Vocabulary

Choose the correct answers. | -
sn't been formally trained in yoga, s
__-taught instructor.

1 Sheha
basically
a anill
b amulti
c awell
d aself

has tried to make the __ more
? z:;r;gggab?impmwng the lunch room and adding
a bit of colour.
workforce
workplace
attendance
targets

anow

3 Once the bottles have been inspected, workers
place them on __ bell that takes them to the
packaging department.

a aconveyor

b an assembly

¢ an expenditure
d a productivity

&  Most of the crop died due to a particularly

winter.
a hard b firm
¢ tough d dense

5  Members of the marketing and design departments

collaborated  the advertising campaign.
ain b for
¢ with d on

6  Despite being offered a substantial pay rise,
Amanda handed in her _
a paper b notice
¢ note d deal

7 The manager organised the ___ arrangements for
the international conference.
a sitting b setting
¢ seating d sorting

8  The legal department was __ from the rest of the
company due to the sensitive nature of their work,
a segregated b restricted
¢ forbidden d rejected

9 She was careful not to admit wrongdoing to

protect herself a lawsuit,
a around b about
€ against d at

10 If you're graduating from university in under a
year, | think it would be highly __-advised to drop
out now.
a multi b well
c self d il
18
s e

1
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When flu season arrives,
to illness.

a attendance

b productivity

¢ absenteeism

d cooperation

» — Al work gy, tise e

Company executives had set amhj
that many employees felt they
achieving.

endings

b deadlines
¢ targets

d levels

0Us s3)
would fa)) Shm?f

It's true that the interns here are paig but
they shouldn’t complain because some ln-tlerns
don’t get paid at all.

a peanuts

b fartunes

¢ payments

d pounds

There's a spare ___ in the corner of the offica
where you can do your work for now,

a cubicle b agency
¢ department d workplace

Josh is a well-liked supervisor simply because he
treats his subordinates ___,

a firmly b hard

¢ right d highly

Hillary's promotion to Director of Marketing broke

the glass in the company.
a floor b ceiling
¢ roof d wall

sugary beverages can go a long way towards

fighting weight gain.
a Curbing b Forbidding
¢ Eschewing d Refraining

The campaign was quite expensive and the
company intended to get their money's worth __ 1t
a for b over

¢ from d outof

The key ___ developing products effectively is in
listening to customer feedback, i

a for b in
c to d with
One way to increase profits is to keep - [oW. ‘
a expenditure b productivity
¢ collaboration d cooperation
|
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Grammar
Choose the correct answers,

{ ‘I'mgoing to the accounts department now’
Then __ you give this form to Betty, please?'

shall

would

must

may

onow

2 | can't swim fast any more, but | __ when | was
young.
a might
b must
¢ would
d could

3 ‘What's the new work policy regarding social

networking?’

"We __ use Facebook up to an hour a day if we like’
a shall b would

¢ must d can

4 'I'm thirsty, but I'm too busy to get a drink!"
__ I fetch you a glass of water?”'

a Need b Would
c Wil d Shall
5 ‘How did your interview go?"
‘Exhausting. | __ answer questions for two hours’
a could b had
¢ must d hadto

6 Louis __ with his boss in person because she had
briefed him by email earlier,
a needn't meet b didn't need to meet
¢ needn't have meet d mustnt meet

7 They just got the report today, so they __ time to
go over it.
a mustn't have had
¢ might not have

b couldn’t have
d might not have had

8 She __ have received a promotion; she's always
missing her deadlines.
a cant
¢ mustn't

b might
d oughtto

9 You __ to leave your mobile phone on while in a
cinema.

a shouldn't

€ ought not

b couldnt
d ought

10 You __ slouch during an interview; you're unlikely

to get hired.
a wouldn't b needn’t
c mustn't d didn't

B

12

14

15

16

18

19

20

:There's a pile of work te do in our department.
Yes, and we ___ to finish it all by five o'clock’

a will need

b must

C needn't

d don't have

He __have regularly intimidated the employees in
the office with his booming voice.

a must

b mustn't

€ should

d can't

I can’t believe we have to stay late today. It's the
day before New Year's!'

‘Yes, they ___ have let us go early, right?'

a couldn't b could

€ must d might

Don, you __ not have worn a suit today: it's casual
Friday!

a may b must

¢ should d could

| know the new guy at work looks a little strange,
but you __ stare at him so much!

a wouldn't b might not

¢ mustn't d can't

‘| brought a healthy salmon salad for lunch today.
‘Oh, you ___ that; the boss is taking us out!

a needn'tdo b didn't need

¢ didn't bring d needn't have done
Gary rang his friend several times last night, but
he ___ to reach him.

a needn't b couldn't

¢ wasn't able d ought not

‘What was the dress code like at your previous job?'
‘We __ to wear whatever we liked, within reason’
a could b were allowed

¢ needed d had

‘| can’t understand how this program works’

" you like me to take a look at it?’

a Wil b Would

¢ Could d Shall

Ms Richards has finished her conference call; you

— goin to see her now.

a shall b will
¢ might d M3y  emr——
=)
'_ Mark: ! 40 |
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the reviews A-D. The reviews may be

Read the four revi
chosen more than O

nce.
r political skills to work

T ou :
itics: Putt:;ﬁageme”‘ * onsultant Delia Holland’s book

| office Pol

S comment o1

Four reviewer
@ « unigue pairing of practical advice and
ne that Holland's uniqu
Influencing others atworkis 3 cwet?{:ksmg.; e e oy 3"9“.5 'eqders st
geemingly comes naturally to some fOIKS lop fruitful careers while broadening their knowledge of office
i g behaviour. There's no doubt that Haolland has written
range of readers, from those

that struggle to ge

collaborations of handle being pushed around by a book to reach a hroad

le. useful advice to the mare academic

dequal :
colleagues, Holland offers an & who seek simp

o L 5, on how "

The book provides |nslruct;_0ﬂ5;i$::;:; !esuﬂ"llch some reader looking to learn why employees behave so
1o deal with a plethora of office * u;-nrealislic. peculiarly round the office at imes. Each chapter
readers will likely benefit from reading. begins with relevant skills and how to apply them,

nd all professionals in Jéf':;ﬁ;iﬁ'lﬁifﬁ: in followed by theories and studies that help make sense
and all profess ding the book, one 1§ left wilh of these skills. In & way, Holland's book is two books
every slt_tuau:nt. ﬁfs Lﬂ; ;’_‘reem e d ynamics in in one. This can be seen in the notable difference in
311: :5:::? v.:d:',r and a wide range of personalities, the wriing styles between the tips and theories sections,
with the former being manageable, while the (atter

though. is Holland's asse

author could not possibly have thoroughly covered all . i

relevant points. [t is also worth noting that considering requires a sgbstanhal amount of :holugnl, as “_fen asa

the heavy level of outside sourcing for theories and bit of rereading. Nevertheless, there's something for
the extent of the author's evaryone, a8 profound read that would appeal even to

analyses, one might question
: i those who typically eschew self-help books.

knowledge about the psychology of office politics.

Keen to provide what are essentially road maps to Holland brings the how and why of office politics to
successfully influencing colleagues in any given your fingertips in this well-rounded self-help book.
siiuation, Holland has offered such a wide variely of Full of individual examples and practical advice, the
tips that any office worker, in a position low or high, author neatly details steps for equipping readers with
could take advantage of them. The author clearly the skills to influence any situation, cleverly followed
by theoretical discussions that provide reasons for our

| intended the book to be more ‘how-to’ than ‘why', as
the tips and tactics have been frontioaded into each behaviour. Although necessary, these discussions are

chapter, followgd — glbeit oddly at tlrlnes — by theories . abit on the heavy side and at times perplexing, but
and psy_dmlagrcal analysa;;. One might expect that ? the author essentially explains why we do what we do.
discussion 1o prefaca the tips rather than serve as || using numerous studies about workplace behaviour from
a ﬁlow-up. Funhgrrr_mre_ it seems ﬂ?al where the | leading psychologists and sociologists who specialise in
::m:; ls;:n:::ho:rttn: in tt:: :n:.::jelntauon of the how-to | the field. While readers will, generally speaking, quickly
by s whichai: } andling of the reasoning absorb the situational tips and advice, the pages will turn Ii
it llaackgrounsd "Ii;f;"‘r% glve"kl'_iollﬂnd s at a snail's pace — and sometimes back again — on<é the
s ol ;-four ; n:] u".:,- :s: is practical conversation tums lo the reasoning behind it. Still, the
Mo S0k s the Srsantials at work, however, theories and analyses provide a worthwhile perspecive

. on the delicate dance that is office politics.

e g e e R el —

Which reviewer
differs from the others concerning the book's usefulness?
agr / i -
S E&::s mth reviewer A about the author's grasp of office politics?
r y i . ;
s si eviewer B's opinion about the two different elements of the book?
iffers from reviewer C's opinion "
regarding the organisatj
e : ganisation of the book?
se who aren't fans of the baok's genre will still enjoy it? .

oW -

( Reading: /10 |
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@ Vocabulary

1 Circle the correct words,

! Mohandas Gandhi \1

Ma_l;la::::?s g?sn;r:t:ozgoﬁv %thmuﬂh"“t the world for his ' flipppant / revolutionary philosophy of non-violent
resi ] ad a profound effect ? for / on independence movements around the world.

c?nqm_itut?;d Ea:_and aflter_-vards took up a position with a firm in South Africa. There he experienced
discrimina and in one incident was thrown out of his * sit / seat on a train and physically attacked. His

expeiﬁen;:essirldi&;uth Alrica influenced him “ in / by a very significant way and it was there that he first began to
develop his * distinctive / distinct philosophy of non-cooperation with the authorities.

:m’r his return to India, he led numerous campaigns against poverty and inequality. His efforts focused
through / on St‘l_f-ﬂllle for India, economic independence and religious harmeny. He was also ” firmly / rightly
committed to ending ‘untouchability’ - a practice in which members of India's higher castes refuse to touch

anything that has come in physical contact with the lowest caste. He himself led a very simple life and was a
strict ® vegetarian / vegetable.

His efforts finally lead * from / to the British granting India her independence in August 1947, Some peaple

criticised Gandhi ' for / onto the concessions he had made to the British and in January 1948, he was

assassinated. His birthday, October 2nd, is a national holiday in India.

\ S
r B A
AT

2 Complete the sentences with the correct form of these verbs. ——

auction benefit collaborate handin refute takein

1 lwascompletely = by your Halloween disguise — 1 didn’t recognise you even for a
moment!

2 The house will be
purchase the property.

T _ next week and whoever offers the most money will be able to

3 Thenewspaperowner _______ accusations that he had tapped the phones of several
leading politicians: he says that his accusers have no proof of their claims.
4 GCeorgeis going to his notice on Monday and is beginning his new job two weeks later.

5 Sandra’s been looking very tired recently; | think shewould from a few days off

work to rest and relax.

6 The director is planningto _ on the costumes for this historical drama with a well-
known fashion designer.

T

ST
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\

h the correct form of the words in bold.

3 Complete the sentences wit
1 In the nineteenth century, wealthy families would hirea to teach CoVeRn
their children in the privacy of their own home.

and the management are trying ABSENT

2 Productivity is seriously affected by . -
to discourage staff from taking unauthorised leave.

3 Excessive consumption of sugar is known to have a — effect on the DETRIMENT
human body.

4 If we want to save enough money to go on holiday, we'll have to cut down on our monthly
household T EXPEND

phone while driving may seem safe, bul your concentration  HANp

5 Usinga =z ) :
is impaired by talking even if you are not actually holding the device.

6 Keiths __behaviour at the school party got him into a lot of trouble OUTRAGE
with the head teacher.

7 Thousandsof ______ fled the city, in a desperate attempt to escape from REFUGE
the fighting.

8 The Kray twins of London were responsible for a series of violent FAME

crimes including kidnap and murder.

i —

-

{ T,
F—138 |
% Choose the correct meaning for each sentence. |
1 This zip is stuck fast! 4 She was very short with me.
a | can undo it very quickly. a She was quite rude.
b |cant undo it at all, b [I'm taller than her.
2 I'm paid peanuts for my job at the supermarket. 5 The new manager really fired up the staff with his speech.
a They pay me a Iot.‘ a They were made redundant.
b They pay me very little. b They felt enthusiastic.
3 I think you're too hard on Peter. 6 When it came to the vote, three people abstained,
a You treat him too harshly, a They voted against something.
b You make him work teo much. b They didn’t vote at all.
S B
Vocabulary: ___/ 30
Grammar

1 Complete the second sentence so it has the same meaning as the first sentence, using the word in
beld. You must use between three and six words, including the word given.
1 I'wish my performance in my end-of-year exams hadn’t been so poor.
REGRET

. — poorly in my end-of-year exams.
2 He has too little experience for the job.

ENOUGH
He _ . i the job.
3 Ithink it would be a good idea to leave the car in the multi-storey car park.
BETTER
You —ee b — the car in the multi-storey car park.
4 It is with pleasure | inform you that we have clinched the deal.
| PLEASED
| I— you that we have clinched the deal. T a
N
L 22
I |
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2 Complete the sentences with it or there,

1

L R e

3 Circle the correct words. N

0~ W -

0~ Wb W -

Complete the sentences with these words and phrases.

————— looks as if you were wrong about the exam results.

— Is likely to be a period of uncertainty in the first phase of the project.
—— IS no reason to cry.
is no secret that Kyle would like to take over as managing director.
————— that you know how to reach our offices.

— 15 no knowing how Jenny will react to the news.

| know you're upset, but

| take

Will / Shall you make me an appointment with the radiologist, please?

I've explained it lots of times, but | just can't / may not seem to get my meaning across.
You are not able to / allowed to take your phone with you into the exam room.

If you're bored, we would / could go into town and do some shopping.

I'm sorry, but | am not allowed to / won't be able to meet the deadline,

May / Will | be excused from class because I'm feeling unwell, please?

Would / May you lend me a couple of pounds as I'm a bit short of money? p
Would / Shall | put the letters into the individual pigeonholes? i /8 )

can't can'thave don'thaveto mightbe mighthave mustn't oughtto ought to have

e late for dinner tonight as I've got a lot of reports to finish.

The meeting _ been cancelled, but I'm not sure. Why don't you call and ask?
That girl with the blonde hair ~——_ beRea - | thought Rea had dark hair?
We == be late or our instructor will be cross.
He won a cycling race - he doesn’t know how to ride a bike!
Sally _ train harder if she wants to win the championship. e
You _come, but I'd really appreciate it if you did. e '
You phoned and told me that you weren't coming. e Y
)
© Writing
Read this writing task,

’ _———— — — -

Personal qualities and professional qualifications |
are both important when you are looking for a
Jjob. What qualities do you think you need in

order to be successful in your career? Support
| your opinion with reasons. j

———

"

i
|
i
|

Write your essay. (220-260 words)
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