
 
 
 

4. What are your business goals? 
 
 
 

5. How will you commit to this course and help yourself reach your goal? 
 
 
 

6. How can your instructor help you reach your goal?  

 

  

13



 
 
 

What are your short-term goals? [ex. make a business plan, learn about my skills, etc.] 

SHORT-TERM 
GOAL 

STEPS TO ACHIEVE IT TIMELINE 

1)  
 

  

2) 
 

  

3) 
 

  

4) 
 

  

5) 
 

  

 

What are your long-term goals? [ex. start my own business, develop business connections, etc.] 

LONG-TERM GOAL STEPS TO ACHIEVE IT TIMELINE 
1)  
 

  

2) 
 

  

3) 
 

  

4) 
 

  

5) 
 

  

 

What specific skills do you think you will need to reach your short-term and long-term goals? 

How will you develop those skills? 

_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
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HOW TO USE 

 
1. What is the zoom website?  

 
 

2. When creating an account, what are the three options for signing up?  
 
 

3. TRUE OR FALSE: To host or join a meeting, you have to create an account. 
 
 

4. Which two controls are important for participants to adjust as soon as they join a meeting?  
 
 

5. Which of those two does a host have a lot of control over?  
 
 

6. How can a host invite participants? 
 
 

7. How can a host show participants their computer screen?  
 
 

8. How can participants interact during a presentation?  
 
 

9. TRUE OR FALSE: The host has control over chat use. 
 
 

10.  How can a host look back at the meeting?  
 
 

11. How can a participant leave a meeting or a host end a meeting?  
 
 

12. TRUE OR FALSE: You need to pay for a Zoom subscription to attend a meeting. 
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A Deep Dive Between Business Managers 

By Evan Williams 

For years, Sara had watched him across the staff room with the idea of 
asking him out, but it had just never seemed scalable. Until today.  

“Jared,” Sara began, with a quiver in her voice, “I just wanted to reach out 
and see if you had the capacity to connect with me over drinks tonight.”  

Jared did not facilitate a response immediately, and, as she waited, Sara 
began to wonder whether she’d dropped the ball on this entirely. Should she 
have started with small talk? Probably, but it was too late now. “Unfortunately, I 
can’t,” Jared finally said.  

Sara felt her heart break apart. I should never have actioned this, she 
thought. “But,” Jared pivoted, “I can do Thursday.”  

Her heart circled back. He hadn’t rejected her; they had just hit a 
roadblock. “Let me check my calendar,” she said, having learned that appearing 
to be cool in situations like these can be key.  

“Actually, you know what?” Jared said. “Back to your initial proposal of 
connecting today. What were you thinking in terms of timelines?”  

“6:30 P.M.?” she said.  

“With some restructuring, I think I will be able to give you some face time 
then,” he said.  

“That’s a good outcome,” Sara said, with a grin. “I’ll see you E.O.D.”  

That afternoon, her workflow was significantly compromised. Going 
forward, nothing was as exciting as touching base with Jared. She spent the rest 
of the day overwhelmed, which was strange, because multitasking was usually 
one of her core strengths.  

As 6:30 P.M. rolled around, she felt nervous. I can’t believe this is actually 
about to tee off, she thought to herself.  

When Jared arrived right on time, it was a real game-changer. 
Unfortunately, the conversation was not nearly as impressive.  

“I guess one of us should go order drinks,” Sara said, to break the cycle.  
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“Oh,” Jared said, reaching for his wallet. “Let me spearhead that.”  

After the first couple of drinks, they began to find some common ground. 
And, by the third, they found themselves on a deep dive, deeper than either of 
them had ever dived before during an initial one-on-one. Partway through the fifth 
drink, they were holding hands.  

“We’re closing up,” the bartender boomed.  

“Closing up?” Jared said. “But it feels like we only just started making 
progress!” They laughed and pursued an exit strategy.  

“Well, this is me.” Sara said at her doorstep.  

“It was great to connect with you tonight,” Jared said. They stood 
awkwardly for a few moments.  

“O.K. then, I’d better be off,” Jared said, reluctantly.  

“Best regards,” Sara said.  

“Best,” Jared said.  

He had barely begun executing his walk home when he heard Sara call 
out. “Wait!” she yelled. “I know this is a bit weird because we just met and all . . . 
and I’m just ideating here . . . but in terms of next steps, do you think there’s any 
chance I could . . .” She sighed, frustrated by her inability to communicate 
efficiently and effectively. “Do you think I could onboard you into a relationship?” 
she asked.  

Jared lit up. They hit the ground running, toward each other. 

 

 

 

 

 

 

Copyright 2017 The New Yorker. https://www.newyorker.com/humor/daily-shouts/a-deep-dive-
toremember-a-love-story-between-business-managers-written-by-a-business-manager 

17



 
 
 

Business Jargon Activity: A Deep Dive 

Word / Phrase Meaning Sentence 
Action  

 
 
 

 

Best regards  
 
 
 

 

Break the cycle  
 
 
 

 

Capacity to 
connect 

 
 
 
 

 

Circle back  
 
 
 

 

Common ground  
 
 
 

 

Core strength  
 
 
 

 

Drop the ball  
 
 
 

 

E.O.D.  
 
 
 

 

Effective 
 
 

  

18



 
 
 

Efficient  
 
 

 

Exit strategy  
 
 
 

 

Face time  
 
 
 

 

Facilitate  
 
 
 

 

Game-changer  
 
 
 

 

Hit the ground 
running 

 
 
 
 

 

Ideate  
 
 
 

 

In terms of next 
steps 

 
 
 
 

 

In terms of 
timelines 

 
 
 
 

 

Initial proposal  
 
 
 

 

Multitasking  
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Onboard  
 
 
 

 

One-on-one  
 
 
 

 

Outcome  
 
 
 

 

Pivot  
 
 
 

 

Quiver  
 
 
 

 

Restructure  
 
 
 

 

Roadblock  
 
 
 

 

Scalable  
 
 
 

 

Small talk  
 
 
 

 

Spearhead  
 
 
 

 

Tee off  
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Touch base  
 
 
 

 

Workflow  
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Clarification Scenarios 

Use modal verbs to come up with polite statements and questions for the 
examples. 

 

1. An employee speaks too quietly in a meeting. 
 
 

 

2. An employee frequently arrives at work late. 

 

 

 

Workplace Conflict Scenarios 
3. You are preparing to present for a work meeting. There is one employee, Trevor, who 

always makes sarcastic, off-topic comments after presentations that the other employees 
always laugh at. You feel that his comments are meant to undermine your authority. What 
should you do? 
 
 

 
 
 

4. You have an employee, Karen, who likes to talk about politics at work. You understand 
that politics are important, but you think her political views are a little extreme and that 
work isn’t the place for such discussions. In other areas, Karen is a great employee. You 
have thought of just letting her share her opinions, but she can make other employees 
uncomfortable and start heated conversations. What should you do? 
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You are the CEO of a big company and have managers to handle the day-to-day matters. 
Jane is an attractive female employee at your company. Jane has been promoted on a 
regular basis by one manager and is making a large salary for her age. Lately, that 
manager has been flirting more and more with Jane and you can see that the situation is 
escalating. What should you do? 
 
 
 
 
 
 

5. Joe is your secretary in charge of customer service. A customer calls and demands to 
talk with the manager of the bank. Joe usually handles such calls himself, so he tries to 
help the customer. The man starts using abusive language. What should you do? 
 
 
 
 
 
 
 

6. You have an employee who has been dressing inappropriately at work. You value this 
employee and want to handle the situation carefully. What should you do? 
 
 
 
 
 
 
 

7. You are friends with a fellow local business owner. Their company doesn’t seem to hire 
minorities, which you friend says is to ensure “clear communication” in the workplace. 
You think her comment is offensive and even slightly racist. However, you don’t want to 
tell another business owner how to run their business. What should you do? 

 

 
 

Scenarios adapted from https://foxhugh.com/non-fiction/36-workplace-scenarios/ 
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Interruption Scenarios 

1. In a meeting at your office, one employee has many opinions to share and 
does most of the talking. You want to respect their opinions and ensure they 
feel valued, but you also want to hear what other employees have to say. 
 
What should you say? 
 
What if many employees have a habit of interrupting and talk over one 
another? 
 
 

2. You own a clothing store with 10 employees. The staff is in a meeting to 
discuss some recent customer complaints. It is already past the time when 
the meeting was supposed to end. There are multiple things left to discuss, 
but you have an appointment you will be late for if you don’t leave right 
away. Your assistant manager is sharing an important point about good 
customer service.  
 
What should you say? 
 
 

3. Your employees hesitate to share their opinions in meetings. When they do, 
a well-meaning supervisor is quick to criticize their ideas because she sees 
how they may not work. You value their opinions and want them to feel 
appreciated at your company. 
 
What should you say? 
 
 

4. Your company is discussing new marketing options. One of your employees 
brought up an excellent idea. Getting excited, you accidentally interrupted 
and started brainstorming his idea. You just realized you took over his point. 
 
What should you say? 
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Expressions for Making, Accepting, and Refusing a Request 

Introducing an Issue 

• There’s something I’d like to discuss. 
• (Indirect) I’m afraid there is a slight problem with [my schedule]. 
• (Direct) I want to complain about [my schedule]. 

Making Requests 

• I was wondering if it would be possible to……. 
• I believe I’m entitled to / I deserve…… (a pay raise / a day off) 

Language to use to show understanding/agreement on a point: 

• That’s a fair suggestion. 
• So what you’re saying is that you… 
• In other words, you feel that… 
• You have a strong point there. 

Language to use for objection on a point or offer: 

• I understand where you’re coming from; however,… 
• I’m prepared to compromise, but… 
• The way I look at it… 
• If you look at it from my point of view, … 
• That’s not exactly how I look at it. 
• I’d have to disagree with you there. 
• I’m afraid that doesn’t work for me. 

Rejecting Requests 

• I’m afraid that’s just not possible at the moment. 
• That’s out of the question. (strong) 
• I’m afraid I have to turn your request down. 
• We may be able to consider that in the future. 

 

https://www.englishcurrent.com/roleplays/work-negotiation-role-plays-expressions/ 
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Sample Emails 
Subject: Reactions to Casual Dress Policy 
 
Dear Staff, 
 
Human resources is considering implementing a casual dress policy in the workplace. 
Please provide feedback on the questions below as management considers changing its 
current policy. 
 
Increasingly, staff are noting that they would feel more comfortable and productive in 
the work environment if they were able to dress casually. However, there is no 
agreement on what constitutes an acceptable level of "dressing down" at our company. 
Here are some questions to consider: 

1. What can be considered casual dress while remaining professional? 
2. Should our policy restrict body art such as tattoos or piercings? 
3. What policies should we implement if clothing is deemed offensive? 
4. Should we institute a casual dress policy? 

Your input would be greatly appreciated. Your opinions can then be discussed at the 
managers' meeting on October 1. Please respond to the above questions by September 
29. If you have any questions or concerns, feel free to email me at 
mandypenney@uwloo.ca. Thanks! 
 
Best, 
Julia Ali 
Human Resources Specialist 
XY Genetics, Inc. 

 

 

 

 

 

 

 

 

https://uwaterloo.ca/writing-and-communication-centre/resources-writing-professional-emails-
workplace  
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Subject: Re: Paperwork 

Hi Janna 

Yes, sorry I couldn't talk to you when you stopped by.  I am not able to meet with 
you at the times you suggested but can see you  on Tuesday at 1:30.  I will advise 
the school that you will be here for about 45 minutes.  I will have you meet with 
Sam, our payroll specialist who will be enrolling you in our benefit plan.  This will not 
be a problem with the school Janna, so please don't feel concerned about that. 

 

Yes, please bring your void cheque and criminal and CIC checks with you, and that 
will be all. 

 

I look forward to meeting you and hope that you enjoy your weekend away. 

 

 

 
 

Deanna Doan 

Human Resources Coordinator 

Red Deer Public Schools 
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Subject: Grande Prairie Multiplex's Second Cup! 

 

Hi Janna, 

 
Thank you so much for your resume. If you are still interested I would like to get together with you for 
an interview. 
 
Please let me know what days/time works the best for you to meet. Also what time works best to give 
you a call to set up a meeting place. 
 
Talk soon. 
 
Connie Anderson 
Franchise Partner/Owner 
The Second Cup Ltd. 
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Subject: Marketing Meeting Canceled 

 
Hi team, 

The marketing strategy meeting scheduled for this afternoon has been canceled. 

I apologize for the late notice, but I know everyone will welcome the extra time back in 
their day. We will reconvene at our regularly scheduled time next Wednesday. 

Thanks, 

Gretchen Van Buren 
Senior Marketing Manager 

 

https://www.indeed.com/career-advice/career-development/how-to-write-a-professional-email 

 

 

Subject: Re: Availability for Introductory Meeting 
 

Hi Elizabeth, 

I just wanted to check back in regarding the date for your meeting with Mr. Al-Jamil. Just 
let me know whether June 5 or June 6 works better for your schedule. 

Thank you! 

Adam Moore 
Executive Assistant 
123 Company 

 

https://www.indeed.com/career-advice/career-development/how-to-write-a-professional-email 
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Email Practice 

 

 

 

 

 

 

 

 

 

1       

 

 

Employer 

You are the owner of shoe store. You pay your new 
employees $15 an hour, which is the minimum wage. 
Today, one of your employees sent you an email.  
Read it and write a response. 

Employee 

You work at a shoe store in town. When you were hired, you were given the 
minimum wage of $15 an hour. Six months have passed since you were hired. 
You believe you deserve a raise (think of reasons why you deserve one). 
When ready, politely email this request to your boss. 

Employer œ man 

You run a small company. You have six employees. Five of 
them are men and one is a woman. The female employee is 
an accountant. 
Today, the accountant sent you an email. 
Read it and write a response. 

Employee œ woman 

You are an accountant in a small company. Whenever there is a meeting, your 
boss asks you to make coffee for everyone. He also asks you to water the 
plants in the office twice per week. 
These duties are not part of your job description as an accountant. However, 
you are the only woman in the office, so you believe that is why your boss asks 
you to do this.  
Email your boss today about this issue. 

Employer 

You are the owner of a small company, which has six 
employees. 
You have recently hired a new receptionist. Your company is 
very busy, so it‘s important that this receptionist is in the 
reception area to greet clients and answer the phone at all 
times. 
Today, they sent you an email. 
Read it and write a response. 

Employee 

You were hired as a receptionist at a small company last week. Every day, you 
work from 8 to 3 pm. Your boss is very demanding, and they want you to be by 
the telephone and the reception area all day without breaks. 
You have recently learned that workers are entitled to a 30-minute break for 
every 5 hours of work in Canada. 
Email to your boss and try to convince them to let you have a break every day. 
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Answer the questions using your knowledge of class content and discussion. 
 

1. How many stages do professional meetings have? 
a. 3  b.   4   c.   5 

 
2. True or false: Modal verbs make our questions and statements more polite. 

a. True     b.   False 
 

3. Which is not a modal verb? 
a. Would / Should   b.   Can / Could 

c.   Will     d.   If 
 

4. Write two sentences that correctly ask for clarification. 
 

a. ___________________________________________________________ 
 

b. ___________________________________________________________ 
 
 

5. Which is NOT a reason to interrupt? 
 

a. To agree    b.   To give a different perspective 

c.   To move on / progress  d.   To show interest 
 

6. Write two sentences that politely correct someone who interrupted you. 
 

a. ___________________________________________________________ 
 

b. ___________________________________________________________ 
 
 

Ready to Launch 
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7. Write two sentences to politely apologize when you have accidentally interrupted. 
 

a___________________________________________________________ 
 

b. _________________________________________________________ 
 

8. Write two sentences that politely interrupt someone to keep a meeting on time. 
 

c. ___________________________________________________________ 
 

d. ___________________________________________________________ 
 
 

9. Write two ways to politely express your opinion. 
 

e. ___________________________________________________________ 
 

f. ___________________________________________________________ 
 
 

10. Write two ways to politely disagree with someone. 
 

g. ___________________________________________________________ 
 

h. ___________________________________________________________ 
 
 

11. What is tact? 
 
12.  Which is NOT something that determines whether an email looks professional? 
 

a. Email address & subject line b.   Greeting & closing 

c.   Use of adjectives   d.   Formal vocabulary & font 
 

13.  Which is NOT something that makes phone calls professional? 

a. Always establish a friend  b.   Friendly tone & manners 
connection 

c.   Purpose of call & permission d.   Greeting & closing 
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Your rights and responsibilities: 
 
The Alberta Human Rights Act (AHR Act) prohibits discrimination in employment based 
on the protected grounds of race, colour, ancestry, place of origin, religious beliefs, 
gender, gender identity, gender expression, age, physical disability, mental disability, 
marital status, family status, source of income, and sexual orientation. (You can read 
more about the protected grounds.) Employers are expected to create an inclusive 
workplace that respects the dignity of every individual. Employees can play an 
important role in creating an inclusive workplace by understanding their rights and 
responsibilities under the AHR Act. 

Employees have the right to: 

• work in a respectful, inclusive work environment free of discrimination 
• be accommodated based on their needs related to the protected grounds in the AHR 

Act 
• make a complaint to the Alberta Human Rights Commission if they believe 

discrimination occurred based on a protected ground under the AHR Act 

Employees are responsible for: 

• carrying out the duties of their position 
• complying with workplace rules, regulations, policies and legislation 
• informing the supervisor or manager of any discriminatory behaviour 
• treating clients, coworkers and the public with respect and dignity 
• ensuring that they do not participate in discriminatory conduct based on a protected 

ground 
• informing the employer of their needs for accommodation based on the protected 

grounds under the AHR Act 

The AHR Act works to ensure that the workplace is free of discrimination in all aspects 
of the employment process, including recruitment, promotions, assignments, and the 
termination of employment. Employers have the primary obligation under 
the AHR Act. Employees have a responsibility to help employers create a workplace free 
of discrimination, and to cooperate with and participate in the employer's attempts to 
accommodate the employee's needs that are protected under the Act. 

Employers, jointly with employees (and unions, if applicable), are responsible for taking 
reasonable steps to accommodate employees' needs related to the protected grounds. 
Employers are required to provide accommodation to the point of undue hardship. You 
can read more about accommodation and undue hardship. 
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Employees requiring accommodation need to cooperate with the employer to find a 
workable option. Employees are expected to cooperate with the employer in 
accommodating coworkers. For example, if an employee is on light duties because of a 
disability, other employees may be asked to carry out certain tasks that the employee 
with the disability is unable to do. 

Employers are responsible for ensuring that the work environment is free from 
discrimination based on the protected grounds. Employees are responsible for ensuring 
they do not participate in discriminatory behaviour. For example, employees should not 
make offensive jokes or comments based on a coworker's race, gender or any other 
protected ground under the AHR Act. 

Employers cannot require employees to "sign away" their human rights. 

An employer's liability for discrimination is not necessarily limited to the workplace or 
work hours. Employers may be liable for discrimination that occurs outside normal work 
hours and that has implications or repercussions in the workplace. Employees must 
ensure they do not indulge in offensive behaviour at the workplace or away from the 
physical workplace. For example, an employer may be held liable for discriminatory 
incidents during business trips, company parties or other company-related functions. 

It is important that employees who make complaints of harassment or discrimination 
keep detailed notes of the discriminatory action(s) or behaviours. Names of witnesses 
should be recorded in the event the complaint proceeds to an internal workplace 
investigation or a formal human rights complaint at the Alberta Human Rights 
Commission. 

Human rights issues arising in a workplace must be afforded an employer's utmost 
attention and diligence. Employers have a responsibility to promptly investigate an 
allegation of discrimination. If an allegation is substantiated, the employer needs to 
take appropriate action to ensure the discrimination stops. Employees may need to 
participate in the investigation. It may be useful for an employee who is making an 
allegation of discrimination to wait for the results of an internal employer investigation 
before taking other steps, such as making a complaint under the Act. Calls to the 
Commission's confidential inquiry line to discuss a particular situation are welcome. 

All employees, together with employers and unions, have responsibilities under 
the Act and only by working together can they create a respectful, inclusive workplace 
free of discrimination. 
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Rights & Responsibilities in the Alberta Human Rights Act  

Employees’ Rights Employers’ Rights 

-  
 
 

-  
 

-  
 
 

-  
 

-   
 
 

-  
 

-  
 
 

- 

 

Employees’ Responsibilities Employers’ Responsibilities 

-  
 
 

-  
 

-  
 
 

-  
 

-  
 
 

-  
 

-  
 
 

-  
 

-  
 
 

- 

-  
 
 

- 
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Answer the questions using your knowledge of class content and discussion. 
 

1. Which reading skill gives you general understanding? 
i. Skimming     b.   Scanning 

 
2. Which reading skill helps you find specific details & information? 

j. Skimming    b.   Scanning 
 

3. According to the Alberta Human Rights Act, whose responsibility is it to ensure 
the work environment is safe and free from discrimination? 

k. Employer    b.   Supervisor 
c.   Employee    d.   All of the above 
 

4. True or false: According to Alberta labour laws, employees can refuse unsafe 
work if they give up their pay for that day. 

l. True     b.   False 
 

5. According to the Alberta Human Rights Act, whose responsibility is it to report 
unsafe situations, incidents, and discrimination? 

m. Employer    b.   Supervisor 
c.   Employee    d.   Supervisor & Employee 
 

6. Whose responsibility is it to provide Personal Protective Equipment (PPE), first aid 
kits, and all other necessary safety equipment in the workplace? 

n. Employer    b.   Supervisor 
c.   Employee    d.   All of the above 
 

7.  According to Alberta’s labour laws, what is the minimum wage for employees 
age 18 and above? 

b. $14.50    b.   $13 
c.   $15     d.   $16.50 

Ready to Launch 
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8.   How many hours can a full-time employee work before they must be paid overtime 
(time and a half)? 

a. 8 hours per day / 40 hours per week 
b. 8 hours per day / 44 hours per week 
c. 8 hours per day / 56 hours per week 

 
9.   True or false: An employer must provide 24 hours of notice if an employee’s shift 
changes and 8 hours off between an employee’s shifts. 

a. True     b. False 
 

10.   True or false: An employer must pay employees for at least 5 hours of work 
whenever they are required to go to work. 

       a. True      b. False 
 

11.   True or false: An employer must provide employees with a 30-minute break after 
every 5 hours of work (which can be broken up into smaller breaks). 

a. True     b. False 
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Discussion Questions 

1. How much personal space should you give a co-worker? A boss? A friend? A 
stranger? 
 

2. Who do you give direct eye contact to? Who should you avoid eye contact 
with? How long do you give eye contact for? 
 

3. Do you shake hands? Should you give a firm or loose handshake? Do you 
make eye contact when you do? Do you smile? 
 

4. What is considered professional work attire? How do you know the 
company’s dress standards? Are trendy haircuts and colours okay? Tattoos? 
 

5. What kind of posture do you have at work? In a meeting? In an interview? Do 
you ever cross your arms or slouch? 
 

6. Is a straight face professional? A friendly face? Do you reserve friendliness 
for specific people or everyone? 
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Discussion Questions 

1. Do you greet people at work in the morning? Who? What do you say?  
 

2. How long should you talk to coworkers for first thing in the morning? 
 

3. When is it okay to give your opinions and ask questions? When is it not? 
 

4. When is small-talk professional? Can it be unprofessional? 
 

5. Who do you call by their first name? Last name? Official title? 
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Discussion Questions 

1. Is it best to work with coworkers? Work alone? Who is it okay / not okay to 
work directly with? 
 

2. How important is it to be on time for work? Appointments? Meetings? 
Returning from a break? 
 

3. How much of a difference should one’s position at a company change the 
value of their opinion, level of respect, interactions with coworkers? Is it okay 
for employees to challenge their boss’ opinion? 
 

4. What manners are considered professional? Unprofessional?  
 

5. What personal skills and qualities would you value most in your employees? 
 

6. When is it okay to make personal emails, phone calls, and texts? 
 

7. Should employees take breaks at a set time? Whenever they want or have 
time? 
 

8. When is it okay to deal with personal business at work or leave work due to 
personal business? (ie. picking up a kid early from school, medical 
appointments, caring for sick relatives, etc.) 
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Answer the questions using your knowledge of class content and discussion. 
 

1. Think about the layers in the onion. What layers does culture have? 
a. Nationality & ethnicity  b.   Education & personal experience 
c.   Religion, family & gender  d.   All of the above 
 

2. True or false: “Universal rules” is the Canadian cultural value that rules should apply 
to everyone. 

a. True     b.   False 
 

3. True or false: “Individualism” is the Canadian cultural value that says the individual’s 
responsibility is to put the community first. 

a. True     b.   False 
 

4. Which Canadian cultural value describes a balance between control over one’s 
emotions and the freedom to share emotional reactions? 

a. Control VS freedom   b.   Neutral VS expressive 
c.   Neutral VS freedom   d.   Control VS expressive 
 

5. True or false: “Sectioned” is the Canadian cultural value that work life and private life 
should be kept separate. 

a. True     b.   False 
 

6.   True or false: Canada values status being assigned / given to specific people. 

b. True     b.   False  
 

7.   Which describes the Canadian importance of punctuality and tasks happening in 
chronological order? 

c. Linear time    b.   Cyclical time 
c.   Organized order   d.   Chrono time 

Ready to Launch 
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8.   Canadian culture values people having control over their environment and goals. 
Which defines this value? 

d. External control   b. Internal control 
*Remember: Employers can help employees do well by setting clear & realistic 
expectations, giving advice for growth & improvement, and providing new opportunities. 
 

9.   True or false: Canadians avoid direct eye contact during communication. 

b. True     b.   False 
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Entrepreneurship Self-Assessment 

You may be a good candidate for self-employment.  

Use the following self-assessment quiz to help you decide. *Check Yes or No for each statement.  

Readiness  Yes  No  

I understand the basics of running a business    

I am comfortable investing my money in the business    

I am comfortable borrowing money with an obligation to repay the loan    

I have researched my business idea and conclude it has a good chance of success    

I have the stamina to work 12-16 hours a day for months or even years    

Attitude/Motivation/Personal Skills  Yes  No  

I have the confidence to run my own business    

I want the responsibility and potential rewards of running a business    

I am willing to work hard to make the business succeed    

I am well organized    

I am calm under pressure    

I have the willpower and self-discipline to run a business    

I can adapt quickly to changing working conditions    

Management Skills  Yes  No  

I am comfortable making business decisions and sticking by them    

I am open minded    

I enjoy solving problems    

I can manage people including hiring, directing, correcting and firing    

I can delegate tasks to others and use the skills of others    

People Skills  Yes  No  

I get along with others    

I am comfortable selling my products or services    
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If you answered YES to most of these questions, you are a good candidate to run your own business. If 
you answered NO to any of these questions, you will want to address the issues identified. You may 
revise your business strategy or improve your readiness through training. 

SWOT Analysis 
Strengths Weaknesses 

  

Opportunities Threats 

  

 

Individual SWOT Analysis 
• Strengths – What you are good at. e.g. 

Skills, Professional Qualifications. etc. 
• Weaknesses – What you need to improve 

on e.g. Skills, Professional Network etc. 
• Opportunities – External factors that can 

help you achieve your personal goals.  
• Threats – External factors that can hinder 

the achievement of your personal goals.  

Business SWOT Analysis 
• Strengths – What you are good at. e.g. 

Unique value proposition, Professional 
Qualifications, competitive advantage 
etc. 

• Weaknesses – What you need to improve 
on e.g. lack of resources, lack of skills etc.  

• Opportunities – External factors that can 
help your business achieve its goals. e.g. 
New regulations, New Technology 

• Threats – External factors that can be 
obstacles to your business goals. e.g. 
Economy downturn 
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The Business Model Canvas 
 

Key Partners Key Activities Value Propositions Customer Relationships Customer Segments 

Key Resources Channels 

 
Cost Structure 

 
Revenue Streams 

 
 

This work is licensed under the Creative Commons Attribution-Share Alike 3.0 Unported License. To view a copy of this license, visit: 
http://creativecommons.org/licenses/by-sa/3.0/ or send a letter to Creative Commons, 171 Second Street, Suite 300, San Francisco, California, 94105, USA. 

DESIGNED By: Strategyzer AG 
The makers of Business Model Generation and Strategyzer 

 

 
strategyzer.com 

Version: Date: Designed by: Designed for: 

45



 
 
 

 

 

 

 

 
 

Answer the questions using your knowledge of class content and discussion. 
 

1. Please circle the stages that Business Link assists entrepreneurs with. 

b. Pre-Startup    b.   Early stage 

c.  Growth    d.   Business closure 
 

2. Fill in the blanks:  
The best way to find a business idea is to find a _____________ to _____________. 
 

3. What is a value proposition? 

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________ 

 

4. What is a customer profile? 

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________ 
 

5. What are the 3 parts of a feasibility assessment? 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

 

Ready to Launch 
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6. Why is it important to complete a feasibility assessment before taking steps to start a 
business?  

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________ 

 

7. What are the four types of entrepreneurs? 

______________________________________________________________________

______________________________________________________________________

_____________________________________________________________ 

 

8. What are the four types of self-employed entrepreneurs? 

______________________________________________________________________

______________________________________________________________________

_____________________________________________________________ 
 

9.   What is a SWOT Analysis? Why is it important? What does the acronym stand for? 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 
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Answer the questions using your knowledge of class content and discussion. 

1. What makes a business a business? 
c. Products & services   b.   Ideas & Funding 

 
2. What is the most important focus for a business’ value proposition? 

d. Creative ideas   b.   Customer needs & problems 
 

3. Which is NOT one of the three ways to become an entrepreneur? 
e. Buy an existing business  b.   Buy a franchise 
c.   Steal it! "#$%    d.   Start a business from scratch 
 

4. What is the one thing all entrepreneurs have in common? 
f. Sufficient finances   b.   Taking risks 
c.   Endless energy   d.   Strong customer base 
 

5. True or false: The thing an established business is least likely to sell you is their 
brand. 

g. True     b.   False 
 

6. Name two pros of buying a franchise. 
1) ___________________________________________________________ 

2) ___________________________________________________________ 
 

7.   Name two cons of buying a franchise. 

1) ___________________________________________________________ 

2) ___________________________________________________________ 

8.   Name two pros of starting a business from scratch. 

Ready to Launch 
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1) ___________________________________________________________ 

2) ___________________________________________________________ 
 

9.   Name two cons of starting a business from scratch. 

1) ___________________________________________________________ 

2) ___________________________________________________________ 
 

10.   Name two pros of buying an existing business. 

1) ___________________________________________________________ 

2) ___________________________________________________________ 
 

11.   Name two cons of buying an existing business. 

1) ___________________________________________________________ 

2) ___________________________________________________________ 
 

12.   Which is NOT one of the three types of business structures? 

h. Private franchise   b.   Sole proprietorship 
c.   Partnership    d.   Corporation 
 

13.   There are four things you need to do to legally start a business. Two of those are:  

a) Decide your business structure. b) Apply for a business number. 

What are the other two? 

1) ___________________________________________________________ 

2) ___________________________________________________________ 
 

14. What are two of the four differences between a trade name and naming a 
corporation? 

1) ______________________________________________________________ 

2) ______________________________________________________________ 
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15. Which type of business is the most expensive to register? 

i. Sole proprietorship   b.   Partnership 

j. Corporation 
 
 

16. Which type of business is the least expensive to register? 

k. Sole proprietorship   b.   Partnership 
c.   Corporation 
 

17. Why do businesses need a 9-digit business number? 

l. GST & payroll   b.   Corporate income tax 
c.   Import & export   d.   All of the above 
 

18. At which level of government do you acquire a business license? 

m. Municipal    b.   Provincial 
c.   Federal    d.   All of the above 
 

19. At which level of government are the following things regulated? 
Food industries, Occupational Health & Safety, consumer protection, employment standards, 
professional trades, environmental, and children’s services. 

n. Municipal    b.   Provincial 
c.   Federal    d.   All of the above 
 

20. At which level of government are the following things regulated? 
Products for massive consumption (ie. food, cosmetics, drugs, health products, labelling & 
packaging, etc.), clothing, automobiles, and building materials. 

o. Municipal    b.   Provincial 
c.   Federal    d.   All of the above 
 

21. Circle the 3 types of taxes for business owners in Alberta 

a. Provincial income tax  b.   Personal income tax 
c.   Corporate income tax  d.   Sales tax (General Sales Tax) 
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22. What are two of the three things that bookkeepers track? 

1) ______________________________________________________________ 

2) ______________________________________________________________ 
 
 

23. What two things can you do to keep your business financially organized? 

1) ______________________________________________________________ 
2) ______________________________________________________________ 

 
 

24. When is registering for Worker’s Compensation Board required? 

a. When you own a business  b.   When you have employees 
c.   When you hire contractors  d.   All of the above 
 

25. What are 3 things that are important in Canadian business culture? 

1) ______________________________________________________________ 

2) ______________________________________________________________ 

3) ______________________________________________________________ 
 

26. What are two of the five risks of not following business regulations?  

1) ______________________________________________________________ 

2) ______________________________________________________________ 
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Answer the questions using your knowledge of class content and discussion. 
 

1. Market research is the gathering, understanding, and interpreting information about 
which four things? 

1)        2)  

3)         4)  
 
 

2. What are two of the four reasons to do market research? 
1)  

2)  
 

3. Which type of market research is “the gathering of firsthand information to answer a 
specific question”? 

p. Primary    b.   Secondary 
 

4. Which type of market research is “looking at existing resources to answer a specific 
question”? 

q. Primary    b.   Secondary 
 
 

5. What are two of the four pros and cons of secondary market research? 
PROS      CONS 

1)      1)  

2)           2)  
 

6.   What are two of the five questions you should ask to understand your business 
industry? 

1)       2) 

Ready to Launch 
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7. Circle all of the businesses that are competitors of Wal-Mart in Grande Prairie. 

a) Winners  b) Superstore c) Canadian Tire d) No Frills 
e) Le Chateau f) Safeway  g) Costco 

 

8. Which of the following are secondary competitor research resources? 

a) Grande Prairie Chamber of Commerce b) Industry associations 

c) Statistics Canada Business Register  d) All of the above 
 

9. What does S.W.O.T. analysis stand for? 

 
10. What are two reasons it’s important for a new or experienced business to always 
have an updated SWOT analysis? 

1)  

2)  
 

11. What are two questions you need to consider about your customers? 

1)  

2)  
 

12. Why is it important to do secondary market research on customers in your business’ 
industry? 

 

13. What kind of customized market research service does Business Link’s website 
have for you? 

a. Primary market research resources  
b. Secondary market research resources 
c. Both 
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Answer the questions using your knowledge of class content and discussion. 
 

1. Primary market research involves going directly to the ______________ to ask 
questions and gather information. 
 

2. What are two of the three pros and cons of primary market research? 

PROS      CONS 

     1) _______________________________ 1) ______________________________ 

     2) _______________________________ 2) ______________________________ 
 

3. What are two of the five primary research questions? 

1) ______________________________________________________________ 

2) ______________________________________________________________ 
 

4. Which of the following primary research methods involves semi-structured 
discussions with individuals? 

a) observation b) focus group c) survey d) interviews      e) test marketing 
 

5. Which of the following primary research methods involves asking questions to a 
sample of the target population? 

a) observation b) focus group c) survey d) interviews      e) test marketing 
 

6. Which of the following primary research methods involves selling on a smaller scale 
to assess and get feedback? 

a) observation b) focus group c) survey d) interviews      e) test marketing 
 

7. Which of the following primary research methods involves going to a location and 
watching what goes on? 

Ready to Launch 
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a) observation b) focus group c) survey d) interviews      e) test marketing 
 

8. Which of the following primary research methods involves moderated group 
interviews and brainstorming sessions? 

a) observation b) focus group c) survey d) interviews      e) test marketing 
 

9.   What are the three main primary research sources? 

      1) ______________________  

      2) ______________________ 

      3) ______________________ 
 

10. When should you do market research for your business? 

a) Starting a business   b) Introducing new product / service 

c) Trying to get new customers d) Expanding to another city / province 

e) Industry trend changes  f) Facing competitors 

g) Exploring new improvements h) All of the above 

 

11. What is one price-related question you can ask for your business market research? 

___________________________________________________________________ 

___________________________________________________________________ 
 
 

12. What is one advertising-related question you can ask for your business market 
research? 

___________________________________________________________________ 

___________________________________________________________________ 
 
 

13. What is one location-related question you can ask for your business market 
research? 

___________________________________________________________________ 

___________________________________________________________________ 
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14. What is one revenue-related question you can ask for your business market
research?

___________________________________________________________________ 

___________________________________________________________________ 

15. What is one expense-related question you can ask for your business market
research?

___________________________________________________________________ 

___________________________________________________________________ 

16. What are two of the four ways you can keep your business up-to-date?

1) _________________________________________________________________

2) _________________________________________________________________
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Answer the questions using your knowledge of class content and discussion. 
 

1. Draw a line to match each term to its correct definition. 

a. Credit bureau  
  
 

b. Credit line 
 
 

c. Credit score / rating 
 
 

d. Credit card 
 
 

e. Credit history / report 

 

i) A 3-digit number that represents your 
management of finances. 

ii) The details about how you’ve 
managed debt in the past. 

iii) A company that collects your credit 
history. 

iv) The plastic and rectangular object 
that has a limit but allows you to buy 
things without immediately paying for 
them. 

v) The amount of money you are 
approved to borrow.

2. What are three potential expenses you’ll have in your business? 
 

1) _______________________________________________________________ 
 

2) _______________________________________________________________ 
 

3) _______________________________________________________________ 
 

3. Which type of expense begins before your business opens? 
 

a) ongoing costs     b) capital expenses 

c) startup costs     d) operational expenses 
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4. Which type of expense happens regularly as your business operates? 
 

a) ongoing costs     b) capital expenses 

c) startup costs     d) operational expenses 
 
 

5. Which type of expense means spending money now to receive its lasting value 
over a long period of time? (ex. company car / coffee machine) 
 

a) ongoing costs     b) capital expenses 

c) startup costs     d) operational expenses 
 
 

6. Which type of expense has immediate value for your business?  
(ex. renting a building / advertising prints) 
 

a) ongoing costs     b) capital expenses 

c) startup costs     d) operational expenses 
 
 

7. What is the difference between a fixed cost and a variable cost? 

______________________________________________________________________ 

______________________________________________________________________ 
 
______________________________________________________________________ 

______________________________________________________________________ 

 

8. What is the breakeven point? 

______________________________________________________________________ 

______________________________________________________________________ 
 
______________________________________________________________________ 

______________________________________________________________________ 

 

9. Circle the correct term for categorizing money your business owes someone else. 

a) accounts payable    b) accounts receivable
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10. Circle the correct term for categorizing money someone else owes your business.

a) accounts payable b) accounts receivable

11. Which of the following are types of revenue?
a) sales b) products / services provided today & paid later

c) business fundraising d) products / services paid today & provided later
e) business loans f) tax refunds g) all of the above

12. True or false: Budgets can be separated according to periods of time and / or
parts of a business.
a) True b) False

13. Which term means that you spend more than your budget / category in a
budget?
a) over-estimate b) under-estimate

14. Which term means that you spend less than your budget / category in a budget?
a) over-estimate b) under-estimate

15. What is a projection?

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

16. A budget requires constantly comparing which two things?

1) ______________________________________

2) ______________________________________

17. Cash flow is a measure of the money moving ______ and ______ of your
business.
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18. Why are cash inflow and profit different?

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

19. What are the two major taxes that you will have to set money aside for
throughout each year?
1) ______________________________________

2) ______________________________________

20. Which type of business financing involves using your own money?
a) capital contributions b) debt

c) equity d) crowdfunding

21. Which type of business financing involves people donating a small amount of
money for a business / project?
a) capital contributions b) debt

c) equity d) crowdfunding

22. Which type of business financing involves giving someone part of your business
in exchange for money?

a) capital contributions b) debt

c) equity d) crowdfunding

23. Which type of business financing involves money that is paid back with interest?
a) capital contributions b) debt

c) equity d) crowdfunding

24. What are the 5 C’s that banks will consider before loaning you money?

� C__________     � C_________     � C_________     � C_________     � C_________ 
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Answer the questions using your knowledge of class content and discussion. 

1. Which of the following is considered marketing?

a) advertising & networking b) selling & customer service

c) branding & product development d) research e) all of the above

2. These are the steps to effective marketing.

Put them in order by giving each a number from 1-9.

Identify your target market Craft your message  Sell 

Nurture leads Maximize customer value Customer service 

Customer loyalty  Capture leads  Choose your channel 

3. Identifying your target market includes narrowing down five things specific to

customers. Name three of the five things.

1) ________________________________________________________________

2) ________________________________________________________________

3) ________________________________________________________________

4. Name three marketing channels you should use for your business.

1) ________________________________________________________________

2) ________________________________________________________________

3) ________________________________________________________________

Ready to Launch 
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5. What are two ways you can “capture leads” / keep customers interested in your

business?

1) ________________________________________________________________

2) ________________________________________________________________

6. Customer service is taking care of customer needs by providing and delivering
professional, helpful, and high quality service.
In other words, it is important to _____________ & ______________ expectations

7. Customer service involves ten skills, including self control, a positive attitude, and
empathy. What are three more from the list?
1) _________________________________________________________________
2) _________________________________________________________________
3) _________________________________________________________________

8. What is one way you can show brand consistency with your business?

     ___________________________________________________________________ 

9. Circle all examples of online marketing.

a) mailing newsletters b) search engine optimization c) social media

d) networking at business events e) blogging f) email networking

10. What are three of the eight ways that small businesses can market?

1) _______________________________________________________________

2) _______________________________________________________________
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Step 1: Ask yourself… 

• What type of people will want to buy my product / service? 
o What types of occupations? 

 
 

o What age range? 
 
 

o What genders? 
 
 

o What type of financial status? 
 
 

o What nationalities? 
(ex. Adventurous Canadian citizens & immigrants in search of 
familiarity? OR Canadian citizens who don’t like change & 
adventurous immigrants?) 
 
 

o What are their goals & interests? 
 
 

o Do these people like trying new things or predictability? 
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• What is convenient for them? How can I customize my business to 
meet their needs? 

o Where do they need my business to be located? 
(ex. home service, delivery service, convenient building location 
– which part of town?) 
 
 

o What kind of building will meet their interests and needs? 
(ex. drive-thru / handicap access / product pick up or delivery 
counter / areas with additional entertainment that suits their 
interests) 
 
 

o What days & hours will my business have to operate to meet 
their needs? 
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Step 1: Research Competition – Internet Research 

- Type into Google: [location] [type of business] 
- Which businesses have similar pricing, products, and services? 
- Write down those business names. 
- Research them individually: 

o How long has the company been active? 
 

o How do they provide products and services? 
 

o What problems are they solving? 
 

o What are their solutions? 
 

o Can you provide something they cannot? 
 

o Which social media platforms do they use for company 
purposes? Do they provide any products or services online or 
just advertise? 
 

 
o What does their business logo look like? Are their marketing 

products all using the same colours, logo, fonts, and USP 
(Unique Sales Proposition) or slogan? 

 
Step 2: Research Competition – In Person 

Ready to Launch 
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- Phone or visit your competitors in-person.
- Take on the role of a customer and observe how they serve

customers and provide products & services.
- Casually ask other customers what they think about the business, its

customer service, pricing, and quality of products & services.
- As a customer, ask them questions about quality, suppliers, and how

they run their business.
o Where do they get their supplies? How are they produced?

o How do they decide how to sell their products or services?

o Are they working hard to meet customer needs?

o What extra details do they provide for customers?
(ex. reading materials while they wait, incentives, special
features, etc.)
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10am – 10:10am: Introduction to event & attendees 
    Host Name & Website Link 
 

10:10am – 11:25am: Guest Presentations (including question periods) 

Speaker Name 1 & Website Link 

    Speaker Name 2 & Website Link 

Speaker Name 3 & Website Link 

Speaker Name 4 & Website Link 

Speaker Name 5 & Website Link 
 
 

11:25am – 11:55am: Breakout Rooms for Unstructured Networking 

    Group 1:  

    Group 2:  

    Group 3:  

 
11:55am – 12pm: Event Conclusion 

 

 

Ready to Launch 

 
Hosted By 
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Springboard Questions 

1. Introduce yourself! 
Who are you? What business are you representing? 
 

2. What products and services does your business provide? 
 

3. How did you come to own / work for that business? 
 

4. What is your favourite thing about owning your own business / your 
job? 
 

5. What is the most challenging thing about your role? 
 

6. What are the most helpful pieces of advice you received or wish you 
had received about business ownership? 
 

7. What do you want immigrants to know about business ownership in 
Canada? 
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A 

WORD DEFINITION EXAMPLE 

Abbreviation (n) A shortened form of a word or name 

that is used in place of the full name. 

“I prefer using abbreviations because I 

can get things done ASAP.” 

Abide by (v-ph) To accept and be guided by 

something. 

“Please abide by our company code of 

conduct.” 

Aboriginal (adj) 
 

People or things that have been in a 

region / area from the earliest time. 

“The aboriginal people of Canada lived 

here long before anyone else.” 

Abroad (adv) To be in or go to a foreign country. “I’ll work abroad next year.” 

Absence (n) A failure to be present at a usual or 

expected place. 

“Her record of absence isn’t looking 

good.” 

Access (n / v) 
 

To be able to use or get something. 

 

“We have access to wifi at work.” 

“I can access the files.” 

Accommodate (v) 
 

To provide what is needed or wanted 

for someone / something. 

“My boss was kind enough to 

accommodate me with a better chair.” 

Accomplish (v) To succeed at doing something. “It’s amazing what you can accomplish 

when you work hard.” 

Accountable (adj) Required to explain actions / decisions 

to someone. Usually accountable + to 

“I’m held accountable to my 

supervisor.” 

Accounting (n) The job of keeping the financial 

records of a business or person. 

“I pay someone to handle my 

business accounting.” 

Achieved  

Status (n) 
 

To get or reach a favoured position in 

a society or group by working hard. 

“In Canadian culture, people respect 

achieved status.” 

Acknowledge (v) To accept a truth, existence, or reality. 

 

“She won’t acknowledge responsibility 

for her mistake.” 

Acronym (n) A word formed from the first letters of 

each one of the words in a phrase. 

“The UN stands for United Nations.” 

Action             (n) 
                     (v) 
 

Something that someone does. 

To begin something, such as a plan or 

project. 

“Her actions reveal her kindness.” 

“He actioned the group’s decision.” 
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WORD DEFINITION EXAMPLE 

Actual (adj) Something real and correct. “Her actual earnings are unknown.” 

Adapt (v) To change something so that life or a 

goal is easier / functions better. 

“When children change schools, it can 

take a while for them to adapt.” 

Address (v) To give attention to / deal with 

something. 

“The employer held a meeting to 

address the employees’ concerns.” 

Adjust (v) To change something small to 

improve work or a situation. 

“We’re adjusting to a new supervisor.” 

Admin (n) The job of managing the way a 

company, school, or organization 

functions. Short for: administration. 

“Admin has the employee contact list.” 

Adopt (v) To begin to use / have something new. “We adopted some of the local 

customs.” 

Advance         (v) 
 
              (adj / n) 
                      

To move forward, cause improvement, 

or make progress. 

When something is sent / happens 

before a future event or time. 

“The company tires to keep up with 

advancing technology.” 

“She had advanced warning.” 

“He requested a paycheck advance.” 

Advertise (v) To make the public aware of 

something. 

“The marketing department advertises 

new company products.” 

Advisory (n) A report that gives information or 

warning about something. 

“The traffic advisory doesn’t 

recommend traveling this weekend.” 

Affiliate (v) To closely connect with or to 

something / someone. 

“I am affiliated with the company’s 

CEO.” 

Agency (n) A business that provides a particular 

service. 

“The employment agency helped me 

land my first job in Canada.” 

Aggressive (adj) Using forceful methods to succeed or 

do something. 

“He came across as aggressive in the 

meeting.” 

Aim (n / v) To have a specific goal or purpose. “Business Link aims to support 

entrepreneurs.” 

Allocate (v) To divide and give out something for a 

special reason. 

“We allocate our profits to various 

charities.” 
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WORD DEFINITION EXAMPLE 

Analytics (n) Relating to the careful study of 

something. 

“The business’ analytics revealed a 

problem.” 

Analyze (v) To study something closely and 

carefully. 

“The interviewer analyzed fifty 

resumes in one day.” 

Animate (v) 
 

1) To make something / someone 

lively or excited. 

2) To make something appear to move 

in a series of pictures or drawings. 

“The customer became very 

animated.” 

“Cinderella is an animated movie.” 

Annual (adj) Happening once a year or covering the 

period of a year. 

“The company’s earnings for last year 

are published in the annual report.” 

Anticipate (v) To expect something will happen or 

look forward to it. 

“He eagerly anticipated his paycheck 

this month.” 

Appeal (v / n) 1) To make a formal request for a 

desired outcome. 

2) When a quality that is likeable. 

“They accepted her appeal for a new 

performance evaluation.” 

“The advertisement appealed to him.” 

Appendix (n) A section of extra information added 

to the end of a book. 

“That information is in the 

appendices.” 

Applicable (adj) To be used appropriately in a specific 

situation. 

“Alberta labour laws are applicable to 

specific careers.” 

Application (n) A formal, usually written request for / 

to do something. 

“My student loan application was 

approved!” 

Approach       (n) 
 
                     (v) 

A specific way of doing something. 

 

To move toward something / 

someone. 

“Her approach to the decision was 

unhelpful.” 

“The lawyer approached the 

defendant.” 

Article (n) A piece of writing about a subject. “We are featured in this news article!” 

ASAP (abb) As Soon As Possible “My boss asked me to finish the 

project ASAP.” 

Aspect (n) A part of something. “I like this aspect of the project.” 

Assault (n / v) 
 

A verbal or physical violent attack on 

someone / something. 

“She verbally assaulted her boss when 

he denied her vacation request.” 
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WORD DEFINITION EXAMPLE 

Assertive (adj) Confident in behaviour or manner. 

Root: assert 

“If you want people to listen to your 

opinions, you’ll need to be more 

assertive.” 

Assess (v) A formal judgment of something. “The university uses a variety of 

student assessments.” 

Asset (n) A valuable or helpful person / thing. “Communication skills are an asset.” 

Assigned  

Status (n) 
 

To be given a favoured position in a 

society or group through relational 

connections. 

“In many Asian countries, people 

respect assigned status.” 

Association (n) A connection to things or people. “People associate us with success.” 

Assume (v) 
 

To think that something is true without 

knowing that it is true. 

“She assumed the boys were trying to 

cause trouble, but they were not.” 

At stake (id) In a risky position to be lost or gained. “There is a lot at stake.” 

“The stakes are high.” 

Attach (v) To physically / mentally join one thing 

to another. 

“He attached the file in the email.” 

“She feels attached to her culture.” 

Attendance (n) The act or record of one being at a 

place. 

“Her attendance at the meetings is 

important for company progress.” 

Autonomy (n) The state of acting separately from 

others / others’ influence. 

“I enjoy the autonomy I have at my 

job.” 

Avatar (n) A small picture that represents a 

person in a game / on the internet. 

“He chose a penguin as his avatar.” 

Average (adj) 
 

The typical or usual amount/level that 

is calculated by adding amounts 

together and dividing by the total. 

“Take all these temperatures and find 

the average winter temperature in 

Grande Prairie.” 
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B 

WORD DEFINITION EXAMPLE 

Back up          (n) 
 
                 (v-ph) 

A copy of information stored on a 

computer. 

To move backward. 

“She was glad she had backed-up her 

computer before it crashed.” 

“Let’s back up to page 170.” 

Balance (n) A state in which different things are in 

equal amounts and importance. 

“He tries to maintain a work-life 

balance.” 

Ballpark (id) An inexact / approximate estimate. “Here are the ballpark numbers / 

figures for next month.” 

Bandwidth (n) A measure of electronic 

communication ability on a device, 

such as an smartphone or computer. 

“Pictures and videos use up more 

bandwidth than texting.” 

Barrier (n) Something that blocks movement 

from one place to another. 

“Her English proficiency is no longer a 

barrier to her success.” 

BCC (abb) Blind Carbon Copy 

Allows you to secretly send an email 

to additional recipients. 

“When you email her the job offer, 

BCC me.” 

Behind 

someone’s back 

(id) 

To do something without someone’s 

knowledge that involves them or is 

about them. 

“She went behind her supervisor’s 

back to talk to management about the 

issue.” 

Behind the 

scenes (id) 
What happens in secret or not in front 

of the general public. 

“He puts in a lot of work behind the 

scenes.” 

Bereavement 

leave (n) 
An approved amount of time away 

from work because a family member 

or friend has recently died. 

“When her mother passed away, she 

was given three weeks of 

bereavement leave.” 

Best regards A professional closing line in an email. 

(Also, “Best” or “Regards”) 

“Please forward me the results. 

Best regards, Peter” 

Better be off (id) When someone needs to leave a 

conversation or location for a reason. 

“Thanks for meeting me today. I had 

better be off. It’s almost dinner time.” 

Better space (id) A healthier / more beneficial state for 

a specific result. 

“I’m in a better space for discussing 

finances today.” 
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WORD DEFINITION EXAMPLE 

Bias (n) An influence to believe that one thing 

is better than another. 

“My experience with dogs makes my 

opinion biased.” 

Big picture (id) The complete or total perspective of a 

situation or project. 

“I know it seems overwhelming, but 

let’s look at the big picture here.” 

Biography (n) The whole or partial story of a 

person’s life. 

“Have you read the biography of 

Nelson Mandela?” 

Birds-eye view 

(id) 
A general or overlooking perspective. “The CEO has a birds-eye view of the 

company.” 

Blog (n) A website with someone’s personal 

opinions, activities, and experiences. 

“She writes a blog for people who 

want to be entrepreneurs like her.” 

Blue-Collar (adj) A category of jobs that require 

physical work. 

“He’s a lawyer who comes from a 

blue-collar family.” 

Bookkeeping (n) The job of keeping financial records 

for a business. 

“We need an experienced bookkeeper 

to help us launch our company.” 

Borrow (v) To take and use something and then 

return it to its owner. 

“Please ask before borrowing my 

office supplies.” 

Brag (v) To talk about yourself in an overly 

confident way that shows pride. 

“She hasn’t stopped bragging ever 

since she received the promotion.” 

Brainstorm (v) To discuss / think about a situation 

and possible solutions. 

“Let’s brainstorm the new marketing 

project this afternoon.” 

Brand (n) A category of products that are all 

made by one company. 

“We need to update our brand.” 

Break the cycle 

(id) 
When a pattern of behaviour or 

actions is changed or stopped. 

“By making a joke during the heated 

discussion, he broke the cycle.” 

Break-even  

(v-ph) 
Having equal costs / expenses and 

income / profit. 

“It takes a long time for a new 

company to break-even.” 

Bridge (n) Something that joins / connects 

different people or things. 

“Her sentence bridged the gap 

between the two ideas.” 

Brief             (v) 
                  (adj) 

To give information / instructions. 

Lasting a short period of time. 

“He briefed the staff on procedures.” 

“The meeting will be brief.” 
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WORD DEFINITION EXAMPLE 

Brochure (n) A small, thin book that has pictures & 

information about a product / place. 

“The new brochure attracted new 

customers.” 

Budget (n / v) A plan to use an amount of money in 

specific ways. 

“Advertising went over-budget.” 

“Let’s budget the profits.” 

Bulk             (n) 
                  (adj) 

The most / largest part of something. 

When things come in large amounts. 

“She cleaned for the bulk of her shift.” 

“They sent out bulk shipments.” 

Business model 

(n) 
A set of ideas and numbers that 

describe a company’s past, present, 

or future plan. 

“Our competition is updating their 

business model.” 

By the book (id) To do things in obedience to company 

policy or law. 

“We have to do this project by the 

book.” 
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WORD DEFINITION EXAMPLE 

Call it a day (id) To decide to stop working for the day. “After the incident, they decided to call 

it a day.” 

Came up short 

(id) 
To fail to achieve a goal. “They tried to meet the Boxing Day 

goal but came up short.” 

Canvas (n / id) 
 

A specially prepared piece of cloth for 

painters to paint a picture on. 

“Children’s minds are blank 

canvases.” 

Capacity (n) The maximum ability to hold / do 

something. 

“It is within my capacity to start my 

own business.” 

Capital (n) Money, property, etc. that is used to 

start / operate a business. 

“How much capital do we have to 

work with?” 

Cash flow (n) The movement of money in and out of 

a business. 

“We were able to maintain steady cash 

flow.” 

Casual (adj) A type of work that does not happen 

on a regular basis or schedule. 

“He could only find casual work.” 

Catalyst (n) 
 

A person or event that quickly causes 

change / action. 

“Her idea was a catalyst for the entire 

business model.” 

Catch Up (v-ph) 
                      

1) When people talk after a long time. 

2) To work hard to return to a position 

or score. 

“It was great to catch up with you!” 

“I fell behind at work and now I need 

to catch up.” 

Caught off guard 

(id) 
To be surprised by someone or 

something unexpected. 

“She was caught off guard when they 

asked her to lead the meeting.” 

CC (abb) Carbon Copy 

Allows you to publicly send an email 

to additional recipients. 

“Can you CC me on the report?” 

Census (n) An official process of counting the 

number of people in a country / city / 

town and collecting information. 

“The 2019 census shows the town’s 

population as 10,304.” 

Chamber of 

Commerce (n) 
A group of businesspeople who work 

together to help businesses in their 

area. 

“The Chamber of Commerce is 

hosting a networking event next year.” 
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Champion       (n) 
                 (n / v) 

1) Someone that wins a competition. 

2) Someone who fights / speaks 

publicly in support of a cause. 

“The boxing champion.” 

“He is a champion for equal rights.” 

“She champions young women.” 

Change of pace 

(id) 
When something changes from a 

normal routine or schedule. 

“The business trip will be a nice 

change of pace.” 

Channel (v) To express something through a 

behaviour / action. (ie. ideas, 

thoughts, feelings, energy, etc.) 

“Please channel your energy into this 

project instead of socializing.” 

Character (n) A set of qualities that make up a 

person. 

“How he interacts with his employees 

shows his good character.” 

Characteristic (n) A quality that reveals something. “Our characteristics or qualities form 

our character.” 

Charge (v / n) To make a person legally responsible 

for something. 

“She was charged with workplace 

negligence.” 

Charter (n) A government document that 

describes laws / gives rights to a 

person or group. 

“The charter protects all Canadian 

citizens.” 

Check in (v-ph) To talk with / report to someone to 

give or receive information. 

“Check in with the supervisor when 

you arrive at the office.” 

Checklist (n) A list of things to be done. “I just have one thing left on my 

checklist.” 

Chronemics (n) The study of the role of time in 

communication. (chronology) 

“It is important to know chronemics 

when traveling to other countries.” 

Chronological 

(adj) 
Arranged in the order that things 

happened. 

“His work experience is in 

chronological order.” 

Circle back (v-ph) To go back to someone or something. “Let’s circle back to the purpose of 

this meeting.” 

Claim (n) An official request that something is 

owed or statement that something 

happened. 

“Fill out claims to get reimbursed for 

the company supplies you bought.” 
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Clarify (v) To make something clear or easier to 

understand. 

“When he rephrased his sentence, it 

helped clarify his opinion.” 

Classify (v) To arrange people or things into 

groups based on how they are similar. 

“The online portal classifies 

companies by product / service.” 

Client base (n) A company’s primary group of 

customers that pay for a service / 

product. 

“The clothing company’s client base is 

primarily middle-aged women.” 

Climate (n) The weather conditions or patterns. “I’m not used to this cold climate.” 

Clock in / out  

(v-ph) 
To officially begin / end work. “It caused problems when she clocked 

out before the end of her shift.” 

Coach (v) 
 

To teach / train / give instructions in a 

situation or occupational field. 

“The entrepreneur coached the group 

of young businesspeople.” 

Code of Conduct 

(n) 
A set of rules for people’s behaviour 

in an organization or institution. 

“By coming to work late, he is 

violating the code of conduct.” 

Cohesive (adj) To be closely / smoothly united or 

joined. 

“The cohesive team works well 

together.”  

Cold call (v) A telephone call from a business to try 

to sell something to someone. 

“I cold-called the people on the list but 

didn’t have much success.” 

Collaboration (n) 
 

To work with another person or group 

to achieve something. 

“The two companies agreed to 

collaborate.” 

Collateral (n) Something valuable that you promise 

to give someone if you cannot 

immediately pay back a loan. 

“She used her house as collateral for 

the large loan.” 

Colleague (n) A person who works with you. “My colleague will speak at the event.” 

Collect (v) To get things / ideas from different 

places and bring them together. 

“We collected research about the local 

consumer market.” 

Collectivism (n) A cultural trait in which the needs / 

goals of the group are most 

important. 

“My collectivist culture has taught me 

how to take care of others.” 
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Commercialize 

(v) 
To use something as an opportunity to 

make money. 

“Companies have commercialized 

most holidays.” 

Commitment (n) 
 

 

When someone works hard to do / 

support something through promises, 

loyalty, or attitude. 

“The entrepreneur shows commitment 

to her professional and personal 

relationships.” 

Compensation 

(n) 
Something done or given to make up 

for damage, trouble, or inconvenience. 

“The company gave the accident 

victims money as compensation.” 

Competition (n) A task / person / group that you are 

trying to succeed against. 

“These products are in competition 

with one another.” 

Compile (v) To gather different things together 

into one project. 

“The admin compiled company 

information into a report.” 

Comply (v) To do what you have been asked to. “Everyone must comply with the law.” 

Component (n) An important part of something. “Planning is an essential component 

of starting a business.” 

Comprehend (v) To understand something. (formal) “They are unable to comprehend the 

incident.” 

Con (adv) A negative part of a situation, usually 

when considering multiple options. 

“Risk is a con of entrepreneurship.” 

Concise (adj) 
 

Explaining fully with only the 

necessary words, nothing more. 

“She wrote a concise networking 

pitch.” 

Conclusion (n) The last part or final decision of 

something. 

“When they concluded on the issue, 

the meeting came to a conclusion.” 

Condition (n) 1) The physical state of something or 

someone. 

2) Something that must happen for a 

desired goal to happen. 

1) “The equipment is in good 

condition.” 

2) “On one condition, you have to 

cover my shift next week.” 

Conduct          (v) 
                      (n) 

To plan and do something. 

The way that a person behaves. 

“We conducted a survey.” 

“The employee’s conduct was awful.” 

Confidence (n) A belief that one can do something 

well or succeed. 

“He earned his employer’s confidence 

in him.” 
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Connotation (n) An idea / impression that something 

gives, usually positive or negative. 

“The word fat has a very negative 

connotation in Canada.” 

Consent (n) Formal permission for something to 

be done. 

“Please sign this consent form so we 

can use the photo in our ad.” 

Consequence (n) Something that happens because of 

an action / set of actions. 

“She thought about the consequences 

of switching careers.” 

Conservative 

(adj) 
Being traditional in belief, taste, style, 

or manner. 

“The company has many conservative 

policies and ideas.” 

Consider (v) 
 

To think about something / someone 

carefully in order to make a decision. 

“She considered the consequences of 

switching careers.” 

Consistent (adj) Behaving with / showing the same 

quality at every opportunity. 

“His consistent work ethic makes him 

a great candidate.” 

Constructive (adj) Being helpful for improvement. “Her ideas are very constructive for 

this project.” 

Consultant (n/v) A professional / expert in a specific 

area who gives advice about it. 

“We’ve hired a tax consultant to help 

us save some money.” 

Consumer (n) A person who buys products / 

services. 

“This company needs to keep the 

consumer in mind.” 

Consumerism (n) The belief that it is good to spend a lot 

of money on products and services. 

“There are concerns about 

consumerism among teens.” 

Context (n) The specific conditions or situation for 

something to happen. 

“Please don’t take my words out of 

context.” 

Contingency (n) Something that might happen, usually 

to prepare for it. 

“He has a contingency fund in case 

the business doesn’t profit.” 

Continuous (adj) Happening without stopping. “We continuously plan ahead.” 

Contract        (n) 
 
                   (adj) 

A legal agreement between people or 

companies. 

A type of work for a set amount of 

time or a specific result. 

“They sent over my new employment 

contract.” 

“The construction worker only does 

contract work.” 
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Contractor (n) A person who is hired to perform 

specific work. 

“They hired a contractor to redo the 

kitchen.” 

Contribute (v) To give something to help a person, 

group, cause, or company. 

“Her family contributed emotional and 

financial support.” 

Core               (n) 
                   (adj) 

The center part of something. 

The most important / basic part. 

“He threw out the apple core.” 

“Their core business is retail.” 

Corporation (n) A large business / organization, 

usually with many locations. 

“Walmart is a huge corporation.” 

Courage (n) 
 

The ability to do something difficult or 

dangerous. 

“It takes courage to stand up for what 

is right.” 

Courtesy (n) Polite behaviour that shows respect 

for other people. 

“He didn’t have the common courtesy 

to say goodbye before he left.” 

Cover everything 

(v-ph) 
To discuss or manage all important 

information about a subject. 

“We couldn’t cover everything in the 

half hour meeting.” 

Cover Letter (n) A letter that is sent with a resume to 

introduce the hiring candidate. 

“Always use formal language in a 

cover letter.” 

Coverage (n) Financial protection from an insurance 

policy. 

“My car has fire, vandalism, theft, and 

collision coverage.” 

Co-worker (n) Someone you work with. “My co-worker promised to cover my 

shift so I can attend the event.” 

Craft (v / n) To make something with care & skill. “I crafted a new marketing strategy.” 

Credibility (n) Being accepted as true or real. “The politician lost credibility.” 

Credit bureau (n) A company that collects information 

about your credit history. 

“The credit bureau found out he 

wasn’t paying back his loan.” 

Credit history (n) 
 

The record of information about how 

you have handled financial debt. 

“His credit history revealed multiple 

problems.” 

Credit line (n) An amount of money that a person 

can borrow. Also: line of credit. 

“He used his credit line to renovate 

his house.” 

Credit rating (n) A number representing credit history 

that affects future financial options. 

“His credit rating went down when he 

didn’t pay back the loan.” 
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Critical         (adj) Something extremely important. “Good sleep is critical for wellbeing.” 

Cross-sell (v) To sell a different product or service 

to an existing customer. 

“The business cross-sells because all 

their products suit their client base.” 

Cross-Cultural 

(adj) 
Involving two or more different 

cultures or countries. 

“Patience is needed to resolve cross-

cultural conflict.” 

Crowdfunding (n) A way to raise funds by combining 

support from friends, family, 

customers, and individual investors. 

“She was able to pay start-up costs 

through crowdfunding.” 

Culture (n) Traditions, learned behaviour, beliefs, 

moral values, and customs that are 

accepted by a specific group and 

passed down through generations. 

“It is valuable to learn about other 

cultures.” 

Culture Shock (n) A state of confusion, doubt, or 

discomfort caused by being in a new 

country or culture. 

“International students often 

experience culture shock when they 

first come to Canada.” 

Custom          (n) 
 
                   (adj) 

An action or way of behaving that is 

done regularly by a people group. 

Something made to fit specific needs. 

“It is customary for the bride to wear 

white on her wedding day.” 

“The chair is custom-made.” 

Cut corners  

(id) 
To take shortcuts and find an easier or 

less expensive way to do something. 

“We don’t cut corners on our 

products.” 

Cut one’s losses 

(id) 
To stop doing something that is not 

producing a desired result. 

“The project was getting too 

expensive, so we cut our losses.” 

Cut short (v-ph) To end something earlier than 

expected. 

“The meeting was cut short by the 

emergency drill.” 

Cut-throat (adj) When someone competes in 

unpleasant or unfair ways. 

“I hope you can handle this cut-throat 

business market we’re in.” 

CV (abb) Curriculum Vitae: 

A document that describes one’s 

education, work experience, etc. in 

detail. 

“Certain occupations require a CV 

instead of a resume, but make sure 

you still send a cover letter with it.” 

Cyclical Time A cultural trait that values time 

flexibility and prioritizes relationship. 

“It took me a while to adjust to a 

cyclical-time culture.” 
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WORD DEFINITION EXAMPLE 

Dashboard (n) 
 

1) The vehicle panel between the 

steering wheel and the windshield. 

2) A web page / portal that has key 

information, especially of a business. 

“We use an interactive dashboard to 

manage our team’s progress.” 

Data (n) 
 

Facts or information used to calculate, 

analyze, or plan something. 

“They changed marketing methods 

when they saw the survey data.” 

Database (n) 
 

A collection of information or facts 

that is organized on a computer. 

“All customer information is stored on 

a secure database.” 

Daylight Saving 

Time (n) 
A period of the year between spring 

and fall when clocks are set one hour 

ahead of standard time. 

“Daylight savings is between March 7 

and November 1 this year.” 

Deadline (n) A date or time when something must 

be finished. 

“She had to work late every day this 

week to make the deadline.” 

Dealer (n) 
 

A person who buys and sells products 

/ services with multiple businesses. 

“The news dealer sold magazines to 

five grocery stores this week.” 

Debt (n) 
 

An amount of money that you owe a 

person, bank, or company. 

“The company went into debt during 

the COVID-19 pandemic.” 

Declaration (n) 
 

An official / public statement about 

something. 

“You will need to make a declaration 

of your income.” 

Decline (v) 1) To say no to something. (formal) 

2) To become lower in amount. 

“Your credit card was declined.” 

“Oil prices continue to decline.” 

Dedication (n) Very strong support or loyalty to 

someone / something. 

“He showed great dedication to his 

company.” 

Deduction (n) Something that is subtracted from a 

total. 

“Before you sign the contract, please 

review our tax deductions.” 

Deep dive (id) Extreme analysis / investigation / 

involvement with something. 

“The report dives deep into our profits 

and ways for improvement.” 

Delegate (v) 
 

To give control or responsibility to 

someone for a job / duty. 

“Employers quickly learn how to 

delegate to their employees.” 
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Deliver (v) 1) To take something to a person or 

place. 

2) To say something publicly. 

3) To do what you previously said you 

would or what people expect of you. 

“Please deliver this to the marketing 

department.” 

“He delivered an inspiring speech.” 

“Her boss was impressed when she 

really delivered after her promotion.” 

Demand        (v) 
 
                   (n) 

To forcefully say that something must 

be done. 

A strong need for something. 

“She demanded a raise, which did not 

go over well with her employer.” 

“There is a demand for supplies.” 

Demographic (n) The common qualities of a specific 

group of people. 

“This part of the city has a low-income 

demographic.” 

Demography (n) The study of changes that occur over 

time in specific groups of people. 

“The shifting demography between 

different parts of the province.” 

Dependable (adj) Able to be trusted or do what is 

needed. 

“One of his strengths is that he is very 

dependable.” 

Depersonalize (v) To begin to think and treat someone 

as though they are not a human being. 

Also: dehumanize 

“Racism starts with depersonalizing 

specific groups of people based on 

ethnicity.” 

Description (n) A statement that tells you details 

about something or someone. 

“I applied for the position after reading 

the job description.” 

Differentiate (v) To make someone / something seem 

different. 

“Our service differentiates us from our 

competition.” 

Digital (adj) 
  

Using computer technology. “Please make these files digital.” 

Direct 

communication 

(n) 

Explaining something clearly and 

completely, leaving no doubt about 

one’s meaning. 

“I like that my boss is a direct 

communicator because I always know 

what to expect from her.” 

Discipline (n) 
 

The ability to train yourself to do 

something regularly that is difficult. 

“Entrepreneurs must have good self-

discipline.” 

Discrimination 

(n) 
The practice of unfairly treating a 

person or group based on difference. 

“The law does not allow employers to 

discriminate against employees.” 

Dismiss (v) To stop considering / send away 

someone or something. 

“She dismissed the idea of moving for 

a promotion.” 
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Distinct (adj) When something is different in a 

noticeable way. 

“There are three distinct parts to our 

business plan.” 

Distinguish (v) 
 

To notice a difference between people 

or things. 

“I can’t distinguish these products.” 

Dive in (v-ph) 1) To jump into water. 

2) To begin something with 

enthusiasm and commitment. 

“We can’t dive in, it’s too shallow.” 

“When he was offered the promotion, 

he decided to dive in.” 

Diverse (adj.) When things or people are different 

from each other. 

“Canada has a diverse landscape.” 

Dole out (v-ph) To give something in large amounts. “He is always doling out advice.” 

Donate (v) To give something that is needed to 

help a person or organization. 

“The food bank is accepting 

donations.” 

Draft (v / n) A version of something before the 

final / official version. 

“Please draft a business plan.” 

“This is my first draft.” 

Drawing board 

(id) 
The beginning stage of a process or 

project. 

“Since that idea didn’t work, we have 

to go back to the drawing board.” 

Dress code (n) A set of rules about appropriate and 

inappropriate clothing. 

“That shirt violates the dress code. 

You’ll have to change.” 

Dress to impress 

(v-ph) 
To wear clothing that will make people 

notice and be pleased. 

“When going for a job interview, you 

want to dress to impress.” 

Drill down (id) To examine / do something at a 

greater level, energy, or detail.  

“Let’s drill down on the purpose of 

our business.” 

Drive (v / n) The force / effort to do something. “She is driven to get a raise.” 

Drop the ball (id) To make a mistake by not doing 

something important. 

“I dropped the ball by forgetting the 

documents.”  

Ducks in a row 

(id) 
To get tasks or details lined up / taken 

care of. 

“I felt disorganized until I got my 

ducks in a row.” 
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WORD DEFINITION EXAMPLE 

Eager (adj) 
 

Very excited and interested / feeling 

strong motivation and impatience. 

“The employee was eager for her 

boss’ feedback.” 

Economy (n) The process or system by which 

products and services are made, sold, 

and bought in a country / region. 

“The economy declined because of 

the COVID-19 pandemic.” 

Effective (adj) 
 

When something does what it is 

supposed to. 

“Products must be effective if you 

want customers to buy it again.” 

Efficient (adj) Capable of doing something without 

wasting supplies, time, or energy. 

“He is very efficient in his current 

position, so we won’t transfer him.” 

Element (n) A particular part of something. “Confidence is an important element 

of networking.” 

Eligible (adj) Meeting terms / rules to be chosen to 

do or receive something. 

“I will be eligible for health insurance 

next month.” 

Empathy (n) The feeling / act of understanding and 

sharing with someone’s experience. 

“She felt empathy for the employees 

who were let go from the company.” 

Employability (n) The ability to gain and maintain 

employment because of one’s 

knowledge, skills, and attitude. 

“Your volunteer experience is one of 

your best employability skills.” 

Enforce (v) To make a rule actively required. “I enforced a dress code by sending 

the employee home to change.” 

Engage (v) To get and keep someone’s attention. “The teacher engaged the students.” 

Enlarge (v) To make something larger. “I had the photo enlarged.” 

Entrepreneur (n) A person who starts a business and 

risks loss to make money. 

“Entrepreneurs have to make wise 

career choices.” 

Entry (n) The act of going in a place / contest. “His entry into entrepreneurship.” 

EOD (abb) End Of Day “Please send the document by EOD.” 
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Equip (v) 
 

To provide someone / something with 

necessary abilities or resources. 

“Business Link equips people to start 

their own businesses.” 

Equity (n) The value of a property or business 

after debt has been paid / subtracted. 

“Equity is low at the start of a 

business or mortgage.” 

Establish (v) 
 

To begin or create something that is 

meant to last a long time. 

“The company was established in 

1895.” 

Estimate (v) A guess based on information. “We estimate a 4% increase in profit.” 

ETA (abb) Estimated Time of Arrival “What’s your ETA?” 

Ethics (n) Rules of behaviour based on ideas 

about what is morally good or bad. 

“An employer must have good ethics.” 

Etiquette (n) The rules that tell how to behave 

properly and politely. 

“She had unprofessional etiquette in 

the meeting.” 

E-transfer (v) To electronically transfer money from 

one bank account to another. 

“We prefer to e-transfer our monthly 

rent.” 

Evaluate (v) To judge the value or condition of 

someone or something for a purpose. 

“The interviewer evaluated the job 

candidate.” 

Examine (v) To test or look at something carefully 

to learn about it or find problems. 

“We need to examine the monthly 

report.” 

Exceed (v) To go beyond a limit. “The product exceeded expectations.” 

Exception (n) A case where a rule does not apply. “She is an exception to our punctuality 

rule because she is the CEO.” 

Excessive (adj) Going beyond what is usual, normal, 

or proper. 

“He drinks excessive amounts of 

coffee.” 

Exchange (v / n) Giving / trading things of similar value. “The coworkers exchanged emails.” 

Execute (v) To do something that you have 

planned / been told to do. 

“We executed the new marketing 

plan.” 

Executive (n) A person who manages other people 

in a company / organization. 

“The executive is in town, so let’s do 

our best work this week.” 
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Exempt (adj) When someone is not required to do 

something that others are, and for a 

specific reason. 

“The injured employee was exempt 

from the team-building activity.” 

Exist (v) To be real or alive. “The agreement no longer exists.” 

Exit strategy (n) A plan to leave a place / situation. “We need a new exit strategy.” 

Expand (v) To increase in size or amount. “The witness expanded on the event.” 

Expectation (n) A belief that something will happen or 

someone will do something. 

“The employer has high expectations 

of his employees.” 

Expenditure (n) An amount of a resource that is used 

to do something.  

(ie. time, money, energy, effort, etc.) 

“This product is not efficient; it takes 

too much expenditure.” 

Expense (n) The amount of money that is needed 

to pay for something regularly. 

“Car insurance is a monthly expense.” 

Expert(ise) (n) A person / skill with specific 

knowledge and experience. 

“His expertise in advertising will help 

us sell the new product.” 

Explicit (adj) Very clear and complete. “Her instructions were explicit.” 

Export (n / v) A product that is sent to another 

country to be sold there. 

“Canada has an export agreement with 

the United States.” 

Express (v) To make thoughts / feelings known. “I expressed interest in the product.” 

Expressive 

Culture 

A cultural trait in which it is common 

to display emotions outwardly. 

“The boy’s reaction increased because 

of his expressive culture.” 

Extensive (adj) Very full or complete. “She has extensive work experience.” 

External (adj) Something outside or on the surface. “His family added external pressure to 

his decision.” 

Extra mile (id) To do more than expected or 

necessary. 

“He wanted to impress his new boss, 

so he went the extra mile.” 

Eye on the ball 

(id) 
To give something one’s full attention 

and not lose focus. 

“If we keep our eye on the ball, we 

can meet the deadline.” 
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Face time (n-ph) Time spent meeting with someone 

face-to-face. 

“Our workplace needs more face 

time.” 

Facilitate (v) To guide and help something run 

smoothly. 

“A teacher facilitates learning.” 

Favourable (adj) Giving a result that helps or produces 

feelings of approval. 

“She made a very favourable 

impression on her new employer.” 

Feasible (adj) When something is possible to do. “Trips will be more feasible next year.” 

Federal (adj) Relating to a form of government in 

which power is shared between a 

country’s government and individual 

states / provinces / territories. 

“Your federal business loan has a 

higher interest rate.” 

Fee (n) An amount of money to be paid. “University fees went up this year.” 

Feedback (n) 
 

 

Helpful information that helps 

someone understand how to improve 

a performance, product, etc. 

“We ask for customer feedback to 

improve our products and service.” 

Fictitious (adj) Not true or real. “Her story seems fictitious.” 

Fifty-fifty (id) Something is divided equally. 50% for 

one person, 50% for another. 

“My business partner and I split all the 

profits fifty-fifty.” 

Financial 

statement (n) 
A document that shows amounts of 

money you have received and spent. 

“Let’s review your recent financial 

statements.” 

Financier (n) A person who controls the use / 

lending of large amounts of money. 

“He needs a financier for his 

business.” 

Fine (n / v) An amount of money that you pay as a 

punishment for breaking rule or law. 

“He paid a heavy fine for speeding.” 

“He was fined for speeding.” 

Fine-tune (v) To make small changes to improve 

something. 

“The dancer fine-tuned her 

performance.” 

Finish up (v-ph) To reach the end of a task. “Please finish up with the meeting.” 
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Fiscal (adj) Relating to money, especially what a 

government, business, or organization 

spends / owes. 

“It is the government’s fiscal 

responsibility to manage citizens’ tax 

money well.” 

Fitness (n) Relating to physical effort and activity. “The company has a fitness room.” 

Fixed cost (n) The unchanging price of something. “The building’s rent is a fixed cost.” 

Fixture (n) A person or thing that has been part 

of something for a long time. 

“We hope the new policy will become 

a permanent fixture at our company.” 

Focus group (n) 
 

A small group of people who are 

studied to guess what can be 

expected from a larger group. 

“The psychologist did a social 

experiment with three focus groups.” 

Fundamental 

(adj) 
When something is the most basic / 

important part of something. 

“Human rights are fundamental for 

everyone.” 

Follow-up (v / n) To return to a person / idea to 

continue or complete something. 

“Follow-up with our new customer.” 

“We had a follow-up meeting.” 

Foot in the door 

(id) 
To make a first move / take a low-level 

position that will allow them to move 

up in the company. 

“It’s not the job she wanted, but it’s 

the business she wanted, so she has 

her foot in the door.” 

Form              (v)   
                     (n) 

To make or create something. 

1) The type or shape of something. 

2) A document to fill in information. 

“Please form a complete sentence.” 

“Dance is an art form.”  

“Please sign the employment forms.” 

Former (adj) Something in the past or was already 

mentioned. 

“My former supervisor was very 

supportive.” 

Foster (v) To help something grow / develop. “Foster a positive work environment.” 

Found (v) To begin / create something that is 

meant to last for a long time. 

“She founded the company in 1793.” 

Franchise (v / n) To sell a company’s goods / services 

in multiple countries or cities. 

“We hope to franchise next year.” 

“McDonalds is a large franchise.” 

Freelance  

(adj / v) 
 

To be hired to work for different 

companies for short periods of time. 

“I’m a freelance travel writer.” 

“I freelance for travel magazines.” 
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Frequent  

(v / adv / adj) 
Happening often or regularly. “We frequent this place frequently.” 

“We make frequent trips to Calgary.” 

From scratch (id) To do something from the very 

beginning / the starting point. 

“She built the company from scratch.” 

From the ground 

up (id) 
To begin a business or project from 

the very bottom. 

“He built his business from the 

ground up.” 

Functional (adj) When something has a practical use 

and works properly. 

“The design is not only functional but 

also beautiful.” 

Funding (n) An amount of money that is used for a 

special purpose. 

“We need business funding.” 

FYI (abb) For Your Information 

Interesting or useful information. 

“FYI, the boss is giving us Friday off.” 
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Gain (n / v) To increase or get something. “We gained customer satisfaction.” 

Game plan (id) A strategy or plan. “He will tell us the project game plan.” 

Game-changer 

(id) 
Something that really changes reality 

for better or worse. 

“This product is a game-changer. I 

won’t buy from any other company.” 

Gather (v) To bring things or people together. “I gathered my ideas for the meeting.” 

Generic (adj) 1) Something not sold by brand name. 

2) Relating to a whole group or class. 

3) Something not much different from 

similar things. 

“Generic allergy meds are cheaper.” 

“Flu is a generic name for viruses.” 

“This product is rather generic and 

unimpressive.” 

Geography (n) The study of locations involving 

countries, cities, bodies of water, etc. 

“People who travel frequently know 

more about geography.” 

Get down to 

business (id) 
To start talking about or doing things 

relating to progress / business. 

“Now that everyone’s here, let’s get 

down to business.” 

Get the ball 

rolling (id) 
To start the beginning stage of 

something. 

“The deadline is June, so let’s get the 

ball rolling.” 

Go-ahead (n-ph) Permission to do something. “He gave me the go-ahead.” 

Going Forward 

(id) 
To act for progress or future success. 

(Also: Moving Forward) 

“Going forward, let’s update each 

other about any changes.” 

Goods (n) Things to be made, bought, and sold. “We offer quality goods and services.” 

Grand scheme 

(id) 
In the long term / complete picture. “In the grand scheme of things, this 

failure won’t matter.” 

Grant (v) To allow official permission. “We were granted a business license.” 

Graphic design 

(n) 
An artistic field involving creative 

pictures, shapes, and words. 

“She freelances as a graphic designer 

for several companies.” 

Gray area (id) Something not definite / not easily 

categorized / not right or wrong. 

“My lawyer said it isn’t clearly legal or 

illegal, it’s in the gray area.” 
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Gross pay (n) An amount of money earned before 

deductions (taxes, expenses, etc.). 

“The company gives five percent of 

their gross to charity every year.” 

Growth mindset 

(n) 
The perspective that one continues to 

learn and develop their skills and 

weaknesses. 

“A growth mindset helps you get 

through life’s failures and changes.” 

GST (abb) General Sales Tax A price tax added to goods / services. 

Guidebook (n) A book of information about a specific 

field / interest. 

“He bought a guidebook for his trip to 

Korea.” 

Guideline (n) A rule / instruction that tells how 

something should be done. 

“Our company needs clearer 

behaviour guidelines.” 
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Hammer it out 

(id) 
To use extra force or effort to reach a 

desired result. 

“We thought the project would be 

straight forward, but I guess we’ll 

have to hammer it out.” 

Hands are tied 

(id) 
When someone does not have control 

over a situation. 

“I wish I could hire you, but my hands 

are tied if you don’t have experience.” 

Harass (v) To bother someone in a constant or 

repeated way that is not enjoyed. 

“She filed harassment charges against 

him.” 

Hard skill (n) One’s education and experience that 

can help them get a specific job. 

“You show hard skills on your resume 

and soft skills in the interview.” 

Health benefits 

(n) 
Areas of an employee’s health that a 

company pays (ie. Dental, massage). 

“I have to work full time to receive 

health benefits.” 

Heaving lifting 

(id) 
The hard or most difficult work. “He took the credit, but I did all the 

heavy lifting.” 

Hierarchy (n) A system in which people are placed 

in levels of importance or status. 

“You have to start at the bottom of the 

corporate hierarchy and move up.” 

Highlight (v) To make people aware of something. “Highlight your volunteer experience.” 

Hire (v) To give work to someone in exchange 

for wages or salary. 

“The company hired five new 

employees last week.” 

Hit the ground 

running (id) 
To begin something at full force, 

speed, or busyness. 

“Projects were left for her return, so 

she had to hit the ground running.” 

Housekeeping 

(n) 
The unexciting things that must be 

done regularly to keep something 

working properly. 

“Let’s go over some housekeeping 

things before we begin the meeting.” 

HR (abb) Human Resources 

A department in an organization that 

deals with employee matters. 

“HR handles our complaints and 

reports.” 

Hub (n) The central and most active part of a 

place. 

“The staff lounge is the hub of the 

building.” 
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Human Right (n) A basic right that many societies 

believe every person should have. 

“Fair and equal treatment is a human 

right in Canada.” 
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Ideal            (adj) 
 
                     (n) 

Exactly right for a particular purpose, 

situation, or person. 

One’s standard of perfection. 

“This weather is ideal for an outdoor 

wedding.” 

“The employer has unrealistic ideals.” 

Ideate (v) To create an idea or thought. “Ideate about the ad before we meet.” 

Identify (v) To know, find out, or show what 

something / who someone is. 

“Can you identify the reason our sales 

were down last month?” 

Idiom (n) An expression that cannot be 

understood literally but has a separate 

meaning of its own. 

“Idioms can be difficult for language 

learners, because the individual words 

do not tell you the meaning.” 

Impact (n / v) The influence or effect on something. “Employee satisfaction has a good 

impact on a company.” 

Implement (v) To begin to use something for a task. “The plan is too costly to implement.” 

Implicit (adj) Not clearly or directly stated but is 

meant to be understood. 

“There is an implicit expectation that 

we will host them for dinner.” 

Imply (v) To suggest something without saying 

it. 

“He didn’t say that I’m doing my work 

well, but he implied it.” 

Import (v / n) The act of bringing / product brought 

into a country to be sold. 

“This car is imported from Japan.” 

“These cars are imports.” 

Impose (v) To affect someone / something 

through force, authority, or insistence. 

“It is against the law to impose your 

personal beliefs on others.” 

Impression (n) The effect that someone or something 

has on a person. 

“She made a great first impression in 

the job interview.” 

Impressionable 

(adj) 
When someone is easy to influence in 

one direction or another. 

“You shouldn’t be too impressionable. 

You should have your own beliefs.” 

Imprison (v) To put someone in prison. “He was imprisoned for tax evasion.” 

Improper (adj) Not following rules of acceptable 

behaviour. 

“The employee’s reaction to his boss 

was improper.” 
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In / out of 

the loop (id) 
To be part of / not part of 

something that others know about. 

“I felt out of the loop in the meeting 

because I was gone for two weeks.” 

In terms of (ph) To show that you are describing 

something specific. 

“This product is great in terms of 

appearance, but not quality.” 

Incentive (n) Something that encourages / gives a 

reason for someone or something to 

do something. 

“Our employees are given financial 

incentives for reaching our sales 

goals.” 

Incident (n) An unexpected and usually unpleasant 

thing that happens. 

“She had to report the incident 

immediately.” 

Income tax (n) A tax taken off someone’s earned pay. “Income tax is not optional.” 

Incorporate (v) 1) To include one thing into another 

thing. 

2) To form a company into a 

corporation that has the rights / duties 

of an individual under the law. 

“This design incorporates the best 

features of the other products.” 

“The company was incorporated in 

1981.” 

Incur (v) To cause / experience something 

unpleasant or unwanted. 

“He incurred a large amount of debt 

for himself.” 

Independence 

(n) 
Freedom from outside control / 

support. 

“She exercised her independence by 

moving out of her parents’ house.” 

In-depth (adj) Covering many or all important points. “A customer left an in-depth review.” 

Indigenous (adj) Living / existing in a particular area 

first. 

“Indigenous people lived in Canada 

before anyone else.” 

Indirect 

communication 

(n) 

Explaining / expressing something that 

is unclear or requires effort to be 

understood. 

“In Canadian culture, indirect 

communication is used to be polite 

but can waste time otherwise.” 

Individualism (n) A cultural trait in which the needs / 

goals of the person are the most 

important. 

“Individualism encourages people to 

pursue their own career goals.” 

Industry (n) 1) The process of making products by 

using machinery and factories. 

2) A group of businesses that provide 

one product or service. 

“Industries can release gasses that 

are harmful to the environment.” 

“It’s difficult to succeed in the 

entertainment industry.” 

103



WORD DEFINITION EXAMPLE 

Infer (v) To use evidence to form an opinion / 

conclusion. 

“He inferred from her reaction that he 

had said something rude.” 

Influence (v) To affect / change something or 

someone. 

“The product was influenced by 

customer feedback.” 

Inform (v) To give information. (formal) “She will inform us of her decision.” 

Initial (adj) Occurring at the beginning. “We won’t use the initial product.” 

Initiative (n) The power or opportunity to do 

something needed before others do. 

“If you want to move up in this 

company, show some initiative.” 

Innovate (v) To do something in a new way. “We continually innovate our service.” 

Inquire (v) To ask for information. (formal) “I inquired about their benefits.” 

Insight (n) The ability to understand people, 

situations, or problems clearly. 

“My employer has great insight into 

customer satisfaction.” 

Institution (n) An established organization. “It’s a great academic institution.” 

Integration (n) To combine two or more things to 

form one thing. 

“I hope to integrate well into Canadian 

culture.” 

Integrity (adj) The quality of being honest and fair. “He has great integrity.” 

Intention (n) Something that you plan to do. “She had good intentions but could 

not show results.  

Interaction (n) Talking or doing things with other 

people. 

“He enjoys customer interactions.” 

Internal (adj) Coming from the inside of something. “The company has internal pressure 

to finish the project by Christmas.” 

Interpersonal 

(adj) 
The relations of two or more people 

coming into contact. 

“Interpersonal skills are a necessary 

soft skill that you need for this job.” 

Interpret (v) To separate complicated information 

for the purpose of understanding it. 

“I can’t interpret whether or not she 

likes the product.” 

Interrupt (v) To ask questions or say things while 

another person is speaking. 

“It is not polite to interrupt.” 
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Inventory (n) A complete list of things that are 

stored in a place. 

“Please do inventory for both the 

store and the storage room.” 

Invest (v) 1) To use money to earn more 

money. 

2) To use resources to improve 

something valuable. 

“She invests in the gold market.” 

“The employer invested in the 

supervisor by providing more 

education and training.” 

Invoice (n / v) A document that shows a list of goods 

/ services and the prices to be paid. 

“We sent your invoice by email.” 

“Please invoice their request.” 
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Jack-of-all-trades 

(id) 
A person who can do many different 

types of work but is not necessarily 

qualified for any of them. 

“He will figure it out, he’s a jack-of-all-

trades.” 

Jargon (n) 
 

The language used for a specific field, 

activity, or group of people. 

“The document was filled with medical 

jargon.” 

Just cause (n) 
 

The reason that gives someone a 

moral right to do something. 

“The lawyer said she had just cause to 

injure her attacker.” 
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Keep track (v-ph) 
 

To be aware of how something 

changes / what someone does. 

“It’s his job to keep track of financial 

information.” 
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Labour (n) Work that someone is paid to do. “The labour market is good this year.” 

Land the plane 

(id) 
When someone is bringing a speech 

or meeting to a close. 

“Let’s land the plane with our last 

meeting topic.” 

Last straw (id) The last annoyance, disturbance, or 

betrayal which causes someone to 

give up an effort. 

“When you lied about giving me a 

raise, that was the last straw.” 

Launch (v / n) To begin something that requires 

much effort, such as a business. 

“She’s trying to launch a new career.” 

“The company launch is tonight.” 

Lay off (v-ph) To end the employment of a worker. “I was laid off due to budget cuts.” 

Leadership (n) The skill, power, or ability to lead 

other people. 

“You have shown great leadership 

skills.” 

Learn the ropes 

(id) 
To learn the basics or beginnings of 

something. 

“I like my new position. I’m starting to 

learn the ropes.” 

Lease (v / n) A legal agreement to pay to use 

something for a period of time. 

“We lease our company building.” 

“We have to sign a new lease.” 

Legal (adj) Relating to / based on the law. “Everyone has legal responsibilities.” 

Legible (adj) When something is clear enough to be 

read. 

“Please write a legible request for time 

off.” 

Legislation (n) A law or set of laws made by a 

government. 

“They passed the anti-gun legislation 

this week.” 

Lend (v) To give something to someone for a 

short period of time. 

“She lent her car to her friend for two 

days.” 

Liability (n) The legal responsibility for something. “The business is liable for his injury.” 

License (n) An official document that gives you 

permission to do something. 

“Businessowners have to apply for a 

business license.” 

Life cycle (n) The stages something goes through 

from its beginning to its end. 

“This product’s life cycle is 

impressive.” 
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Linear Time (n) A cultural trait in which time is 

understood as a line with one event 

after another. 

“Linear time cultures really value 

punctuality.” 

Linguistics (n) The study of languages and how they 

work. 

“Linguistics is a very interesting field 

of study.” 

Link (v / n) To connect / join two or more things. “The link connects us to the website.” 

Literacy (n) 1) The ability to read and write. 

2) Knowledge relating to a subject. 

“Everyone needs literacy education.” 

“She is learning computer literacy.” 

Literal (adj) The ordinary or usual meaning of 

something. 

“I was using the word in its literal 

sense.” 

LMK (abb) Let Me Know “If you agree with the terms, we’ll 

move ahead. LMK.” 

Loan (v / n) A money amount given to someone 

for a period of time and paid back. 

“The bank loaned me $10,000.” 

“I took out a $10,000 loan.” 

Local (adj) Related to a particular area / city. “The local newspaper wrote about it.” 

Logo (n) A symbol that represents a company. “We are designing a new logo.” 

Long shot (id) Something that has a very low chance 

of happening. 

“Winning the lottery is a long shot.” 

Long-term (adj) Lasting for a long period of time. “The company has a long-term plan.” 

Lose-lose (id) When there is a negative outcome for 

all sides, people, or groups involved. 

“This business deal is a lose-lose 

situation.” 

Loyal (adj) Complete / constant support for 

someone or something. 

“Our company has many loyal 

customers.” 

Luxury (n) A condition / situation of comfort, 

wealth, and ease. 

“The company provides luxury for its 

customers.” 
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Majority (n) A group with something specific in 

common that has greater numbers 

than those outside the group. 

“The majority needs to be considerate 

of the minority.” 

Mandatory (adj) Required by a law or rule. “Tomorrow’s meeting is mandatory.” 

Manufacture (v) To make a product in large amounts 

using machines. 

“Their company manufactures winter 

and athletic clothing.” 

Marginalize (v) To put or keep someone in a 

powerless or unimportant position. 

“This company is against all 

marginalization.” 

Market (n / v) The activity of buying / selling 

products and services, including the 

supply of workers and jobs. 

“The job market is pretty good this 

year.” 

Marketing (n / v) The job / act of making people aware 

of a company’s products and making 

sure the products are available. 

“Our company will increase its budget 

for marketing.” 

“I market the clothing brand.” 

Maternity leave 

(n) 
A woman’s temporary absence from 

work during late pregnancy and her 

child’s first several months. 

“I get one year of maternity leave.” 

Matrix (n) A situation or set of conditions in 

which something else develops. 

“People live and work within a 

complex social matrix.” 

Maximize (v) To increase something as much as 

possible. 

“The company is trying to maximize 

its profits.” 

Measure (v) To find out / judge the size, length, 

amount, value, importance, or extent 

of something. 

“An entrepreneur’s success can’t just 

be measured by profit.” 

Member (n) Someone / something that belongs to 

part of a group or organization. 

“How many countries are members of 

the United Nations?” 

Mental health (n) One’s emotional, psychological, and 

social well-being. 

“My mental health impacts how I can 

manage day-to-day life.” 
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Mental illness (n) Extreme emotional, psychological, and 

social distress which keeps someone 

from functioning well. 

“My mental illness means that I have 

to sleep longer than most people.” 

Mentor (n / v) A person who / the act of teaching and 

giving help to a less experienced and 

often younger person. 

“Her business mentor taught her new 

ways to grow her company and 

maintain a work-life balance.” 

Metaphor (n) A word or phrase that is used as a 

symbol for something else. 

“Flight can be a metaphor for 

freedom.” 

Method (n) A way of doing something. “Let’s try a more profitable method.” 

Metrics (n) The science of meter measurement. “Canada uses the metric system.” 

Micromanage (v)  To try to control or manage the small 

parts of an activity or project in a way 

that is unwanted or causes problems. 

“I wish my boss could trust my 

abilities without micromanaging me.” 

Milestone (n) An important point of progress or 

development in something. 

“Graduations are significant 

milestones in people’s lives.” 

Mingle (v) To bring together two or more people 

for a variety of conversation. 

“The host was too busy to mingle 

during the party.” 

Minimize (v) 
 

To make something as small as 

possible. 

“Our company will find a way to 

minimize costs.” 

Minority (n) Those outside the group who are 

different from the large group that all 

have something specific in common. 

“The minority population need equal 

opportunities as the majority.” 

Mirror (v) To copy behaviour / be very similar to 

something else. 

“She mirrored her employer’s 

expression.” 

Mission (n) A task that you consider very 

important. 

“Our mission is to provide quality 

products for our customers.” 

Moderate     (adj) 
                     (v) 

Average in size, quality, or amount. 

To make something less harsh, 

strong, or severe. 

“Moderate temperatures this week.” 

“She moderates our staff 

discussions.” 

Monitor (v) To watch, observe, listen to, or check 

something over a period of time. 

“The nurse monitored the patient’s 

heart rate.” 

112



WORD DEFINITION EXAMPLE 

Morals (n) Proper ideas and beliefs about how to 

behave in a way that is considered 

right and good by most people. 

“The CEO has good morals for 

managing so many employees. 

Moving forward 

(v-ph) 
To act for progress or future success. 

(Also: Going Forward) 

“Moving forward, let’s update each 

other about any changes.” 

Multitask (v) To do several things at the same time. “Mothers are professional 

multitaskers.” 

Municipal (adj) Relating to a city or town government. “The municipal building is next door.” 

Mute (v) To make something / someone softer, 

quieter, or silent. 

“Please mute your microphone during 

the presentation.” 
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Nail down (id) To make something happen or 

determine something uncertain. 

“Let’s nail down our plan to advertise 

the new product.” 

Navigate (v) To figure out / find the right direction 

in a situation. 

“I’m navigating a new position.” 

Net pay (n) An amount of money earned after all 

deductions (is. Taxes, expenses, etc.) 

“My net pay was a little less this 

month.” 

Net worth (n) 
 

The total worth of a business after all 

debts and bills are subtracted. 

“Amazon’s net worth is around $202 

billion.” 

Network         (n) 
 
                     (v) 
 

A system of people / things that are 

connected to each other. 

To talk with people whose jobs are 

similar to yours for business 

opportunities and advice. 

“He hooked up his computer to the 

main network.” 

“I network with other business owners 

once a week.” 

Neutral (adj) 
 

When something or someone does 

not pick a side of an argument / show 

strong opinion or bias. 

“Gray is a neutral colour.” 

“I’m staying neutral throughout this 

conversation.” 

Neutral Culture A cultural trait in which people are 

expected to limit expression and have 

control over emotions. 

“Neutral cultures react negatively to 

big displays of emotion.” 

Newsletter (n) 
 

 

A short, written document that tells 

about a family, community, or 

organization’s recent news & events. 

“Our company sends out a monthly 

newsletter.” 

Nine-to-five (adj) When someone works predictable 

hours during the day at a routine job. 

“He misses working nine-to-five ever 

since he started shift work.” 

No brainer (id) A really obvious or easy decision. “With low interest, it’s a no brainer.” 

Norm (n) Something usual or expected. “Cultural norms can be confusing.” 

Not going to fly 

(id) 
When a solution isn’t realistic or 

effective. 

“Based on those numbers, that plan is 

not going to fly.” 

Notice (n) 1) Information that tells / warns you 

that something is going to happen. 

“Give us notice when you’re on your 

way over.” 
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2) A formal statement that an 

agreement will end soon. 

“I gave my boss notice, because I got 

a great job offer elsewhere.” 

Notify (v) To inform / tell someone about 

something. (formal) 

“She notified the police about the 

incident.” 

Nutshell (id) In a few words / summary. “In a nutshell, he had to resign.” 
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Objective        (n) 
                   (adj) 

A goal or purpose. (formal) 

When something is based on facts 

rather than feelings or opinions. 

“The objective is to learn English.” 

“Scientists must be objective.” 

Obligation (n) Something that one must do because 

of a law, rule, promise, or moral. 

“Employers are obligated to treat 

employees fairly.” 

Occasion (n) A special or particular time / situation. “I bake on the rare occasion.” 

Off the ground 

(id) 
To start a project or business. “Once we have a plan, we can get this 

project off the ground.” 

Offer (n / v) The opportunity / act of giving the 

opportunity for someone to do, take, 

or accept something. 

“He will be perfect for the job position. 

Send him the offer this morning.” 

Offline 

conversation (n) 
A conversation taken from public into 

private.   

“This is an important topic, but let’s 

take this conversation offline.” 

Omission (n) Something that has not been done or 

included. 

“There are two omissions on the list.” 

“Our company was omitted from the 

event’s invite list.” (v) 

On a roll (id) When someone has had several 

successes in a row. 

“We’ve been on budget for three 

months straight. We’re on a roll!” 

On one’s toes 

(id) 
To keep someone guessing / alert. “My boss doesn’t give compliments. 

He keeps us on our toes.” 

On the ball (id) To be alert and aware of things. “This job can change quickly, so you’ll 

need to be on the ball.” 

On the same 

page (id) 
For two or more people to agree 

about something. 

“Let’s go over the contract to make 

sure we’re on the same page.” 

On top of it (id) To be in complete control / aware of / 

planning for all parts of a task. 

“I know it’s a complicated project, but 

I’m on top of it.” 

Onboard (v / adv) 
 

 

1) When someone / something is on 

any kind of vehicle. 

2) To add something / someone to a 

situation. 

“The witness was onboard the boat.” 

 

“We’re onboarding new clients this 

week.” 
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One-on-one  

(adj / adv) 
When something involves only two 

people. 

“A one-on-one lunch meeting.” 

“Let’s meet one-on-one to discuss it.” 

Online portal (n) An organization’s internet service for 

students / clients / customers. 

“Our university allows you to submit 

all your work in an online portal.” 

Open-ended (adj) 
 

When something can change because 

its end result is not limited. 

“Open-ended questions keep 

conversations going.” 

Operate (v) To function or behave in a desired 

way. 

“Their company operates a recycling 

program.” 

Optimism (n) A feeling or belief that good things will 

happen in a situation / the future. 

“Optimism is a quality that people 

enjoy.” 

Optimize (v) To make something as effective as 

possible. 

“We will optimize our computer 

system next week.” 

Outcome (n) The result of an activity / process. “That meeting had two outcomes.” 

Outline (n / v) A written list or description of / to list 

or describe the most important parts 

of something. 

“The presenter had a speech outline.” 

“Let’s outline the advertising plan for 

next month.” 

Outlook (n) The way that a person thinks about 

things. 

“You can have a negative or positive 

outlook on this.” 

Outsource (v) To send away company work to be 

done by people at another company. 

“The work was outsourced to a nearby 

factory.” 

Overcome (v) To successfully defeat, deal with, or 

gain control of something / someone. 

“The entrepreneur overcame his 

financial problems.” 

Overtime (adj / n) Time spent / money earned from 

working extra hours. 

“I have been working way too much 

overtime, but it is good money.” 

Overview (n) A general explanation or description of 

something. 

“Give me the overview of your 

meeting with the CEO.” 
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Participate (v) To be involved with others in an 

activity, task, or event. 

“Everyone will be expected to 

participate equally on this project.” 

Particular-Rule A cultural trait in which the spirit of 

the law is more important than the 

letter of the law. There are situational 

and relational exceptions to rules. 

“Particular-Rule cultures may let 

family and friends get away with more 

than Universal-Rule cultures.” 

Partnership (n) Working with someone for a purpose. “I have a new business partnership.” 

Paternity / 

Parental leave 

(n) 

A man’s temporary absence from 

work after his wife has given birth and 

during the child’s early life. 

“He will take two months of paternity 

leave.” 

Pay respect  
(v-ph) 

To make a polite visit to / show 

respect for someone who has died or 

is the family of someone who died. 

“On Remembrance Day, we pay 

respect by being silent for one to 

three minutes.” 

Pay stub (n) A piece of paper given to an employee 

with each paycheck that explains the 

money earned and deductions. 

“Keep your pay stubs for financial 

record.” 

Payroll (n) A company task or role of paying all 

employees and calculating deductions. 

“She does payroll for the company.” 

“You’ll have to ask payroll.” 

Penalty (n) Punishment for breaking a rule or law. “Being fired is an extreme penalty.” 

Pension (n) An amount of money that a company 

or the government pays to a person 

who is too old / sick to work. 

“Retired people live off their 

pensions.” 

Perception (n) The way you think about or 

understand something/someone. 

“Your perception of the problem is not 

the whole story.” 

Performance (n) 1) How well someone does a job. 

2) An activity that someone does to 

entertain an audience. 

“He has shown poor performance.” 

“His singing performance was 

incredible last night!” 

Period (n) A length of time with stages or actions 

leading to something’s completion. 

“We will use the quarantine period to 

review company policies.” 

Permit           (v) To allow something to happen. “My boss permits smoking.” 
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                     (n) An official document that shows that a 

person is allowed to do something. 

“Did you get a fishing permit yet?” 

Perseverance (n) A quality when someone continues a 

task or activity through difficulty. 

“Perseverance is a soft skill.” 

“She persevered in her job hunt.” 

Persona (n) The image, behaviour, or personality 

that you present to other people. 

“He has different professional and 

private personas.” 

Photocopy (v / n) The act or result of using a machine 

to make another version of a 

document or picture. 

“Please photocopy this paperwork.” 

“Please make ten photocopies.” 

Phrasing (n) The way something is expressed in 

words. The particular words / order. 

“His phrasing of the instructions was 

confusing.” 

Pick one’s brain 

(id) 
To ask for ideas or knowledge from 

someone on a specific topic. 

“I would like to invest my money. 

Could I pick your brain?” 

Pickup         (adj) 
                 (n-ph) 

1) An unplanned event or meeting. 

2) An increase in specific activity. 

“A pickup music night.” 

“There is a pickup in product sales.” 

Pinpoint (v) To find out something with certainty. “We’ve pinpointed the problem.” 

Pitch (v / n) The act / speech of presenting an 

idea. 

“He pitched the project to the board.” 

“He liked my pitch!” 

Pivot (v) To turn on / around a central point. “The dancers pivoted on their toes as 

they changed direction.” 

“She pivoted around the idea.” 

Platform (n) Something (usually technological) that 

allows someone to tell many people 

about an idea, service, or product. 

“Celebrities can use their fame as a 

platform for important causes.” 

Policy (n) An officially accepted set of rules 

about what should / should not be 

done. 

“You can’t bring your dog in here. It’s 

against store policy.” 

Portion (n) A part of a larger amount of 

something. 

“A portion of her paycheck will be 

deducted for her health benefits.” 
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Position (n / v) The place / act of changing where 

something or someone is either 

physically or in a situation. 

“People who sit at work should 

change their position often.” 

“She positioned herself for success.” 

Postage (n) The cost of / the stamps attached to a 

letter or package in the mail. 

“What is the postage for this 

package?” 

Posture (n) The way your body is positioned. “Please sit up and put your shoulders 

back. Posture is important.” 

Potential (n / adj) A chance or possibility that something 

will happen / exist in the future. 

“Effort adds potential for success.” 

“This product has potential risks.” 

PowerPoint 

Presentation (n) 
A collection of slides with information.  “He created forgot his PowerPoint 

Presentation for the conference.” 

Preauthorize (v) To have legal or official permission to 

do something. 

“If sign up for preauthorized 

payments, they will withdraw the 

money from your account.” 

Precaution (n) Something that is done to prevent 

possible harm or trouble. 

“When driving, we wear a seatbelt as 

a precaution.” 

Precipitation (n) Water that falls to the ground in the 

form of rain, hail, snow, etc. 

“There is a sixty percent chance of 

precipitation today.” 

Predict (v) To say that something will or might 

happen in the future. 

“We predict that sales will go up next 

month.” 

Predictable (adi) Capable of being known before it 

happens / behaving in a way that is 

expected. 

“If you are too predictable, people 

might think you are boring.” 

Premium (adj / n) A price / quality that is higher than 

normal. 

“Most customers will pay premium 

prices for premium products.” 

Presence (n) The effect of someone being in a 

particular place. 

“She has a welcoming presence.” 

Preserve (v) To keep something in its original state 

/ good condition / safe from harm. 

“People must stand up for themselves 

to preserve their rights.” 

Prevent (v) To stop something from happening. “Safety gear prevents injuries.” 
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Primary (adj) The first or most important thing. “Our primary concern is profit.” 

Prioritize (v) To organize things so that the most 

important one is done / cared for first. 

“Our company prioritizes our 

employees’ safety.” 

Pro (n) A positive part of a situation, usually 

when considering multiple options. 

“Flexibility is a pro of 

entrepreneurship.” 

Probationary 

period (n) 
When someone starts a new job and 

is watched for a set amount of time. 

“She got a raise because she did very 

well during her probationary period.” 

Problem-solve 

(v) 
The act or process of finding a 

solution to a problem. 

“We have to problem-solve or this 

project will fail.” 

Procedure (n) A series of actions that are done in a 

certain / accepted way or order. 

“New employees must be taught 

proper safety procedures.” 

Procure (v) To get something by action or effort. “We’ve procured regular customers.” 

Production (n) The process of making / growing 

something for sale or use. 

“They started production on 

Wednesday.” 

Profession (n) A type of job that requires special 

education, training, or skill. 

“He wants to go into the legal 

profession.” 

Professional (adj) When someone shows good skill, 

judgment, and behaviour for a job. 

“She has proven that she can be 

professional.” 

Profile (n) A brief written description (can include 

a photo) that provides information 

about someone / something. 

“Our new business profile is getting a 

lot of customer attention.” 

Profit (n / v) A benefit / money that you make after 

all other expenses are paid. 

“The ad really increased their profits.” 

“We profit from our hard work.” 

Program (n) A plan of things / instructions that 

need to be done for a specific result. 

“He started a workout program to take 

better care of his body.” 

Progress (v / n) The act or process of moving forward 

toward a goal / result. 

“I hope to make great progress with 

this project over the next month.” 

Progression (n) Continuous and connected actions, 

events, etc. 

“The meeting progression was too 

slow.”  
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Prohibit (v) To officially say that something is not 

allowed. 

“Customers are prohibited from being 

in the staff room.” 

Projection (n) An estimate of what might happen in 

the future based on the present. 

“She gave a projection of next year’s 

expenses and profits.” 

Promote (v) 1) To change one’s position to a 

higher or more important one. 

2) To make people aware of 

something important. 

“I’ve been promoted to assistant 

manager.” 

“The new policy promotes gender 

equality.” 

Prompt (n / v) The cause of / to cause something. 

 

 

“The prompt made him think of an 

idea to add to the conversation.” 

“She prompted me to respond.” 

Proofread (v) To read something for the purpose of 

correcting mistakes and improving it. 

“He proofread the cover letter before 

emailing it.” 

Propose (v) To suggest something to a person / 

group of people to consider. 

“I propose that we create a new ad.” 

Proposition (n) 

Prospect (n) Something that is likely to happen in 

the future. 

“She has a few job prospects.” 

Provider (n) A group / company that gives a 

specific service. 

“Our new internet provider is much 

better than our last.” 

Province (n) One of the large sections that a 

country is divided into. 

“Canada has ten provinces.” 

Pry (v) To use extra effort to find out 

something private / open something. 

“I’m curious, but I don’t want to pry.” 

“He pried open the container lid.” 

PSI (abb) Pound per Square Inch 

The measurement of air for things 

such as tire pressure. 

“My Honda CRV tires need 30 PSI.” 

Psychological 

(adj) 
Relating to the mind / brain. “Psychological problems often require 

medication.” 

PTO (abb) Paid Time Off / Personal Time Off “You’re approved for one week PTO.” 

Punctual (adj) Arriving or doing something at the 

expected or planned time. 

“Good employees are punctual.” 
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Push the 

envelope (id) 
To meet or go beyond the limits of 

what is possible. 

“The joke pushed the envelope but 

was received well.” 

Put out fires (id) To deal with emergencies / urgent 

matters / solve unexpected problems. 

“I expected to make progress but had 

to put out fires all day long.” 
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Qualify (v) To have the necessary skill or 

knowledge for a specific job / activity. 

“You qualify for a student loan.” 

Quality (n) A characteristic or feature that 

someone / something has. 

“Kindness is an important quality for 

an employee in customer service.” 

Quantity (n) An amount / number of something. “The product is sold in large quantity.” 

Quit while you’re 

ahead (id) 
Stop doing something because it is 

not working as planned and continuing 

may have negative effects. 

“I tried to make a joke in the meeting, 

but when no one laughed I decided to 

quit while I’m ahead.” 
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Raise (n) An increase in wages or salary. “I asked my boss for a raise.” 

Raise the bar (id) To set standards and expectations 

higher by doing something great. 

“His work ethic raised the bar for his 

co-workers.” 

Rank (n / v) The position of / to position 

someone or something among 

other things or people judged by 

quality, ability, size, etc. 

“The university rankings for 2020 will 

be posted next week.” 

“The university is ranked as third in 

the country.” 

Rapport (n) 
 

A good relational connection, which 

is usually professional. 

“The company has a good rapport 

amongst its staff.” 

Reach out (v-ph) To make an effort to do something 

with / for other people. 

“I’ll reach out to management about 

the new policy.” 

Realism (n) Understanding what is real and 

possible in a situation. (adj) realistic 

“Thinking we can pay off all this debt 

in one year stretches realism.”  

Receipt (n) A piece of paper with a list of 

products or services purchased. 

“Keep your receipt in case you need 

to return anything.” 

Recipient (n) A person who receives something. “She is the award recipient this year.” 

Record (n) An official written document that is 

proof of something. 

“Unfortunately, we have no record of 

your purchase.” 

Recruit (v) To find the right people for a 

company, organization, or team. 

“The CEO is recruiting more 

employees.” 

Red tape (id) Actions or complicated tasks that 

seem unnecessary, but a 

government or organization 

requires you to do in order to 

achieve something else. 

“You would not believe the red tape 

when getting permits.” 

Reference          (n) 
 
 
                         (v) 

A person who can be asked for 

information about another’s 

character, skills, experience, etc. 

To mention something or someone 

specific in speech or writing.” 

“She listed her former employer as a 

reference when she applied for the 

job.” 

“She referenced her apprenticeship in 

her job interview.” 
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Referral (n) Someone sent to another person / 

place for an official service. 

“The doctor referred the patient to a 

skin specialist / dermatologist.” 

Refrain (v) To stop yourself from doing 

something. 

“She was going to make a joke in her 

interview, but she refrained.” 

Refuse (v) To say that you will not accept or 

do something. 

“The supervisor asked him to climb 

the unsafe ladder, but he refused.” 

Region (n) A part of a country / the world that 

is different / separate from others. 

“The Rocky Mountains are in the 

Western region of Canada.” 

Registration (n) The process of entering information 

about something or someone in an 

official book / record / list. 

“The event registration opens 

tomorrow.” 

(v) register 

Regulate (v) To make rules or laws that control 

the effect of something. 

“Thermostats regulate temperature.” 

“Engineering is regulated in Canada.” 

Regulation (n) An official rule / law about how 

something should be done. 

“Smoking in this building is against 

regulations.” 

Rehearse (v) To say or do something several 

times to practice for a public event. 

“The lawyer rehearsed his closing 

argument.” 

Reimburse (v) To pay someone the exact amount 

of money that they spent on 

something. 

“You will be reimbursed for any 

supplies you buy.” 

Reinforce (v) To strengthen anything by adding 

support to it. 

“The joke reinforced the stereotype 

that his race is lazy.” 

Relevant (adj) When something relates to a 

subject in an appropriate way. 

“Her comment was not relevant to the 

conversation.” 

Reliable (adj) Able to be trusted or provide what 

is needed. 

“He is a reliable employee.” 

“Her car is very reliable.” 

Relief (n) The feeling when an unpleasant 

situation stops or does not happen. 

“I breathed a sigh of relief when our 

costs and profits broke-even.” 

Remark (n) What someone says / writes to 

express an opinion or idea when 

they notice something. 

“He makes many witty remarks.” 

“Her remark was offensive.” 
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Renovate (v) To make changes / repairs to 

something to improve it. 

“We completely renovated the office 

building two years ago.” 

Repair (v) To fix something that is broken or 

damaged. 

“She repaired her furniture.” 

“She repaired her relationship.” 

Repayment (n) The act or process of paying back 

money that you have borrowed. 

“His student loan repayment will take 

years.” 

Rephrase (v) To say or write something again 

using different words. 

“I couldn’t understand the first time, 

can you rephrase?” 

Report                (n) 
 
                         
 
 
                          (v) 

1) An official document that gives 

information about a subject / 

project. 

2) A written or spoken description 

of a situation / event. 

To give information about a 

situation / event. 

“I emailed you the project report.” 

 

 

“The police officer wrote up a report.” 

 

“He reported the incident to his 

employer.” 

Represent (v) To act as, speak for, or be an 

example of something / someone. 

“The business owner represented his 

company’s staff at the meeting.” 

Reputation (n) The common opinion that people 

have about someone / something. 

“That freelance accountant has a great 

reputation.” 

Requirement (n) Something that is necessary for 

something else to be done. 

“A university degree is a requirement 

for this job position.” 

Research (v / n) The act or result of careful study 

that is done to find new knowledge 

about a subject. 

“She researched her rights as an 

employee.” 

“Here is the project research.” 

Reserved       (v / n) 
 
                      (adj) 

(Past tense) To make arrangements 

for something at a later time. 

Not openly expressing feelings or 

opinions. 

“He reserved a table at the 

restaurant.” 

“She is friendly, but a little reserved.” 

Resignation (n / v) The official letter or act of giving up 

a job or position. 

“I handed in my resignation.” 

Resolution (n) 1) A promise to yourself that you 

will try to do something. 

2) An answer or solution. 

“My New Years resolution is to 

exercise three times a week.” 

“The story had no resolution.” 
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Resolve (v) To find an answer or solution to 

something. 

“The business owner’s speech 

resolved employee’s concerns.” 

Resource (n) A supply of something that 

someone has and can use when 

needed. (ie. time, money, oil, gas) 

“Canada uses a lot of oil and gas 

resources for its economy.” 

“Money is one resource I need.” 

Respond (v) To say or write something as an 

answer or reaction. 

“He has not yet responded to my 

email.” 

Respondent (n) A person who gives an answer. “The respondent disagreed my ideas.” 

Responsible (adj) Able to be trusted to do what is 

right, expected, or required. 

“It is responsible to come to work on 

time.” 

Restrict (v) To limit or prevent something. “His contract restricts his time off.” 

Restructure (v) To change the basic organization of 

something. 

“Restructuring a company is a risky 

move but it can help increase profit.” 

Result (n) The effect of something that has 

already happened. 

“As a result of her hard work, she 

received a promotion.” 

Resume (n) A formal document that shows a 

person’s education and experience. 

“Resumes should only be one or two 

pages long.” 

Retail (n) The business of selling things 

directly to customers. 

“I worked in retail before I started my 

own clothing business.” 

Retire (v) To end a job or career because you 

have reached an age when you are 

not allowed to / do not need or 

want to work anymore. 

“It is wise to start saving for 

retirement at the beginning of your 

career.” 

“She retired from teaching last year.” 

Revenue (n) Money that is made by / paid to a 

business or organization. 

“The factory lost revenue when its 

workers went on strike.” 

Reward (n / v) Something given to / received by 

someone who acted favourably. 

“Hard work brings its own rewards.” 

“Our boss rewarded us with raises.” 

Right (n) The moral or legal permission to do 

/ have / get something. 

“Safety is a human right.” 

“Payment is a worker’s right.” 
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Risk (n / v) The possibility that something bad 

or unpleasant will happen. 

“This product is a financial risk.” 

“Don’t risk losing your job.” 

Roadblock (n) 1) Something that stops progress. 

2) A place where police stop 

drivers to check vehicles. 

“The entrepreneur hit a roadblock 

when the money ran out.” 

“I was at a roadblock / check-stop.” 

Robust (adj) Something / someone who is 

strong and healthy. 

“Solid wood furniture is robust and 

lasts a long time.” 

Rock the boat (id) To cause problems or disrupt a 

peaceful situation. 

“He had a good idea in the meeting 

but didn’t want to rock the boat.” 

Role (n) A part that someone / something 

has in a situation or people group. 

“Everyone had a role in our company’s 

success this year.” 

Royalty payment (n) When money is given from one 

person / company to another for 

the ongoing use of something. 

“The business owner has a royalty 

payment agreement with the 

landowner.” 

Run out (v-ph) To use something up. “She ran out of patience.” 
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Safe bet (id) When something will probably 

happen. 

“It’s a safe bet that technology will be 

much more advanced in 10 years.” 

Salary (n) An amount of money that an 

employee is paid each year. 

“She was offered a $150,000 salary. 

Same boat (id) When people are in the same 

situation. 

“Lay offs are putting us all in the same 

boat.” 

Scalable (adj) When something is easier to make 

larger or more powerful. 

“The pilot project was a success, so it 

may be scalable.” 

Scan (v) To quickly read something for 

specific information. 

“Please scan these documents for the 

customer’s contact information.” 

Scenario (n) A description of what could happen 

in a situation. 

“Best-case scenario, we finish the 

work by tomorrow.” 

Seasonal (adj) When something happens / is 

needed for a specific time of year. 

“We hire seasonal employees for 

Christmas.” 

Second nature (id) When someone does something so 

naturally that it seems like they were 

born knowing how to do it. 

“After thirty years of teaching, it has 

become second nature.” 

Secondary (adj) When something is not as important 

as something else. 

“Health is primary; success is 

secondary.” 

Sectioned Culture A cultural trait in which people’s lives 

are separated into categories. 

“Sectioned cultures frown upon 

treating employers like friends.” 

Secure (adj) In a firm / safe position from 

unwanted movement / change. 

“Few businesses were secure during 

the coronavirus pandemic.” 

See eye-to-eye 

(id) 
When two or more people agree on 

something. 

“We don’t always see eye-to-eye, but I 

respect his opinions.” 

See it through (id) To do something until it is finished. “My boss offered me another project, 

but I want to see this through first.” 

Segment (n) One of the parts of something. “TV show segments are episodes.” 
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Self-control (n) Control over your own feelings or 

actions. 

“Neutral cultures highly value self-

control.” 

Self-employed 

(adj) 
Earning income from one’s own 

business rather than working for 

someone else. 

“She is self-employed, so she has to 

set aside money to pay taxes.” 

Semi-structured 

(adj) 
Something with limited plan, 

organization, or form. 

“My business plan is semi-structured. 

It needs improvement.” 

Service (n) Work done by a company or person 

that provides an act to the public. 

“Dentistry, massage, hairstyling, and 

car detailing are all services.” 

Session (n) A period of time used for something 

specific. 

“This business conference has three 

different sessions.” 

Set up (n-ph) The process of making something 

ready for a specific result. 

“Please set up a meeting for 

tomorrow.” 

Shareholder (n) Someone who owns shares in a 

company or business. 

“Shareholders invest money in other 

companies and businesses.” 

Short-term (adj) Lasting for a short period of time. “Our short-term marketing plan.” 

Shot down (v-ph) To reject a proposal or idea. “He shot my idea down.” 

Sincere (adj) When someone or something is 

genuine, honest, or real. 

“Her apology was sincere.” 

“She has sincere character.” 

Skim (v) To read something quickly for the 

main idea. 

“Please skim this report and give me a 

summary.” 

Sky’s the limit (id) When there is no limit to something. “She has a good education and people 

skills, the sky’s the limit for her.” 

Slang (n) Words that aren’t part of vocabulary 

but are used in informal speech. 

“English slang is constantly changing.” 

Sleet (n) Partly frozen rain. “Driving in sleet is dangerous.” 

Slush (n) Partly melted snow. “He lost traction in the slush.” 

Small talk (n) Informal and friendly conversation 

about unimportant topics. 

“They made small talk while waiting 

for the meeting to start.” 
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Smooth sailing (id) When it is easy to achieve a desired 

result. 

“If the majority have the same opinion, 

progress is smooth sailing.” 

Socioeconomics 

(n) 
The professional field involving both 

social and economic factors. 

“A person’s background involves 

socioeconomics.” 

Soft skill (n) One’s informal abilities that can help 

them get a job. 

“His strong communication skills are 

great soft skills to have.” 

Software (n) The programs that run on a 

computer to perform specific jobs. 

“I installed new software for the 

business campaign.” 

Sole 

proprietorship (n) 
When just one person owns a 

business or property. 

“He entered into a sole 

proprietorship.” 

Solution (n) Something done / used to end or fix 

a problem. 

“We need a solution for our financial 

problems.” 

Source (n) Someone or something that provides 

what is wanted or needed. 

“My job is the source of my income.” 

Spare the time (id) When someone has more than 

enough time, usually for a favour. 

“I would love your opinion on this if 

you can spare the time.” 

Spearhead (id) To act as a leader of something. “I like your marketing idea. Can you 

spearhead that?” 

Specialize (v) To move forward in business or 

study in one specific subject. 

“I specialized in cross-cultural 

conflict.” 

Sponsor (v / n) The act of / person or company who 

provides money for a purpose. 

“The entrepreneur sponsored a local 

event with business profits.” 

Square one (id) To return to the beginning of 

something again. 

“If the boss doesn’t like our idea, we’ll 

be back at square one.” 

Stamina (n) Great physical or mental strength to 

continue something for a long time. 

“Athletes need incredible stamina.” 

Stand one’s 

ground (id) 
To hold onto one’s opinion or 

position. 

“We tried to change the dress code, 

but HR stood their ground.” 

Standard (n) A level of quality or performance that 

is acceptable or desirable. 

“Our company has high standards for 

both employees and products.” 
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Start off on the 

right / wrong foot 

(id) 

To start something in a positive or 

likeable way / in a negative or 

unlikeable way. 

“We’re on-budget and on-time, so 

we’re starting off on the right foot.” 

“His bad joke started his speech off 

on the wrong foot.” 

Start-up (n) A new business. “We need funds to launch a start-up.” 

STAT (abb) Synonym of ASAP; now or 

immediately 

“Please find me more printer paper 

STAT.” 

Stationary      (adj)           Not moving / staying in one place. “This machinery stays stationary.” 

Stationery        (n) Designed paper products for 

personal and professional use. 

“I need another supply of personalized 

stationery for my office.” 

Statistic (n) A number that represents an 

important piece of information. 

“The statistics show that teenagers 

are in more traffic accidents.” 

Status (n) The position / rank of someone or 

something compared to others. 

“Our business maintains its status as 

reliable and good quality products.” 

Statutory Holiday 

(n) 
Public holidays recognized by the 

government. Employees either get 

extra pay or time off. 

“Valentines Day is not a statutory 

holiday, but Easter Monday is!” 

Stay on track (id) To continue to work / make progress 

as planned, expected, or desired. 

“It’s good to enjoy meetings, but we 

also need to stay on track.” 

Stock up (v-ph) To get a large quality of something 

so that you will have it for later use. 

“We need to stock up on printing 

supplies.” 

Strategy (n) A careful plan or method to achieve a 

specific goal. 

“Let’s work on our advertising 

strategy.” 

Strike (v / n) To stop work until an employer 

agrees to demands. 

“The teacher’s union is going on strike 

because of the budget cuts.” 

Structure (n) The way that something is built, 

arranged, or organized. 

“He structured his email with a 

respectful and formal tone.” 

Sub-contractor (n) A person or company hired to do 

part of a bigger job. 

“Our renovation contractor hired a 

subcontractor for electrical work.” 
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Subjective (adj) When something is based on 

feelings or opinions rather than facts. 

“Success is completely subjective.” 

Subsequent (adj) Happening / being after something 

else. 

“Our decisions have a great influence 

on subsequent generations.” 

Substitute (n / v) 
 
                   

The person or thing / act of taking 

the place of someone or something 

else. 

“Does your restaurant have a dairy-

free substitute?” 

Sue (v) The legal process of forcing a 

person, company, or organization to 

give you something / do something 

because they treated you unfairly. 

“Legal contracts prevent businesses 

being sued by customers.” 

Suitable (adj) When something is right, needed, or 

appropriate for something else. 

“This product is suitable for children 

ages 4 and above.” 

Summary (n / v) A short written or spoken statement 

with the most important information 

about something longer. 

“She wrote a summary of her 

favourite book.” 

“He summarized the incident.” 

Supervisor (n) A person who watches and directs 

employees’ work. 

“My supervisor spoke highly of my 

work, so my boss gave me a raise.” 

Supplier (n) A person / company that provides 

goods or services to the selling 

person / company. 

“Restaurants have food product 

suppliers so that they can make meals 

for the public. 

Survey (n) A study in which people are asked 

questions to gather information 

about a topic. 

“Our customer survey revealed that 

people want to see more colourful 

designs on our products.” 

Sustainable (adj) Able to be used for a long time 

without being used up or destroyed. 

“Water is a sustainable resource, but 

gas and oil are not.” 

Swing of things 

(id) 
To get used to doing something. “I started the job recently, but I think 

I’m getting into the swing of things.”  

Synch up (v-ph) To meet with a person or group to 

share information about something 

specific. 

“We need to synch-up on the new 

plan.” 

“Let’s synch up about…” 
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Synergy (n) The increased effectiveness from 

two or more people / businesses 

working together. 

“Our companies have found synergy 

from working together.” 
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Tact (n) The ability to do or say things without 

offending / upsetting others. 

“He communicated his concerns with 

great tact and respect.” 

Tactic (n) An action or method that is planned 

and used to achieve a specific goal. 

“The salesman tried a new tactic to 

sell kitchen items.” 

Tailor (v) To make / change something to meet 

a specific purpose. 

“She tailored her cover letter to the 

job ad.” 

Take action  
(v-ph) 

To do something with energy. 

 

“He is threatening to take legal action 

against the company.” 

Take 

responsibility  
(v-ph) 

To acknowledge the effects of one’s 

actions / accept the positive and 

negative consequences of choices. 

“People who have integrity take 

responsibility and apologize when 

necessary.” 

Talked into / out 

of it (id) 
To convince someone to do / not do 

something. 

“I got talked into night shifts.” 

“I talked him out of quitting.” 

Target (n / v) 1) Something you are trying to do. 

2) A place / thing / person that is 

being attacked or influenced. 

“We failed to meet our profit target.” 

“Our company targets young adult 

men and women.” 

Tax (n / v) An amount of money that a 

government requires people to pay 

according to their income, property 

value, etc.  

“The provincial government raised the 

general tax.”  

It is used to pay for things done by 

the government for the people. 

Tax return (n) One reports the previous year’s 

taxable income to the government. 

The government returns the extra tax 

to the person. 

“I plan to use my tax return to help 

pay for my first semester of post-

secondary.” 

TBD (abb) To Be Determined / Decided “Tuesday’s meeting time is TBD.” 

Tee off (id) 1) To hit a golf ball for the first time in 

a round / on a hole. 

2) To make someone angry. 

3) To begin something. 

“Tee off is at 3pm.” 

 

“That customer really tees me off.” 

“The plan is ready. Let’s tee off!” 
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Telecommute (v) To work from home by using a 

computer connection to a company’s 

main office. 

“During COVID-19, many companies 

allowed their employees to 

telecommute.” 

Terminate (v) To cause something to end. “They terminated her employment.” 

Territory (n) A large area of land that countries are 

divided into and belongs to the 

government. 

“Canada has three territories.” 

Think outside the 

box (id) 
To think of creative, uncommon 

solutions. 

“To create brand new products, one 

must think outside the box.” 

Thorough (adj) When something includes every 

possible part or detail. 

“The detective did a thorough 

investigation of the crime.” 

Thought leader 

(n) 
Someone whose thoughts and 

opinions have authority and influence. 

“People see you as a thought leader. 

Use that role wisely.” 

Thoughtful (adj) When someone carefully thinks about 

something / shows concern for the 

needs or feelings of others. 

“Our employer is thoughtful. She 

always checks in to see how we’re 

doing.” 

Thrive (v) To do well in a situation and succeed. “Plants need sun and water to thrive.” 

Throw in the 

towel (id) 
To quit or give up. “I tried to learn Mandarin, but it was 

too difficult, so I threw in the towel.” 

Thumbs up / 

down (id) 
To give someone or something 

approval / disapproval. 

“He gave me the thumbs up on my 

idea.” 

Timber (n) Trees that are grown to produce wood 

for building purposes. 

“Their company produces a variety of 

timber.” 

Time’s up (id) The time for something or someone 

has ended. 

“I know you hoped to finish that 

project, but time’s up.” 

Timeline (n) A plan for the future / drawn line of 

the past that shows events and times. 

“This timeline is our production plan 

for the next year.” 

Tip (n) 1) An extra amount of money 

customers give to someone who 

performed good service. 

“Did you remember to tip the 

waitress?” 
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2) A piece of advice or useful 

information. 

“The business mentor gave the young 

entrepreneur many tips.” 

Tone (n) The quality of a person’s voice / the 

feeling or attitude expressed by 

speaking or writing. 

“The parent spoke to the child in a 

firm tone.” 

“The speech had a hopeful tone.” 

Touch base (id) To contact someone, usually about 

something specific. 

“I would like to touch base with you 

about the new policy.” 

Tough break (id) When something unfortunate and 

undeserved happens. 

“It has been a tough break ever since 

he quit. He kept this place going.” 

Track (v) To watch / follow something’s 

progress. 

“He started tracking his personal 

spending to save more money.” 

Track record (n) The things someone / something has 

done in the past and is used to judge 

what they will do in the future. 

“The employer didn’t believe the 

employee who had a bad track 

record.” 

Traction (n) The force that causes a moving thing 

to stick to a surface it moves along. 

“These tires get good traction on wet 

roads.” 

Trade             (v) 
 
                      (n) 

To give something to someone and 

receive something desired in return. 

The system of it. 

“Let’s trade seats, I don’t mind.” 

“The trade market could be better.” 

“The trade is looking good this year.” 

Trade show (n) A large gathering with different 

companies selling to customers. 

“Our annual farming trade show will 

have new products this year.” 

Trait (n) Something that makes someone / 

something different from another. 

“Their CEO has many respectable 

traits, but punctuality is not one.” 

Transfer (v) To move someone or something from 

one place to another. 

“We prefer to pay our employees by 

e-transfer.” 

Transition (n / v) To make a change from one reality to 

another. 

“This job is a difficult transition from 

customer service.” 

Tread (n) The pattern of raised lines on the 

surface of a tire that touches the 

ground. 

“Do my winter tires have enough tread 

for another season?” 
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Trend (n) A change of direction toward a way of 

behaving or something’s popularity. 

“The upward trend of the market.” 

“The crop top trend is back.” 

Trick (n / v) 1) An action to deceive someone. 

2) A smart, easier, or better way to do 

something. 

“Don’t trick loyal customers.” 

“I discovered a trick for this 

videoconferencing platform.” 

Twenty-four 

seven (adv) 
24 hours a day / 7 days a week 

All the time. 

The store is open 24/7. 
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Uncertainty (n) Something doubtful or unknown. “Entrepreneurs face uncertainties.” 

Under the 

microscope (id) 
When something is being watched or 

observed carefully. 

“Ever since I was late, the boss has 

had me under the microscope.” 

Unintentional (adj) Not planned or meant to happen. “Any offense was unintentional.” 

Union (n) 
 

an organization of workers formed to 

protect the rights and interests of its 

members. 

“She joined the teachers' union.” 

Unique (adj) When something or someone is 

unlike anything or anyone else. 

“Every snowflake has a unique 

design.” 

Universal Rules A cultural trait in which rules apply to 

all situations and any exception 

weakens the rule. 

“Universal-Rule cultures would give a 

speeding ticket to their grandmother.” 

Unpack (v) 1) To take something out of a bag. 

2) To make something easier to 

understand by explaining it in 

separate smaller parts. 

“She unpacked from her trip.” 

“That’s an interesting advertising idea. 

Can you unpack it a bit more for us?” 

Up in the air (id) When something is undecided or 

could potentially change. 

“The coronavirus has made everything 

up in the air.” 

Uphill battle (id) When something is difficult to 

achieve because of obstacles. 

“Winning the election will be an uphill 

battle at this point.” 

Upper hand (id) When someone has an advantage 

over someone else. 

“She has the upper hand for the job 

because she knows the CEO.” 

Upsell (v) A selling method that tries to get 

customers to spend more by buying 

an upgrade or premium version. 

“We shouldn’t upsell customers by 

tricking them, but by honestly 

providing product information.” 

Urgent (adj) Very important and needs immediate 

attention. 

“He said the email was urgent. You 

should take a look.” 

Utility (n) 1) The quality / state of being useful. 

2) A service for the public. (ie. water) 

“This product has low utility.” 

“My house rent includes all utilities.” 
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Validate (v) 
 

 

To show that something is / 

someone’s thoughts or feelings are 

real, fair, accepted, or correct. 

“Friends validate one another’s 

experiences and emotions.” 

“The officer validated my identity.” 

Variable costs (n) The changing price of something. “My house utilities are variable costs.” 

Vary (v) To become different or make changes 

to something. 

“My diet varies based on my doctor’s 

advice.” 

Vendor (n) 
 

A person / business who sells a 

particular type of product. 

“Mall vendors usually sell one specific 

product to mall shoppers in the aisle.” 

Verbal (adj) Relating to spoken words. “Verbal contracts are promises but not 

legal contracts.” 

Videoconference 

(n) 
 

A meeting method that allows people 

from different locations to hear and 

see one another using technology. 

“Zoom, Skype, FaceTime, and 

Messenger Video are all forms of 

videoconferencing.” 

Violation (n) 
 

The act of doing something that is not 

allowed by a law or rule. 

“The officer issued a traffic violation.” 

“This is a violation of my rights.” 

Vision (n) 1) The ability to see. 

2) A clear idea about what should 

happen / be done in the future. 

“I have perfect vision.” 

“The entrepreneur worked hard to 

bring his vision to life.” 

Visual          (adj) 
                      (n) 
 

Relating to seeing or the eyes. 

Something you look at to make 

something easier to understand. 

“The movie had poor visual effects.” 

“The entrepreneur used visuals in her 

presentation to her funders.” 
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Wage (n) An amount of money that a worker is 

paid based on a number of hours. 

“The company offers competitive 

wages and good health benefits.” 

Webinar (n) A presentation that happens over the 

internet, which allows people from 

different locations to attend. 

“The marketing webinar will invite 

business owners to ask questions and 

listen to experts.” 

White Collar (adj) Relating to office jobs instead of 

labour jobs in a factory or warehouse. 

“Lawyers are very white collar.” 

Will (n) 1) A legal document that states where 

your possessions go when you die. 

2) A person’s choice, strong desire, or 

determination in a situation. 

“The lawyer delivered my 

grandmother’s will.” 

“A strong will is healthy, but we can’t 

impose our will on others.” 

Wind gust (n-ph) A sudden, big increase in wind speed. “The document blew away in the wind 

gust.” 

Windbreaker (n) A light jacket that protects you from 

the wind. 

“You will want a windbreaker if you 

live on the prairies.” 

Win-win (id) A situation when everyone gains 

something or gets what they want. 

“We like the contract and they like the 

price. It’s a win-win situation.” 

Withdrawal (n) Taking money out of a bank account. “She makes a weekly withdrawal.” 

Word of mouth 

(id) 
When information spreads through 

people’s conversations. 

“Many local businesses rely on word 

of mouth for new customers.” 

Work ethic (n) The value of working hard and being 

loyal to one’s company. 

“We’re looking to hire someone with 

great work ethic.” 

Workflow (n) The amount of work to and from an 

office, department, or employee. 

“Accountants have a heavy workflow 

during tax season.” 

Wrap up (v-ph) To finish something quickly. “Let’s wrap up this meeting and go 

out for lunch.” 
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WORD DEFINITION EXAMPLE 

YTD (abb) Year To Date 

From the beginning of the year up 

until the present. 

“Please send me our YTD sales.” 
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WORD DEFINITION EXAMPLE 

Zoning (v) 
 

 

A system of rules used to control 

where businesses and homes are built 

in a city or town. 

“Local zoning laws may be different 

from one city to the next.” 
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Parts of Speech 
 

(n) = noun 

(adj) = adjective 

(adv) = adverb 

(v) = verb 

(abb) = abbreviation 

(id) = idiom 

(ph) = phrase 

 

International Phonetic Alphabet 

https://brainperks4u.wordpress.com/2019/05/16/ipa-phonetic-symbols-phonetics-esl-elt/ 
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