Communication Skills Course
Work sheet (1)
Unit 1/2/3/and 4

1. You meet someone for the first time, you say :-
a. Pleased to meet you.
b. How do you do? 
c. How are you? 
d. Nice meet you.

2. When you introduce Mona to Fatima, you say :-
a. This is Fatima.
b. She is Fatima. 
c. Her name Fatima. 
d. She Fatima

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

4. He is the sale’s manager, ………………..?
a. Do they.
b. Doesn’t he.
c. Isn’t he.
d. Does he. 

5. He isn’t a sale’s manager …………………?
a. Is he.
b. Doesn’t he.
c. Isn’t he.
d. Does he.

6. Your name is Amal,………………….?
a. Are you.
b. Aren’t you.
c. Is it.
d. Isn’t it.


7. I work for Gall Wing Golf. The question is :-
a. Where do you work for?
b. Who do you work for?
c. What do you work? 
d. 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?
d. What line of business are you in?

9. We employ about 200 people. The question is :-
a. How many employees do you have?
b. How many employees does you have?
c. How much employee do you have?
d. How much employees do you have?

10.  The base form of left is :- 
a. Live 
b. Leave
c. Leve 
d. Life 

11.  The base form of  was/ were is :-
a. are 
b. Be 
c. Is 
d. Am 

12. …………….John setup his business?
a. Why 
b. What 
c. When 
d. Where 
 
Choose the best answer that fit into the spaces.   

 22 June 1999
Dear Madam 
          I have seen your advertisement for a 13…………… in the Globe and I would like to apply for 14…………….  .
I’m 33 years old and  at present 15………………… in the sales department at IBM. I am familiar with common  17…………….and I speak 16……………..  . Further information is in my C.V. 
I looking forward to 18. ………………..  soon. 
Your sincerely 
Sally  
  Sally Aziz



 13.
a. Word processing programs 
b. The position 
c. Hearing from you 
d. Secretary to the export sales manager 
14.
a. Word processing programs 
b. The position 
c. Hearing from you 
d. Secretary to the export sales manager 
15.
a. The position
b. Fluent Spanish and French 
c. I am working as a secretary 
d. Secretary to the export sales manager 
16.
a. I am working as a secretary 
b. Word processing programs 
c. Fluent Spanish and French 
d. Secretary to the export sales manager 
17.
a. I am working as a secretary 
b. Fluent Spanish and French
c. Hearing from you 
d. The position
18.
a. I am working as a secretary 
b. Fluent Spanish and French
c. Hearing from you 
d. The position
 19……………..to speak to Miss Amal?
a. Can I 
b. May I
c. I’d like 
d. 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?
c. Could I leave a massage to Miss Amal?
d. Could I leaving a massage to Miss Amal?
21. I …………… my grandfather on Friday?
a. was visits 						
b. visit always
c. visits always						
d. always visit
T.: Fathia ali
































