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Test 1

Listening

Part One

Directions: Listen to the recording, and fill in the blanks with the missing words.
ONE word for each blank only.

The first principle is giving compliments. By (1) you are

(2) and drawing attention to some (3) aspects of the per-

son or of his or her (4). The second principle is (5),
which may open doors to new (6). Third, Using (7) so-

cial (8) may (9) communication as well. Moreover, Lis-
tening is also a part of the two-way process of 10) communica-
tion.

Part Two

Directions: Listen to the recording, and choose the correct answers from the choices

listed below. You can hear it only once.

1. Why do people like to receive compliments?
A. People pretend not to reject the compliments.
B. People like the feeling of being respected for their knowledge or opin-
jon.
C. People give compliments to start a conversation.
2. Which of the following is not a show of self-disclosure?
A. Indicating one’s fears.
B. Explaining one’s present circumstances.
C. Talking to oneself.
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3. Which of the following is helpful to form the basis for communication?
A. Having other people talking.
B. Keeping the talk going.
C. Asking about other person’s interests, hobbies, line of work, etc.
4. What is one of the important principles in getting a conversation going?
A. Reguesting more information.
B. Listening attentively to each other.
C. Asking each other more questions.
5. Which of the following is not the basics for conversations?
A Giving compliments.
B. Asking questions.
C. Requesting for information.

Vocabulary

Part One

Directions: Choose the words from the word list to match with the definitions.

1) so implausible as to elicit disbelief

2) to gain possession or control of, as in a game or contest

3) a business enterprise involving some risk in expectation of gain

4) an area for which a person is responsible as a representative or an
agent

(5) something that makes a sudden, quick advance, as through ob-

struction or opposition

(
(
(
(

A. break-through E. recommendation
B. capture F. territory
C. confident G. urgent
D. incredible H. venture
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Part Two
Directions: Complete the blanks with appropriate words or expressions, or replace the

underlined part with words or expressions closest in meaning.

1.

The board of directors is in need of a chairman
A. of whom everybody trusts

B. who every member confides

C. with whom everybody believes

D. in whom every member has confidence

2. David his company’s success the unity of all the staff
and their persevering hard work.
A led... to B. ascribed ... to
C. attributed ... to D. associated ... with

3. We are each other in our views of what should be done to pro-
mote our sales.
A. alike as B. similar to
C. the same as D. identical with

4. As the bellweather of the software industry, Microsoft is committed to the
production of operating systems.
A. specializes in B. is devoted to
C. is dedicated to D. is addressed to

5. The municipal government is appealing to the citizens to save water and
power.
A. attracting B. calling on
C. persuading D. arousing the interest of

Application
Part One

Directions: Arrange the following sentences to make a dialogue.
A. Hi, David. What can | do for you?
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B. Hi, Chris. It's David from Production.

OK. Let's see, how many would you like to have?

D. I need some extra workers. We are short of hand these days. It's the
peak period, you know.

E. Personnel Department.

o

Part Two

Directions: Select the right sentences from the box to complete the dialogue below.

What's the problem?

I'm Larry from Sparkle Company.

. This is l.arry from Spares.

. Then I'll have to come over to talk about it. Are you free on Fri-
day?

Are they ready?

Thank you very much.

. Have you prepared for all our XC310S?

Perhaps I'll ring back on Friday to check everything on schedule.

o0 >

Tomm

>

Linda Gilbert, Machine Shop.

B: (1) 1 was ringing to find out what was happening with those
wheel covers.

A: Oh, you ordered some XC310S.

B: That's right. (2)

A: Not the whole batch. The first fifty are finished, but the other half won't
be done till Monday.

B: (3)

A: We've had a breakdown on the assembly line. It should be fixed this af-
ternoon.

B: Ok, Larry. (4)

A: | won't be here on Friday, Larry. You have to speak to the new produc-

tion manager Steven Pinkly.

B: | see. (5) Good-bye!
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Speaking

Part One
Directions: Listen to the dialogue first. Then read it by yourself, imitating the pro-

nunciation and intonation of the speakers.

A: Can | speak to Phil Watson please. This is Jenny from Bibury Systems.

B: Hello, Phil Watson.

A: Phil, this is Jenny from the Marketing Department of Bibury Systems.

B: Hi Jenny. How's life?

A: Complicated. I've been leaving urgent messages for you for the past few
days, but you obviously haven't seen them. | am afraid it looks as
though our competitors, JK Toys, have got something that is very similar
to Big Boss.

B: Oh no, how similar?

A: It's bad news. JK Toys are launching their product in six weeks time. So
we have decided to bring forward our launch date again. Can you bring
over your designs so Don can see them?

B: They're not finished yet, but I'll bring everything | have.

Part Two

Directions: Listen to the recordings one by one, and give a proper response bused on

the prompts. You have been given a prompt for each response.

Situation: You are arranging a meeting with a customer. Ycu aie Da-
vid Jones and you work for ABC Shoes in the marketing deparimeni.
Your competitor is Le Saunda Shoes and they will bring out their wintar
stock of boots in two weeks time.
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1. u))

(Prompt 1: Ask to speak to Jenny White in the production department. Tell
the receptionist your name and which company you are calling from. )

2. )

(Prompt 2: Introduce yourself to Jenny. )

3. &)

(Prompt 3: Explain that your competitor will launch their winter range in two
weeks time and ask her to bring her winter collections designs to your com-
pany as soon as possible. )

4. &)

(Prompt 4: Explain to Jenny that it is very urgent and you have to see her
collection by Friday. )

5. o))

(Prompt 5: Confirm that 10: 00 am is fine and end the call.)



Test 2

Listening

Part One

Directions: Listen to the recording, and choose the correct answers from the choices

listed below. You can hear it only once.

1.

What is the job of a secretary?

A. Correspond with one’s company.

B. Act as deputy for one's company.

C. Type for one’s company.

After greeting all office visitors, a receptionist in many large organizations

should try to get some information. Which of the following is not men-

tioned in the passage?

A. The visitor's company.

B. The person the visitor wishes to meet.

C. The nature of the visitor.

In what way does the first-time visitor get to the secretary office?

A. The secretary may personally take them to the office.

B. The secretary greets all visitors on their arrival.

C. The secretary directs all visitors to the proper person.

What is the first important thing for a secretary in a company?

A. Have a good knowledge of the structure of the organization and its
staff.

B. Understand her/his boss properly.

C. Cover all sides smoothly.

. What is the topic of the passage?



