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Exercise 1:  Cover letter : Complete the following letter ; be sure to conjugate verbs in the right tense and form.

In the paragraph in italics, change the words in brackets into an appropriate form (adjective or noun). (7 pts, 0.5 pt for each good answer)

Exercise 1: Complete the following letter ; one blank = one word. Be sure to conjugate verbs in the right tense and form.

 Dear Mrs Strong,

I am writing to apply for one of the positions of assistant manager advertised in Hospitality World magazine: I feel that I have the right personal qualities, qualifications and experience for this type of post. It has long been my ambition to work in a top hotel group in a key European location. I feel that it would give me the opportunity / chance to enhance my career, and I am sure  I could bring my enthusiasm, experience and capacity for hard work to the post.

 I am a 25-year-old hotel professional with several years of relevant post-qualification experience. I have an international background, having attended schools in Paris and Rome, where I gained /obtained an International Baccalaureate. l went on to the Lucerne Institute to study hotel management. During my time at L'Hôtel du Parc in Paris, I spent three years on the front desk. 

I was also given responsibility for one of the hotel's restaurants, and so I feel I have the confidence to take on a managerial role.

For the past two years I have been working as chief receptionist at a five-star hotel in Abu Dhabi, where I am also in charge of recruitment of junior reception staff.

From my experience of working in Paris and Abu Dhabi I have acquired a good working knowledge of both French and Arabic, and have developed the diplomatic skills ensuring that I meet the requirements for dealing with an international clientele.

My current contract ends in three months and my employers will willingly supply a reference should you wish for one. I am available for interview either in the Gulf or in London. I would naturally be prepared to travel for such a meeting.

Please find enclosed an up-to-date CV for your consideration.

I look forward to hearing from you.

Yours sincerely,

Jenny Walters

Exercise 2: Job interview  (13.5 pts)
A-  Keith Rickman is being interviewed for a job as a manager in customer services. Re-arrange the interviewer’s jumbled questions.(1-9) 9 points

1 you - in - see - what - time - doing - yourself – three - do - years'

  …What do you see yourself doing in three years’ time?

2 the - made - is - mistake - what - you - worst - ever – have

  What is the worst mistake you have ever made?

 3 deal - you - would - rather - customer's – with – a – yourself - problem


  Would you rather deal with a customer’s problem yourself??

4 you - think - is - that - do - right - the - customer - always


  Do you think that the customer is always right?

5 new systems – you - learning - think – good  - you - do - are- at


  Do you think you are good at learning new systems?

6 is - there - like - you - anything - would - to - us - that – ask

  Is there anything that you would like to ask us?

7 has - prompted - what - to - job - look - you - for - another


  What has prompted you to look for another job?

8 would - is - you - telling - greatest - us – what - mind - your – weakness

Would you mind telling us what is your greatest weakness?

9 qualities - what - special - do - you - job – you - could - bring - this - think - to


What special qualities do you think you could bring to this job?

B-  Complete the interview with the interviewer's questions from A . 4.5 pts= 0.5 pt for each good answer

7 / 8 / 4 / 9 / 3 / 2 / 5 / 1 / 6

Exercise 3: Vocabulary. (7 pts)

a- Match adjectives in column A with their synonyms in column B. (3.5 pts = 0.5 pt for each answer)

A
B

Challenging  =  stimulating
outgoing

Assertive = self-confident
diplomatic

Methodical = well-organised
dedicated

Sociable  = outgoing
supportive

Tactful = diplomatic
self-confident

Committed  =  dedicated
well-organised

Helpful  =  supportive
stimulating

b- Fill in the adjectives to match the definitions, as in the example. Someone who …(3.5 pts = 0.5 pt for each good answer)

1- wants to get to the top is ambitious.

2- Works well and thoroughly is  conscientious ……………………………..

3- Someone who is able to express their thoughts and ideas easily and well is articulate……………

4- Doesn’t give up easily is tenacious……………..

5- Is enthusiastic and full of energy is dynamic………………..

6- You can really depend on is reliable…………………

7- Is right for the job is suitable…………………

8- Always arrives on time is punctual……………………..

Exercise 3: grammar.  (20 pts)
a- Complete the text with an appropriate form of the verbs in brackets. (present or present perfect) (11verbs = 11 pts)
If Lucy Garnett  …looks / is looking……………… (look) tired it's almost
certainly because she has been dancing (dance) non-stop since last Friday evening. She came up with the concept of a dance marathon as a publicity stunt to launch a new night-club. So far, both she and her client are / have been 

delighted with the coverage they have received from the press and local TV.

Lucy started her company, recently, shortly after she graduated, and since then, she has been thinking up / has thought up clever ideas to draw attention to her clients' businesses and products. Lucy believes that her service can be a much better use of an advertising budget than unfocused advertising. `TV ads and even radio commercials cost an absolute fortune,' Lucy says. `But if a stunt catches the attention of the media, then it gets the same coverage for free.' 

In her career, she has run a number of successful stunts which have turned her into a much sought after businesswoman.

b- Past forms (past or past perfect): Complete the text by changing the verbs in brackets into a suitable narrative form. (9 verbs = 9pts)
When Donna Wallis worked / was working as a PA in different City of London businesses 

she was often asked to arrange receptions and parties. She eventually knew exactly which venues and personnel to hire and by her fourth firm, she had become the acknowledged expert in her field. One day while she was arranging a special launch for a publishing firm she suddenly had a brainwave. She realized that for the past five years she had been wasting her time as a PA and that she could offer her services to other businesses for a fat fee.

Reading comprehension (32,5 pts)
A- True or false? Tick the right box and justify your choice by quoting exactly from the text.

( 20 points, 2 pts for each good answer: an answer is good only if the right box has been ticked and

 the right quotation has been selected)

1- British workers are being recruited to work in India’s call centres because:

a-   There aren’t enough Indian workers who match the job requirements.

     true   (                  

quote: there is a shortage of suitable candidates 

                        b- Indian workers are unwilling to work in call centres. false  (
Quote: millions of Indians aspire to work in the call centres
c- Some British callers are not satisfied with the service they get from Indian workers.

true  ( 

quote: this follows complaints from callers in the UK about staff being unable to understand them

                       d- A good number of Indian workers resign because of hard working conditions.

true  ( 

quote: there has also been a high attrition rate  … as Indians became fed up with punishing hours and abuse from callers
2- The British workers who go to India earn the same salary as they would if they stayed at home.

 false  (
Quote: young Britons willing to work on Indian wages
3- Few Britons accept to expatriate themselves. false  (
Quote: an army of British workers is being recruited
4- The Britons who take up jobs in Indian call centres aim to stay for one year at the utmost.

true  (           

quote: they can earn enough to live on for six months or a year

5- In the near future, there will be even greater demand for telesales workers In India. 

 true (          

quote: surveys suggesting that India’s telesales industry will be short of more than 120,000employees over the next two years
6- Agencies who recruit British workers have so many candidates that they do nothing to facilitate their departure.    false  (
Quote: those who sign up are given flights out and accomodation

                7- What Indian employers value most in the newcomers is their sense of initiative. 

 true  (      

quote: (are delighted with the newcomers) they are very enterprising

B- Tick the boxes corresponding to the adequate responses (4 pts maximum, even though there are 5 good answers, minus 0.5 for a wrong answer)
1- What attracts British workers to India?

a- possibility to discover another culture while supporting themselves.    yes          (
b- Possibility to save money and come home richer.      no                                      (
c- Possibility for Britons of Indian descent to discover their grand or   yes

great-grand-parents’ country.                                                                            (
d- Possibility to travel in the sub-continent.      yes                                                    (
2- What do they appreciate about working in India?

a- the cultural mix                        yes                                                  (
b- being given high responsibility posts right from the start      no   (  

c- the challenge to their true character      yes                                    (
d- flexible working hours             no                                                 (
C- Answer the following question briefly: (2.5 pts)
In paragraph 2, the phenomenon of British workers willing to work in India is 

referred to as a “remarkable reversal”. Explain.’ (Accept anything that has the same meaning as what follows)

Usually, western companies outsource to foreign countries so that they can employ local workers who are willing to work longer hours for lower wages. Here, the companies are Indian and British workers are going abroad to work in them for low wages and “punishing” hours.

     D- Vocabulary (6 points)
     Find a word or group of words in the article which mean:

A shortage of qualified employees

skills gap
Willing to do something difficult

take(ing) up the challenge
People who have just arrived


newcomers
Starting at the lowest echelon

from the bottom up
Achieves miracles



works wonders
India





the subcontinent
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