Communication Skills Course

1. You meet someone for the first time, you say :-

a) Pleas to meet you.
· How do you do? 

b) How are you? 

c) Nice meet you.
2. When you introduce Amal to Fatima, you say :-

· This is Fatima.

a) She is Fatima. 

b) Here name Fatima. 

3. They work for Asia Motors?
a) Do they.
b) Does them.
· Don’t they.
c) Doesn’t they.

4. He is the sale’s manager, ………………..?

a) Do they.
b) Doesn’t he.

· Isn’t he.

c) Does he. 

5. He isn’t a sale’s manager …………………?

· Is he.
a) Doesn’t he.
b) Isn’t he.
c) Does he.
6. You’re name is Amal,………………….?

a) Are you.
b) Aren’t you.
c) Is it.
· Isn’t it.

7. I work for Gall Wing Golf. The question is :-

a) Where do you work for?

· Who do you work for?
b) What do you work? 
c) Who do you work?
8. We are in sports business. The question is :- 

a) What do you do? 
b) What line you are in? 
c) What line of business you are in?
· What line of business are you in?
9. We employ about 200 people. The question is :-

a) How many employees do you have?
· How many employees do you have?
b) How much employee do you have?
c) How much employees do you have?
10.  The base form of left is :- 

a) Live 

· Leave

b) Leve 

c) Life 

11.  The base form of  was/ were is :-

a) are 

· Be 

b) Is 

c) Am 

12. …………….John setup his business?
a) Why 

b) What 

· When 

c) Where 

        22 June 1999

Dear Madam 

          I have seen your advertisement for a …………… in the Globe and I would like to apply for …………….  .

I’m 33 years old and at present ………………… in the sales department at continental Assurance. I am familiar with common …………….and I speak ……………..  . Further information is in my C.V. 

I look forward to ………………..  . 

Your sincerely 

S.Blaggs    

 (1)

a) Word processing programs 

b) The position 

c) Hearing from you 

· Secretary to the export sales manager 

(2)

a) Word processing programs 

· The position 

b) Hearing from you 

c) Secretary to the export sales manager 

(3) 

a) The position

· Fluent Spanish and French 

b) I am working as a secretary 

c) Secretary to the export sales manager 

(4) 

a) I am working as a secretary 

· Word processing programs 

b) Fluent Spanish and French 

c) Secretary to the export sales manager 

(5) 

a) I am working as a secretary 

· Fluent Spanish and French

b) Hearing from you 

c) The position

(6)

a) I am working as a secretary 

b) Fluent Spanish and French

· Hearing from you 

c) The position

19. ……………..to speak to Miss Amal?
a) Can I 

b) May I

· I’d like 

c) Could you 

20. You want to leave a massage to Miss Amal, you say:-

a) Can I to leave a massage to Miss Amal?
b) Could I to leave a massage to Miss Amal?
· Could I leave a massage to Miss Amal?
c) Could I leaving a massage to Miss Amal?
21. I …………… my grandfather on Friday?

a) was visits 

b) visits always

c) visit always

· always visit

22. Highway means:-

a) Rail way 

· Motorway 

b) Street 

c) Railroad 

23. Railroad means:-

· Rail way 

b) Motorway 

c) Street 

d) Railroad 

24. Transporting goods by air is …………… method.
a) Expensive 

b) The expensivest

c) Most expensive 

· The most expensive

25. Easy air ……………. service in 1993.
a) Starts 

· Started 

b) Starts 

c) Has started 

26. It ……………. to five destination.

a) flew 

· flies

b) flyed 

c) has flown 

27. Since 1993, it ………………. To medium sized airline.

a) grew 

b) grow 

· has grown 

c) have grown 

28. …………. oil do you import?
a) How many 

· How much 

b) How 

c) How a much 

29. ……………….. Textiles do you import?
· How many 

a) How much 

b) How 

c) How a much 


           Commodities play an important role in may industries. For example the …………… industry relies on ………...... and wool. The …………….. Industry relies on oil. Rice and ……………. Are important for the ………….
Now let’s look manufacturing and service industries. Manufacturing includes industries such as ………….. and ………………..  .

Today, the ……………… industries such as advertising ………….. and …………… play an increasingly important in many economics .

(1)

a) Coffee

· Textile 

b) Cotton 

c) Petroleum

 (2)

a) Coffee

b) Textile 

· Cotton 

d) Petroleum

 (3)

a) Coffee

b) Textile 

c) Cotton 

· Petroleum

(4)

· Coffee

b) Textile 

c) Cotton 

d) Petroleum

(5) 

· Agricultural

a) Automobiles

b) Consumer electronics 

c) Service

(6)

a) Agricultural

· Automobiles

c) Consumer electronics 

d) Service

(7) 

a) Agricultural

b) Automobiles

· Consumer electronics 

d) Service

(8)

a) agricultural

b) Automobiles

c) banking 

· Service

(9)

a) Agricultural

b) Automobiles

· tourism 

d) Service

(10)

a) Agricultural

b) Automobiles

· Banking 

d) Service

40. This graph shows

· A sudden collapse 

a) A jamb                                                          

b) A slight in crew

c) A gradual increase 

41. This graph shows

a) A sudden collapse 

b) A jamb                                                          

c) A slight increase
· A gradual rise   

Put these phrases for structuring a presentation in the right order:-

a) Let’s start by looking at last year’s sales figures 

b) Welcome to the annual sales conference 

c) If we move to our plans for next year, you will see the changes we want to make.
d) To finish , I’d like to wish you all a successful year 

e) I’m going to talk about our sales last year and our lines for coming year. 

42. The phrase number one is:-

a) A

· B

b) C

c) D

d) E

43. The phrase number two is:-

a) A

b) B

c) C

d) D

· E
44. The phrase number three is:-

· A

b) B

c) C

d) D

e) E

45. The phrase number four is:-

a) A

b) B

· C

d) D
e) E
46. The phrase number five is :-

a) A

b) B

c) C

· D

e) E

47. A customer is someone …………. Buys something from a company:-

a) Who is 

b) Whose 

c) Which 

· Who 

48. An invoice is something………….. asks for payments of goods :-

a) Who is 

b) Whose 

· Which 

c) Which is 

49. There was ………………. increase in sales.
a) A sharp 

· Sharp 

b) Sharply 

c) Sharped 

50. Sales increased……………..-

a) A sharp 

b) Sharp 

· Sharply 

d) Sharped 

51. Make personal call is forbidden, you say:-

a) You don’t have to make personal call s

b) You can make personal calls 

· You can not make personal calls 

c) You must make personal calls 

Here is your contract for a job. The manager tells you:-

        Your hours work are from 8:30 to 5:00. You …………. be at work during these hours. If necessary you ……….. come in early or stay later, but you leave before 5:00. The building is locked at 7:00 pm, so you …………….. any later than that . this quirt an informal office, so you ……………. Wear formal clothes, although you must be smartly dressed.

(1)

a) Can 

· Must 

b) Has to 

c) Mustn’t

 (2) 

· Can 

b) Must 

c) Has to 

d) Mustn’t

(3)

a) Can 

· Cannot
b) Don’t has to 

c) Mustn’t

(4)

a) Can 

· Mustn’t 

b) Must 

c) Can’t 

(5)

a) Can’t 

· Don’t have to 

b) Doesn’t have to 

c) Must 


57. Orders ……………………. by E-mail.

a) Are send 

b) Are sended 

· Are sent 

c) Are sented 

58. Which is ………………. method of transport ?

a) The expensive 

b) most expensive

· the most expensive

c) more expensive

59. …………. might do you want to stay?
a) How much 

· How many 

b) How money 

c) How manys 

60. We export ………… rice and import ……… trucks.
· A little – a few 

a) A little – much

b) A few – little 

c) A few – many 

61. Fatima is …………… teacher.
· A good 

a) Good 

b) Well

c) A well

62. Fatima teaches.
a) A good 

b) Good 

· Well

c) A well 

         In 1993, the company ………….. a large profit. Since then, profits ……………. slightly rash year. This year we… many for the first time in our history. Therefore we …………………….. to close one factory and reduce the number of workers. After the meeting lass week we that there would be no father job lasses. We also ……………workers that we need their help to agreement on conditions. 

(1)

a) Make 

· Made 

b) Have make 

c) Have made 

(2) 

a) Fall 

b) Fell

· Have fallen 

c) Have fall

(3)

a) Lose 

· Lost 

b) Have lost 

c) Have lose 

(4)

a) Have decide 

· Have decided 

b) Decide 

c) Decided 

(5)

a) Say 

b) Have say 

· Said 

c) Have said 

(6)

a) Tells 

b) Tell

· Told 

c) Telled 

(7)

a) Reach 

b) Reached

c) Have reach 

· Have reached 

70. She suggest …………………………glass bottles.
a) Use 

· Using 

b) Uses 

c) Used 

71. The company ………………..in 1990 .

a) Find 

b) Found 

· Was founded 

c) Were founded 

72. When was the factory …………….?

a) Build 

b) Builded 

· Built 

c) Builted 

73. She recommended ……………………. glass bottles.
a) Use 

· Using 

b) Uses 

c) Used 

74. We ………………. all of them yet.
a) Haven’t sell 

b) Didn’t sell 

c) Have sold 

· Haven’t sold

75. We …………………….any last month.

a) Haven’t sell

b) Didn’t sell 

c) Did sell 

d) Sold 

76. It’s 3.5 meters………..
· Long 

a) Leng 

b) Length 

c) Tall 

77. To accept apology, you say :-

· Never mind 

a) That all 

b) Right 

c) It’s problem 

78. Letters ……………….. yesterday.
a) Are typed 

b) Typed 

c) More typed

· Were typed 

79. Cotton …………..by machines 

a) Is harves 

· Is harvested 

b) Are harvest 

c) Are harvest 


         I ……….. in the Dispatch department. We ……………… goods to customers. At the moment we’re very busy because we …………… machines for a trade fair next week.

This is my collogue. She ………… in the export department. She ……………..customers enquiries about our product and …….. than in for mat ion. This week she ………..me prepare for the fair.

(1)

· Work 

a) Works 

b) Worked 

c) Am working 

(2)

a) Sent 

· Send 

b) Sends 

c) Are sending 

 (3) 

a) Packs 

b) Are pack

· Are packing 

c) Pack 

(4) 

a) Work 

· Works 

b) Worked 

c) Is working 

(5) 

a) Answer 

b) Answering 

c) Is answering 

· Answer 

(6) 

a) Sent 

b) Send 

· Sends 

c) Is sending 

(7) 

a) Help 

b) Helps 

· Is helping 

87. What do you say if you ask someone for his opinion? 

a) What you do think?

b) What you think?

c) What think?
· What do you think?

88. You want to interrupt someone you say:-

· Sorry, can I just say something?

a) I say something?
b) I want to speak 

c) Sorry, can I gust finish 

89. Sales have increased………………. our new factory.
a) Because 

· Because of 

b) Due of 

c) As a result 

90. A graphic designer …………………..designs logos.

a) Who is 

b) Whose 

· Who 

c) Which 

91. You ask for a copy of a company’s brochure, you say:-

· Could you send me a copy of your brochure

a) Give me a copy 

b) Could you sending me a copy of your brochure

c) Coud you sending me a copy of your brochure

92. You want to confirm a meeting next week, you say:-

a) I’m writing to confirming our meeting next week 

b) I’m write to confirming our meeting next week 

c) I’m write to confirming our meeting next week 

· I’m writing to con firm our meeting next week 

93. This factory ……………. five years ago. 

a) Is completed 

b) Completed 

· Was completed 

c) Were completed 

94. Last year over 200.000 cars………..

a) are produced 

· were produced 

b) produced 

c) was produced

95. I ………………that I don’t agree with that.

a) said him 

b) told 

· told him 

c) told his

96. ………………….. long is that room?

· How 

a) What 

b) Who 

c) Which 

97. …………color is that car?
a) How 

· What 

b) Who 

c) Which 

98. What is that table made …………..?

a) In 

· Of

b) Off

c) On

99. You are suggesting time, you say:-

a) When would suite you?
· When would suit you?
b) When would you suite?

c) When would you suit?

100. You’re calling someone but the line is busy, you say:-

· The line’s engaged

a) The line engaged

b) The line’s engage

c) The line engaging

                                                                                             GOOD LUCK[image: image1.png]
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