1. I like to visit other countries but I find the ....... of travel is too high.

(a) money (b) cost (c) expenses (d) currency

2. She is very happy because she starts her new ....... today.

(a) job (b) work (c) labour (d) post

3. How are you getting on ....... your new computer?

(a) at (b) with (c) by (d) for

4. What sort of things do you have in .......?

(a) thought (b) mind (c) idea (d) think

5. My clients contact our office via email or phone and then we ....... an appointment.

(a) make (b) take (c) give (d) do

6. The two things that are important for an appointment are the time and the place. You say for example: Let's meet next Monday ....... 10 o'clock.

(a) on (b) at (c) in (d) for

7. Just look at the size of those huge ....... at the checkouts.

(a) tails (b) lines (c) queues (d) rows

8. I would be very interested in ....... for that job.

(a) entering (b) working (c) applying (d) writing

9. They are completely ....... up with all the noise in the centre of town.

(a) tired (b) fed (c) sick (d) ill

10. You need to improve the ....... of this letter because one or two things are in the wrong place.

(a) description (b) indication (c) layout (d) picture

11. A character _____ is a written statement of a person's good qualities, written by someone who knows the person well, which is sent to a future employe
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12. A job _____ is a list of the responsibilities which you have to perform in your work.
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13. A lay-_____ is the act of firing someone.
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14. A night _____ is a period of working during the night.
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15. A _____ car is provided by the employer with the job.
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16. A _____ agency is a government office where unemployed people can go for information about jobs which are available.
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17. A _____ list is a list of people who have been judged the most suitable for a job.
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18. A _____ wage is the smallest amount of money that an employer is allowed to pay to employees.
[image: image34.wmf]minimum  [image: image35.wmf]maximum  [image: image36.wmf]low-end  [image: image37.wmf]golden  [image: image38.wmf]bottom line  
19. A _____-time job is done for the whole of a working week.
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20. If you work part-_____, you work for only some of the day or the week.
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21. Middle _____ is people who are below those who are in control of the company as a whole.
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22. The chief _____ is the person with the most important position.
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23. White-_____ workers work in the office.
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