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Introduction

What is in this book?

This book is designed to help you test the vocabulary you have learnt through studying Business
Vocabulary in Use Advanced by Bill Mascull. It contains 50 unit tests — one for each unit of the
Business Vocabulary in Use Advanced book. Each test is closely matched to the content of the
relevant study unit. You will find the Answer key at the back of the book.

There are also three summary tests - these occur after every 15-17 unit tests. Use these to check
your progress. There are answers and guides to interpreting your summary test scores in the
Answer key.

How do | use the unit tests?
There are five stages in preparing for and using the tests.

* Preparation: Study a business vocabulary unit thoroughly. When you feel confident that you
have mastered all the key words, you are ready to do the relevant test.

* Testing: Each test includes a variety of tasks — matching words to their meanings, selecting the
right word from a number of alternatives, creating and using word pairs, etc. Each question
tests one important piece of vocabulary. Try to do all the questions in the test.

* Marking: When you have finished all the tasks, check your work. Then use the Answer key at
the back of the book to mark your test. Give yourselfione mark for a completely correct
answer and zero for an incorrect answer. Add up all ydur marks to get your total score.

* Interpreting your score: Compare your score with the target score for the test. (You will find
this at the top of the test.) If you reach the target score, you can feel confident that you have
learnt most of the important vocabulary for the unit.

* Revision: If you do not reach the target score, you probably need to do more work. Go back
and revise the unit. Use your test results to find the areas where you were weak and the words
you did not know. Concentrate on learning these.

How long do the tests take?

The unit tests are not timed. Each one will probably take between 10 and 15 minutes, but take
as long as you need to get the highest mark possible. The summary tests are longer and are likely
to take about 45 minutes each to complete.

We hope that these tests will support you while you improve your business English and that they
will help you master the important vocabulary that you will need in your work. We found
writing this book both interesting and rewarding - we hope that you will feel the same way
about using it.

Lyn Strutt and Joy Godwin

Test Your Business Vocabulary in Use Advanced
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Il World of work Total |23

Target ' 18+

1.1 Fill the gap in each sentence with an appropriate form of the word in brackets.
& mar
o marks 1 I find my new job very .............: it encourages me to think of new ways of doing things.
(stimulate)
2 In a designer’sjob, ... is very important — we need to think of new ideas all the
time. (original)
3 People like to get ... for work they’ve done — they want to know it has been
appreciated. (recognize)
4 Toomuch .............. often slows down the decision-making process. (bureau)
5 Some jobs, such as nursing, may be very ... because the job itself gives you a lot of
pleasure, but they may not be very well paid. (reward)
6 Job . - how you feel when doing the job - is one of the most important factors in

staff motivation. (satisfy)

1.2 Carla started a new job as a software designer nearly three months ago. However, another
17 marks company has just offered her a job. In order to help her decide what to do, she has made a mind
map of the positive and negative aspects of her job. Write one word in each gap to complete her
notes. Some letters and words have been given.

t w <

(working with my colleagues in (thinking of new ideas)
the design department)

S
{meeting the customers)
1& on well notwo d. ... are the
Wi COlleagues (we have a S e (lots of variety)
good working relationship)
Ifeel S
U I'm [N (¢ 3"
(too much to do and s I (I don’t get
not enough time) out of the office enough)
my bossis B down r t
my Do (he’s always (too many forms to fill in)

checking up on my work)

Your score
/23

Test Your Business Vocabulary in Use Advanced




2.3

4 marks

Your score

_given below. Put a circle round the letter, A, B or C, of the

Total 19

Management StYIeS 1 Target . 15+

Choose the best word to fill each gap from the alternatives

word you choose.

Results of the survey into staff attitudes to management —
staff comments

Managers tend t0 (1) ... new procedures or
systems without (2) .
We aren’t given (3) ...
No one seems interested in mamtammg £ I
amongst the staff.

The supervisors don’t make us feel (5) ...
There are few opportunities for staff to feel their |ob is
(053 S .

Managers are (7) ... and expect (8) ..o to be lazy.
1 A order B imposing C impose

2 A insulting B consulting C resulting

3 A reliability B response C responsibility
4 A moral B morale C morality

5 A valued B valuable C admired

6 A satisfying B satisfaction C satisfied

7 A authority B humanitarian C authoritarian
8 A co-ordinates B subordinates C superiors

Find a word or phrase to replace the underlined phrase in each of the sentences below. Write the
word or phrase at the end of the sentence.

1 When we are looking for new staff, we try to find people who can think and act
n ndently.
2 It’s very important that people in this department can work without someone telling them
what to do and checking their work.

3 Now that we have reorganized the department, there are five people who report to me.

4 A successful company always pays attention to the health and happiness of its staff.

5 To increase the desire to work, some companies offer bonuses to employees who perform well.

Fill the gaps and name the theories.

1 This is the ... belief that it is human nature to hate work, and that people will try
to avoid it whenever they can. = Theory ........
2 Thisisthe ... view that, in the right conditions, all people can feel satisfied in their

work. = Theory

Test Your Business Vocabulary in Use Advanced



Total

K Management styles 2 ot

An employee is talking to a recruitment consultant about the hygiene factors in his previous
~company. Write one word in each gap to complete the conversation.

A: At Sandcrest, the offices were rather old-fashioned and there was no possibility of flexitime:

they haven’t improved the (1) for years. Also, the managers
were always checking how many hours you worked - the level of (2) ... was
quite high.

B: Yes, but I've heard that job (3) ..o was good — people were very rarely made

redundant. The company (4) . of investing in training at all levels meant people

felt valued working there. They got on well together and they built up good

(5) .
A: OK, but what about the (6) ... ? I think a lot of staff were unhappy about how

little they were earning.

A group of managers are suggesting ways they can get the most from their employees and create
positive job satisfaction. Decide which of the motivator factors (A-F) each suggestion refers to.
Write the letter of your answer in the box at the end of the sentence.

3.2

G marks

1 We need to put staff in charge of their own projects, allowing them to make more
decisions.

2 ¥ we expanded some of the more routine jobs, it would make them more
interesting.

3 We could give employees the chance to choose their own training courses in areas
which they felt would be useful to them.

4 Why don’t we set goals in staff appraisals and ensure we discuss these regularly?

5 We could introduce an ‘award scheme’ for staff who have made a valuable
contribution to the company.

6 Employees need to feel there are plenty of opportunities for promotion and that the
system is fair.

A achievement B recognition C the work itself
D responsibility E advancement F personal growth

3.3 Find the answer to each clue. The first letter has been given in each case.

b marks 1 Giving responsibility for key decisions to employees involved with the issues
2 To ask for advice
3 To give responsibility to someone lower down in the organization
4 The management structure of a company
5 A feeling that something is not as good as it should be

L]

“nidiwlito] -
alsjia|o |~

[ L[ ]]

Your score

Test Your Business Vocabulary in Use Advanced 9




“8 Employment and employability o 28

- Draw a line from each word on the left to a word on the right to make a word pair. {There is

14 m aﬁtl: one extra word that you don’t need to use.) Then match the word pairs to the sentences below.
core move
current skills
lifelong services
professional trends
consultancy worker
portfolio functions v
career development -
learning

1 It is not a job I would want to stay it for a long time, but I feel that it will be good for my
FULUPE. o s

2 Many companies nowadays recognize the importance of training and support and so
they encourage their staff to think about improving their future prospects. ...

3 We are considering reducing our staff in support areas to focus our energies on our main
ACTVITIES. .o e

4 1 subscribe to trade journals and attend conferences to keep up to date with what is happening
N MY INAUSETY. o e

5 One year after I left the company, 1 approached them offering my expertise and I am happy to
say they now give me regular CONIACES. ... oo

6 We provide a resource centre with a self-study room and library for staff to use during breaks,
as a way of facilitating continuing education.

7 1 like being able to work for different clients on a range of projects. ...

4.2 Write expressions for the following definitions.

12 marks 1 An expression to describe employment with the same company from school leaving age until

retirernent: a
2 A verb meaning to use external companies to perform some functions: ...
3 An adjective to describe a person no longer needed by @ company: ...
4" An adjective meaning within the company, instead of using an external provider:

5A 3 eral ¢ ies wi i - i
Your score person who works for several companies without having a long-term commitment to any

126 employer: a ...
6 An expression meaning to start your own business: to

10



5.1
10 marks

5.2
6 marks

5.3
6 marks

Your score
/22

22

1 I work on Monday, Tuesday and Wednesday and my colleague does the same job on
Thursday and Friday.
2 The computer manufacturer, Peach, is opening a new factory and will need 1,000 new
workers. ..
3 It is very difficult to reduce the workforce without a long period of discussion with employees
or their representative organizations.
4 We can lose our jobs quite easily if the company no longer needs us — they only have to tell us
one week in advance.
5 Our company has agreed special short-term contracts with staff, to enable us to increase and
reduce the workforce in line with demand for our products. ...

Decide which of the alternatives (A-F) each speaker is talking about. Write the letter of your
answer in the box at the end of the sentence.

[ R . .
1 1 Our organization represents employees, making sure they get the best possible
working conditions.

2 If I want to leave the company, I must inform them at least one month before I want
to go.

3 When my wife had a baby last year, we were both allowed to take time off.

. 4 If I lose my job, the company must pay me one month’s salary.

5 We all pay quite high taxes to cover these extra payments.

{ 6 The seasonal demand for our product means we have to take on extra employees for

| just two months before Christmas.

A give notice B redundancy payment C parental leave
D temporary workers E trade union F social charges

Answer the questions. Some letters have been given to help you.

people ...

Test Your Business Vocabulary in Use Advanced



Total
Target

6.1

10 marks

1 Add a noun to make a word pair meaning the total amount of damage caused by stress:

2 Add a suffix to make an adjective describing a bad situation or job: ...
3 Add a noun to make a word pair meaning ways of dealing with stress:

4 Put a preposition in front to make an expression describing a negative feeling:

5 Add a noun to make a word pair meaning a sign of stress:
6 Put a preposition after to make an expression describing a negative feeling:

7 Add a noun to make a word pair meaning something that causes stress:

8 Add a prefix to make an expression meaning to remove or reduce stress: ...
9 Add a noun to make a word pair meaning the ‘business’ that deals with stress:

In each sentence there is one word that is wrong. Circle the mistake and write the correct word
at the end of the line.

6.2
4 marks

1 You need to think about downsizing, to make sure your work does not control your life.

2 Some employees feel that their role is ambitious and are not sure of their responsibilities. |

3 Many houseworkers enjoy spending less time commuting and more time with their families.

4 Email used to spread gossip is a dangerous tool in office policies. ...

Write phrases to describe what each speaker is talking about. Each answer is hyphenated,
as shown.

6.3

14 marks

1 Even when I am at home I get business calls on my mobile, so [ rarely feel I can escape from
my job. -
2 Working from home means I can arrange my hours to suit my childcare arrangements.

Your score
28 | e

12



71
8 marks

7.2
5 marks

Your score

Managing talent =

Draw a line from each word on the left to a word on the right to make a word pair. (There are
two extra words that you don’t need to use.) Then match the word pairs to the definitions below.

intellectual performance
executive competents
core property
virtual research
human organization

1 These people have specific knowledge or skills which make your company’s products unique.

2 This is a group of people who come together for a specific project, for example software
development. ... e

3 This is the ability of the people in the company to carry out their tasks.

4 These are the ideas or specific knowledge of certain people which are essential to your
company.

A management consultant is giving a presentation about ‘Identifying and keeping key staff’.
Choose the best word to fill each gap from the alternatives given below. Put a circle round the
letter, A, B or C, of the word you choose.

Every organization has key employees who are (1) ... to its success. These people may
not be the top managers but they have some (2) ... . OF (3) o which would
be difficult to replace if they left. So, it is important to find ways of (4) ... . . these kinds
of people to your organization and, once working for you, of (5) ... them.

1 A core B critical C needed

2 A talent B skilled C experiences

3 A expert B experts C expertise

4 A hiring B employing C attracting

5 A recruiting B retaining C maintaining

Answer the questions.

1 What is the colloquial word used to describe the business people who bring teams together for
a specific project? ...

2 What is the colloquial word used to describe the freelance members of a team (e.g. writers or
directors of a film)? ...

3 What is the verb used to describe what happens to the team at the end of a project?

Test Your Business Vocabulary in Use Advanced
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8.1
10 marks

8.2
11 marks

21

Total 21
A7+

Team building

Target

Read the notes and write the name of each stage of team life. The first letter has been given in

 each case. Then put the stages in order.

goup members start to feel closer, less conflict, task seems achevable n... .

a
b work 15 over, %ood Memores M. ...

fe]

task seems impossible, disageement and resistance. 10 control & ..

o

0 15 getting done, comfortable atmosphere with constructive crticism p. ...

©

goup worrie:s, not sure how they wil get the yob done f

Order: 1D ZD 3[] 4D SD

Fill the gaps using words from the box to name the types of team player. Each word can be used
once only.

resource team co-ordinator plant monitor completer
implementer investigator shaper evaluator worker

1 He’s very creative; he’s such a good problem solver and he’s full of amazing ideas!

2 She’s very good at seeing what is possible and what we can hope to achieve: she is able to
assess things objectively. ... .

3 Someone has to make sure we meet our deadlines and that we don’t forget anything
IMPOTtaANt. ......oocooccrceieres

4 He’s really confident and he’s good at explaining what our roles and objectives are.

5 It’s so important to have this type of person in the team, to support other team members and
help to minimize the effect of disputes and arguments.

6 Ir’s all very well to have a plan, but we need someone who can convert it into something we
can really achieve. ...

7 We need someone who can communicate outside the team and look at opportunities.

14
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9.1
6 marks

9.2
4 marks

9.3
6 marks

Your score

The right skills Taroct JHiE

Find three words that can be used before skills to form a word pair. Then match the word pairs
to the definitions below.

2 These are skills which help you manage other people. ...
3 These are skills which help you interact with other people, not only at work, but in
everyday life. ...

Fill the gap in each sentence with an appropriate form of the word in brackets.

1 Our manager often comes in and tells us about mistakes we’ve made in front of the whole
office — it’s not very ... . (tact)

2 These days, managers are encouraged tobe ... . . and ... , giving

employees a chance to use their own initiative. (authority, dictator)

............................... intelligence — the way people relate to each other — is a key skill for a successful

manager. (person)

Below are four of the five elements which Daniel Goleman identifies as part of ‘EQ’. Decide
which of the alternatives (A-E) each speaker is talking about. Write the letter of your answer in
the box at the end of the sentence. There is one alternative that you don’t need to use.

| 1 I'm enjoying my new job — I really want to go to work in the mornings!

| 2 I realize what my faults are and how these can affect my relationships with others.

| 3 Ttry to understand others’ feelings, even if I haven’t been in the same situation myself.

| 4 Ltry to control characteristics which might cause difficulties in my relationships
with others.

A self-awareness B empathy C people management
D self-regulation E motivation
EQ is also described as (5) €. S

Test Your Business Vocabulary in Use Advanced
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10.2
8 marks

10.3
4 marks

Your score

16

_Total #
Target | 14+

Find three words that can be used after customer to form a word pair. Then match the word
pairs to the sentences below.

What is quality?

...............................

3 When I had a problem with the handset after a month, Telehex immediately replaced it, which
was much better service than I had expected. ... v

Use the words and phrases below to make four expressions about quality. (There is one extra
word that you don’t need to use and one word that can be used twice.) Then use the expressions
to complete the sentences below.

quality of the design management system satisfy
defects customer needs fitness

*

1 Through more specific market research, we aim to ... . ;

2 We believe our competitive advantage is based on excellent ... oo

3 With any product, ... o, is important: the way the product suits its
purpose.

4 Following a high number of product defects, our factory introduced a new
............................... last year.

In each sentence there is one word that is wrong. Circle the mistake and write the correct word
at the end of the line.

1 Quality depends on a high level of accurate in the manufacturing process. ..............c..........
2 It’s important that we ensure elimination of variety when we are making the components.

3 The prototype has been made to very strict tolerant — we can’t afford to get the measurements
wrong.

4 New components have to conform to specifics.

Test Your Business Vocabulary in Use Advanced



