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) l Warm up

Listen and repeat.

-t

. What do you do? ZEZEXEITT .
2. How long have you been a nurse? ZEEMICH2TEDLSNTTH,
3. Is it true that Henry is a police officer? ~> U —HEREST, KETTH,

4. Jennifer's husband is a stockbroker, isn’t he?
PIZT77—DXRIEIHRMEATT R,

5. I'm the new sales manager. FLAFHIEFOELENRTT.

) I Check Your Vocabulary
Match the word with its definition.
1. engineer ___ a. HEAD
2. professor ___ b. #iz
3. lawyer ___ C. FIEED
4. cabin attendant ___ d. BXE
5. police officer ___ e. Bifi&
6. tour guide ___ f. BEFBE
7. nurse ____ g. [E8
Blicook 1. h. ##+
9. executive assistant ___ i. BEWE
10. shop clerk ____ j. WATHA R



(o) Part 1 Pictures

You will hear four short statements. Look at the picture and choose the
statement that best describes what you see in the picture.

© Part 2 Question-Response

You will hear a question and three responses. Listen carefully and
choose the best response to each question.

1. Mark your answer on your answer sheet. A B ©
2. Mark your answer on your answer sheet. a B ©
3. Mark your answer on your answer sheet. A B ©
4. Mark your answer on your answer sheet. A B (€
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Part 3 Short Conversation

You will hear a conversation between two people. Listen carefully, and
then read each question and choose the best answer.

1. What is the man’s job?
(A) Personal Assistant
(B) Sales Manager
(C) Baker
(D) Receptionist

2. Where is Ms. Smith?
(A) In a meeting
(B) Out for lunch
(C) Downstairs
(D) In her office

3. What will the woman do?
(A) Return later
(B) Go home
(C) Have lunch
(D) Look upstairs

=)

B personal assistant BfF. W& W baker /\/E
B won'tbe long T<ICRERS (FhIZFERLLIEDDHSELY)
M have a look around RTEZ. RET5

M receptionist =+




Part 6 Text Completion

Choose the best answer to complete the text.

Questions 1 - 3 refer to the following memao.

Date:  February 29

To: All Staff

From: David Greenwood, Human Resources
Subject: Job Opening

Due to the growth of Preston and Sons Ltd., some hew job opportunities have opened up within
the company, in our overseas offices. If you are interested in the following positions, please contact
mefora_____ job description.

1. (A) detail
(B) detailing
(C) details
(D) detailed A B OC

Accounts Payable Clerk, Singapore Office
Reporting to the Payroll and Accounts Manager, this person will make sure all accounts are
paid within the period. This position requires at least three years’ experience in data
2. (A) vague
(B) shorter
(C) required
(D) improper

management.

Sales and Marketing Executive, San Francisco Office
The San Francisco Office is looking for a person with at least six years’' experience in sales
management to develop our business on the West Coast.

Management would like to inform you that a generous relocation will be available for
the successful applicant. 3. (A) allowance
(B) allowed
(C) allowing
(D) allow A B © D

If you are interested, please contact me and | will send out more information.
Regards,

David Greenwood




' Part 7 Reading Comprehension

Choose the best answer to the following questions.

Questions 1-4 refer to the following website.

AN INTERNATIONAL COMPANY
in Sydney is seeking an Executive
Assistant with experience in International
Trading. Chinese, Japanese and Korean
language skills required. High computer
skills (MS-Word, Excel and PowerPoint).
Contact Brad at 3657-2175 for more

information.
1. What does the executive assistant 3. Where is the company located?
position NOT require? (A) Sydney
(A) Foreign language skills (B) Japan
(B) Computer skills (C) Korea
(C) Internaticnal trading experience (D) China
(D) Fast typing skills NER)
B ® 00 |
2. Which language skill is NOT required? 4. What should the candidate do next?
(A) Japanese (A) Assist an executive
(B) Chinese (B) Trade internationally
(C) Korean (C) Make a phone call
(D) French A B © C (D) Learn Chinese & 8 ©



Opening Doors
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o I Warm up

Listen and repeat.

i

2.
3.
4.
5,

What was your major? ZERILFE T H.

Are you applying for the position? ®H4a7/zEZOBICEEL TW2OTETH.
I’'m not very experienced in this field. ZOERTHLHEVBRRIHYELA,
How’s your job hunting going? EGESIEVLDBTTH,

Becoming a flight attendant has always been my dream.
BERBBILLDONT > ERDETL.

2

Check Your Vocabulary

Match the word with its definition.

SONE N SURCT R T e o i

—
=

resume ___ a. ®"AR
interview ___ b. m
qualification ___ C. f2EE

cover letter ___ d. BEE
candidate ___ e. —ZBWTD
majorin: =0 f. T
employment ___ g. f&EHE

skill ___ h. &#&
background ___ i. HARRASET. EHA
due ____ j. ER




Part 1 Pictures

You will hear four short statements. Look at the picture and choose the
statement that best describes what you see in the picture.

o] Part 2 Question-Response

You will hear a question and three responses. Listen carefully and
choose the best response to each question.

1. Mark your answer on your answer sheet. A B ©
2. Mark your answer on your answer sheet. A B (C
3. Mark your answer on your answer sheet. AV B (€
4. Mark your answer on your answer sheet. A B 'C



Part 3 Short Conversation

You will hear a conversation between two people. Listen
then read each question and choose the best answer.

1. How long has the woman been waiting?
(A) A week
(B) Two weeks
(C) A month
(D) Two months

2. What is the woman’s major?
(A) Economics
(B) Business administration
(C) Industrial engineering
(D) Tourism and hospitality management

3. What has the woman always wanted to be?
(A) A waitress
(B) A travel agent
(C) A doctor
(D) A flight attendant

carefully, and

=)

M apply for... - OBICEETS M position B

W hear from ... --»5&EEHH25 M travel industry &A%

W tourism #XEZ% M hospitality (K72 ED) #Bx
M flight attendant E=##%E8




Part 6 Text Completion

Choose the best answer to complete the text.

Questions 1- 3 refer to the following letter.

Gillian Farouk

Human Resources Manager
Hornsby, Hurst and Leach
PO Box 54, Plymouth

Dear Ms. Farouk,

I am writing to ________ for the position of office administrator, which | saw advertised in

1. (A) apply
(B) reply
(C) supply
(D) comply

yesterday’s edition of “The Plymouth Herald.”

I have been a legal secretary with Chang, Mills and Leibowitz for the past three years. My duties
there include researching, talking to clients, and general administrative ;
2. (A) offices

(B) works
(C) tasks
(D) occupations

Although I enjoy my present job, | am looking for a position in Plymouth because | am moving to
the area soon. | am interested in your firm because it has a good reputation ____ would give me
3. (A)as
(B) when
(C) and
(D) but
the opportunity to use my skills to develop my career.

Thank you for considering my application. Please do not hesitate to contact me if you have any
questions.

Yours sincerely,

Suzanne Harlow

(B |



l Part 7 Reading Comprehension

Choose the best answer to the following questions.

Questions 1 -4 refer to the following resume.

KAYO TANAKA
52 Matthews Street, London W2 3BT
Telephone: 020-7654-3210; Mobile: 079-6099-9999; E-mail: kayotan9999@britmail.com

Objective A position teaching Japanese at a company
Employment
2004 -2008  Natural Group, Tokyo, Japan
A retailer of natural foods and supplements in Japan
Sales Assistant
- Advised the main shop’s customers about organic and health foods
- Increased sales at both the main and satellite shops
2002-2004  Souta Corporation, Osaka, Japan
A Japanese firm which manufactures electronic equipment worldwide
Administration Assistant, General Affairs Department

- Examined incoming mail and redirected this to the appropriate division
- Translated foreign letters (written in English) into Japanese

Education
Sep. 2008 -  Oxford School of English, London
English language school specializing in Business English

19982002  Kashiwa University, Chiba, Japan
Degree in International Relations

Interests
Watercolour painting, Watching films, Playing golf

References: Available upon request.




1. Where did Kayo Tanaka go to
university?
(A) London
(B) Chiba
(C) Oxford
(D) Osaka

2. How long did Kayo Tanaka work at
the Souta Corporation?

(A) One year

(B) Two years
(C) Four years
(D) Five years

Opening Doors

3. In which field does Kayo Tanaka have
the most experience?

(A) Food preparation
(B) Electronics

(C) Sales

(D) Administration n ® C)

4. Which is NOT true about her
employment history?

(A) She worked in Tokyo.

(B) She has worked as a teacher of
Japanese.

(C) She used to be a sales assistant.

(D) She worked at a natural foods
retailer.
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' A Foot in the Door
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