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Test 1

READING AND WRITING 1 hour 30 minutes

PART ONE
Questions 1-5

e |Look at questions 1-5.
e In each question, which sentence is correct?
e For each question, mark one letter (A, B or C) on your Answer Sheet.

Example:
0 Susan’s arriving at 8:45 p. m. tomorrow. Can you collect her from the station?
Susan arrives at
A quarter to eight tomorrow morning
B quarter to nine tomorrow evening
C quarter to nine tomorrow morning
The correct answer is B, so mark your answer sheet like this:

o| & B .C

3 m=m

! For all personal calls except emergencies, please use pay phone in Reception.
A Staff may use office phones in case of emergency
B Emergency calls must be made on the payphone
C Reception deals with emergency calls
2 .
Photocopiers Pages per minute Input tray Copt time
AL-1045 12 250 sheets 9. 6s




D135 14 150sheets 10. 5s
D155x 19 400sheets 8.4s

Which is the fastest photocopier?
A AL-1045 B D135 C D155x

To:
| Dalmain Shipping Co |

Re our phone conversation: if your company doesn’t deliver within seven days, we shall

get the goods from a different supplier.

This means that Dalmain Shopping Co must

A get the goods from another company.
B phone to confirm when the goods will be delivered.
C deliver the goods on time or lose the order.

4 Diary for Ms Caroline Carter

Mon 17 Visit to port facilities Mon 10 Flight Lisbo-Rio, transfer to hotel
Tues 11 Meeting with Sr Ribeiro Tues 18 Meeting with Sr Ribeiro
Wed 12 Factory visits Wed 19 Flight Rio-lisboa

Thurs 13 Transfer by car to Amanha

Fri 14 Board meeting

Sat 15 Free day

Sun 16 Free day

Excluding travel, on how many days is Caroline working?
A 5 B 6 C 8

5 | To: Debbie

From: Arturo

Time: 09:20

Re:  Phone call from Bob Partridge

Mr Partridge is held up in heavy traffic, can’t make the 10: 30 meeting. Can you re-
schedule to 11:30? Please phone him on his mobile 555 1478.

Bob Partridge wants to

A phone Debbie on his phone.
B change the time of the meeting.
C speak to Arturo.



Test 1

PART TWO

Questions 6-10

e Look at the list below. It shows the titles of chapters from a book about management.
e For questions 6-10, decide which chapter (A-H) each person should read.

e For each question, mark one letter (A-H) on your Answer Sheet.
e Do not use any letter more than once.

THE MANAGER'S HANDBOOK

Accounting: reducing the operation cost
Finance: managing foreign exchange risks

Personnel Management: creating productive work groups

o O o »

Information Management: sharing knowledge with

employees
Marketing: obtaining and using consumer information
Production and Operations: managing the supply chain

Global Communication: improving negotiation skills

I & M m

Project Management: ensuring research is well focused




10

Dominic works in international trade and needs to know how to finalize contracts with

customers.

Sara is studying customer survey methods and needs to learn how to analyse the
data.

Rachel works in an export department and wants information on how to avoid fluctu-
ations in the value of export earnings.

Andreas wants to find out whether proposed changes to his company’s promotion
methods will result in necessary cost savings.

Alexander owns an advertising agency and wants to make better use of his staff’s
skills by organizing them into effective teams.
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PART THREE
Questions 11-15

e Look at the chart below. It shows the record of injuries in an industrial company during
. the eight years from 1994 to 2001.

e Which chart does each sentence (11-15) describe?

e For each sentence, mark one letter (A-H) on your Answer Sheet.

e Do not use any letter more than once.

Days lost

El Time lost
B Medical treatment
] Serious injury

A- B- C- D- E- F- G- H-
1994 1995 1996 1997 1998 1999 2000 2001

Years 1994-2001



Injury Record

11

12

13

14

15

There was a record number of injuries but only a slight increase in the amount of
time lost.

Time lost was up on previous years with a record amount of time required for medical
treatment.

There were very few serious injuries but many minor injuries, which meant that medi-
cal treatment was up 300% on the precious year.

The number of serious injuries was well down on the previous year but the need for
medical treatment doubled.

Time lost through injury was half that of the previous year as was the number of seri-
ous injuries.
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PART FOUR

Questions 16-22

e Read the following job advertisement.

e Are sentences 16-22 on the opposite page ‘ Right’ or ‘Wrong’ ? If there is not enough
information to answer ‘ Right’ or ‘Wrong’ , choose ‘Doesn’t say’.

e For each sentence (16-22), mark one letter (A, B or C) on your Answer Sheet.

Job Vacancy

Administrator for Our
Volunteer Programme

We need a well-motivated administrator for our busy central office at our national head-
quarters. The person appointed will play an important part in providing administrative

support services to the programme manager.

The Administrator’s duties will include co-ordinating staff recruitment and appointment
procedures nationwide. You will need to have excellent secretarial, organizational and
communication skills as well as an ability to meet deadlines promptly and efficiently. A
knowledge of the latest versions of Word and WordPerfect is essential. You must also be

able to read spreadsheets produced in QuattroPro or Excel.

For a job description and an application form ( please do not send CVs at this stage) ,
call our 24-hour answer phone on 21238888. Or you can email us, addressed to Melanie
Slim, and giving reference VP. Closing date for applications is 7™ March. Interviews

will take place at our National HQ on 18" March.




16

17

18

19

20

21

22

The administrator will have his/her own office at national headquarters.

A Right

B Wrong

C Doesn'’t say

The administrator’s duties include appointing new staff.

A Right

B Wrong

C Doesn’t say

The successful applicant will be able to work without supervision.

A Right

Applicants should include their CVs when they send for the application form.

A Right

B Wrong

B Wrong

C Doesn'’t say

C Doesn't say

Applicants can phone for details and a form at any time.

A Right

Applicants must be in by 7™ March at the latest.

A Right

Candidates will be interviewed by Melanie Slim.

A Right

B Wrong

B Wrong

B Wrong

C Doesn't say

C Doesn'’t say

C Doesn't say



