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READING PART

Part 1
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«  Choose the word which best completes each sentence.

» For Questions 1-6, mark ONE letter A, B, C or D on your answer sheet.

1 Please emailmeand ............... me know what you think about my suggestion.
A have
B et
C make
D tell
2 Weneedtogetitdone .............. away.
A fast
B direct
C soon
D straight
3 The farewell dinner will take ............... on the following Saturday.
A place

effect

B
C occasion
D

time
4 The recessionis not .............. bad as we originally thought.
A that
B so
C as
D too

5 He wants to move to another company but we need get him to change his ............... .

A mind
B thought
C idea

D word



6 He gave a brief ............... of how to use the software.
A  exhibition
B show

C demonstration

D trial
7 Herflightis .......... to arrive at 6:15, but please be at the airport a few minutes early.
A  about
B tabled
C due
D timed
8 There seems to be a problem with the accounts. We need to check the .......... again.
A symbols
B figures
C digits
D characters
9 If nothing unexpected happens, we will be able to get .......... with our current level of staff

until the end of the year.

A up
B across
C off
D by
10 Before a budget can be approved, we need a full .......... of the costs involved.
A splitup

B breakdown
C  separation
D

allocation

11 Faults with the new product mean the company now faces the .......... of legal action.
A  potential
B  perspective
C  situation
D

prospect

12 Amtech has been able to .......... the funding needed to set up a new factory in Vietham.
A achieve
B possess
C set
D

secure
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«  For Questions 1-5 read the text below and think of ONE word that best fits each space.

- Write only one word for each space on your Answer Sheet

Example :

We have a wide variety (0).......... products available.

Answer: 0 of

GUIDELINES FOR COMPLETING EXPENSE REPORTS

When preparing your monthly expense reports you must remember (1).......... complete the
sections of the form which state:

» the type of expense for each item

« the travel destination

- the purpose of (2).......... trip

All travel expenses must be itemized daily on the expense report form. Original receipts

(<) Jr required for all expense items. Photocopies will not be accepted. Airline boarding
passes and other receipts for expenses charged to the company must be attached (4)..........
the expense report.

Please note: if you fill (5).......... the form incorrectly or do not provide original receipts, the

company will not be able to reimburse you for expenses.

1 to

2 the/that
3 are

4 to

5 in




Part 2.2
«  For Questions 1-5 read the text below and think of ONE word that best fits each space.

«  Write only one word for each space on your Answer Sheet

Example :

We have a wide variety (0).......... products available.

Answer: 0 of

INTERCULTURAL TRAINING

How successful will your staff be when they are transferred (1).......... an office in another
country? This partly depends on how well prepared they (2).......... to face the challenges of
working and living in a new culture. Our intercultural training program not only gives your staff a
good understanding of local customs, but it (3).......... provides valuable insights into why life and
attitudes are different in another country. We teach your staff (4).......... to deal with the

challenges of life and work in a new cultural environment, thereby removing much of the stress a

transfer can bring and reducing the risk (5).......... culture shock.
1 to
2 are
3 also
4 how
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« Look at the following extract about managers and mentors.

«  For Questions 1-5 mark ONE letter A, B or C on your answer sheet.

SEMINAR: MANAGING FOR HEALTH AND SAFETY

This seminar will focus on how health and safety is included in the processes your company has for

running its business. The goal of the sessions is to provide a(n) (1) framework to help your

company set its agenda for the successful management of health and safety.

Session topics will include:
«  Setting out health and safety responsiblities for those in (2) roles, particularly those who determine
policy and standards as well as those who monitor performance
< (3) efficient systems for periodic review of your company's health and safety performance
*  Ensuring healthy and safety information is communicated effectively to all levels of staff throughout your
organization.

«  Enlisting senior management to champion health and safety in order to achieve positive (4)

This event is open to all local and international Health and Safety managers. To (5) , simply visit the AHSA

website and enter your details. You will be contacted to confirm your attendance.

1 A related B valued C employable D practical
2 A foremost B serious C bossy D key

3 A outdoing B investing C implementing D settling
4 A outcomes B outtakes C outgoings D outlays

5 A register B sign C schedule D enlist



Part 3.4

« Look at the following extract about managers and mentors.

«  For Questions 1-5 mark ONE letter A, B or C on your answer sheet.

INFORMATION FOR NEW RECRUITS — PROBATIONARY PERIOD

Like most companies, we require our new recruits to first complete a probationary period before we offer
a(n) (1) __ postion. While it might seem stressful, this initial period allows the company and the new
recruit to identify (2) ___ his or her skills and personality really meet the expectations of the job and
how well he or she adapts to the company culture.

The probation period lasts for three months. During this time supervisors support, monitor and assess

new recuits, paying attention a range of factors (3) to work performance. In this way, we are to

help identify any significant strengths and weaknesses in your work performance and then take any

necessary remedial action. We can assess how well you are (4) into your new role and adapt

training to ensure that you are learning your job tasks correctly We do everything we can to give you the

best chance of (5) success with our company.

1 A constant B permanent C established D frequent
2 A either B whether C although D so

3 A related B associated C dependent D matching
4 A standing B taking C fitting D connecting
5 A ongoing B progressing C repeating D enlarging
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