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I. Choose the correct answer a, b, c or d. (10pts)

1. It’s important for leaders to ___ tasks equally among team members.
a) run


b) perform

c) fulfil


d) delegate
2. What ___ of perfume do you usually use?
a) brand


b) image

c) product

d) logo
3. During her summer break, Maria completed a(n) ___ at a local marketing agency.

a) recruitment

b) internship

c) promotion

d) engagement

4. The two departments ___ independently of each other.

a) acquire


b) involve

c) operate

d) venture

5. The city streets were ___ with vehicles.

a) congested

b) packaged

c) crowded

d) expanded

6. Will you ___ responsibility for finishing the project on time?

a) meet


b) make

c) have


d) take

7. Our department has just got ___ for the research.

a) profit


b) funding

c) pitch


d) invoicing

8. We had lots of applicants for the job, but one stood ___ from the rest.

a) up


b) off


c) across

d) out

9. Maria is an extremely ___ person. She keeps her thoughts and feelings private rather than showing them.

a) reliable


b) reserved

c) direct

d) sociable

10. From now on you should ___ to the Marketing Director on all matters.

a) prioritise 

b) coordinate

c) apply


d) report

II. Complete the sentences with the words from the box. (10pts)
	               TAKEOVER                    FASHIONABLE                MINDSET                    STRECHING                   NUANCES      

               AWARENESS                 CENTRALISED                 Clichés                       FLUENT                        CROWDFUNDING            


1. Having a positive __________________________________ can help you stay motivated and focused on your goals.
2. Linguists explore the ______________________________________ of the language.
3. All branches of the company have been _______________________________________ to the main headquarters.
4. The company received a(n) ____________________________________________ bid from a larger competitor.
5. Some independent artists turn to _________________________________ to finance their creative projects, getting support from fans and followers.
6. Brand _____________________ happens when a company uses its well-known brand to sell new types of products.
7. She became ___________________________ in French after spending a year studying and living in Paris.

8. The politician’s speech was full of __________________________, offering nothing new or original to the audience.
9. She likes to wear _______________________________ clothes that are trendy and stylish.

10. Learning about different cultures increases cultural ________________________ and understanding among people.   

III. Complete each sentence with ONE word. (10 pts) 

1. Some customers were put __________________ by the high prices of the products and chose not to buy a thing.
2. Many people find it hard to cope __________________________ their demanding job.
3. She is ______________________ charge of organising the company’s annual conference.
4. He promised to sort ________________________ the issue with the faulty equipment by the end of the day.
5. The firm is working ___________________________ a new product.

IV. Choose the correct answer a, b, c or d.  (10 pts) 

1. You ___ use company resources for personal tasks. It’s forbidden.
a) don’t have to

b)   shouldn’t


c)  won’t

d)   mustn’t
2. Tom told me that he ___ reviewing the report two days before.
a) finishes


b) will finish


c) had finished

d) has finished
3. The time ___ the new CEO took control of the company brought significant changes to all employees. 
a) that


b) when


c) which

d) where
4. The documents ____ signed by the manager every morning.
a) are


b) was



c) have been

d) is being
5. The plane ___ for Madrid at 3 pm. next Monday.

a) will depart

b) is going to depart

c) departs

d) is departing

6. While the team ___ the project, the phone was ringing constantly in the office. 
a) discussed

b) is discussing


c) was discussing
d) had discussed

7. She is responsible for managing the project ___ coordinating communication between team members.

a) as well as

b) for instance


c) although

c) but

8. Could you tell me what training programs ___ for new employees?
a) the company offers
b) does the company offer
c) offers the company
d) the company does offer

9. By the time the project manager arrived at the meeting, we ___ the agenda.

a) has finalised

b) have finalised

c) finalised

d) had finalised

10. Steven asked me if I ___ attend the conference the following week.

a) will


b) do



c) would

d) am going to
V. Translate into English using the key word in brackets. You can’t change the word given. (10pts)
1.   Co masz na myśli? (MIND)
__________________________________________________________________________________
2.  Wolałbym, żebyśmy omówili / przedyskutowali to później. (RATHER)
__________________________________________________________________________________
3.  Miło mi Cię poznać osobiście. (IN)
__________________________________________________________________________________
4. Czy chciałbyś abym Ci pomógł? (ME)
__________________________________________________________________________________
5.  Dziękuję za przybycie na spotkanie. (FOR)
__________________________________________________________________________________
VI. Write questions for the underlined parts. Use the given question word. (10 pts)
1.  Peter started working for our company three years ago. WHEN
________________________________________________________________________________________
2.  The product costs £150. HOW MUCH
________________________________________________________________________________________
3.  We are planning to start the new marketing campaign next month.  WHAT
_________________________________________________________________________________________
4. Sara is going to organise the office party. WHO
__________________________________________________________________________________________
5.  I have to send my job application documents to the HR department.  WHERE
___________________________________________________________________________________________
VII. Complete the sentences with the correct form of the word in brackets. (5 pts)
1. The courier service guarantees next-day ___________________________ for all packages within the city.  (DELIVER) 
2. Starting a business is ________________________________ because you might not make enough money.       (RISK) 
3. This __________________________ is known for its excellent customer service and high-quality products.   (RETAIL)
4. The new app has some ________________________________ features that make it really useful.           (INNOVATE)
5. We have to ________________________________ the budget equally between the departments.     (DISTRIBUTOR)              
VIII. Read the text and decide if the sentences below are true (T) or false (F). (5 pts)
The term "small talk" is frequently used in and outside of the business world. However, if asked, few of the individuals who use the term would be able to clearly explain what it means. And to enjoy and take full advantage of small talk, one must truly understand it.

Small talk, or non-official talk that's intended to provide a break from official conversation, is often used by business professionals. Most people take short breaks during the work day to converse with others, and business employees aren't exceptions—even if they're taking a break from a conversation with another conversation.

Small talk can concern almost any matter in the world, so long as it is appropriate. Topics such as the weather, weekend plans, and sports are all acceptable small talk subjects. Unacceptable small talk subjects, or small topic matters that're offensive and/or inappropriate, should be avoided at all costs, as they can harm business relationships and cause one to be fired from his or her position. Topics involving violence and sexual content, as well as racist and/or sexist matters, are common examples of unacceptable small talk subjects.

Other small talk subjects like politics, current issues, and personal preferences aren't necessarily unacceptable, but should be avoided, as they can easily result in disagreement and confrontation. And as many readers know, confrontation and disagreement are best avoided—especially in business!

If small talk is appropriate and welcomed by another individual, it can help to improve relationships, improve business-talk productivity, and allow business pros to have a little bit of fun. One should be sure to not spend too much time on small talk, however, or there won't be enough time left for professional conversation!

(From: https://lingua.com/businessenglish/reading/small-talk)
1. Small talk is only used by business professionals. 






T / F
2. Bringing up racist and sexist matters during small talk is improper.                                                                   T / F

3. It's acceptable to discuss politics during small talk. 






T / F
4. Small talk is primarily used to entertain oneself rather than build professional connections.

T / F
5. Spending too much time on small talk can delay professional conversations.



T / F
IX.     Write an email in response to the one below. Use around 80 words. (10 pts)

Dear Tom,

Your request to hire an additional person for the project has been positively reviewed. Please write an email to Alice Deep from the HR department, in which you describe the required competencies and skills of the person needed for the project. Please do this by the end of this week. She wants to post it on Monday.

Best regards,

Jake

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________

_________________________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________________
_________________________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________________
Message:____/4 
Grammar:____/3 
Vocabulary :____/3
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